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Introduction

Tebra Billing subscribers have access to both the Desktop Application (PM) and the Billing module in
the Web Platform. After completing Admin Setup Guide Part 1 — Billing Company, Admin Setup Guide
Part 2 is designed to instruct billing company System Administrators how to configure the Desktop
Application (PM) settings and how to navigate the Billing module features in the Web Platform. If you
don't have access to a specific task or function described within the topics of this guide, please contact
the person in your office who is a System Administrator for Tebra.
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Tebra Desktop Application (PM)

The Desktop Application (PM) is a native Windows-based application that System Administrators need to download and install then
complete additional practice and provider billing settings. The Desktop Application (PM) is also where billers can manage patient
records, review charges, manage patient collections and subscribe to standard reports to help analyze the health of the practice(s).

@ Note: For Mac computers, Tebra offers a complimentary companion solution that enables you to leverage the Billing solution.
To learn more, please contact your Success Coach.

Login Instructions

1. Review the Install Tebra and System Requirements help
article and confirm your system meets the Tebra 8 9 @ iebre S
{IC0TS)

Desktop Application (PM) system requirements.

Login/Email:

2. Then, follow the steps on the help article to download
and install Tebra. o | Y
= tebra
3. Onceinstalled, locate and double click the Tebra
desktop shortcut icon to open. The Tebra - Sign In pop-
up window opens.

n 208684 25480

(Continued next page...)
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Login Instructions, cont.

4,

Enter the Login/Email and Password created when you
registered with Tebra or that was assigned by another
System Administrator at your office.

Click Sign In. The practice opens.

e If there are multiple practices, click the practice
name to open.

e If the practice setup has not yet been completed,
the New Practice Setup wizard automatically
launches. Follow the instructions. For more details,
review the New Practice Setup help article.

% PR T

¥ tebra

Login/Email:

dhudson@tebratest.com
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Desktop Application (PM) Dashboard

When you open a practice, the Desktop Application (PM) dashboard is always your starting point, much like a "home page". You can
access commands through various points, all depending on your personal preference. The dashboard views are based on the type

of user and role(s) assigned to you.

Navigate Dashboard

1. Account ID: When contacting Customer Care, you need
to provide the account ID number located on the right
side of the practice name.

2. Menu Bar: Access a hierarchical list of options.

3. Toolbar: Denotes icon shortcuts to the most frequently
used commands.

4. Shortcuts: Quick access to frequently used options.

5. Open Windows: Lists all currently open windows and
allows you to switch between them.

(Continued next page...)

@ Healing Corner ID: 15050 - Tebra [ ] - m} x

2 Practice Patients Appointments Encounters Documents Tasks & Messages Reports Settings Window Help

3 -

’f\ - o =l o B ™ Te FQ _O. = o % Type 3 patient... v

Shortcuts 4 Workflow Fayment Velocity O
o Home ~
Patients
- -5 a0
" Appointments rewpatient  $nd patient
=| Encounters *
r Documents -?0 i = 38
— genenato
= Tasks reports DAYsS
B Messages endiinter  anctinter
2|, Reports o
— Whati Paymaent Valodity? Full Repot ...
. Settings
#y Solution Center , | ToDaList | Key Performance Indicators
Indicator Amount % Last
Open Windows (1) 5 As part of your daily billing activities...
ou have 2 Flagged Messages that require follow-up. Procedures 457 -34%
Practice Home *fou have 2 tasks overdue. Charges §72950 A%
*fou have @ Encounters to review. adjustrents 510457 -11%
You have 23 Claims to send. Receipts $12,049  -13%
You have B Rejected ¢laims that need fallow-up. Refunds §0 0%
You have 1 Denied claim that needs to be resolved, &R Balance $124,128  -13%

*fou have 24 Draft Encounters to submit to the Business Office. Days in AR 28 5%
You have 10 Clearinghouse Reports to reviev.

Days Revenue Outstanding 41 +2%
You have 22 Online Payments to apply. Days to il 0 -1
As part of your manthly closing activities... Month Quarter Vear

You have 3 Patient Statements to send.

You should review your Patient Statement Delivery Report to address b Uoad: LR 319 A
statements that were undeliverable.

You should review monthly Reports for omissions or errors,

You should review the Report Closing Date,
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Navigate Dashboard, cont.

6. Workflow: A visual guide to shortcuts of key processes
determined by your type of user.

7. Payment Velocity: Toggle between the Payment
Velocity gauge and the dashboard charts: A/R Aging or
Income Analysis.

8. To Do List: Automatically generated by the system to
help track work determined by your user role. Clickable
links open the window related to each task.

9. Key Performance Indicators: Monitor the key metrics
that impact the financial and operational health of the
practice.

@ Healing Corner ID: 15030 - Tebra

Practice Paients Appointments Encounters Documents Tasks & Messages Reports Settings Windew Help

~ me e B AR RIB
o apy & S |q F -=[;Q-Q0FQ-
Navigation Practice Home
Shartcuts workflow | §
o Home ~
Patient:
m atients - ey
— Appointments P dnd patient
=| Encounters
-~ . -
I Documents £ 52y |
= Tasks generate
™
A Messages endiiter  anctinter
=l Reports
T Settings
To Do List B

@ Solution Center

Open Windows (1)

Practice Home

As part of your daily billing activities,..
‘fou have 2 Flagged Messages that require follow-up.
*You have 2 tasks overdue,
*You have @ Encounters to reviewr.
*ou have 23 Clzims to send.
You have 8 Rejected claims that need fallaw-up.
¥ou have 1 Denied claim that needs to be resabved.
*fou have 24 Draft Encounters to submit to the Business Office.
You have 10 Clearinghouse Reparts to review,
You have 22 Online Payments to apply.

As part of your monthly closing activities...
*ou have 3 Patient Statements to send.
You should review your Patient Statement Delivery Repart to address
statements that were undeliverable.
You should review monthly Reports for amissions or errors,
You should review the Report Closing Date,

— o %
= 0 % Type & patient... =

Payment Velocity 7

/_q

What is Payment Velodty? Full Repest ...

G| [Key Performance Indicators (il

Indicatar Amount 9% Last
Procedures 457 ~54%
Charges §72,950  -45%
Adjustments $10457 -11%
Receipts §12,049 -15%
Refunds §0 0%
A/R Balance $124,128 -13%
Days in A/R F- 5%
Days Revenue Outstanding 41 +2%
Days to Bill 10 1%
Honth Quarter Year

Lasz Ucased: 11/21/2023 3129 AM
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Practice Information

Practice information is entered during the New Practice Setup wizard or during Admin Setup Guide Part 1 — Billing Company.
However, you can review and edit the information at any time. To prevent claim rejections and delays in claim processing and
payment, review and verify the practice information is correct in addition to the other Desktop Application (PM) settings.

E] Note: To add a new practice to your Tebra account, review the New Practice Setup help article.

Practice Information

1. Click Settings > Practice Information. The Practice
Information window opens.

(Continued next page...)

@ Healing Corner ID: 15030 - Tebra

Practice Patients Appointments Encounters Documents  Tasks 8 Messages  Reports | Settings | Window Help

O
X

—N— B = = =t — F_ E Practice Information ]
ey & T Tq == b fa Fol AT
fim Providers
Navigation Practice Information Service Locations
Departments
Shorteuts Name: |Haal|ng Comer | RPN
A Home ”~ Group NP: | | ontracts and Fees
am Patients Encounter Forms
..... EIN: -
— Appointments |12345€739 | Patient Portal
=| Encounters Patient Payments
I Documents Contact Information z e
= Tasks Address... 1111 Bayside Drive Phaone: e
Suite 150
¥ Messages Corona Del Mar, CA 92625-1762 Fax lisusace
|, Reports KFax 2 User Accounts
= Settings Web User Roles
& Salution Center .| b Site: [www tebrahealingcomertest com | Email: o
. . Codes
Open Windows (2) Name... |HEa|ing Comer | Phone: Other Lists
Practice Information
. Address... PO Box 1234 Fax: Options
Practice Home Irvine, CA 92612-1234 .
Email: Company,
Billing Contact
Name Healing Comer Phone: |866) 9383272 | | |
Address PO Box 1234 Fax: ‘ | | |
Irvine. CA 92612-1234 X
Email: ‘ |
Notes
Save Cancel Delete

S
T
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Practice Information, cont.

2. Name: To prevent claim rejections, verify the practice
name does not exceed 60 characters, including spaces.

3. Group NPI: If the practice is credentialed to bill with a
group NPI, verify the NPI entered is correct and not an
individual NPI. The individual NPI is entered in the
Provider record.

4. EIN: If the practice is credentialed to bill with an EIN or
Tax ID, verify the number is correct. For providers
credentialed to bill using their SSN, the SSN is entered
in the Provider record.

(Continued next page...)

Practice Information

2 Mame: ‘Heahng Comer

3 Group NPI. (1234567830

4 EIN: [12-3456783
Contact Information
Address... | | 1111 Bayside Drive Phone:  [(366) 538-3272 | |
Suite 150
Corona Del Mar, CA 926251762 Fax: | | |
kFax #:
wieb Site: ‘www.tebraheahngcomertest.com Email | ‘
Name [Healing Comer Phone:  [(866) 938-1234 | |
Address PO Box 1234 Fax | | |
Invine, CA 926121234 )
Email | ‘
Billing Contact
Name Healing Comer Phone:  [(866) 938-3272 | |
Address PO Box 1234 Fax | | |
Invine, CA 926121234 )
Email | ‘
MNotes

Save Cancel Delete
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Practice Information, cont.

5.

Contact Address: The practice address must be a
physical address with a valid 9-digit zip code.

“@- Tip: Click Address > USPS Website to find the zip
code.

Contact Phone: Verify the practice phone number.

kFax#: Auto-populates once a kFax number is assigned
to the practice. Review the kFax Number section for
more information.

Billing Contact: Applies to all e-claim submissions to
ensure payers have the correct point-of-contact,
including phone number. This contact information can
also be used for patient statements.

Click Save to record any changes made.

Notes

Practice Information

Mame: ‘ Healing Comer

Group NPl [1234567830
EIN: [12-3456783
Contact Information
Address... | | 1111 Bayside Drive {6 ' Phone: ({366 933-3272 | |
Suite 150
Corona Del Mar, CA 926251762 Fax: | | |
T kFax s
wieb Site: ‘www.tebraheahngcomertest.com Email | ‘
Name [Healing Comer Phone:  [(866) 938-1234 | |
Address PO Box 1234 Fax | | |
Invine, CA 926121234 )
Email | ‘
Billing Contact
Name Healing Comer Phone:  [(866) 938-3272 | |
Address PO Box 1234 Fax | | |

Irvine, CA 52612-1234

Email

Save Cancel Delete
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kFax Number

A kFax number is a fax number to which documents can be received and automatically stored in the Documents of both the Tebra
Desktop Application (PM) and Web Platform. System Administrators can permanently assign a kFax number to each practice until

they choose to release the kFax number from the practice.

Get kFax Number

1. Click Settings > Company > Find Practice. The Find
Practice window opens.

2. Double click the practice to open. The Edit Practice
window opens.

(Continued next page...)

@ Healing Corner ID: 15030 - Tebra

Practice Pagients

LR =t

Navigation Find Practice
Look For:  |Type a keyword to find Search In: | All fields

MName
A Place for Healing 2

Healing Corner Express

Shortcuts
o Home -~
am Patients

§ Encounters
I Documents
= Tasks
- Messages
Z|, Reports
= Settings
@y Solution Center
Open Windows (2)
Find Practice
Practice Home

=+ I o SN

Appeintments  Encounters  Documents  Tasks 8 Messages  Reporis

sl R

Healing Place
Practice Healing

Showing: 1-5 of 5

Address

1111 Bayside Drive
1111 Bayside Drive

1111 Bayside Drive
1111 Bayside Drive
1111 Bayside Drive

Phone

(866) 938-3272
(866) 938-3272
(866) 938-3272

[m] X

Settings | Window Help

Practice Information
fim Providers

Service Locations

Departments

Contracts and Fees

Encounter Forms

Patient Portal

Patient Payments

Procedure Macros

Insurance

User Accounts

Web User Roles

Codes

Other Lists

Cptions

Clear

i

Active
Yes
No
Yes
Yes

¥a' New Practice..

#y" Eind Practice... 1

Claim Settings Mode

Company

< 1of1 >

Mewi.,

Open.

Delete
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Get kFax Number, cont.

3. Click Get kFax Number. The kFax number assignment
pop-up message appears.

4. Click OK. The kFax number is assigned and populates
the kFax # under the Contact Information section of the
practice.

@ Note: The kFax number also displays under the To
Do List on the Dashboard upon next log in.

Edit Practice - Healing Corner (5)

Name:
Group NPI
EIN:
Active:

Contact Information

‘ Healing Comer

| Subscription Edition: [suite

[ 1234567390

[12-3456783

Address..

1111 Bayside Drive Phene: |{3€5} 933-3272
Suite 150
Corona Del Mar, CA 92625-1762 Faux: |

kFax #: (549) 955-9999

\web Site: www tebrahealingcomer
| Mame.. | ‘Healing Comer

Address...

PO Box 1234
Ivine, CA 52612-1234

The kFax number assigned to this practice is [949) 959-5593.
You can now send faxes to this number from any standard fax
machine and your faxes will appear in the documents list within
approximately 30 seconds of transmission.

*

Billing Contact
| Mame.. | ‘ Healing Comer 4 'TI l:l
[aceress.. | POBor1zst : || \
Irvine, CA 92612-1234
Email: [ \
Motes
S
Save Cancel Delete Deactivate Practice Get kFax Number
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Providers

New providers are activated during the New Practice Setup wizard or Admin Setup Guide Part 1 — Billing Company. Provider
information and settings can be reviewed and edited at any time. To prevent claim rejections and delays in claim processing and

payment, review and verify the provider information and settings are correct in addition to the other Desktop Application (PM)
settings.

E] Note: To add new providers, it is recommended to add new provider web users which automatically creates the associated
Provider records. Refer to the Web User Roles section for details. Once the provider web users are created, review and verify the
associated Provider records and settings are correct.

Provider General Information

1. Click Settings > Providers. The Find Provider window @ Healing Comer D: 15050 - Tebra - o X
Opens Practice Patients Appointments Encounters Documents Tasks & Messages Reports | Settings | Window Help
: — N — = = — = = Practice Information
2. Double click the provider to open. The Edit Provider S © |
. Departments
window opens at the General tab by default. ortas Look For e [t | e
P o Home A e
.@. Tlp: ClICk the Clalm Settlngs GLIIde l|nk on the top Of a Fatients MName 2 Office Phone  Mohile Phane Home Phone Encounter Forms
. . . . . = ointments Diana Hudson 3272 atient Porta -Jlder
the Edit Provider window for more information about N e el v
. . . — David Stane, MD (866) 938-3272 qa LI LT S5 iider
practice and provider settings. M Coamens Procedure Macros
1__r Messages Insurance 3
|, Reports User Accounts
. Seftings Web User Roles
@ Solution Center Codes 5
Open Windows (2} Other Lists »
e e ’
Company 3
< >
Showing: 1-3 of 3 < 1of1 >

MNew.. Open..

(Continued next page...)
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Provider General Information, cont.

3.

Full Name: Verify the provider’s full name is correct.

Individual NPI: Verify the NPI entered is the correct
number assigned to the provider.

SSN: If the provider is credentialed to bill using their
Social Security Number (SSN), verify the 9-digit SSN is
correct.

Specialty: Verify the provider’s main specialty and
taxonomy code is correct. If necessary, click Specialty
to search and select the provider's main specialty from
the list of taxonomy codes.

Degree: Verify the provider’s degree is correct.

Date of Birth: Verify the provider’s date of birth is
correct or click the drop-down arrow then click None.

(Continued next page...)

Edit Provider - Diana Hudson (5)

© need help with claim settings? Read the Claim Settings Guide.

Any change on this tab may affect this provider's claim submission for one or more insurance companies.

Claim Set'tings| Provider Performance Report | Documents ‘ Log ‘

3 Full Name. |Diana Hudson | 6
User freq): Hudson, Diana (dhudson@tebrat Mew ... 7

A ) incividus! NFI: [12345678%0 |

B ssh: [111223333 | €8

Specialty... | |General Practice (208D00000; |
Degree: |MD |
Type: Physician Provider

Date of Birth: ~ [None

Department: |None

Encounter Form: |Nona

Address... | (1111 Bayside Drive Home: | | ‘ |
ng:nl Del Mar, CA 926251762 Vlorke: |1e68) 5383272 | | |
Mobile: [ | |
Pager. | | | |
Fax | | |
Motes
Save Cancel Deactivate Provider
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Provider General Information, cont.
9. Address: Verify the provider’s office address is a

physical address (not a PO box) with a valid 9-digit zip
code.

10. Home, Work, and Mobile: Verify at least one valid
phone number is entered for the provider.

11. Click Save to record any changes made. The

Confirmation pop-up appears then click Yes to confirm.

Edit Provider - Diana Hudson (5)

© need help with claim settings? Read the Claim Settings Guide.

Any change on this tab may affect this provider's claim submission for one or more insurance companies.

Claim Set'tings| Provider Performance Report | Documents ‘ Log ‘

Full Name. |Diana Hudson |

Specialty... | |General Practice (208D00000; |

User req): Hudson, Diana (dhudson@tebrat MNew ... Degree: |MD |
Individual NPI: [1234567390 | Type: Physician Provider
SSN: [111223333 | Dateof Birth:  [Nane [Ad
Department: |None v| Encounter Form: |Nona v|
9 Address... | (1111 Bayside Drive Home: | | ‘ |
Suite 1
czr:na Del Mar, CA 92625-1762 10 work: |1e68) 538-3272 | | |
Mabile: | | ‘ |
Pager: | | ‘ |
Fax | | |
Motes
11
Save Cancel Deactivate Provider
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Provider Claim Settings

The provider's claim settings are used to format electronic claim (e-claim) submissions and paper claim printing. Claim settings are
configured for each provider and can be general (e.g., affects all payers) or more specific (e.g., affects a specific payer or service

location).

1. Click Settings > Providers > Double click the provider
to open. The Edit Provider window opens.

2. Click the Claim Settings tab. The provider’s default claim
settings information displays.

3. NPI: Click the drop-down arrow to select how the

provider is credentialed with payers to send claims.

E] Note: The Group NPI auto-populates from the

Practice Information record and the Individual NPI

auto-populates from the General tab of the Provider

record.

o If Bill with Group and Individual NPI is selected, but
the provider's claims need to be sent with a different
Group NPI, click to select "Override Group NPI?",
Then, enter the Override Group NPI.

(Continued next page...)

Edit Provider - Diana Hudson (5)

@ Need help with claim settings? Read the Claim Settings Guide.

Any change on this tab may affect this provider's claim submission for one or more insurance companies,

General | Claim Settings | Provider Performance Report | Documents ‘ Log ‘

MPI: [Bill with Group and Individual 1PI | Individual hP: 1234567800 |
[[] override Graup MPIZ Group MPI: | |

Tax ID: [gitt with I “| e [12-2456780 |

[ override EIN?

[[] Enable Pay-To Address For Professional Claims

Override Claim Settings

Use the list below to override your general claims settings as required for specific insurance companies.

Insurance Company | Service Location | Tax ID | MRl

Add..

Edit..

Remove

Save Cancel Deactivate Provider
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Provider Claim Settings, cont.

4. Tax ID: Click the drop-down arrow to select how the
provider is credentialed with payers to send claims.

5.

Bill with EIN: The provider is credentialed to send
claims using an Employer Identification Number
(EIN) assigned by the IRS to the practice. This
applies to any taxable business entity (e.g.,
Corporation, LLC, LLP, Partnership).
= If the provider's claims need to be sent with
a different EIN, click to select "Override
EIN?" then enter the EIN Override.
Bill with SSN: The provider is credentialed to send
claims using their Social Security Number (SSN).
This might be the case if the practice is a sole
proprietorship and has not been assigned an EIN
from the IRS.

If the pay-to address differs from the practice's (e.g., a
P.0. Box or Lockbox), click to select "Enable Pay-To

Address For Professional Claims" then enter the Name

and Address.

(Continued next page...)

Edit Provider - Diana Hudson (5)

© nNeed help with claim settings? Read the Claim Settings Guide.

Any change on this tab may affect this provider's claim submission for one or more insurance companies.

General | Claim Settings | Provider Performance Report | Documents ‘ Log ‘

MPI: [Bill with Group and Indvidual 1PI | Individual hP: 1234567800

[[] cverride Graup MPIZ Group NPI: |
TaxID: [t with EIN v e [12-3456789

[ Cverride EIN?

5 [[] Enable Pay-To Address For Professional Claims

Override Claim Settings
Use the list below to override your general claims settings as reguired for specific insurance companies.
Insurance Company | Service Location | Tax ID | NPl Add..

Edit..

Remove

Save Cancel Dreactivate Provider
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Provider Claim Settings, cont.

6. Override Claim Settings: Add, edit, or remove any
insurance companies and service locations that have
exceptions to the general claim settings.

7. Click Save. The Confirmation pop-up appears then click
Yes to confirm.

Edit Provider - Diana Hudson (5)

© need help with claim settings? Read the Claim Settings Guide.

Any change on this tab may affect this provider's claim submission for one or more insurance companies.

General | Claim Settings | Provider Performance Report | Documents | Log |

MPI: [Bittwith Group and Individual 1PI | Individual NPE:
[[] Override Group NPI? Group NFI:
Tax ID: [Bitl with EIN <] e
[] Override EIN?

[[] Enable Pay-To Address For Professional Claims

Override Claim Settings 6

Use the list below to override your general claims settings as required for specific insurance companies.

Insurance Company | Service Location | Tax ID | WP

Bdd...
Edit...

Remove

Save Cancel Deactivate Provider
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Override Claim Settings

You can override claim settings for any insurance company or service location that has exceptions to the provider's general claim
settings. Navigate to the provider’s Claim Settings to add, edit, or remove an override. To ensure any changes made are saved
successfully, click Save until the Confirmation pop-up appears to confirm those changes.

1. Click Settings > Providers > Double click the provider Edit Provider - Diana Hudson (5)
to open. The Edit Provider window opens. O e on e ot k' o S fo ons o more Isurance companie.
2
2. Cl|ck the C[a[m Sett[ngs tab_ The prOVIder,s C[a|ms General | Claim Settings | Provider Performance Report Documem::‘Log‘
ttin s information dIS la s MPI: [Bill with Group and Individual 1PI | Individual hP: |1234557390 |
se g p y . [] override Group MPIT Group MPI: | |
Tax ID: [gitt with I ~| Eme [12-2456780 |
3. Under the Override Claim Settings section, click Add. O overrde ev?
The Oveff[de Claim Settlngs WindOW Opens. [[] Enable Pay-To Address For Professional Claims

Override Claim Settings

Use the list below to override your general claims settings as required for specific insurance companies.

Insurance Company | Service Location | Tax ID | MPI 3 Add..

Edit..

Remove

Save Cancel Deactivate Provider

(Continued next page...)
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Override Claim Settings, cont.

4. Click Insurance Company. Then, double click to select
the specific insurance company the override applies to.
e If the override is for a specific service location and
applies to all insurance companies, leave Insurance
Company blank.

5. Location: Click the drop-down arrow to select the
service location the override applies to; otherwise, leave
this set to All.

6. NPI: Click the drop-down arrow and select how the
provider is credentialed with the payer to send claims.
e If the provider’s claims need to be sent with a
different Group or Individual NPI, click to select
"Override NPI?". Then, enter the Group NPI Override
or Individual NPI Override.

(Continued next page...)

Override Claim Settings for Diana Hudson (5)

© nNeed help with claim settings? Read the Claim Settings Guide.
Any change on this tab may affect this provider's claim submission for one or more insurance companies.

4 Insurance Companiy: | X
5 Location: |AH w |
B e [Bili with Group and Individual Pi |

Tax ID:

[] Override NPIZ

[Biti with EIn ~|

[] Override EIN?

[[] show advanced settings

Save

Cancel
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Override Claim Settings, cont.

7. Tax ID: Click the drop-down arrow and select how the
provider is credentialed with the payer to send claims.

Bill with EIN: The provider is credentialed to send
claims using an Employer Identification Number
(EIN) assigned by the IRS to the practice. This
applies to any taxable business entity (e.g.,
Corporation, LLC, LLP, Partnership).
= If the provider's claims need to be sent with a
different EIN, click to select "Override EIN?"
then enter the EIN Override.
Bill with SSN: The provider is credentialed to send
claims using their Social Security Number (SSN).
This might be the case if the practice is a sole
proprietorship and has not been assigned an EIN
from the IRS.

8. Show advanced settings: For additional settings (e.g.,
Practice, Paper Claim, Electronic Claim, Eligibility) that
need overrides, click to select "Show advanced
settings”. To learn more, review the Advanced Provider
Override Settings help article.

9. Click Save until the Confirmation pop-up appears to
confirm the changes.

Override Claim Settings for Diana Hudson (5)

© nNeed help with claim settings? Read the Claim Settings Guide.

Any change on this tab may affect this provider's claim submission for one or more insurance companies.

Insurance Companiy: | X

Location: |AH ) |

NPI: [Bili with Group and Individual Pi |

[] Override NPIZ

) 1ax D: [Biti with EIn ~|

[] Override EIN?

8 [ show advanced settings

Save Cancel
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Provider Performance Report, Documents, and Log

Review the following help articles to learn more about the Provider Performance Report, Documents, and Log of the Provider

record.

e Provider Performance Report - Provider performance reports keep providers up to date on their practice's performance.
These reports are delivered automatically by email (between Midnight and 5:00 AM Pacific Time) and provide key indicators,
including patients, encounters, charges, payments, A/R balance and days revenue outstanding.

e Provider Documents - Documents related to the provider (e.g., credentialing, licensing, contracts) can be added to their
Provider record. The Documents tab becomes available after creating the provider.

e Provider Log - To assist in staff management and provider privacy, the Log tab of the Provider record tracks key changes
made to the record.

£ tebra


https://helpme.tebra.com/Tebra_PM/04_Settings/Providers/Provider_Performance_Report
https://helpme.tebra.com/Tebra_PM/04_Settings/Providers/Provider_Documents
https://helpme.tebra.com/Tebra_PM/04_Settings/Providers/Provider_Record_Log

Service Locations

New service locations are entered during the New Practice Setup wizard or Admin Setup Guide Part 1 — Billing Company. These are
locations where providers render healthcare services to patients, including locations not at the same address as the main practice

(e.g., local hospitals, outpatient clinics, rehabilitation centers). One or more service locations must be created to begin scheduling
appointments, entering encounters, and sending claims. Service Location information can be entered, reviewed, and edited at any

time. To prevent claim rejections and delays in claim processing and payment, review and verify the service location information
and settings are correct in addition to the other Desktop Application (PM) settings.

New Service Location

1. Click Settings > Service Locations. The Find Service
Location window opens.

2. Verify the service location is not in the system then click
New on the bottom. The New Service Location window
opens.

e Ifyou have already entered the service location
information, double click the service location to
open. The Edit Service Location window opens.
Proceed to step 3 and verity the information entered
is correct.

(Continued next page...)

e Healing Corner ID: 15050 - Tebra

Practice Patients

o e e

Navigation Find Service
Look For; |Type a keywaord to find Search I |All fields

Shortcuts
o Home A
am Patients

§ Encounters

I Documents

= Tasks

- Messages

2|, Reports

= Settings

@ Solution Center
Open Windows (2}

Find Service Location

Practice Home

- O >
Appointments Encounters Documents Tasks 8 Messages Reports | Settings | Window Help
sanns — = o F g Practice Information
: o q el .
fim Providers

= o
Location

Service Locations 1m

Departments

d

Contracts and Fees Clear

I
Phone Fax

A Healing Place
Healing Carner

Showing: 1-20f 2

2

Mame

Address

1111 Bayside Drive (366)
1111 Bayside Drive (866)

Encounter Forms
Patient Portal

Patient Payments
Procedure Macros
Insurance »
User Accounts

Web User Roles

Codes 3
Other Lists 3
Options »
Company 3
< 1of1 >

New...

Open... Delete
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New Service Location, cont.

3. Internal Name: This name only displays in Tebra for
internal reference when creating encounters and cannot
exceed 32 characters, including spaces.

4. NPI: Required only if the service location has been
assigned a unique NPI number. The number entered
should not be an Individual or Group NPI.

5. If claims for this service location need to be submitted
with a different EIN than the practice's EIN, click to
select "Override EIN?" then enter the EIN.

6. Time Zone: Click the drop-down arrow to select the
service location’s time zone.

7. Legacy Number Type: By default, LU Location Number
is selected with the Legacy Number left blank and is
appropriate for most cases. If necessary, click the drop-
down arrow to select a different Legacy Number Type
then enter the Legacy Number.

(Continued next page...)

MNew Service Location

3 Internal Name: |Here to Heal ‘ 6 Time Zone: |[GMT4}S:DG] Pacific Time (US & Canadal v|
4 MPI: | ‘ Legacy Mumber Type: |LU Location Number v|
5[] cverride EIN? TR TR | |

Billing Name and Address
The name and address of the service location for the provider submitting the bill.

Billing Name: |Here to Heal Phone: |[3551 938-3272 | ‘ |
Address... 1111 Bayside Drive Fax: |[ass] 938-1234 | ‘ |

Suite 150
Corona Del Mar, CA 82625-1762

Professional (CMS 1500/ 837F) Claims Only

For professional claims, the place of service type of the service location.

Flace Of Service: [11 - Office | cuanumber:

Institutional (LUBO4 / 8371) Claims Only

For institutional claims, the type of bill, and the name and address where payment should be sent, if different than the billing name and address
above.

Type of Bill: | v‘

Pay-To Mame: | ‘

Address... Phone: | | ‘ |

Fax: | | ‘ |

Save Cancel
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New Service Location, cont.

8. Billing Name and Address: Enter the service location New Service Location
Billing Name and Address as it should display on claims. internal Name: [Here to Heal | Time Zore: [(GT-08:00)Paciic Time Vs & Canads) ]
Then, enter the Phone/Fax number(s). B | | Legay Numser Type: LU Location Number ¥
(=] Note: For e-claim submission purposes, the address e tegaeytumoer | |
must be a physical location with a 9-digit zip code. i —
-@- Tip: Click Address > USPS Website to find the zip B o e Prone: |19 9383212 LI
code. Sl R (-
9. Professional (CMS 1500 / 837P) Claims Only: S
e Click the drop-down arrow and select the Prace Of Sace 11Ot - —
appropriate Place Of Service code. | stteensl (U804 €27) Clims Orly
Y If applicable, enter a CLIA Number |f Smelttlng ;;iremstsit:::x\ claims, the type of bill, and the name and address where payment should be sent, if different than the billing name and
claims for lab work. Tpeotal | <]
PayToName: | |
Address.. Phone: | || |

10. Institutional (UB04 / 837I) Claims Only:
e Click the drop-down arrow and select the
appropriate Type of Bill.
e Enter the Pay-To Name, Address, and Phone/Fax
number(s) if different from the Billing Name, - Save Cancel
Address, and Phone/Fax number(s).

11. Click Save when finished.
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Users

Tebra accounts for billing companies have two user settings options: User Accounts and Web User Roles. User Accounts allow
System Administrators to assign specific Desktop Application (PM) permissions for staff members of the billing company. Web User
Roles allow System Administrators to assign role-based permissions for staff members of the practice(s) so they can access the
appropriate Tebra Web Platform module(s).

For additional guidance and answers to the most common user management and security questions, review the User Management
FAQs help article.

User Accounts

Each staff member of the billing company who uses the Desktop Application (PM) needs their own unique user account with a valid
login email and password. Be sure to have full names and email addresses on hand before proceeding. Then, create user accounts
that can be assigned a Type of user, preset Role, Account and Practice Permissions.

Once a new user account is created:

e The option to set the Type of user becomes available. For more information, review the User Account Types help article.
e The new user needs to be provided their login credentials via a secure method.

e Upon the first login, the new user is prompted their password has expired and to create a new password.

e The new user can complete their role-based trainings in Tebra University.

(Continued next page...)
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https://helpme.tebra.com/Tebra_PM/04_Settings/Users/User_Account_Types
https://helpme.tebra.com/Tebra_University

New User Account

1. Click Settings > User Accounts. The User Accounts

window opens.

2. To prevent duplication, verify the user is not in the

system then click + New User Account.

e If you have already created the user, click the user
name to open and refer to the Edit User Account

section of the User Accounts help article.

@ Note: All users within the Tebra account are
listed including the practice web users. To edit
practice web users, refer to the Web User Roles

section unless additional Desktop Application (PM)

permissions need to be assigned.

(Continued next page...)

e Healing Corner ID: 13030 - Tebra

Practice Patients Appointments Encounters Documents Tasks 8 Messages Reports | Settings | Window  Help

- m} X

— i = = = o e— F £ Practice Information
» & « S Tq == Fe B Tel Rl A,
fim Providers
Navigation User Accounts gexicelocations -
ZITiErE Active Inact M Rol Brperiments
V! inaciive vianage Roles
2 Home A Contracts and Fees
an Patients Encounter Forms
= Appointments + New User Account 2 Patient Portal
=| Encounters Patient Payments
I pocuments Name Login email Procedure Macros
— Tasks
B Messages David Stone dstone@tebratest com Insurance »
=l Reports Diana Hudson dhudson@tebratest com User Accounts 1
I, Setlings ) . Web User Roles
@ Solution Center Emma Sue emma.sue@tebratest.com oo ,
Codes
Open Windows (2) Jason Adams jadams@tebratest.com Other Lists N
User Accounts Joe Ngan jngan@tebratest.com Options V
Practice Home
Randy Park rpark@tebratest.com Company. »
Simon Strauss ssirauss@lebratest.com Custom
Suzanne Miller i com Custom
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New User Account, cont.

3.

Login email: Must be a valid email address for the user
to which only they can access their emails for security
purposes.

Full name and Phone: Enter the user’s full name and
contact phone number.

Set and Verify password: Create a temporary password
and verify it by entering it again. Upon first login, the
user is prompted to change this password.

Click to select the practice(s) to grant the user access.

e Ifthe user should have access to all practices within
the Tebra account, click to select the master
checkbox.

Click Account Administrator or Custom Permissions.

e Account Administrator: Also known as the System
Administrator. Grants access to all areas of the
system and automatically assigns the System Admin
web user role in the Tebra Web Platform.
= If selected, review the Warning message then

enter "ADMIN" to continue. Proceed to step 11.

e Custom Permissions: Provides options to customize
the permissions for the user.
= If selected, proceed to step 8.

(Continued next page...)

4

7

Login email

Full name Phone (of

Set password Verify password
Practice Link this user to a provider

#  APlace for Healing N
#  Healing Comer

Healing Place

I Account Administrator

This user has full access to the application.

Warning: Making this user an Account Administrator will allow him or her to access all areas of your system,
including User Accounts. This user will be able to promote other users to Account Administrators. If you use

Kareo EHR, this user will also be made an Account Administrator in the EHR.

Click here to learn more about permissions, users, and roles in Kareo

Are you sure you want to continue? Please type "ADMIN" in the box below to continue:

Save New User or
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New User Account, cont.

8. Preset User Account Permission Settings: Click to

select a user account role to automatically apply a pre-
defined permission set. It is recommended to select a
role with the minimum permissions necessary then add
Account and Practice Permissions as needed. Removing
permissions disassociates the user from the role. For
more details, review the User Account Roles help
article.

@ Note: Practice Administrator is used to grant a
practice staff member the System Admin web user role
which allows full control to practice wide functionality in
the Tebra Web Platform and Desktop Application (PM).
If assigned, refer the Practice Administrator to the
Practice Admin Setup Guide to learn how to configure
their practice and users.

Account Permissions: Click to select or clear the user’s
permissions that apply to all practices within the Tebra
account.

(Continued next page...)

[ Custom Permissions

-

s @

These permissions apply to all practices under this account.

Insurance Companies & Plans
Manage User Accounts
Practice Settings

Reports

Company

These permissions apply to all practices that this user has access to

Accounting
Appointments

Claims
Clearinghouse Report
Codes

Contracts & Fees
EHRs & AP|

Encounters

OO0 0

QOO0 ODOOOO

Full Control  View Create Edit Delete

Full Control  View Create Edit Delete
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New User Account, cont.

10. Practice Permissions: Click to select or clear the user’s

permissions that apply only to the practice(s) they can ractice Permissions (i .
access. These permissions apply to all practices that this user has access to

Full Control  View Create Edit Delete
Accounting

11. Click Save New User when finished. Appointments
Claims

Clearinghouse Report

For more information about user accounts such as how to coses
edit and/or deactivate a user, review the User Accounts Contracts & Fees
help article. EHRs & AP

Encounters

Kfax

Manage Documents
Manage Patient Portal
Manage Web User Roles
Master Audit Log
Patient

Patient Payments
Patient Statements
Payments

Procedure Macro

Providers

Referring Physicians

D00 OO0OOOOOOOOOOOOOOO

Refunds

Reports
Accounts Recievable
Appointment
Documents
Encounters
Key Indicators
Patient
Payment Report
Productivity & Analysis

Repons Closing Date

settings

Tasks o

11

Save New User or
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Web User Roles

New web users are created during the New Practice Setup wizard or Admin Setup Guide Part 1 — Billing Company. You can review
and edit the information or add new web users at any time. Each practice staff member who uses the Tebra Web Platform needs
their own unique user account with a valid login email and password. Be sure to have full names and email addresses on hand
before proceeding. Then, create users based on their roles at the practice: Provider or Non-Provider.

Once a new web user is created:

e The new user receives a Tebra generated email with their username and Tebra Web Platform login page link, but they are
directed to their System Administrator for the password. If a Practice Administrator has not yet been designated, it is
recommended to inform the practice(s) of these emails beforehand and provide contact information for the System
Administrator who manages their users.

e Upon first login, the new user is prompted their password has expired and to create a new password.

e The new user can complete their role-based trainings in Tebra University.

(Continued next page...)
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New Provider Web User

1. Click Settings > Web User Roles. The User Settings
window opens.

2. To prevent duplication, verify the provider user is not in
the system then click + New User. The Add User
window opens.

e Ifyou have already created the provider web user,
click Edit to open. The Edit Provider window opens.
Proceed to step 4 and verify the information is
correct.

E] Note: Billing company users that have access to
the currently open practice are also listed. To edit
these users, refer to the Edit User Account section of
the User Accounts help article unless Tebra Web
Platform permissions need to be assigned or edited.

3. User Type: Non-Provider is selected by default. Click
Provider. The Add Provider window displays with a list
of available Tebra products activated for the practice.

4. Add Products for this Provider: Click to select the
product(s) to activate for this provider.

(Continued next page...)

e Healing Corner ID: 13050 - Tebra

Practice Patients

- — —
. an & ;o Tq °® M q -9
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s Fatients
= Appointments User Filters =
=| Encounters
I Documents PROVIDER
— Tasks ~ David Stone £» ®
- Messages stone@tebratest.com
|, Reports Provider
= Settings
@ Solution Center QUeR

~ Diana Hudson

Open Windows (2] dson@tebratest.com
User Accounts System Administrator, Provide
Practice Home

Practice Information

= .
fim Providers

Service Locations
Departments
Contracts and Fees
Encounter Forms
Patient Portal
Patient Payments
Procedure Macros
Insurance

User Accounts

Codes
Other Lists

Opticns

Company
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Web User Roles 1

»

»

»
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~ Elise Cruz

Clinical Assistant

+ NewlUser 2

[ Edit

[ Edit

[ Edit

9 User Settings Add Provider

(@ Be sure to select the appropriate user type so that the account is configured correctly.

w‘

User Type @ _ (MG Non-Provider ‘

Add Products for this Provider

Of the Tebra solutions activated for your practice, select the ones this provider should
have access to. By doing this, they will become a paid account for that product.

EIJ Telehealth ¢
I{::I Clinical ]
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New Provider Web User, cont.

5. Account Information: Enter the provider’s account
information.

e Individual NPI: The provider’s 10-digit NPI number.

= To auto-populate additional details from the NPI
registry database, click Look Up.

e Taxonomy Code: The provider’s taxonomy code
number.

e Provider Type and Specialty: Click to select the
appropriate options from the drop-down menus.

e Name: The provider’s first, middle (optional), and
last name.

e Credentials: The provider’s credentials display in
the provider’s signature line for notes, labs, and eRx
(Clinical subscribers).

e Social Security Number: The provider’s social
security number (SSN) if they are credentialed with
payers to send claims using their SSN.

e E-mail: A valid email address for the provider to
which only they can access their emails for security
purposes.

(58] Note: Do not use a staff member's email
address for providers.

e Phone: The provider’s contact phone number.

e Password and Repeat password: Create a
temporary password and verify it by entering it
again. Upon first login, the provider is prompted to
change this password.

(Continued next page...)

5 ) Account Information

User Accounts

(3
X

-

Add Products for this Provider

Of the Tebra solutions activated for your practice, select the cnes this provider should
have access to. By doing this, they will become a paid account for that product.

Bl Telehealth ] @ Engage !
|:":'|;| Clinical ) @ Billing )

Individual NPI

Enter the individual NPl number for this provider. To automatically update their
details below from the NPI registry database, click "Look Up."

1234567890 Look Up
Taxonomy Code @ Provider Type Specialty
208D00000X Physician Provider v Family Medicine &GP~
First Name Middle Name Last Name
Suzanne Miller

Credentials @ Social Security Number @

123-45-6789

E-Mail Phone
suzmiller@tebratest.com (866) 938-3272
Password @ Repeat Password

ssssssnnse ITITTTTT Y

Reles Learn more
System Admin # Provider Clinical Assistant

Office Staff Biller Business Manager

£ tebra



New Provider Web User, cont.

6. Roles: If applicable, click to select additional roles for
the provider. To view a comparison of each role's
permissions, click Learn more.

7. Additional Options:

e To allow the provider to grant themselves or other
practice staff members the System Admin role in the
event of an emergency, click to select "Allow
emergency access for (Practice)". For more details,
review the Emergency Access help articles.

e "Enable Supervising Provider for Prescribing" is
available once a provider is enrolled for
ePrescribing. When this option is enabled, the
provider can select a Supervising Provider when
ePrescribing.

(Continued next page...)

First Name Middle Name Last Name

Suzanne Miller

Credentials @ Social Security Number @

123-45-6789

E-Mail Phone

suzmiller@tebratest.com (866) 938-3272

Password @ Repeat Password

ssssssnnse ITITTTTTTY

6 ) Roles Learn more

System Admin v

Office Staff Biller

[ Additional Options

Allow emergency access for A Place for Healing @
Enable Supervising Provider for Prescribing @
ensure access) @

Practice Access (check to

Type Practice Name to Search Select All

¢ APlace for Healing Healing Corner

Healing Place

Profile Photo

N

browse for a photo

wider Clinical Assistant

Business Manager

£ tebra
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New Provider Web User, cont.

8. Practice Access: Applicable for Tebra accounts with
multiple practices and defaults to include access to the
currently open practice.

E] Note: System Administrators can only grant

providers access to practices they themselves can

access.

e To filter the practices, use the search box by
entering all or part of the practice name.

e To grant the provider access to all practices, click to
select the master checkbox “Select All”.

e To grant the provider access to specific practices,
click to select the practice(s).

9. Profile Photo: Upload a provider photo (optional). Drag
and drop an image or click browse for a photo to select
a file.

10. Click Save Provider. The Confirm Adding Provider
License window opens.
e If editing a provider web user and no additional
products were added, the User Settings window
returns.

(Continued next page...)

E-Mail Phone

suzmiller@tebratest.com (866)938-3272

Password @ Repeat Password

LTTTYY T LI TTY Y

Roles Learn more
System Admin ¥ Provide|
Office Staff Biller
Additional Options
Allow emergency access for A Place for Healing @
Enable Supervising Provider for Prescribing @
8 ) Practice Access (check to ensure access) @

Type Practice Name to Search Select All

¢ APlace for Healing Healing Corner

Healing Place

9 Profile Photo

”~n
browse for a photo

10 Save Provider Cancel Lock User

Clinical Assistant

Business Manager

-
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New Provider Web User, cont.

11.Review Tebra's Terms of Service. To accept the terms, User Accounts
click to select "I agree with Tebra's Terms of Service
and authorize this addition to my invoice.".

Confirm Adding Provider License

12. Click Submit when finished. The prOVider user displays Please review and accept Tebra's Terms of Service to confirm the
under User Sett[ngs. following addition. This will result in immediate product activation for

this provider and the update of your invoice.

Once a provider web user is created, verify the associated

Suzanne Miller will now have access to:

Provider record information and settings are correct. Refer dh Clinical @) Biling @ Engage G Telehealth

to the Providers section for more details. For more

information about web users such as how to unass|gn or | agree with Tebra's Terms of Service and authorize this addition to
. . my invoice.

lock a user, review the Web User Roles help article. /

12 | Submit | Cancel

£ tebra
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New Non-Provider Web User

1. Click Settings > Web User Roles. The User Settings
window opens.

2. To prevent duplication, verify the web user is not in the
system then click + New User. The Add User window
opens.

e Ifyou have already created the provider web user,
click Edit to open. The Edit User window opens.
Proceed to step 4 and verify the information is
correct.

@ Note: Billing company users that have access to
the currently open practice are also listed. To edit
these users, refer to the Edit User Account section of
the User Accounts help article unless Tebra Web
Platform permissions need to be assigned or edited.

3. User Type: Keep Non-Provider selected by default.

(Continued next page...)

° Healing Corner ID: 13030 - Tebra

Practice Patients

D w5 F B R R

Shortcuts

4" Home @ User Settings | start typing user name
am Fatients

M Appointments
[Z] Encounters

I Documents

UserFilters =

PROVIDER

o Tasks ~ David Stone b ®
- Messages a dstone@rabratest com
zli Reports Provider
I Settings
ﬁ! Solution Center o s

~ Diana Hudson &
Open Windows (2) .
User Accounts System Administrator, Provide
Practice Home

~ Elise Cruz

Practice Information
i Providers
Service Locations
Departments
Contracts and Fees
Encounter Forms
Patient Portal
Patient Payments
Procedure Macros
Insurance

User Accounts

Web User Roles 1

Codes
Other Lists
Options

Company

Appointments Encounters Documents Tasks 8 Messages Reports | Settings | Window Help

3

3

»

3

»

Clinical Assistant

+ NewUser 2

[ Edit

[+ Edit

[ Edit

User Accounts

9 usersettings Add User

(@ Be sure to select the appropriate user type so that the account is configured correctly.

3

User Type @ | M-Il + Non-Provider

Account Information
First Name Middle Name

Allison

E-Mail Phone

alliebrown@tebratest.com

Last Name

Brown

(866) 938-3272

£ tebra
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New Non-Provider Web User, cont.

4. Account Information:

e Name: The user’s first, middle (optional), and last
name.

e E-mail: A valid email address for the user to which
only they can access their emails for security
purposes.

e Phone: The user’s contact phone number.

o Password and Repeat password: Create a
temporary password and verify it by entering it
again. Upon first login, the user is prompted to
change this password.

5. Roles: Click to select the role(s) for the user. To view a
comparison of each role's permissions, click Learn
more.

(58] Note: The System Admin role, also known as the
Practice Administrator, grants a practice staff member
full control to practice wide functionality in the Tebra
Web Platform and Desktop Application (PM). If
assigned, refer the Practice Administrator to the
Practice Admin Setup Guide to learn how to configure
their practice and users.

(Continued next page...)

User Type @ | MeVislIl v Non-Provider

4 Account Information
First Name Middle Name

Allison

E-Mail Phone

alliebrown@tebratest.com

Password @
D Roles (at least one required) Learn more
System Admin Provider
¥ Office Staff Biller

Additional Options

Allow emergency access for Healing Corner @
Practice Access (check to ensure access) @
Type Practice Name to Search

A Place for Healing
Healing Place

Save User | Cancel

Select All

Last Name

Brown

(866) 938-3272

Repeat Password

Clinical Assistant

Business Manager

# Healing Corner

Lock User

£ tebra
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New Non-Provider Web User, cont.

6. Additional Options: To allow the provider to grant
themselves or other practice staff members the System
Admin role in the event of an emergency, click to select
"Allow emergency access for (Practice)". For more
details, review the Emergency Access help articles.

7. Practice Access: Applicable for Tebra accounts with
multiple practices and defaults to include access to the
current practice.

@ Note: System Administrators can only grant users

access to practices they themselves can access.

e To filter the practices, use the search box by
entering all or part of the practice name.

e To grant the user access to all practices, click to
select the master checkbox “Select All”.

e To grant the user access to specific practices, click
to select the practice(s).

8. Click Save User when finished.
For more information about web users such as how to

unassign or lock a user, review the Web User Roles help
article.

6 ' Additional Options

8 [ Save User | Cancel Lock User

User Accounts

(3
X
-

User Type @ | MeVislIl v Non-Provider

Account Information

First Name Middle Name Last Name
Allison Brown

E-Mail Phone
alliebrown@tebratest.com (866) 938-3272

Password @ Repeat Password

Roles (at least one required) Learn more

System Admin Provider Clinical Assistant

¥ Office Staff Biller Business Manager

Allow emergency access for Healing Corner @
Practice Access (check to ensure access) @
Type Practice Name to Search Select All

A Place for Healing # Healing Corner

Healing Place
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Insurance Companies

Insurance companies represent an insurance carrier or network (e.g., Blue Cross Blue Shield, Cigna, Medicare). Once an insurance

company record is created, you can add insurance plans and enroll for available electronic data interchange (EDI) services to

submit claims, check patient eligibility, and receive ERAs.

Navigate Enrollments Dashboard

The Insurance Companies window is also known as the Enrollments Dashboard and provides visibility into insurance information as

it applies to the practice and the enrollment status of each insurance company.

1. Click Settings > Insurance > Insurance Companies.
The Insurance Companies window opens.

(Continued next page...)

e Healing Corner ID: 15030 - Tebra

Practice Pagients

oA a0

Shortcuts
o Home ~
s Fatients

§ Encounters

r Documents

= Tasks

- Messages

2|, Reports

T Settings

?:? Solution Center
Open Windows (2)
Insurance Companies

Practice Home

Practice Information
Providers
Service Locations
Departments
Contracts and Fees
Encounter Forms
Patient Portal

Patient Payments

Appointments Encounters Documents Tasks 8 Messages Reports | Settings | Window Help

+ Add Insurance

Fch insurance

ERAs

pilment Reguired

pilment Reguired

pilment Reguired

pilment Reguired

Enroliment Required

En Group ~ | Scope Show AlL
Procedure Macros
Insurance # Insurance Name c .a Insurance »
50045  Insurance Companies | User Accounts
55 Merge Insurance Company... Web User Roles
smg
Mew Insurance Plan... Codes 4
9401 %% Find Insurance Plan... Other Lists 4
o 'é Merge Insurance Plan... Options »
Company. 3
62308 Cigna Agpraved Approwed

sl
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Navigate Enrollments Dashboard, cont.

2. Enroll: Click to enroll for available electronic services Insurance Companies P 3
with one or more insurance companies. Insurance Company @ Enroll Draft Enrollment (1) +mm\
e Draft Enrollment: Click to edit, continue, or delete a @ o oS (ROT——— &} —
previously saved but unfinished enrollment request. -
Insurance # Insurance Name Claims Eligibility ERAs
3. + Add Insurance: Click to add one or more insurance %273 AARP-UHCOvations Insurance Solution soorors Soprved st Seahed
companies. 60054 Aetna PR T
4. Filters: Click the drop-down arrows to filter insurance ey =
companies by Group or Individual enrollment, Scope, or
Status. Click Clear to remove the selected filters. 00010 Alied Property and Casualty ins Co Aoroms wa - v
47198 Blue Cross of CA Approved Approved Enrollment Required
5. Search: Find an insurance company by name, payer ID, 9035 Ble Shield of California - Sopowes  Enotinent Rsures
or show all results. o182 CA-Medicare B eotect e Ersstamtneaed, | Eomees Requed
62308 Cigna Approved Aoproved Envollment Required
11582 Citizens Insurance Company of America Approved WA Pending First ERA S,
OMGWV  Community Medical Group of the West Valley — o ”
PAPER Coventry Health Care Approved WA WA v
438 Department of Labor Approved A Pending First ERA
IP121 Desert Medical Group Nopsed WA wa v
Ji912 Employers Insurance (BUNCH) Approved W Pending First ERA >
44054 GEHA Approved Approved Request Received
37602 Golden Rule Insurance Company Approved Approved Enroliment Required
1 2

(Continued next page...)
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Navigate Enrollments Dashboard, cont.

6. Insurance #: The ID number used by the clearinghouse
to route electronic claims to the insurance company.

7. Insurance Name: Alphabetically displays the names of
insurance companies added.

8. Claims, Eligibility, and ERAs: Displays the status of
electronic services offered by the insurance company.
Review the Enrollment Status Indicators help article for
more information.

9. Track Enrollment: Click the arrow to expand or
collapse additional details.

10. Pagination: Click the arrows to navigate forward or

back. Each page displays up to 15 insurance companies.

Insurance Companies X

Insurance Company @

6

Group Show All t Show All

70)

Insurance # Insurance Name

36273

60054

AARP - UHC Ovations Insurance Solution

Aetna

Eligibility | ERAs

00010

47198

94036

01182

62308

J1582

CMGWV

PAPER

J1438

P21

J1912

44054

37602

Allied Property and Casualty Ins Co
Blue Cross of CA

Blue Shield of California

CA - Medicare B

Cigna

Citizens Insurance Company of America
Community Medical Group of the West Valley
Coventry Health Care

Department of Labor

Desert Medical Group

Employers Insurance (BUNCH)

GEHA

Golden Rule Insurance Company

@0

Enroll

Clear

Claims

Approved

Approved

Approved

Enroliment Required

Draft Enrollment (1) + Add Insurance

8

Eligibility ERAs

Approved Envoliment Required
Approved Enroliment Required ~ 9
Approved Enroliment Required
Approved Enroliment Required

Encoltment Required Enroliment Required
Approved Enrollment Required

Pending First ERA

Pending First ERA

Pending First ERA v
Approved Request Received
Approved Enroliment Required
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Add Insurance Company

@ Note: To ensure accurate data entry, even if the practice(s) are not responsible for adding insurance companies, it is

recommended to review this process with the practice staff member designated as the Practice Administrator as they also have

access to adding insurance companies.

1. Click Settings > Insurance > Insurance Companies.
The Insurance Companies window opens.

2. Verify the insurance company is not in the system then
click + Add Insurance. The Add Insurance window
opens.

e Ifyou have already added the insurance companies,
proceed to the Electronic Data Interchange (EDI)
Enrollment section.

(Continued next page...)

e Healing Corner [0 15030 - Tebra

Practice Patjents

Practice Information
Providers
Service Locations
Departments
Contracts and Fees
Encounter Forms
Patient Portal
Patient Payments

Procedure Macros

Insurance

+ Add Insurance 2

fch insurance

.................... - - =
. - &« g |q @ | oq
Navigation
Shartcuts
a Home ~
am Patiznts Insurance Company @

';' Appointments
§ Encounters
r Documents Enrolled to: Group » | Scop e Show All
Z Tasks
B Messages Insurance # Insurance Name
=1, Reports 500457 Insurance Companies
Z. Settings =5 Merge Insurance Company...
Q:g Solution Center W &g

Mew Insurance Plan...
Oy Windows (2} = .
pen Windaws i/ 9401 g Find Insurance Plan...
Insurance Companies =

i & Merge Insurance Plan...
Practice Home omn
62308 Cigna

User Accounts
Web User Roles
Codes

Other Lists
Options

Company

Appointments Encounters Documents Tasks & Messages Reports | Settings | Window Help
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Add Insurance Company, cont.

3. Most Commonly Requested: Use the scroll bar to

navigate up and down the list then click + or anywhere
on the line item to add the insurance company to the
Selected Insurances list.

Search Other: Enter the insurance name or ID number
and select it from the auto-populated results list. Then,
click Add to add the insurance company to the Selected
Insurances list. Filter by Type (e.g., for UB-04, workers’
comp/auto), Clearinghouse and State. For more details
on how to set up UB-04 and workers’ comp/auto payer
types, review the Electronic Workers' Compensation
and Auto Insurance Companies help article.

Q Tip: If you’re unable to find a payer, select All from
the State drop-down menu to return more results.

Review the Selected Insurances list and verify the
correct insurance companies were added. To remove an
insurance company from the list, click X.

@ Note: A payer that displays with an orange
exclamation icon is either a duplicate in the list or an
existing insurance company in the practice.

Click Save. The Enrollments Dashboard returns, and the
selected insurance companies display in the list of
insurances. Submit Electronic Data Interchange (EDI)
Enrollment requests for insurance companies with the
electronic service status of Enrollment Required.

Insurance Companies

Add Insurance

8

Most Commonly Requested

Blue Shield of California #94036
Champva - HAC #B84146

Cigna #62308

O Selected Insurances (1)

Aetna

Learn more about enrollments

6

Save | Cancel

TriZetto
TriZetto

TriZetto
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Electronic Data Interchange (EDI) Enrollment

Tebra makes it easy to submit claims and other transactions electronically. Once an insurance company is added, submit EDI
enrollment requests for electronic service connections through our Enrollment wizard. Enrollments are completed with the Billing
Tax ID and NPI used for submitting claims per the agreements with the insurances. Even if the practice/provider has used
electronic services in the past, a System Administrator, Practice Administrator, or a web user assigned the Provider and/or Biller
role(s) must complete the EDI enrollment process.

Submit EDI Enrollment Request

E] Note: Enrollment requests can only be submitted for electronic services with a status of Enrollment Required.

1. Click Settings > Insurance > Insurance Companies.
The Insurance Companies window opens. I
nsurance Company @ 2) Enroll + Add Insurance
2. Click Enroll. The Enrollment Type window opens. S
. . Group ~ { I Show All ~ t Show All ~ Clear Search insurance yel
(58] Note: Once started, the Save for Later option is —_—
avail_able in each Step Of the Wizard' Insurance # Insurance Name Claims Eligibility ERAs
“@- Tip: For more detailed explanations of each step of B0054 - Aetna e B
the W|Zard, use the FAQ SeCtlon on the I‘Ight Slde Of eaCh 47198 Blue Cross of CA Approved Approved Enroliment Required ~
win dOW' 94036 Blue Shield of California Approved Approved Enrollment Required w
e If you have already completed the Enrollment
. . 018z CA-MedicareB Enrolimen quire nroliment Requir nrollment Require
wizard, proceed to the Insurance Company Settings ' e Freimees it Sl
se Ct | on. 62308 Cigna Approved Approved Enroliment Required w

(Continued next page...)
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Submit EDI Enrollment Request, cont.

3.

Click to select the type of enrollment based on whether
the practice/provider is credentialed with insurance
companies as a Group or Individual.

For individual enrollments, click the drop-down arrow
to select the provider to enroll.

Questions about enrollments: Answer questions about
the enrollments for the group or individual.

Tax ID and NPI: Auto-populates based on the data
entered during the New Practice Setup wizard.

Click Next. The Transfer of Authorization (TAF) window
opens.

(Continued next page...)

Insurance Companies X

Enrollment Request

ENROLLMENT
TYPE

Enrollment Type

EDI enrollments are completed with the Billing Tax ID and NPl used to submit claims per
your agreement with the insurances, Choose Group if you have a Practice/Organization
NPI that you bill your claims with. Choose Individual if you bill claims with ONLY your
Individual NPI. If you have multiple Tax ID and NPl combinations, you will need to submit
a separate request for each.

Are you adding group or individual enrollments?

3 | [EIGIT v Individual

Select a provider to enroll

Suzanne Miller

5 Questions about this individuals enrollments

You will enly need to provide this information once for each provider.

-
-

Did you bill electronically with your previous
software?

Did you receive ERAs with your previous

@ FAQ

What is the difference
between Group and
Individual enrollments?
Group enrollments are

NPIs on claims....
See more
What is the difference
between Provider
Enrollment and EDI
Enrollment?

P r Enrollment is

COMpany W
See more

software? Do | need to enroll my
Rendering Providers?
Tax ID Rendering
987654321
6 NP1
1234512345 - hthe
See more
Next 7§ Cancel ‘: Save for Later :‘
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Submit EDI Enrollment Request, cont.

8. Click Download & Proceed. Insurance Companies

Enrollment Request for Suzanne Miller  Tax 1D: 987654321 NPI: 1234512345

9. Save the downloaded TAF .pdf file. The Insurance

Selection window opens. (] (2]
ENROLLMENT TRANSFER OF PRACTICE C CT INSU E
TYPE AUTHORIZATION INFORMAT] {FORMATION ENROLLMENTS

@ Note: The Transfer of Authorization Form (TAF) helps
expedite the enrollment process by authorizing Tebra to
sign insurance company EDI agreements on your behalf. Transfer of Authorization (TAF) @ FAQ
Only one TAF is required for group enrollments and each
provider. Once the enrollment request is submitted, open
the saved .pdf file and follow the instructions. Refer to the
Upload the TAF section when ready.

How does a TAF help
my enrollments?

Fill Out Transfer Of Authorization of
\K EDI Enrollment

Please download the Transfer of
Authorization Form. Filling out this form
will allow Tebra to complete enrollments
on your behalf. This form must be signed
by the person on file with the insurances
as the authorized contact for your

practice (e.g. business owner or provider).

Skipping this st delaysi
ipping this step may cause delays in Why do | have to fill out

a TAF if I've already
done this in the past?
8 The TAF ly

your practice getting paid.

( .Back. gy Download & Proceed Cancel | Save for Later. )

download the

ensure the

correct
authorized signer signs
the form.

(Continued next page...)
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Submit EDI Enrollment Request, cont.

10. Click + to add the insurance to the Selected Insurances
section.
E] Note: Only insurances that require and are ready for
electronic services enrollment are listed. It is
recommended to add all eligible insurances per
enrollment type (e.g., Group or Individual).

11. Verify the practice is credentialed, contracted, or
participating with all selected insurances then click to

acknowledge.

12. Click Next. The Practice Information window opens.

(Continued next page...)

(w3
X

Insurance Companies

Enrollment Request for Suzanne Miller

ENROLLMENT TRANSFER OF INSURANCE
TYPE AUTHORIZATION SELECTION

Insurance Selection

Select Electronic Insurances

Search list... pe
Blue Shield of California  #94036
CA - Medicare B #0182
Cigna #62308

Selected Insurances (2)

Aetna #60054

Blue Cross of CA #47198

Tax |D: 987654321

10
Gateway EDI

Gateway EDI

Gateway EDI

(=]

Gateway EDI

=]

Gateway EDI

ractice is registered (credentialed, contracted, or

11 @ My pract tered (credentialed tracted
participating) with all the insurances that | have selected.
nsurances will deny enrollments if you are not a recognized practice or
provider in their network. Please remove these insurances.

| Back |

Next 12

Cancel ( Save for Later |

NPI: 1234512345

@ FAQ

How do | add an
insurance that is not
listed here?

reate the

You must

Why am | not seeing all

my insurance
companies listed here?
Only insurances that
requ
eClaims, eligibility, or

e enrollment for

and are in

s will

lable” s
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Submit EDI Enrollment Request, cont.

13. Verify the practice name and address is current and the
same information on file for all selected insurances.

14.Click Yes or No to indicate whether the practice or
provider has moved in the past 6 months. If Yes is

selected, enter the previous address.

15. Click Next. The Contact Information window opens.

(Continued next page...)

(w3
X

Insurance Companies

13

14

Enrollment Request for Suzanne Miller

ENROLLMENT
TYPE AUTHORIZATION

Tax |D: 987654321

TRANSFER OF INSURANCE PRACTICE
SELECTION INFORMATION

Practice Information

Please ensure the practice information below is the same information on file for all
the insurances selected.

Fractice  Healing Corner

Name  picase enterin full practice name
Address 1111 Bayside Drive

Line1

Address  Suite 150
Line 2

City  Corona Del Mar State cA v Zip 926251762

Have you moved within the past 6 months?

-

‘:.Back.- Next 15 Cancel -.SaveforLater.:-

NPI: 1234512345

@ FAQ

Why am | being asked if
| have moved?

See more
Should I update my

address with the
insurance first?

See more

Will submitting this
enrcllment update my
address?

No, thi
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Submit EDI Enrollment Request, cont.

16. Verify the practice's main point of contact is up to date.
This contact is who Tebra can reach out to if there are
any questions during the enrollments process.

17.1If Medicare/Medicaid was a selected insurance, click
Yes or No to indicate whether the main point of contact
is recognized by Medicare/Medicaid as the authorized
signer for this NPI. If No is selected, enter the
authorized signer's information to be used to populate
enrollment forms.

18. Click Next. The Electronic Insurance Enrollments
window opens.

(Continued next page...)

(V3
X

Insurance Companies

Enrollment Request for Suzanne Miller  Tax ID: 987654321

NPI: 1234512345

ENROLLMENT TRANSFER OF INSURANCE PRACTICE CONTACT
TYPE AUTHORIZATION SELECTION INFORMATION INFORMATION T4
Contact Information @ FAQ

Wha is the main point of contact Tebra can reach out to if there are questions during this

16

process?

Full Jason Adams
MName

Role  gystem Administrator
Email | jadams@tebratest.com

Phone  (gg6) 938-3272

Is the contact above recognized by Medicare / Medicaid as the authorized signer for this
NPI?

.-

([ Back | CiNext) (18 Cancel | Save forLater |

Why does Medicare /
Medicaid require an
authorized signer?

See more
How do | find out who is

the autherized signer?

NPP
See more

Will submitting this
enrollment update my
authorized signer?
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Submit EDI Enrollment Request, cont.

19.

20.

21.

Enroll In: For each insurance, click to select the
available electronic service(s) of "Claims," Eligibility",
and "ERAs". To enroll in a service for all insurances
listed, use the Select All option(s).

If required for the enrollment, enter additional
information (e.g., Provider Number).

Click Submit Enrollment. The enrollment request is
submitted. Statuses for each electronic service displays
on the Enrollments Dashboard. To learn more, review
the Enrollment Status Indicators help article.

ENROLLMENT TRAMSFER OF INSURANCE

TYPE AUTHORIZATION SELECTION

Electronic Enrollments

SelectAll Claims ¥ Eligibility ¥ ERA®
Insurance Enrollin (D (19
Aetna Claims Eligibility
#60054 7| ]
Blue Cross of CA Claims Eligibility
#47198 5 ’
CA - Medicare B Claims Eligibility

#0182 W

.Back.j Submit Enrollment 21

rd

Tax |D: 987654321

PRACTICE

INFORMATION

Insurance Companies X

Enrollment Request for Suzanne Miller

NPI: 1234512345

CONTACT INSURANCE
INFORMATION EMROLLMENTS

20
Individual Provider Number (0

AB1234 X

Cancel | Sa\re for Later. )
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Upload Transfer of Authorization Form (TAF)

Follow the instructions in the previously downloaded and saved TAF to complete it. Then, upload the scanned file.

1. Click Documents > Add Document from File. The
Upload Document window opens.

2. Click File then search for and select the scanned TAF.

3. Document Label: Click the drop-down arrow and
select Other.

4. Name: Enter "TAF".

5. Click Add. The scanned TAF is uploaded into the
practice's Documents.

e Healing Corner ID: 15030 - Tebra

Practice Patients Appointments Encounters | Documents | Tasks & Messages Reports  Settings Window Help

oA a0

- [m] X

1 :ro Add Document from File...

= @ %

Uplnad Docum rq Find Documents...

e 4 o ro Add Document from Scanner...

Shortcuts
o Home -~
s Fatients

§ Encounters

r Documents

= Tasks

- Messages

=l Reports

T Settings

?:? Solution Center w
Open Windows (2)
Upload Document

Practice Home

F&
F11

2

File

‘ |C:\Usars\Dccumems\EDLTAF?W\zardInstn.lctlons pdf |

3 Document Label: |0ther

Mame:  |TAF (4
Status: ‘ Processed ” |
Claim Py

Include with claim: [

Document Type

OZ - Support Data for Claim

Notes

Cancel
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Insurance Company Settings

To ensure proper claim submission, it's important to review the insurance company's General, Paper Claims, Electronic Claims and
Practice Settings information. Insurance company settings that are not properly configured can result in claim rejections and delays
in claim processing and payment.

Insurance Company General Settings

Review and verify the insurance company’s General settings and information is correct and make any appropriate changes when
applicable.

1. Click Settings > Insurance > Insurance Companies. @ Healing Comer D: 15050 - Tebra - o X
The Insurance Companles W|nd0W OpenS. Practice Patients Ajpomtmants Em:ountars rou‘ments‘ Tasks & Messages Beports- §ettn;gs t.ﬂirlwdfow lti.e\p
| & aql5p Tq H Bk R RTR . .
fm Providers
2. Click the insurance name. The Edit Insurance Company seniceLocatons |
. Departments
window opens at the General tab by default. shortas R
D . . . . A Home ~ ES
“@- Tip: Use the filters or Search insurance box to find a o Patierts Insurance Company © Emol|  Encounterforms [
specific insurance company. S R
r_ ::;;ments Enrolled to: Group ~ Scope: Show All - Status: Show Al Procedurs Macros :\
1__1 IMessages Insurance # Insurance Name Claims :I Insurance 3 |
2|y Reports 60054 2 Aetna |:‘:‘: Insurance Companies I User Accounts
= Settir?gs S5 Merge Insurance Company... Web User Roles
@8 Solution Center 47198 Blue Crg New Insorance Zln. Codes N
Open Windows (2) 34036 BlueShi #5  Find Insurance Plan... Other Lists LI
Insurance Companies 3
Practice Home oner cA-Med @ Merge Insurance Plan... Options 3
Company 3
62308 Cigna Appraved Approved Enrutlment Roguirod

(Continued next page...)
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Insurance Company General Settings, cont.

3. Name: The insurance company's name. Edit Insurance Company - Aetna (2)
Paper Claims | Electronic Claims | Practice Settings |
4. Address: The insurance company’s address is |r3 ame: [aetna | 5)
informational only and not used for claims submission. P e || Y I
The address where claims should be sent is entered in - | e | |
the Insurance Plans. Cisim Processing List Administration
6 Insurance Program: |C\ - Commercial Insurance Co. v| Scope: |Practice Specific v|
X . . | 7 Defaultﬁmustment:| v| Added By: Healing Comer (15)
5. Contact: The insurance company’s contact information. ) | Automaticaly bils secondary insurance

Mates

6. Insurance Program: Click the drop-down arrow and
make the appropriate selection.

7. Default Adjustment: If applicable, click the drop-down
arrow to select an adjustment code that auto-populates e Canca Dete
when manually posting an insurance payment.

8. “Automatically bills secondary insurance” should only
be selected for insurance companies that cross over
claims to the secondary insurance (e.g., Medicare).
When enabled and a balance transfers from this
insurance to the secondary insurance, this option
automatically sets the secondary claim status to Billed
and is not submitted through Tebra.

(Continued next page...)
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Insurance Company General Settings, cont.

9. Scope: Applicable for Tebra accounts with multiple Edit Insurance Company - Aetna (2)
practices and available for selection if the insurance Pager Claims | Electranic Claims | Practice Settngs |
company was added by the currently open practice. If Home: [ietns | comaa
the insurance company was added by a different haaress: e | - |
practice, the scope is shaded and cannot be changed. Fax } Im; } I
¢ Practice Specific: Selected by default and is the il T — @ -
recommended setting. This option makes the Dottt At S S e ———
insurance company only available within the [ Automatically bills secondary insurance
currently open practice. i
e All Practices: Only select All Practices if the
insurance company should be available across all
practices within the Tebra account.
10. Added By: Displays the name of the practice where the v e 1 oo

insurance company was created.

11. Notes: Internal notes related to this insurance
company.

12.Click Save to record any changes.
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Insurance Company Paper Claims Settings

Review and ensure proper configuration of the insurance company’s Paper Claims settings if you submit claims in paper form.

1. Click Settings > Insurance > Insurance Companies. B '"S"f“E e (2]
The InSLlI’aI’lCG Companles W|nd0W OpenS. Then, Clle General | Paper Claims Electromcclalms|Pract|ce Settmgs|
the insurance name. The Edit Insurance Company brofessions! Caim Formst Setting
window opens. 3 insured Format: [oetautt v
4\ chis-1500 field 24g: [units ~
. . . . 5 CMS-1500 field 32b: Use Facility ID
2. _Cllck the_Papgr Claims tab. The Paper Claims settings I = 1500 e Venlon . O
information displays. Secondary iling Form: [CMS 1500 Form - Version 02712 - CMIs
3. Insured Format: Leave as Default or click the drop-
down arrow to select Medicare style to prevent
H H H H H N Institutional Claim Farmat Settings
mformatl.on from printing in Boxes 4 and 7, and to print i Bting forms - [0B05Fom -
“NONE” in Box 11.
4. CMS-1500 field 24g: Leave as Units or click the drop-

Save Cancel Delete

down arrow to select Minutes (typically for anesthesia
related charges).

5. CMS-1500 field 32b: When "Use Facility ID" is enabled,
the Facility ID Number entered in the Service Location
record populates Box 32b.

(Continued next page...)
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Insurance Company Paper Claims Settings, cont.

6. Primary and Secondary Billing Form: For Professional Edit Insurance Company - Aetna (2)
ClaImS, l.eave as CMS 1500 FOFm'VerSlOf'l 02/12. Onl.y General Electronic Claims | Practice Settings |
select one of the CMS 1500 Form-Version 08/05 options brotecs onal Clsim Farmat Setting
if required by the payer. In most cases, the same form e [petaut »
can be used for both primary and secondary claims but CMS-1500 fleld 24g: [uits v
) . . . . CMS-1500 field 32b: Use Facility ID
confirm with the payer if there is any uncertainty. I i o \erion 212 a1
6 Secondary Billing Form: |CMS 1500 Form - Version 02/12 - CMS ~
7. Primary Billing Form: For Institutional claims, UB-04
Form is the only format available.
H Institutional Claim Format Setting:
8. Click Save to record any changes. P ooy g o [GE P -
8
Save Cancel Delete
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Insurance Company Electronic Claims Settings

Avoid manual configuration of electronic payer connections by adding insurance companies via the + Add Insurance feature (refer
to the Add Insurance Company section). The Electronic Claims settings auto-populate when insurance companies are added
through that method. Review and verify the Electronic Claims settings are correct and make any appropriate changes when

applicable.

[B Note: To submit claims electronically, the practice must first be enrolled in electronic claims services

the insurance company’s Electronic Claims settings.

1. Click Settings > Insurance > Insurance Companies.
The Insurance Companies window opens. Then, click
the insurance name. The Edit Insurance Company
window opens.

2. Click the Electronic Claims tab. The Electronic Claims
settings information displays.

3. “This payer accepts electronic claims”, when enabled,
allows the submission of electronic claims for this

payer.

(Continued next page...)

Edit Insurance Company - Aetna (2)

General | Paper Claims | Electronic Claims | Practice Settings |

. Once enrolled, configure

3 This payer accepts electronic claims
Electronic Payer Connection

Select the clearinghouse you use, then select an electronic payer connection.

Clearinghouse: |Gateway EDI

Electronic Payer Connectio . |}\e«tna (4433)

Clearinghouse Payer |D: 60054

Requires authorization or enroliment

Supports patient eligibility requests

Enrollment Status by Practice

Practice Name Status

A Place for Healing Practice not enrolled
Healing Corner Enrolled (live)

Showing: 1-2 of 2

<< Previous Mext >>

Save Cancel Delete
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Insurance Company Electronic Claims Settings, cont.

4,

Clearinghouse: The clearinghouse in which the
practice/provider is enrolled with for this payer.

Electronic Payer Connection: Used by clearinghouses
to route the e-claims to the appropriate payer for
processing. If necessary, click to search and select a
payer connection.

(58] Note: This connection can also be used for ePaper
payers. For more information, review the Clearinghouse
Paper Claims Mailing Services section.

Clearinghouse Payer ID: The payer ID that displays is
based on the Electronic Payer Connection selected.

Once the Electronic Payer Connection is selected, review

the shaded checkboxes.

o "Requires authorization or enrollment" indicates
enrollment agreements are required for electronic
transactions with this payer. If not already
completed, submit an enrollment request for this
payer.

e "Supports patient eligibility requests" indicates this
payer supports electronic patient eligibility requests
also known as real-time eligibility checks.

Enrollment Status by Practice: Applicable for Tebra
accounts with multiple practices. This section lists each

practice and its enrollment status with this payer.

Click Save to record any changes.

Edit Insurance Company - Aetna (2)

General | Paper Claims | Electronic Claims | Practice Settings |

This payer accepts electronic claims
Electronic Payer Connection

Select the clearinghouse you use, then select an electronic payer connection.

4 Clearinghouse: ‘Gateway EDI

5 Electronic Payer Connection.. ‘,"\e{na (4433)

B  Clearinghouse Payer ID: 60054

Reguires authorization or enrollment

Supports patient eligibility requests

Enrollment Status by Practice 8

Practice Mame Status

Practice not enrolled
Enralled (live)

A Place for Healing
Healing Corner

Showing: 1-2 of 2

<< Previous Mext > =

Save Cancel Delete
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Insurance Company Practice Settings

The insurance company’s Practice Settings allows you to select paper and electronic claims (e-claims) billing settings specific to

the currently open practice and does not affect other practices (when there are multiple) within the Tebra account.

1. Click Settings > Insurance > Insurance Companies.
The Insurance Companies window opens. Then, click
the insurance name. The Edit Insurance Company
window opens.

2. Click the Practice Settings tab. The Practice Settings
information displays.

3. Enrollment Status: Once the Claims status is Approved
on the Enrollments Dashboard, click the drop-down
arrow to select Enrolled in live mode to allow e-claims
submission. All other statuses prevent e-claims
submission.

(Continued next page...)

Edit Insurance Company - Aetna (2)

2

General ‘ Paper Claims | Electronic Claims | Practice Settings

These settings apply to the currently opened practice:

Enroliment Status: [Enrolled in live mode ~13

ICD-10 Dates

D Disable electranic claims for this payer

Use electronic billing when this payer is secondary

Send Coordination of Benefits (COB) information
Provider accepts assignment of benefits

Exclude patient payments from claims sent to insurance

Allow zero balance transfers on claims

10/1/2015 i

Claims with a date of service on or after this date will require ICD-10
diagnosis codes. Please note that for electronic connections, this date
will automatically be set and cannot be edited.

Save

Cancel Delete
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Insurance Company Practice Settings, cont.

4,

Click to select or clear the selected options as
necessary:

"Disable electronic claims for this payer" prevents e-
claims submission.

"Use electronic billing when this payer is secondary"
allows secondary e-claims submission.

"Send Coordination of Benefits (COB) information"
includes the COB information on secondary claims.
"Provider accepts assignment of benefits" populates
Box 27 for paper claims and Loop 2300 CLMO08 for
e-claims.

"Exclude patient payments from claims sent to
insurance" bills the total charge amount even if
patient payments were applied. This populates Box
29 for paper claims and Loop 2300 AMTO02 for e-
claims with $0.00.

"Allow zero balance transfers on claims" transfers
all line items of the claim including those with zero
balances.

Click Save to record any changes.

Edit Insurance Company - Aetna (2)

General ‘ Paper Claims | Electronic Claims | Practice Settings

ICD-10 Date:

These settings apply to the currently opened practice:

Enroliment Status: |Enro|led in live mode v|

4

I:‘ Disable electronic claims for this payer

Use electronic billing when this payer is secondary

Send Coordination of Benefits (COB) information
Provider accepts assignment of benefits

Exclude patient payments from claims sent to insurance

Allow zero balance transfers on claims

10/1/2015 ~|

Claims with a date of service on or after this date will require ICD-10
diagnosis codes. Please note that for electronic connections, this date
will automatically be set and cannot be edited.

Save

Cancel Delete
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Clearinghouse Paper Claims Mailing Service

Through Tebra’s Electronic Payer Connection, you have the option to set up insurance companies as ePaper, also known as “drop-
to-paper”, payers that do not support electronic claim submission. This unique option allows you to submit claims electronically to
the clearinghouse where they are printed and mailed to the payer when ready. There is no charge for the electronic submission,
however, an additional fee applies for printing and mailing the claim to the payer. Review the Paper Claims Mailing Services section
of our Pricing Policy page for fee details.

ePaper Electronic Payer Connection

Edit Insurance Company - Aetna (2)

1. Click Settings > Insurance > Insurance Companies.

The Insurance Companies window opens. Then, click
the insurance name. The Edit Insurance Company
window opens.

2. Click the Electronic Claims tab. The Electronic Claims
settings information displays.

3. If necessary, click to select “This payer accepts
electronic claims”.

4. If necessary, click the drop-down arrow to select the
clearinghouse.

5. Click Electronic Payer Connection. The Select an
Electronic Payer Connection window opens.

(Continued next page...)

General ‘ Paper Claims | Electronic Claims | Practice Settings |

Electronic Payer Connection

3 This payer accepts electronic claims

Select the clearinghouse you use, then select an electronic payer connection.

4 Clearinghouse:

5 Electranic Payer Connection.. |

Clearinghouse Payer ID:
Enrollment Status by Practice

|Gateway EDI

Requires autharization or enrollment

Supports patient eligibility requests

Practice Mame

A Place for Healing
Healing Corner

Showing: 1-2 of 2

Status

Practice not enrolled
Enralled (live)

<< Previous Next > >

Save Cancel

Delete
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ePaper Electronic Payer Connection, cont.

6. Look For: Enter “paper”.
7. Click Find Now. The search results display.

8. Double click to select one of the following payers
depending on the clearinghouse. The Edit Insurance
Company window returns.

o TriZetto/Gateway EDI: Paper Claims, Payer ID
00010

e Change Healthcare/Capario: Paper Claims, Payer ID
PAPER

e Jopari: ePaper Payers, Payer ID PAPER

9. Verify the Electronic Payer Connection and
Clearinghouse Payer ID has updated to the correct payer
and ID.

10. Click Save.

Select an Electronic Payer Connection through Gateway EDI

Look For: | paper 6 | Search In: | All fields ~ Find Mow Clear

ID Payer ID Payer Name

6014 00010 Paper Claims 8 AKALARASAZCAC no

16764 00010 Paper Claims

Showing: 1-2 of 2

State Enrollment Required

AKALARASAZCAC no

<| 1of1 >

oK Cancel

Edit Insurance Company - Aetna (2)

General ‘ Paper Claims | Electronic Claims | Practice Settings |

This payer accepts electronic claims

Electronic Payer Connection

Select the clearinghouse you use, then select an electronic payer connection.

Clearinghouse: |Gataway EDI
Electranic Payer Connection. |Paper Claims (6014)
Clearinghouse Payer ID: 00010

Enrollment Status by Practice

Requires authorization or enrollment

Supports patient eligibility requests

Practice Name Status

A Place for Healing Practice not enrolled
Healing Corner Enralled (live)

Showing: 1-2 0f 2

<< Previous Mext >

10

Save Cancel Delete
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Insurance Plans

Insurance plans represent a specific policy, group, or program (e.g., PPO, POS, HMO) governed by the insurance company. In Tebra,
the Insurance Plan record stores the claims billing address required for claims submission. To prevent claim rejections and delays
in claim processing and payment, review and verify the insurance plan information and settings are correct in addition to the other
Desktop Application (PM) settings.

New Insurance Plan

1. Click Settings > Insurance > Find Insurance Plan. The | @ Heling Comer D: 15050-Tebrs - o x
Flfld Insurance Plan WIndOW opens Practice Patients Appointments Encounters Documents Tasks 8 Messages Reports | Seftings | Window Help
— N - — = - — = E Practice Informaticn
" &b =2 e Ta - o a —__Q - F : ;‘. Provtlders t
2. Verify the insurance plan is not in the system then click seniceLocaion:  [JNCRSY
. Departments
New at the bottom. The New Insurance Plan window shorteuts Look for: [1ype a keyword to fing N D T
Home ~ S
opens. ; Patients E-Claims: |A” payers V| Scope: Encounter Forms Clear
: = Appointments Insurance Company Plan Name Address Patient Portal e
e Ifyou have already entered the insurance plan =) encounters TR e res | BT
information, double click the insurance plan to open. M Donrmcrs s eomia weme T rommmsmi o ProcedueMscros | sar g
The Edit Insurance Plan window opens. Proceed to & Messages bare s = nsurance Companies [ nsurence s
Step 3 and Verify the information iS Correct. ::In '::;:; State Farm (WC Only) All Sta ;f, Merge Insurance Company... ij:;ﬁz;o::; ) 782-8332
@ Solution Center + Mew Insurance Plan... b
) A i Find Insurance Plan... 1 Codes L
e e .
Practice Home Options 3
Company 3
< >
Showing: 1-6 of & < 1of1 =
2 Newi... Open.. Delete

(Continued next page...)
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New Insurance Plan, cont.

3.

Insurance Company: The plan’s carrier/network.

e If theinsurance company is not listed, click New at
the bottom of the Select Insurance Company window
and add the insurance company before continuing.

Plan Name: The insurance plan name as it should
appear on claims (e.g., Cignha HMO, Anthem PPO).

Address: The address with a valid 9-digit zip code
where the claims should be sent. Required for
electronic and paper claims submission.

-®-Tip: Click Address > USPS Website to find the zip
code.

Full Name and/or Phone/Fax: The insurance plan’s
contact information.

(Continued next page...)

New Insurance Plan

3 | Insurance Company.. | ‘.‘\e’(na | X|
4 Pan Name: ‘Aetﬂa PPO |
(Examples: PPO 140, FOS Saver, HMO Pian, etc.)
Send Claims to this Addres Contact for Questions about Claims or Coverage—————————————
5 Address.. PO Box 981204 Full Name.. | | |
El Paso, TX 79998-1204
Phone: | 881 8023862 | B | |

Fax: | | Ext: | |

List Administration
Scope:

Created By:

Practice Specific e

Motes

Save Cancel
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New Insurance Plan, cont.

7. Scope: Applicable for Tebra accounts with multiple
practices.
e If the insurance company selected for this plan has
a scope of Practice Specific, the plan’s scope auto-
populates with Practice Specific and cannot be
edited.
e If the insurance company selected for this plan has
a scope of All Practices, the plan’s scope can be
changed.
= If this plan should only be available within the
currently open practice, leave as Practice
Specific (recommended).

= If this plan should be available across all
practices within the Tebra account, select All
Practices.

8. Created By: Displays the name of the practice where
this plan was created once the record is saved.

9. Notes: If applicable, enter any internal notes related to
this plan.

10. Click Save.

New Insurance Plan

| Insurance Company. ‘

[fens

E3

Plan Mame:

|netna prO

iExamples: PPQ 7140, POS Saver, HMO Pian, ete.)

Send Claims to this Addres:

Contact for Questions about Claims or Coverage’

Address.. PO Box 981204 Full Name.. | | |
El Paso, TX 79998-1204
Phone: | 881 8023862 | B | |
Fa: | | Ext: | ‘
List Administration
7 Scope: Practice Specific
8 Created By:
Notes | 9

710

Save Cancel
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Contracts and Fees

Through fee schedules, you can keep track of the procedures performed by providers, and the associated fees for those

procedures. Fee schedules can be divided into two different categories: Standard Fees and Contract Rates. Standard fee schedules
and contract rates help increase collections by setting the right fees for services and managing contracts to verify optimal payment

is received from insurance companies.

Add Standard Fee Schedule

These are typically the default charges for the practice. When creating a new fee schedule, you can easily select how you want to
add the procedures and fees: either manually or by importing or copying an existing schedule. Once added, the Standard Fees list

includes all fee schedules, the effective dates of the schedules, the basis or source of the fee, and the status.

1. Click Settings > Contracts and Fees. The Contracts and
Fees window opens at the Standard Fees tab by default.

2. Click + Add New Standard Fee Schedule. The Add

Standard Fee Schedule window opens.

(Continued next page...)

e Healing Corner ID: 13030 - Tebra

Practice Patients Appointments Encounters Documents Tasks & Messages Reports

" &y & Tg g

S B R Ssl R

Shortcuts
Hame -~
Patients

Standard Fees Contract Rates Settings

< Messages

=l Reports

Hi, there! This is a list of your Standard Fee Sc|
bills out. You can assign all your providers to one
thing you should do is add a Standard Fee Sche

T Settings

#y Solution Center
Open Windows (2)
Contracts and Fees
Practice Home

+ Add New Standard Fee Schedule 2

Settings | Window Help
Practice Information
:. Providers

Service Locations

Departments
Contracts and Fees 1
Encounter Forms
Patient Portal
Patient Payments
Procedure Macros 5t
Insurance 3
User Accounts

Web User Roles lter

Codes »

B
Other Lists 3
Opticns 3

Company 3
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Add Standard Fee Schedule, cont.

3. Enter a name for the standard fee or use the suggested
name.

4. Select an option from the drop-down menu to add the
procedures and fees:

e Import from file provides an Excel template to enter
the fee schedule in the required format. Once
finished, select the file for import then edit as
needed.

e Add Procedures and Fees Manually allows the
manual entry of each procedure and fee. Review the
Add Procedures and Fees/Rates Manually section
for more details.

e Copy from existing Standard Fee Schedule copies an
existing fee schedule. Once selected, edit as
necessary.

5. e-Claims and Paper Claims No Response Trigger:
When claims billed still have the Pending Insurance
status after the set number of days, the status
automatically updates to No Response. If necessary,
edit the set number of days.

(Continued next page...)

Contracts and Fees

(w3
X

— Back

‘ Need help with contracts and fees? You can learn more by reading the Contracts and Fees Guide ‘

Add Standard Fee Schedule

Enter a name for this Standard Fee
3) Standard Fees

Select an option to get your procedures and fees "

4 _Select an option—

e-Claims No Response Paper Claims No Response
5 Trigger * Trigger *
(days) (days)
21

Adding Standard Fees Checklist

Ewverything with a “isa required field that you'll need to fill
out in order to continue.

3. Select at least one procedure

Save & Submit Cance

Who will use these fess? *

| o Add providers |

David Stone Remove
Diana Hudson Remove
Suzanne Miller Remove

Where will these fees be
used? *

| o Add locafions ‘
A Healing Place Remove

Healing Corner Remove
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Add Standard Fee Schedule, cont.

6. By default, all active providers are added. Once saved,

provider(s) cannot be removed. If necessary, click R
Remove to disassociate a provider.

‘ Need help with contracts and fees? You can learn more by reading the Contracts and Fees Guide ‘

7. By default, all service locations are added. Once saved,
service locations(s) cannot be removed. If necessary,
click Remove to disassociate a service location.

Add Standard Fee Schedule 6 ' Who will use these fees? *

| o Add providers |
Enter a name for this Standard Fee -

8. Click Save & Submit. A confirmation pop-up appears Standard Fees Pavid Stone Remove
then click OK. The Contracts and Fees window returns. Tyou can't think of a name, you can use the one we sug Diana Hudson Remove
Select an option to get your procedures and fees " Suzanne Miller Remove

—-Select an option—
f  Where will these fees be

*
used?
e-_CIa\mg No Response Pa_per CLams No Response |7+ Add locations |
Trigger Trigger S
(days) (days)
- . A Healing Place Remove
21

Healing Corner Remove

Adding Standard Fees Checklist

Ewverything with a “isa required field that you'll need to fill
out in order to continue.

3. Select at least one procedure

8 saves& Ssubmit -

(Continued next page...)
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Add Standard Fee Schedule, cont.

9. By default, the effective date of newly created fee
schedules is set to 1/1/1990. To enter a valid effective
date, click the fee schedule name to open. The standard
fee schedule window opens.

10. Start Date: Enter a valid effective date.

11. Click Save & Submit. A confirmation pop-up appears
then click OK.

Standard Fees Contract Rates Settings

Contracts and Fees X

‘ Need help with contracts and fees? You can learn more by reading the Contracts and Fees Guide ‘

=+ Add New Standard Fee Schedule

Name Effective Date Fee Source

Standard Fees (9 1/1/1990 100% of Medicare Rates

Status Filter

Status

Active

Contracts and Fees

— Back

‘ Need help with contracts and fees? You can learn more by reading the Coniracis and Fees Guide ‘

Standard Fees @

Start Date
100% of Medicare Rates Active N
21

Enter a valid date

Add Procedures + Fees w || Save to Excel

Filter codes. .. (click the blue button) Q Filter Eﬁr

Code Description Modifier  Your Fee Medicare
ggpge NEW patient office or other Add v s | 8067 $80.67

outpatient visit, 15-29 minutes

Page 1 of 1

11

Save & Submit "o

Fee Source Status e-Claims (dsy= e

Paper Claims (dsy= e
30

Who will use these
fees?

| o Add providers |
David Stone
Diana Hudson
Suzanne Miller

Where will these
fees be used?

| ok Add locations |

A Healing Place

Healing Corner
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Add Contract Rates

Though most practices bill claims utilizing a standard fee schedule, Tebra also provides the option to bill by contract rates. It’s
important to note there are laws and terms within payer contracts that govern what practices can bill individual payers, especially
when billing Medicare. Confirm with the payers regarding rules and restrictions before submitting claims by contract rates.

Contract rates assist in tracking the fees agreed upon from specific payers. When adding a new contract, you can easily select how
to add the procedures and fees: either manually or by importing or copying an existing contract. Once added, the Contract Rates list
includes all payer specific contracts, the effective dates of the contracts, the basis or source of the fee, and the status.

1. Click Settings > Contracts and Fees. The Contracts and
Fees window opens at the Standard Fees tab by default.

2. Click the Contract Rates tab. The contract rates
information displays.

3. Click + Add New Contract Rate. The Add Contract Rates
window opens.

(Continued next page...)

° Healing Corner ID: 15030 - Tebra

Practice Patients Appointments  Encounters  Documents  Tasks 8 Messages  Reports | Settings | Window Help

' e « | S Fa B R R TER
Contracts and Fees

Shortcuts 2

o Home - Standard Fees Contract Rates Seftings
s Fatients

';' Appointments

=| Encounters ) o .

Hi, there! This is a list of your Contract Rate S¢

r Documents

= Tasks (sometimes called Allowables). Once you add C:
- Messages comparison for your payers

2|, Reports

= Settings

& Solution Center « + Add New Contract Rates 3

Open Windows (2}

Contracts and Fees Filter Contracts. . q

Practice Home

| =
fim Providers

- [m] x

Practice Information

Service Locations

Departments

Contracts and Fees 1
Encounter Forms
Patient Portal

Patient Payments
Procedure Macros
Insurance 3

User Accounts

Web User Roles

Codes 3
Other Lists 3
Cpticns [3

Company 3
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Add Contract Rates, cont.

4. Click View Your Insurance Companies. The View
Insurance Companies window opens.

5. Find the appropriate insurance company (using the filter
if necessary) then click to select it. The Add Contract
Rates window returns and displays the insurance
company name.

Note: Once the contract rate is saved, the insurance
company cannot be changed.

e To change the insurance, click Select different
insurance to return to the View Insurance
Companies window and select the appropriate
insurance company.

(Continued next page...)

Contracts and Fees

(V3
X

«— Back

‘ Need help with contracts and fees? You can learn more by reading the Contracts and Fees Guide ‘

Add Contract Rates

*
Choose an insurance company

4 | View your insurance companies

. *
Who will use these fees?
| o= Add providers |

David Stone Remove

Sele '

Ef

Tr

—

View Insurance Companies

To filter, type insurance company name. || Clear
Select an insurance campany to add their contract rates

Name

Aetna

Blue Cross of CA

Blue Shield of California

Cigna

IMedicare Part B - California Northern

| X

Select
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Add Contract Rates, cont.

6. Select an option from the drop-down menu to add the
procedures and fees:

e Import from file provides an Excel template to enter
the contract rates in the required format. Once
finished, select the file for import then edit as
needed.

e Add Procedures and Rates Manually allows the
manual entry of each procedure and fee. Review the
Add Procedures and Fees/Rates Manually section
for more details.

e Copy from existing Contract copies an existing
contract. Once selected, edit as necessary.

7. Effective Start and End Date: Enter the effective date
range for the contract.

8. e-Claims and Paper Claims No Response Trigger:
When claims billed still have the Pending Insurance
status after the set number of days, the status
automatically updates to No Response. If necessary,
edit the set number of days.

(Continued next page...)

Contracts and Fees g
— Back
{ Need help with contracts and fees? You can learn more by reading the Contracts and Fees Guide ]

Add Contract Rates

Aetna

Select different insurance

Select an option to get your procedures and Tees

B9 --Select an option--

Effective Start Date Effective End Date *

7 [
e-Claims No Response Paper Claims No Response
Trigger © Trigger ©

8 -'f.-'::.Js_i "f.":'.u'.JS‘i

21 30
Capitated

Adding Contract Rate Schedule Checklist

Ewverything with a “isa required field that you'll need to fill
out in order to continue.

Select at least one location

6. Select at least one procedure

Save & Submit = Cance

Who will use these fees?*

| o Add providers |

David Stone Remove
Diana Hudson Remove
Suzanne Miller Remove

Where will these fees be
used?

| o Add locations ‘

A Healing Place Remove

Healing Corner Remove
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Add Contract Rates, cont.

9.

10.

11

12.

If necessary, click to select “Capitated”. When enabled,
all procedures are treated as covered by the capitated
insurance plan.

(58] Note: When “Capitated” is selected, the system
automatically adjusts the balance on capitated charges
to $0.00 upon approving an encounter where the
primary insurance policy is governed by a capitated
payer. However, specific procedures can also be carved
out as fee-for-service exceptions to the capitated
insurance plan by adding the procedures and charge
amounts to the corresponding capitated contract fee
schedule. You can also set up capitated accounts in the
system and apply portions of a payment to a capitated
account. To learn more, review the Capitated Accounts
help article.

By default, all active providers are added. Once saved,
provider(s) cannot be removed. Click Remove to
disassociate the provider.

. By default, all service locations are added. Once saved,

service locations(s) cannot be removed. Click Remove
to disassociate the service location.

When finished, click Save & Submit. A confirmation
pop-up appears then click OK.

— Back

{ Need help with contracts and fees? You can learn more by reading the Contracts and Fees Guide ]

Add Contract Rates

Aetna

Select different insurance

Select an option to get your procedures and Tees

—-Select an option—
Effective Start Date Effective End Date *

[
e-Claims No RESDOHSG Paper Claims No RESDOHSE
Trigger © Trigger ©

21 30
9| Capitated

Adding Contract Rate Schedule Checklist

Ewverything with a “isa required field that you'll need to fill
out in order to continue.

6. Select at least one procedure

12 Save & Submit = Cance

10 Who will use these fees?*

1"

| o Add providers |

David Stone Remove
Diana Hudson Remove
Suzanne Miller Remove

Where will these fees be
used?

| o Add locations ‘

A Healing Place Remove

Healing Corner Remove
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Add Procedures and Fees/Rates Manually

1. If Add Procedures and Fees/Rates Manually was
selected to get procedures and fees in the Add Standard
Fee Schedule or Add Contract Rates window, click Add
Procedures & Fees. The Add Procedures + Fees window
opens.

2. Click to select how to add the fees.

o Add fees manually: Selected by default and allows
you to enter the fee amount for each procedure you
add.

e Base on Medicare: Updates the entire fee schedule
based on Medicare rates for the service location.
@ Note: The Medicare rates provided are based on
the service location and the most current published
Medicare Physician Fee Schedule Relative Value
Units. They are calculated with the corresponding
Geographical Practice Cost Index (GPCI) and then
multiplied by the current conversion factor. Though
Medicare values are displayed for most procedures,
not all are reimbursable under the program (e.g.,
Outpatient and Inpatient Consultation). Tebra has
opted to include these since commercial payers still
accept these codes and the values displayed can
serve as a reference for defining the fee schedules.
Consult with your Medicare administrative
contractor for confirmation on reimbursable
procedures for the specialty and region.

(Continued next page...)

Contracts and Fees X

Select an option to get your procedures and fees Where will these fees he

. - . *
Add Procedures and Rates Manually used?

o= Add locations
Add Procedures & Fees Manually
A Healing Place Remove
Add Procedures & Fees |[ 1

Healing Comer Remove

Contracts and Fees

Add Procedures + Fees

2 Add fees manually I Base on Medicare ‘

Your Medicare region is LOS ANGELES-LONG BEACH-ANAHEIM (ORANGE CNTY)

Use | 100 % of | 2024 Medicare Rates

Enter procedure codes

You can enter multiple codes, like this: 99201,71010-26

Filter codes... (click the blue button) Q Filter Clear

Code Description Modifier Your Fee Medicare

New patient office or other outpatient visit, 15 Add v 5 80.67

99202 -29 minutes

Page 1 of 1
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Add Procedures and Fees/Rates Manually, cont.

3. If Base on Medicare is selected, enter the percentage Contracts and Fees ”
then select the Medicare rates to base the fees on from 1
the dI’Op-dOWI’] menu. Add Procedures + Fees

Add fees manually I Base on Medicare ‘

4. Enter procedure codes, separated by commas, then
click + Add.

Your Medicare region is LOS ANGELES-LONG BEACH-ANAHEIM (ORANGE CNTY)

uUse | 100 %of | 2024 Medicare Rates

5. Modifier: If necessary, select the appropriate modifier
from the drop-down menu. Once the modifier has been
selected, a new row is added to enter Your Fee or
Contract Rate for that procedure code and modifier
combination.

4 Enter procedure codes
You can enter multiple codes, like this: 99201,71010-26

Filter codes... (click the blue button) Q, Filter Clear

5 6 7 8
6. Your Fee or Contract Rate: If Add fees manually was Code  Description T .

selected, enter the fee amount for standard fee

schedules or the allowed amount per the contract with
the payer for contract rates. If Base on Medicare was Sage o1
selected, the amounts auto-populate with the rates.

gga0p New patient office or other outpatient vistt, 15 Add v| s 80 67
-29 minutes -

7. Medicare: Displays the Medicare rates of the procedure

for easy comparison. S

8. To delete a procedure, click to select the procedure(s)
then click Delete selected procedures at the bottom.

(Continued next page...)
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Add Procedures and Rates Manually, cont.

9. Pagination: If applicable, click the arrows to navigate
forward or back, or enter a specific page number.

10. Click Continue to return to the Add Standard Fee
Schedule or Add Contract Rates window.

Contracts and Fees

10

Add Procedures + Fees

Add fees manually I Base on Medicare ‘

Your Medicare region is LOS ANGELES-LONG BEACH-ANAHEIM (ORANGE CNTY)

uUse | 100 %of | 2024 Medicare Rates
Enter procedure codes

You can enter multiple codes, like this: 99201,71010-26

Filter codes... (click the blue button) Q, Filter Clear

Code Description Modifier Your Fee Medicare
ggppp 'NEw patient office or other outpatient visit, 15 Add v| s 80.67
-29 minutes o
Page of1
C or Forget these es.
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Contracts and Fees Settings

Use the Contracts and Fees settings to configure how the practice should bill claims.

1. Click Settings > Contracts & Fees. The Contracts and Contracts and Fees . X
Fees WindOW Opens. Standard Fees Contract Rates Settings
2. Click the Settings tab. The Contracts and Fees settings
d . l { Need he\p with contracts and fees? You can learn more Dy readlng the Contracts and Fees Guide ]
isplay.
. . How does your practice bill out?
3. Select how the practice should bill. 3

ONLY bill using Standard Fees (Recommended)
® Bill for the Contract Rates (if they exist for the insurance company) otherwise, bill using Standard Fees

4. Select the appropriate provider type.

5. Click Save Settings to record any changes. Provider Type for Medicare Rates:

® Non-Facility (Physicians Office, Physician's Home)

Inpatient/Cutpatient Hospital, Emergency Room, Military Facility, Hospice, Inpatient, Psychiatric Facility,
Ambulatory Surgery Center, Psychiatric Facility, Partial Hospitalization Skilled Nursing Facility, Community
IMental Health Center, Psychiatric Residential Treatment Facility, or Comprehensive Inpatient Rehab

Save Settings
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Referring Physicians

Referring physicians are generally third-party physicians who have referred patients to various providers within a practice.
Maintaining a list of referring physicians is important for several reasons:
¢ Many insurance companies require information about referring physicians for proper reimbursement.
e Reports can be used to track the income generated from referrals.

e Referring physician records include information the practice may need to contact them.

New Referring Physician

1. Click Settings > Other Lists > Find Referring
Physicians. The Find Referring Physicians window
opens.

2. Verify the referring physician is not in the system then
click New on the bottom. The New Referring Physician
window opens at the General tab by default.

e If you have already entered the referring physician
information, double click the referring physician to
open. The Edit Referring Physician window opens.
Proceed to step 3 and verify the information entered
is correct.

(Continued next page...)

@ Healing Corner ID: 15050 - Tebra — m} *
Practice Patients Appointments Encounters Documents  Tasks & Messages  Reports | Settings | Window Help
—N— - = = =t — F_ E Practice Informaticn
» & « S Tq ®» 0} Fel KA,
fim Providers
Navigation Find Referring Physician Senvice Locations m
Departments
ZITHENS Look For: |Type a keyword to find Search e |4l fields Clear
H Contracts and Fees
o Home A
- Patients MName Address Phane Encounter Forms Active
M Appointments Aaron Stane, MD 1111 Bayside Drive, Suite 15 (866) 938-32) Patient Portal
=| Encounters Patient Payments
r Documents
Procedure Macros
= Tasks
- Messages Insurance 3
=l Reports New Employer... User Accounts
T Settings
- g Find Employers... Web User Roles
@ Solution Center Cod ,
New Referring Physician... B2
Open Windows (2) Other Lists »
- FEind Referring Physicians... 1 =her
Find Referring Phys...
. Options 3
Practice Home New Payer Scenaric...
Find Payer Scenarios... Company 4
Mew Referral Source...
Find Referral Source...
New Category...
Find Categories...
New Collection Category...
Showing: 1-1 of 1 Find Collection Categories... . 'T‘ .
2 Mew... Open... Delete
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New Referring Physician, cont.

3. Full Name, Individual NPI, and Specialty: The correct
name, individual NPI, and specialty for the referring
physician.

4. Address, Home, Work, and Mobile: A physical office
address with a 9-digit zip code and at least one phone
number for the referring physician.

5. Click Save. The Confirmation pop-up appears then click
Yes to confirm.

New Referring Physician

@ need help with claim settings? Read the Claim Settings Guide.

Any change on this tab may affect this provider's claim submission for one or more insurance companies.

Claim Set‘tings| Log ‘

-
3 Full Name. ‘CoraSmith

| Specialty... ‘General Practice (208D00000x) |
Date of Birth: | None || Degree \ |
Individual NPI: 1234567830 | Type Physician Provider
SsH —— |
4 Address... | 1111 Bayside Drive Home: \ | | |
Suite 1
Corona Del Wi, CA 57625-1762 Wark: [1866) 938-3272 | |
Mobile: \ | | |
Email: Pager: ‘ | ‘ |
Fex \ | | |
Motes
a
Save Cancel
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Settings Options

Review Encounter Options, Electronic Claims Options, and Patient Statement Options of the Desktop Application (PM) settings. To
learn more about other available settings options, review the Options help articles.

Encounter Options

The Encounter Options allow you to set default information to aid in efficiency when users create new encounters for the practice.

These are simply default settings and the user can override the information.

E] Note: When users create new encounters and select a specific appointment or patient, all pre-existing defaults prevail and

override the Encounter Options default settings.

1. Click Settings > Options > Encounter Options. The Edit
Encounter Options window opens.

2. Defaults: Click to select each default option. The
selections made auto-populate every new encounter to
help save time.

(58] Note: The Time Format is set to 12 Hour format by
default. Updates to this setting switches all encounters
including previously entered encounters to the selected
time format.

(Continued next page...)

Edit Encounter Options

Defaults | @
Scheduling Provider:

Rendering Provider:
Supervising Provider:
Service Location:

Time Format:

Diana Hudson

Healing Corner

12 Hour

<|le|l<||<||<

Procedure Lists

Show procedure descriptions

Show diagnosis descriptions

Copay

|:| Automatically bill patients for missed copays

Save

Cancel
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Encounter Options, cont.

3. Procedure Lists: The following options are selected by
default. If necessary, click to clear the selection.

"Show procedure descriptions" displays procedure
descriptions on the service line(s) under the
Procedures section of the Encounter record.
"Show diagnosis descriptions" displays diagnosis
descriptions on the service line(s) under the
Procedures section of the Encounter record.

4. Copay: If copays are entered as a separate process
from entering encounters, it is recommended to leave
“Automatically bill patients for missed copays”
disabled. For more details on managing copays, review
the Managing Copays Guide.

5. Encounter: Click to select or clear the following options
as necessary.

“Show all encounters upon empty search on All tab"
shows all encounters under the All tab of the Find
Encounter window.

"Enable check codes upon approval" automatically
performs a code check upon encounter approval.
Click to select "Enable submission of additional
diagnosis codes with claims" displays the option to
“Include additional diagnosis codes to submit with
claim" on the Encounter record which allows up to
12 unique diagnosis codes (four diagnosis codes per
procedure line) at the encounter level for each visit.

(Continued next page...)

Edit Encounter Options

Defaults
Scheduling Provider:

Rendering Provider: Diana Hudson
Supervising Provider:

Service Location: Healing Corner
Time Format: 12 Hour

Procedure Lists 3

Show procedure descriptions

Show diagnosis descriptions

Copay 4

|:| Automatically bill patients for missed copays

Encounter 5
Show all encounters upon empty search on All tab

Enable check codes upon approval
|:| Enable submission of additional diagnosis codes withclaims

Claim Formats

Select the claim formats that are available for this practice.

Available Formats: Professional (CMS-1500)
[ Institutional (UB-04)

Default Encounter Format: Professional (CM5-1500)

Default Printing Format Professional [CM5-1500 w02/12)

w

~

Default Revenue Code:

v

Default Background Printing Print without claim background

~

Save Cancel
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Encounter Options, cont.

6.

10.

11.

Available Formats: Indicates the claim type(s) that are
available for selection when users create encounters as
well as the formats available in the Default Encounter
Format and Default Printing Format drop-down menus
(below). Click to select or clear "Professional (CMS-
1500)" and/or "Institutional (UB-04)" as necessary.

Default Encounter Format: If applicable, click to
select the default claim format when users create
encounters.

Default Printing Format: If applicable, click to select
the default claim format when users print paper claims.
This setting is a default setting for printing. The claim
type is still designated by the payer.

Default Revenue Code: For Institutional (UB-04) claims
only, click the drop-down arrow to select the default
Rev Code to populate on the service line(s) under the
Procedures section of the Encounter record.

Default Background Printing: For Professional (CMS-
1500) claims only. Print without claim background is
selected by default and requires the correct claim forms
be loaded in the printer. If necessary, click to select
Print with claim background from the drop-down menu
to print the claim(s) as a black and white version of the
claim form as the default instead.

Click Save to record any changes.

Edit Encounter Options

Defaults
Scheduling Provider: ~

Rendering Provider: Diana Hudson ~
Supervising Provider: ~
Service Location: Healing Corner ~

Time Format: 12 Hour ~

Procedure Lists
Show procedure descriptions

Show diagnosis descriptions

Copay
|:| Automatically bill patients for missed copays

Encounter
Show all encounters upon empty search on All tab

Enable check codes upon approval

|:| Enable submission of additional diagnosis codes withclaims

Claim Formats
Select the claim formats that are available for this practice.

Professional (CMS-1500)
[ Institutional (UB-04)

6 Available Formats:

7 Default Encounter Format: Professional (CMS-1500) ~
8 Default Printing Format Professional (CM5-1500v02/12)
9 Default Revenue Code: hd

10 Default Background Printing | Print without claim background

11 Save Cancel
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Electronic Claims Options

The Electronic Claims Options allow you to enable or disable electronic claims (e-claims) billing settings for the practice as needed.

E] Note: To manage the e-claims settings for an insurance company, go to the Electronic Claims tab of the Insurance Company
record.

1. Click Settings > Options > Electronic Claims Options. Edit Electronic Claims Options
. . . . . 2 3 4
The Edlt EleCtronlC Clalms Optlons WIndOW Opens' Enrollment status: [] Disable electronic claims for this practice [ Enable automatic claim submission for this practice
Motes 5
2. Enrollment status: Click the drop-down arrow and
select Enrolled in live mode to allow e-claims
submission.
(58] Note: All other statuses prevent e-claims
submission.
3. “Disable electronic claims for this practice" should only 6
be selected if e-claims should not be submitted for the - —
practice.

4. To automatically submit e-claims with a Ready to submit
status, click to select "Enable automatic claim
submission for this practice". Automatic submissions
run daily at 8:00 AM and 8:00 PM Pacific Time.

5. Notes: If applicable, enter any internal notes related to
these options.

6. Click Save to record any changes.
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Patient Statement Options

The Patient Statement Options allow you to set default patient statement information for the practice. Once these settings are
configured, you can prepare and send patient statements through Tebra’s secure mailing service or self-print and mail them from
your office.

To give practices the ability to collect patient balances faster and reduce time in accounts receivable, Tebra also offers unlimited
text and email balance reminders for Tebra Payments activated customers. For more information, review the Apply for Tebra
Payments help article and the Tebra Payments FAQs.

@ Note: The options available for selection such as Contact Information, Administrator, and Billing Contact pull from the Practice
Information. Refer to the Practice Information section and verify all information (e.g., addresses, phone numbers) is correct.

1. Click Settings > Options > Patient Statement Options. Edit Patient Statement Options
The Edit Patient Statement Options window opens. 2 Maiing House:  [ostient statements v

Login:

Password:

2. Mailing House: If necessary, click the drop-down
arrow and select Patient Statements.

Formatting Options

How do these options affect my statements?

Electronic Format: |Standard Format v| Glabal Message 1 | Payment in full is expected upon receipt of
3. Practice Name: Leave De aU[t PI’CICTICG NClme Selected 3 Practice Name: Default Practice Name [Recommended) ~ BIDGTZHTED this invoice.
| |
to use the current practice name. To use a different Custom Nams:
M Practice Address: onta nformation ress ~
name, click the drop-down arrow and select Custom g (omad momsten e |
. emi ress |B\IIing Contact Address v| Global Message 2
Practice Name then enter the name. PoybyPhOne*  [coam rome o D cecn
cemmeer [ ]
4. Practice and Remit Address: Click the drop-down [ Disable Payment oy Phone .
arrow and select the practice address and remit-to save cance

address.

E] Note: This is especially important if the remit-to
address is a PO Box. For more information, review the
Set PO Box as Remit-to Address help article.

(Continued next page...)
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Patient Statement Options, cont.

5.

Pay by Phone #: Click the drop-down arrow and select

the number. To use a different number, select Custom

Phone Number then enter the number.

e Toremove Pay by Phone # from patient statements,
click to select “Disable Payment by Phone”.

Billing Questions Phone #: Click the drop-down arrow
and select the number. To use a different number,
select Custom Phone Number then enter the number.

Office Hours: Enter the hours of operation (e.g., 8:00
AM - 5:00 PM Mon - Fri).

Credit Cards: Click to select the types of cards the
practice accepts for payment.

If applicable, enter global messages up to 300
characters each. It is recommended to avoid text in all
caps as this may cause overlapping characters.

e Global Message 1: Enter a message. For patients in
a collection category that includes a dunning
message, this global message is replaced with the
dunning message.

e Global Message 2: Enter a secondary message. For
patients with an added statement note in the patient
account, this global message is replaced with the
note.

(Continued next page...)

Edit Patient Statement Options

Mailing House:

‘Patient Statements ~

Logim:

Password:

Formatting Options

Electronic Farmat: ‘Standard Format

Practice Name:
Custom Name:
Practice Address:
Remit Address:
Pay by Phone #

Custom Phone #

6 Billing Questions
Phone #

Custom Phone #

7 (Office Hours:

8 Credit Cards:

Default Batch Options

Days Between
Statements:
Max statements
Sent:

Billing Options

> |

‘Defau\t Practice Mame [Recommended] v|
|Contact Information Address |
‘Bi\ling Contact Address v|
|Custom Phone Number |
[1929) 999-9999 | |:|

[] pisable Payment by Phane

‘ (866} 938-3272 (Contact Information  ~ |

‘S:ODAM - 5:00 PM Mon-Fri |

Discover
Visa

American Express

Mastercard

g

Global Message 1
{300 char. maxy

Global Message 2
(300 char. max}:

How do these options affect my statements?

Payment in full is expected upon receipt of
this invoice,

[ |

[+ |

Minimum Balance:

§5.00

Billing Seguence:

Notes

|Prmt only V|

Save Cancel
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Patient Statement Options, cont.

10. Default Batch Options: Enter information to auto- Edit Patient Statement Options
populate the criteria to filter patients when sending Maiing HOUse: Toctient Statements -

patient statements.
e Days Between Statements: The number of days
between statements (typically 30 days).

Password:

Formatting Options

How do these options affect my statements?

° Max Statements sent: The maXImum number Of Electronic Format: ‘Standard Format v| Global Message 1 | Payment in full is expected upon receipt of
1 char. maxj: this invoice,
statements sent to patients who have not made a PIACHGE NaME:  [Derguit Practice Name Recommendedl <]
. . Custom Name:
payment. If there is no maximum, enter the number _
Practice Address: | contact Information Address ~|
99. RemitAddress: gilling Contact Address ~| Global Message 2
e Minimum Balance: The minimum balance that must PaybyPhone# [ Custom Phone Number o] e
be met in order to generate a patient statement, custem PRone® [ioa9) 599999 | []
formatted as "$0.00". [ Disable Payment by Prone
Bling Questions [ agf) 938-3272 (Contact Informatian |

Custom Phone #

11. Billing Options: Select the statement delivery
method(s) that auto-populates when sending patient
statements.

E] Note: Email options are only available for Tebra

Payments activated customers.

e Billing Sequence: Click the drop-down arrow to
select Print only, Email and print concurrently, or

Girz2lErs ‘s:oo AM - 5:00 PM Mon.-Fri |

Crfitas American Express Discover

Mastercard Visa

Default Batch Cptions ()

Days Between ‘30 | Minimum Balance: 55,00
Statements:

Max statements ‘ 4 |
Sent:

Billing Options 11

Ema[[ On[y. I SRrET e |Prmtun\y V|
MNotes (12
12. Notes: If applicable, enter any internal notes related to ’7
these options.
—13
Save Cancel

13. Click Save to record any changes.
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Message Center

Tebra provides a messaging system that enables users within a practice to send messages easily and securely to one another. This
includes messaging between the Tebra Desktop Application (PM), Tebra Web Platform, and mobile applications.
The Message Center allows users within a practice to communicate with each other and with patients. Create timely and targeted
messages with custom email templates and patient groups, schedule batch email messages to be delivered on a future date, or

communicate freely by sending personalized, on-demand messages. This interactive system lets patients reply directly to any

communication they receive and delivers responses right to your inbox.

@ Note: Do not send protected health information (PHI) to patients through the Message Center as this method is non-secure for
external messaging. To include sensitive information, use the Patient Portal to send a message. Review the Send Patient Portal

Message help article for more details.

Navigate and View Messages

1. Click Tasks & Messages > View Messages. The
Messages window also known as the Message Center
opens.

“@- Tip: For faster navigation, click Messages under the
Navigation pane Shortcuts menu or press Shift+F12 on
your keyboard.

(Continued next page...)

e Healing Corner ID: 13030 - Tebra

Practice Patients

' ey M| Fg 5

Shortcuts
o Home ~
s Fatients

§ Encounters
I Documents
— Tasks

i Messages

Messages

My Inbox

=l Reports
T Settings
@ Solution Center

New Leads
Open Windows (2]
Messages Otiee

Practice Home Flagged

Appointments Encounters Decuments

Patients 1
Staff 1

Lecation Inbox 1

= New Task..
Eind Tasks...

New Message...

F12

Crl+Shift+N

=~ View Messages...

Shift=F12 | 1

Message Center g settings

Status:
View All v

% Randy Park

To: Jason Adams

Charges Inquiry

The patient callad with questions....
1minute ago

Decumens (1, Encounters (1, Patients (1

‘% Diana Hudson

Patient name/DOB or keyword

Randy Park
Teo: Jason Adams

Charges Inquiry

Randy Park
December 8, 2023 at 8:16am

+ | New Message
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Navigate and View Messages, cont.

2.

Settings: Click to open the Messages Settings window.
For more information, review the Messages Settings
help article.

Search: Find messages by patient name or keyword.

New Message: Click to create and send a new message.

For more information, review the Send New Message
help article.

Messages: Click a folder to view messages in My Inbox,
the Location Inbox, New Leads, Other messages, or
those that are Flagged, Queued to send, Sent, Archived,
or Hidden. For more information review the Navigate
Messages section of the Messages help article.

Manage: Click to manage Message Templates or Patient
Groups. For more information, review the Message
Templates and Patient Groups help articles.

(Continued next page...)

W«
Messages X

Message Center i settings (2

Messages [ §

My Inbox v
Patients 1
Staff 1

Location Inbox 1

New Leads

Other

Flagged

Queued

Sent

Archived

Hidden

Manage [ B
Message Templates

Patient Groups

Status:
ViewAll ~

Y5 Randy Park
To: Jason Adams

Charges Inquiry
The patient called with questions...

1 minute aga

Documents (1), Encounters {1}, Patients (1)

s Diana Hudson
To: Jason Adams

Medical Records
Patient's attorney called and is...

@  CYNTHIAGARRETT 33y/ofemale
DOB:10/11/1930

s Randy Park
To: Jason Adams
Verify patient benefits

Sounds good.

December 7, 2022 at 10:36am

@ SAVANMNAH CANNON 23 y/o female
DOB:8/10/2000

s David Stone
To: Jason Adams

Patient has questions...

Done. Scheduled for today at 1:30PM.

Items 1-7 of 7

3 Patient name/DOB or keyword Fel

Randy Park

Te: Jason Adams

Charges Inquiry

Randy Park
December 8, 2023 at :16am

The patient called with questions

regarding charges for the visit. Please
review attached encounter and charges

summary te confirm before | go over
with the patient. Thanks!

Document ID: 48
Document Name: Charges Summary

~, JOHN CANTRELL
| DOB:10/4/1850 72 y/o male
» Phone: (714) 444-6454

Encounter |Dr 345
Patient: JOHN CANTRELL
DOS: 09/26/2023

Write a reply...

Add Reference:
Document | Encounter | Patient

Send

New Message
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Navigate and View Messages, cont.

7. Click a message to display details on the right side of

the window and take the appropriate action(s).

: ) Message Center Settings Patient name/DOB or keyword 2 | New Message
(58] Note: The message preview displays the most
recent message and messages with multiple y Status:
.. . . . essages 5
participants in the conversation are grouped into one _— ViewAll
. . . . . Y Inbox ¥
thread that displays on the right side of the window with I . A &9 |
s Randy Park
the newest message at the bottom. . fandyPork @ Randy Park
aff 1 To: Jason Adams

Te: Jason Adams

Charges Inquiry

Location Inbox 1 ) . . .
8. Click the flag icon to indicate the message is important. Newr Loade T et Charges Inquiry
E] Note: Once flagged, these messages are also Other DS O e ) Eiere
accessible from the To Do List on the Dashboard. Flagged % Diana Hudson Deoerioe .3023 18 6am
X The patient called with questions
Queued To: Jason Adams regfard'\ng charges for the visit. Please
9. Messages cannot be deleted but can be archived. To Sent e e Sormmary 1o confim bafors | 2o overt
. . . . with the patient. Thanks!
archive a message, click the file box icon to move the Archived et
: . e 2 CNTHAGIRETT 33yt B M. Eharges Summary
message from the inbox to the Archived messages. 10
™, JOHN CANTRELL
Vanzge % Randy Park O SRR
10.If applicable, click to view an attached Document, Message Templates To: Jason Adams e
Encounter, and/or Patient referenced in the message. Patient Groups senfypanientbenefit e
December 7, 2023 at 10:36am
& SAVANNAH CANNON 23 yio feale Write a repl}"___
DOB:8/10/2000
Y5 David Stone Add Reference:

Document | Encounter | Patient
To: Jason Adams ! !

Patient has questions... Send
Done. Scheduled for today at 1:30PM.

Items 1-7 of 7 v
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Navigate and View Messages, cont.

11.If applicable, enter a reply to the message. Attach a
Document (up to 10MB in size), Encounter, and/or
Patient as necessary when replying to a staff message.
Then, click Send to send the reply.

E] Note: Do not include PHI when replying to a
patient’s email or text message as this method is non-
secure. To send sensitive information, review the Send
Patient Portal Message help article.

12. Pagination: If applicable, click the left and right arrows
to navigate to additional pages of messages.

W«
Messages X

Message Center i settings

Messages

My Inbox v
Patients 1
Staff 1

Location Inbox 1

New Leads

Other

Flagged

Queued

Sent

Archived

Hidden

Manage
Message Templates

Patient Groups

Status:
ViewAll ~

Y5 Randy Park
To: Jason Adams

Charges Inquiry
The patient called with questions...
1 minute ago

Documents (1), Encounters (1), Patients (1)

s Diana Hudson
To: Jason Adams

Medical Records
Patient's attorney called and is...

@ CYNTHIAGARRETT 33y/ofemale
DOB:10/11/1930

s Randy Park
To: Jason Adams
Verify patient benefits

Sounds good.

December 7, 2022 at 10:36am

@ SAVANMNAH CANNON 23 y/o female
DOB:8/10/2000

s David Stone
To: Jason Adams

Patient has questions...

Patient name/DOB or keyword E

Randy Park

Te: Jason Adams

Charges Inquiry

Randy Park
December 8, 2023 at :16am

The patient called with questions

regarding charges for the visit. Please
review attached encounter and charges
summary te confirm before | go over

with the patient. Thanks!

Document ID: 48
Document Name: Charges Summary

. JOHN CANTRELL
| DOB: 10/4/1850 73 y/o male
~ Phone: (714) S44-4454

Encounter |0- 345
Patient: JOHN CANTRELL
DOS: 09/26/2023

Write a reply...

11

Add Reference:
Document | Encounter | Patient

Send

Done. Scheduled for today at 1:30PM.
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Billing in Web Platform

Users with the System Admin and/or Biller web role(s) can view insurance and patient collections as well as create charges in the
Tebra Web Platform without having to log into the Tebra Desktop Application (PM). Learn to navigate insurance collections and
patient collections below. To learn more about charge captures, review the Charges help articles or watch the Charges help videos.

Navigate Insurance Collections

Insurance Collections provides tracking and insight into the status of claims submitted to payers.

E] Note: For the practice(s) requesting visibility to claim details, the Practice Administrator or a practice staff member assigned

the Biller web user role can be referred to the Insurance Collections.

1. Hover over the Billing icon and click Insurance
Collections. The list of insurance claims for the practice
displays.
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Navigate Insurance Collections, cont.

2. Click a category on the left menu to view claims by
status.

All: Default. Displays a list of all claims submitted to
payers with open balances that are in the
responsibility of the insurance company.

Rejected: Claims rejected by the payer.

Denied: Claims denied by the payer.

Waiting for adjudication: Claims waiting on a payer
response.

Needs investigation: Claims without activity for 21
days (electronic claims) or 30 days (paper claims).

3. Use the drop-down menu options to filter claims within
a status.

Sort: Defaults to Priority. Click to select Date of
Service or Claim Amount. Click once to view
ascending order (up arrow displays) or twice for
descending order (down arrow displays).

Provider: Defaults to All Providers. Click to select an
individual provider name.

Location: Defaults to All Locations. Click to select an
individual practice location.

Time Frame: Defaults to Forever. Click to select a
time period.

4. Search: Find a claim by patient name, encounter ID, or
insurance name.

(Continued next page...)
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Insurance Collections

3 Sort: -~ Provider: Al ~

All
Rejected
Denied
Waiting for adjudication (12

Needs investigation 2

All~ Since:

Fassett, Philip

Chen, Grace

Garrett, Cynthia

Cantrell, John

Garcia, Helen

Fassett, Philip

Fassett, Philip

Chen, Grace

Cantrell,John

Cantrell, John

Forever ~

Stane, David

Hudson, Diana

Hudson, Diana

Stone, David

Hudson, Diana

Stone, David

Stone, David

Hudson, Diana

Miller, Suzanne

Miller, Suzanne

4 Search insurance collections... 2
1Procedurs
100.00 charged
¥ ' Blue Cross of CA LU
3 Procedures
150,00 charged
$15000chare=d g Crossofca L]

$150.00 charged

$100.00 charged

$150.00 charged

$100.00 charged

$150.00 charged

$140.00 charged

$240.00 charged

$50.01 charged

1-100f 18

1Procedure
State Farm (WC Only) All

States

1Procedurs
CA-Medicare B

1Procedure

Cigna
1Procedure
Blue Cross of CA

1Procedure
Blue Cross of CA

3 Procedures
Blue Cross of CA

© © o ¢

3 Procedures
CA-Medicare B

2 Procedures
CA-Medicare B ©

$4,380.01 Total Claims
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Navigate Insurance Collections, cont.

5. Each list item shows the claim date, claim ID, patient,
provider, charge amount, number of procedures, and

payer.
6. A red exclamation icon indicates a denied claim.
7. Avyellow exclamation icon indicates a rejected claim.

8. A green arrow icon indicates claim processing is moving
forward.

(Continued next page...)
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Rejected o
Denied o

Waiting for adjudication (12

Needs investigation 2
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. Fassett, Philip

2 Chen,Grace

2 Garrett, Cynthia

= Cantrell, John

 Garcia, Helen

=, Fassett, Philip

. Fassett, Philip

. Chen, Grace

. Cantrell, John

Forever ~

Stane, David

Hudson, Diana

Hudson, Diana

Stone, David

Hudson, Diana

Stone, David

Stone, David

Hudson, Diana

Miller, Suzanne

Miller, Suzanne

Search

nsurance collections... ° ‘

$100.00 charged

$150.00 charged

$150.00 charged

$100.00 charged

$150.00 charged

$100.00 charged

$150.00 charged

$140.00 charged

$240.00 charged

$50.01 charged

1-100f 18

1Procedurs

lue Cross of CA 6 o
3 Procedures
Blue Cross of CA o
1Procedure
State Farm (WC Only) All
1Procedure
CA-Medicare B 7

lParo-CedurE 8 °

Cigna

1Procedure
Blue Cross of CA

3 Procedures

Blue Cross of CA

3 Procedures

CA-Medicare B

2 Procedures

CA-Medicare B o

$4,380.01 Total Claims
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Navigate Insurance Collections, cont.

9.

10.

11.

12.

13.

14.

Click a claim to track charges. The charges details
expand.

Click the arrow to expand and view the Transaction
History list.

Follow claim progress through color coding.
e Green: Complete

e Dark gray: In progress

e Light gray: Not started

Hover over each timeline stage to view the description.

e Claim Submitted by Practice

e Resubmission (rework)

e Insurance Collections (primary)

e Insurance Collections (non-primary)
e Patient Collections

The latest activity of the charge displays above the
timeline.

To view the charge capture, click to select the option
from the Actions drop-down menu.
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All~ Since:

All 12

Rejected o
e

-, Fassett, Philip

Denied

2 Chen, Grace

Waiting for adjudication (12

Needs investigation 2 nezIS050 Garrett, Cynthia

. Cantrell, John

Days since
submitting

. Fassett, Philip

. Fassett, Philip

1/18/202

., Chen, Grace

e = Cantrell,John

= Cantrell, John

10 > 99202 cignarro 13

Forever -

Stone, David

Hudson, Diana

Hudson, Diana

Stone, David

 Garcia, Helen | § | Hudson, Dizna

Latest Activity: Charge sent to payer, primary
insurance processing

11— — ]2 D —

Stone, David

Stone, David

Hudson, Diana

Miller, Suzanne

Miller, Suzanne

Search insurance collections... ©

1Procedurs

$100.00 charged
= Blue Cross of CA L4
3 Procedures
50.00

ME00charg=d oy Crossorca o
1Procedure

$150.00 charged  State Farm (WC Only) All
States
1Proced;

$100.00 charged "'IE,E_ e B
1Procedure

150,00 charged

o charge Cigna ©

Actions ~ 14

1Procedure

$10000charged [-]
$150.00 chargad 'EP'f'Efld”mﬂ o )
$140.00 charged : pr_";f’”ﬁi . o
$240.00 charged ifr‘i“fd‘”'ﬁi . [~

1-10 of 18 $4,380.01 Total Claims
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Navigate Patient Collections

Patient Collections allows you to view patient balances, track the practice's collection activity, take payments, and access the

patient's account history.

1. Hover over the Billing icon and click Patient Collections.
The Patient Collections page opens and patients with an

account balance display.

(Continued next page...)
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Navigate Patient Collections, cont.

2.

Click a category on the left menu to view patient
balances by status.

Use the drop-down menu options to filter patient

balances within a status.

e Sort: Defaults to Patient Name. Click to select
Patient Balance, Date of Service, or Date of Last
Statement. Click once to view ascending order (up
arrow displays) or twice for descending order (down
arrow displays)

e Last Statement: Defaults to <30 days ago. Click to
select a different time period.

e Balance: Defaults to All. Click to select a different
dollar amount.

Search: Find a patient balance by patient name or
encounter ID number.

Each patient balance listed shows the date of service,

encounter ID number, balance amount, unapplied dollar

amount, and number of procedures.

Click a patient balance to view the number of days since

the last statement was sent and the number of times a
statement was sent to the patient.

To collect a payment or view the patient’s account
history, click to select the option from the Collect
Payment drop-down menu.

*tebra B8

Patient Collections

3 Sort: ~
2

All Patient Balances 5
0 Statements Sent z
18tatement Sent 2
2 Statements Sent /]

3+ Btatements Sent 1]

Last statement: < 30 days ago ~

5 Do5 10/29/2023
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Additional Admin Setup Guides

Admin Setup Guide Part 1

To review the Tebra Web Platform configuration again, refer to the Admin Setup Guide Part 1 — Billing Company. This guide includes
how to configure practice settings, user settings, service locations, security settings, and more.

Practice Admin Setup Guide

After completing Admin Setup Guide Part 1 and Part 2, refer the Practice Administrator to the Practice Admin Setup Guide to
configure their practice specific settings. They will learn how to manage their users, service locations, provider profiles, calendar
settings, patient communications, and more.

£ tebra
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Learn More

Help Center

Explore helpme.tebra.com to view additional help resources, monthly product release notes, help articles, guides, training videos,
Customer Care contact information and more.

Tebra University

Log into app.kareo.com to access Kareo University and register for live trainings, view pre-designed courses and eLearnings.
Review the Tebra University help article for more details.

Guides

Review the Billing section of the User Guides page for additional resources to help set up your billing company for success.
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Your Partner for a New Era of Healthcare

The world of healthcare is forever evolving. At Tebra, our
passion for improving healthcare, obsession with customer
success, and entrepreneurial spirit have led us to raise the bar
for healthcare management. We're always looking for new
ways to put the patient experience first, simplify the complex,
and drive practice transformation.

Our mission is to unlock better healthcare — by helping billers
and their clients bring modernized care to patients
everywhere. Think of us as your complete operating system for
a successful business. Your partner for a stronger future. The
digital backbone for practice well-being.

© 2024 Tebra Technologies, Inc
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