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Step By Step Guide: Using AccuCare Billing

Setup
To begin billing within AccuCare, you must first setup your business and therapist information. To access the setup

areas within AccuCare Billing, click on the Setup dropdown from the main menu and select Billing. Within this list
are the following options:

e Business Info
e Location of Service (Located under Setup - Main)

e Services
e Provider Info
e Payer

e Contract Rates
e Accounting Codes

Setup - Step 1 - Setup Business Info

Enter the information for your business that will be used by your clients and insurance companies to identify your
organization. This information will serve to identify your default business location.

= . ]
KAccuCare

Setup = Business Info

Abbreviation Name Business Details

LBC ABC Treat,emt

LBCT LEC Treatment

LBCTH LEC Trestment Name* |

Best Treat Best Treztment Tomorrow

BeverlyR Beverly Remm Abbreviation® |

Family Caring Family

GordonW :r Gf:rd.nr. L. Wentworth Address Line 1*

Hezltheare Heslthosre

SMC Strong Minds Counseling .

Z IR Z_2R Testing Corp Address Line 2 |
City* |
State* NE [~
Zip*

Phone
Federal Tax ID#
NPI

Taxonomy |Behavi0ra| Health & Social Sewilﬂ

See further explanation below on —-T: |Men1a| Health ﬂ
these areas p— |
e T
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Step By Step Guide: Using AccuCare Billing

You have two options to fill in this area of the Business info under Taxonomy and Code.

(Option #1) Click on the 1t drop down find your Taxonomy; then find the sub-title under the 2" drop down. This
will automatically give the appropriate Code for the last box.

(Option #2) By typing in the exact code in the last box will cause the other two above field’s taxonomy and sub-
title will fill-in automatically.

‘Jw Agencies -
Option #1 >

‘ » Local Education Agency (LEA) -

Code 251300000X

Option #2 //

Setup - Step 2 - Setup Location of Services (Located under Setup -Main)

This area is used to enter any additional locations that are billed under your organization. You do not need to
enter your main business location, as that will be covered by the information you enter in Step 1.
Note: Every time a business is added, a location of service is automatically created to match that business.

= - ]
KAcculare

Setup > Location of Service

Abbreviation Name Location Details
Location Name* |Z_AF€ Testing Corp |
Location Abbreviation*
Address Line 1 |1804? Oak Street |
Z an % A Tasting Corn Address Line 2 | |
City* |Omaha |
State”
NPI [1003994245 |
Default Place of Service [11 - Office v

Inpatient Type of Bill

Default Facility Type |1 - Hospital v|
See further explanation below Default Facility
assification |3 - Outpatient v
on these areas — If you have

Inpatient billing

ETE I T T T T
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Step By Step Guide: Using AccuCare Billing

For inpatient, claims choose the appropriate Default Facility Type and Classification.

Inpatient Type of Bill

Default Facility Type

Default Facility

Classification 1-Hospital
2 - Skilled Nursing
3 -Home Health

I Cancel I 4 - Religious Nonmedical Health Care Institution Inpatient
5- Religious Nonmedical Post Hospital Extended Care Services
6 - Intermediate Care
7 - Clinic
8 - Special Facility or ASC Surgery

Setup - Step 3 - Setup Services
In this area, you will setup the transactions and services for which you will be providing to clients. To add a new
service to the list of services, click the “New” button. All of the services that have been added to the system will
display in the left handle window, with Service Description and the Transaction Type showing for each service. To
edit or delete a service, click on the service in the left hand window and click the desired action button.

—
KAcculare

A i i

Inpatient Type of Bill
Default Facility Type hd
Default Facility -
Classification
1-Inpatient Including Part A
2-Inpatient Part B Only
Cancel 3 - Qutpatient
4 - Other

5- Critical Access Hospital
6 - Residential Facility
&-Swing Beds

9- Other

Setup > Services

Service Description

Transaction Type

Azzazamenc

o Lo Lo Lo Loee Lo ]

Chars

Service Details

Service Description®
Transaction Type*
Charge Type
CPT/HCPC Code

Revenue Code

Description on
Statements

Method
Units

Unit Type

Amount per Unit §

Session Type

Mssessment

[Charge v

|Oulpatient Vl
190791 |

|Eva|uation |
| V]

i |
[Units v

200.00 |

[101 v

Service Description: The information entered in this field should be the name of the service you are adding. This
description is completely customer dependent and should be based upon the terminology that you use for each code
at your facility or practice. It is completely up to the customer what description is used. Whatever description you
put here is how you will be referring to the service through the rest of the system. The information you put in this

field will not appear on any claims.

(For example: If one of the services you provide is an Initial Evaluation. In the Service Description field you can label

this service as Initial Evaluation, or Assessment, or 90801, etc.)

18047 Oak Street ® Omaha, Nebraska 68130
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Step By Step Guide: Using AccuCare Billing

Service Details

Service Description® (l\ssessment x |
Transaction Type*  |Charge (
Charge Type |Outpatienl '\d

CPT/HCPC Code  |90791 ™~
Revenue Code |

gfﬂstzmﬁﬂi on |E~fa luation |
Method | v ]

Units |1 |

-

Transaction Type: For the service that you
entered you will need to select a type of
transaction for the service.

T

Charge Type: If the service you are
adding is has a transaction type of Charge,
and if it is a service that you will be
sending on an inpatient or outpatient
claim, then you will select inpatient or
outpatient for the service.

CPT/HPCPC Code: If the Charge Type is
Outpatient and it is a service that you will
be sending on a claim to insurance you will
need to put the appropriate five digit CPT
code in this field. The information in this
field is exactly what will appear on a claim
so there should be no unnecessary
characters. (For example: 90791)

Service Details

Service Description®

Transaction Type*

CPTHCPC Code >

Revenue Code

Description on
Statements

lssessment

|Charge

Charge Type |Outpatienl

90791

|Eua|ualion

Method

Units

| V]
[ |

Service Details

Service Description* |Assessment |

Transaction Type* |Charge V|

Charge Type | Inpatient v| < %
CPTHCPC Code  [HDOOT ]

Revenue Code |0915 4/|

Description on -

Statements |E'-.|’E|UE|[IDI'1 |

Method | ]

Units I |

Revenue Code: If the Charge Type is
Inpatient and it is a service that you will
be sending on a claim to insurance you
will need to put the appropriate three or
four digit Revenue Code in this field. The
information in this field is exactly what
will appear on a claim so there should be
no unnecessary characters. (For example:
1002 or 906)

CPT/HCPC codes are optional for
Inpatient Charge Types.
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Step By Step Guide: Using AccuCare Billing

Service Details

Service Description* |Bssessment X |
Transaction Type*  [Charge v|

Charge Type |Oulpatienl V|

CPTHHCPC Code  |90791 |
Revenue Code | /
[s)fﬂstg:li%tliﬁg on |Eva luation |
Method [ v

Units 1 "k
Unit Type [Units v|

Amount per Unit % |2IJCI.DEI | \
Session Type | 101 Vl

Service Details

Service Description” |Bssessment x |
Transaction Type*  [Charge v|
Charge Type |Outpatient V|
CPT/HCPC Code (90791 |
Revenue Code |

[S)fastgmﬁ?.: on |Eva luation |
Method | ;/

Units 1 |

Unit Type | Units V|

Amount per Unit § |2|JCI.OD

Description on Statement: This is the field that
you will put a description of the service for the
Client Statement. The user can be as descriptive
or as brief for this field. The text entered in this
field will only appear on the Client Statement
report.

Units: Only used for Transaction Type = Charge.
The user will need to enter the number of
Units/Hours/Sessions for the service.

Unit Type: Select the type of Unit for the service.

Amount per Unit: Enter the monetary amount
per unit for the service.

(For example: If the Assessment is for one hour,
you would enter “1” for the Units and $200.00
for the Amount. or if the 90801 is one hour but
needs to be reported to insurance in 15 minute
increments, you could enter 4 for the Units and
$50.00 for the Amount per Unit.

Note: You will have the ability to edit and
change both the amount and number of units for
an individual service when you are in the
Transaction Register.

Modifiers: When you have a CPT or HCPC code that requires
a modifier, you are able to add the modifier in the CPT/HCPC

code field.

After you have entered the five digit CPT/HCPC code then
entera “:” followed by the appropriate modifier. If a service
has multiple modifiers continue to separate the modifiers

with the “:”.

(For example: no spaces (90791:HO) or (90791:HO:AJ)
Note: This step should only be completed if you are going
to send claims and modifiers on electronic claims ONLY.
This will not display correctly on Paper Claims.
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Step By Step Guide: Using AccuCare Billing

Setup - Step 4 - Setup Provider Information

Enter all of the providers that will be providing services. The General area collects information such as Name,
Taxonomy Codes, NPl numbers, and credentials for each provider. If the provider is also an AccuCare Clinical user
and has a login, you can link this profile to that user name. The Bill As section, allows you to have the provider
name in the General but when submitting claims you can have overriding information in the Bill As, such as a
facility or supervising provider. In Charge Overrides, you can assign a different charge amount for a service. This
information will display on any claims using this provider and service code. Modifiers allow you to identify any
required modifiers for every provider for any a specific insurance company.

Note: A provider will automatically be created for every business that is created. One provider will need to be
designated as the “default provider.” It is recommended that the business or the primary provider is default.

RAcculare

Setup > Provider Information

— General Information

that have been added to the system.

Select a Provider: This is a dropdown list of all the providers

Select a Provider: | Behavioral Health, Treatment v

—Bill As

Abbreviation
First Name
Middle Name
Last Name *
Suffix

Title
Credentials

Taxonomy Residential Treatment Facilties

Substance Abuse Rehabilitation Facility

Code
NPI

+ Same as General Info |

First Name
Middle Name
Last Name *
Suffix

Title
Credentials

Taxonomy Residential Treatment Facilities v

Substance Abuse Rehabilitation Facility bl

Code
NPI

Associated Business * Best Treat
AccuCare User ID

Default Location of Service |EHT
Active Provider? v

Default Provider?

Provider Percentage Amount %

To add a Provider: Click New

e o Lo | | veew | e ]

Assignment/Links

v | Accept Assignment Aetna

Aetna14079
Aetna30iss

v AHCCCS -

Signature on File Aetna

Aetnal14079
Aetna30755
AHCCCS -

18047 Oak Street ® Omaha, Nebraska 68130

Toll Free: (800) 324-7966 * Phone: (402) 341-8880 * Fax: (402) 341-8911

www.otrionhealthcare.com

8|Page




Step By Step Guide: Using AccuCare Billing

-/
RAccucare

Setup > Provider Information

—General Information

Abbreviation

First Name

Middle Name

Last Mame *

Select a Provider: | Behavioral Health, Treatment r

—Bill A

Same as General Info

First Name this box to use the same
Middle Name provider details.
Last Name *

If the Bill As is the same
as the General check

Suffix
Title
Credentials

Taxonomy Residential Treatment Eacilties v

Substance Abuse Rehabilitation Facility v

Taxonomy: To add the providers taxonomy code
by selecting the classification from the two drop
down or by entering the actual taxonomy code in

the Code field.

NPI: Enter the individual provider NPI (National }

Provider Identifier) number.

Code
NPI

Assignment/Links

Associated Business * Best Treat T

AccuCare User ID

Default Location of Service BHT v
Active Provider?
Default Provider?

Provider Percegfitage Amount %

{») Charge: Overrides

Associated Business: Select which Business this
provider is associated to. If you have a provider
that is associated with multiple businesses, you
will need to add a provider entry for each

association.

Accept Assignment Aetna

Aetnaldl7g
Aetna307ss
AHCCCS -

Signature on File Aetna
Aetnaldlis

Aetna3liss
AHCCCS -

AccuCare User Id: If the provider is also an active AccuCare
user and has an individual login, you can link this provider
profile to that user name. If you subscribe to AccuCare
Clinical Progress Notes, the Progress Note Transfer screen
will look at the User Id from the Provider Information and
the User that entered the progress note to display the
correct provider on the transaction.

Accept Assignment and Signature on File: As
insurance payers are added to your AccuCare system
in the Setup>Billing>Payer area, each Payer will be
listed in the Accept Assignment and will be checked
by default. If you wish to identify No as Accept
Assignment to the Payer, meaning that the payment
by the insurance company should be made to the
client, you will want uncheck the box for that
insurance company.
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Step By Step Guide: Using AccuCare Billing

-/
Ricceczre

Setup > Provider Information
Select a Provider: | Behavioral Health, Treatment v
—General Information —Bill As
Abbreviation + Same as General Info |
First Mame First Name
Middle Name Middle Name
Last Name * Last Mame *
Suffix Suffix
Title Title
Credentials Credentials
Default Location of Service: Select a default location v Taxonomy | Residential Treatment Facilties i
of service if the provider is at one location more [, - Substance Abuse Rehabilitation Facility ¥
frequently. This will appear as the default location of
. . . . . Code
service and place of service when this provider is
selected in the Transaction Register. The Location of NPI
Service can be changed from the default location for
a provider in Transaction Register.

Assignment/Links
Associated Business * Best Treat v | Accept Assignment Aetna
AccuCare User ID Y Aetnald07s
Aetna3l7ss
Default Location of Service | BHT v AHCCCS -
Active Provider? v — =

Active Provider: If a provider is checked
Active, this will allow services to be entered
for that provider in the Transaction Register.

Default Provider?

Provider Percentage Amopht

(») Charge Overrides

() Modifiers

I T T T AT T

Default Provider: One provider must be checked as the Default Provider. Each time a transaction is added to the
Transaction Register, the provider marked as default will be the provider name that is automatically populated. A
different provider can be selected in the Transaction Register.

(Hint: If there are multiple providers that will have transactions entered, by making the business/facility provider
the default will help guide that clients and services are not be entered and submitted to insurance with the wrong
provider name.)
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Step By Step Guide: Using AccuCare Billing

-/
RiccuCare

Setup > Provider Information

Selecta Provider: | Behavioral Health, Treatment v
T

—General Information — Bill As

Abbreviation + Same as General Info |

First Name First Name

Middle Name Middle Name

Last Name * Last Mame *

Suffix Suffix

Title Title

Credentials Credentials

Taxonomy Residential Treatment Facilities v Taxonomy Residential Treatment Facilities hd

Substance Abuse Rehabiltation Facility v Substance Abuse Rehabilitation Facility v
Code Code
NPI NPI

In Charge Overrides section -
you can assign a different
charge amount for a service. v

» | Accept Assignment Aetna

Aetnaldl7g

This information will display Aetna3d7ss
on all claims that use this W AHCCCS -
provider and service code. Signature on File Aetna
Default Provider? Aetnald079
Aetna3liss
Provider Percentagé Amount %% AHCCCS -

y) Charge Overrides

Modifiers - allow you to identify any required modifiers for every provider for any a specific insurance company
and a specific service. If you are printing modifiers on a paper claim form, you will need to enter the modifier
here.

(Hint: To reduce the amount of entries when adding modifiers for a provider, it is suggested that you add all
your modifiers in the Setup Services area. Do not add modifiers in both Services and Provider Information.)
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Step By Step Guide: Using AccuCare Billing

Setup - Step 5 - Setup Payer Information

In this screen, you will setup all of the insurance companies that your clients are covered by, or with which you
contract. All of the insurance companies that you have added to your system will be displayed and can be selected
at the top of the screen in the Select a Payer dropdown. To begin, click New and select the type of Payer: Insurance
or Invoice. Complete all required or desired fields. For Abbreviation, this is an assign abbreviated name for the
payer. This will allow you to add multiple entries for the same insurance company that might have a different
address. For example: United Healthcare has multiple P.O. Box addresses, but electronically they will all be
received to the same place. The abbreviated name will be the name that will be displayed on all other screens in
AccuCare, when selecting the client’s insurance plan and when preparing claims) (Hint: When adding an
abbreviated name for an insurance company, it is helpful to put the PO Box number in the abbreviation name so
you can identify which plan it is when selecting the insurance plan for client. For Example: If you have United
Healthcare with a P.O. Box 37055, enter the abbreviation as “UHC 37055”.)

Setup > Payer
Selecta Payer | (Aetna) Aetna v

General || Other Insurance Details || IDs |

Type nsurance Y

Name* v Elec Payer ID 60054

Other Name Contact Person

Abbreviation*® Contact Phone Extn

Attention To Fax

Address Line 1* Email

Address Line 2 Website

City*

State* X v| Zip*

Memo

£

T T T W T T [T

For Insurance Type Payers: The Name list includes the over 3000 For Invoice Type Payer: When an Invoice Payer is assigned
insurance companies AccuCare can submit electronic claims. The list to a client and to their services/transactions, the output
will begin to filter by typing the name of the payer. Once you find the
insurance company, the Electronic ID number associated with that
insurance company. If the insurance company you are looking for is

method will be an Invoice Report instead of paper or
electronic claims.

not in the list, then select the option “OTHER” from the drop down
list. This will allow you to enter an insurance company that is not
found in the insurance company list from Orion. Enter the name of
the insurance company in the Other Name field. You will be required
to send paper claims only to any insurance companies named
OTHER.

Please contact Orion Healthcare Technology to request the insurance
company is added to the main list for electronic claims submission. 12|Page
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Step By Step Guide: Using AccuCare Billing

Setup - Step 6 - Setup Contract Rate Information

Contract Rates allow you to put in override units and amount for an individual or a group of Payers.

Setup > Contract Rates
ok Add New
Contract Rate Name Payer(s) Edit Print Delete
GP ATR (GPATR) Access To Recavery GP & = R
LA Count caTl suranc / = A
y [t ) CG Insurance & =
[Z] Add/Edit Contract Rates
Contract Rate Name! | Community Health Payer
Payer(s): v || Select
Show enly Contract Rates
Service pefaut Defaut Amount  “*T< Contract Amount
Diagnostic Assessment 1 §150.00
Family Therapy 1 $75.00
Group Therapy 1 $75.00
Individual Therapy 1 $125.00
Music Therapy 1 $95.00
Psychiatric Consultation 1 §175.00
0K Cancel
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Step By Step Guide: Using AccuCare Billing

Setup - Step 7 - Setup Accounting Code
Introduction: Accounting Codes can be setup in AccuCare Billing to be able to match billing activity with your
organization’s chart of accounts. This information creates reports for your finance department through the various
Accounting Reports available in AccuCare.

Notes:
1.
2.
3.

You will need to have your account codes or chart of accounts available prior to working in this setup area.
You will need to have completed the setup areas for your Services (Setup>Billing>Services).

If you are going to assign Insurance Company activity (insurance payments and adjustments) you will need
to complete the Insurance Companies setup area (Setup>Billing>Insurance Companies).

‘ ZAccuCare

Profile Intake

Scheduler

Billing  Adm/Dis Disgnosis  Forms AS

@GR R RB

TxPlans

3

Z =
Mot Chart

ZAccuCare

Main

&

Client Intake

#

Scheduler

Screening

skl

M

-

-~

Admission/Discharge

2

Billing

=

Assessments

=2

Other Tools

Custom Forms

@

Prevention

S

Diagnosis

Client Chart

Patient Placement Manager Reports

e sl

'

Recovery Support

&

Session Logs

2
=2

Data Analysis

==

Welcome, Ron Super Admin

£F Setup ¥

Main

Logout [*

Agency

Users

Provider Info
Location of Service
Manage Permissions
Personalize Navigation Menu
System

Archive Clients
Custom Form Builder
Password Change
Repert Headings
Scheduler Template
System Options
System Session Log
Billing

Business Info
Services

Provider Info

Payer

Contract Rates

Accounting Codes

Account Code Setup Screen

s
RAcculare

Select Account

Setup > Billing > Accounting Codes

General

Account Code:
Account Name:
Account Description:
Account Type:

Transaction Type:

Details

S mmearscoEm
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Step By Step Guide: Using AccuCare Billing

Accounting Codes User Interface:

On the left side with the heading “Select Account” is the list of all the account codes added in your AccuCare
system.

On the right side there are two headings “General” and “Details”. This area contains the fields that need to be
completed with information for each account code that is being setup or has been setup in AccuCare.

Description of Fields under “General”:

Account Code: This will be the account code from your chart of accounts that matches the account code
in your financial system.

Account Name: The name of the account code you are setting up.
Account Description:  More information about the name or account.

Account Type: Each account code will have an account type to identify the type of account and to be
able associate appropriate offset accounts. See Attachment 1-A for more description and
details.

Account Types include:
Income
Expense
Expense: Refund
Asset: Un-deposited Funds

Asset: AR
Asset: Cash
Liability
Depending on the Account Type selected will determine the available selection for the
Transaction Type. See Attachment 1-A for more description and
details.
Transaction Type: Select the type of transaction associated to this account code

Transaction Type include:
Charge — required with all “Income” account types
Collection Out — available with “Expense” account type
Discount— available with “Expense” account type
Insurance Adjustment— available with “Expense” account type
Write Off— available with “Expense” account type
Refund — required with “Expense: Refund” account type
Customer Payments — available with “Asset: Undeposited Funds”
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Step By Step Guide: Using AccuCare Billing
Adding a New Code Step By Step

Step 1: To add a new Account Code and association click “New”.

= . ]
KAcculare

Setup > Billing » Accounting Codes

Select Account General
Account Code:
Account Name:
Account Description:
Account Type:

Transaction Type:

Details

New Edit Delete Save Cancel Close

Step 2: Begin entering your Account Code, the Account Name and the Description of your Account Code.

General
ount Code: 4001
Account Code ount Name: Group Therapy
Information unt Description:  Outpatient Group | *x
Account Type: i

Transaction Type:

Step 3: Select the Account Type. See Attachment 1-A for account type relationships.

General
Account Code; 4001
Account Name: Group Therapy

Account Description: | Cutpatient Group This Account Type
is an Income type
Account Type: Income h

Transaction Type:

Details
Semvices: - @ QK
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Step By Step Guide: Using AccuCare Billing

Step 4: Select the available Transaction Type for the Account Type selected in the dropdown above.

General

Account Code; 4001

Account Name: Group Therapy All Income
Account Types

Account Description:  OQutpatient Group

have a Transaction

- Type of Charge so
“Charge” is

already selected

Account Type: Income

Transaction Type:

for us.

Details

Services:

>~ @ oK
<——— | | Dependingonthe
Transaction Type
selected additional
drop down selections
will be available in the
Details area.

Step 5: Select the appropriate selection(s) from the Details drop down to complete the Account Code
relationship.

General

Account Code:
Account Mame:

Account Description:

4001
Group Therapy

Outpatient Group

Multiple selections
can be made, click

Account Type: Income [OK] button after
making selections.
Transaction Type:
Details
Services: - Q QK
90834

= )

[]90849-1

[]96101-B

[ ] Assessment
Save Ci
I [ ] Balance Forward
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Step By Step Guide: Using AccuCare Billing

Click [Save] button to save this Account Code record to your list of Accounting Codes.

Setup = Billing > Accounting Codes
Select Account

-y
KAccuCare

Setup > Billing » Accounting Codes

Select Account
4001 Group Therapy

Once you have

clicked Save,
your new
Account Code

will appear in
the window on
the left side.

General

Account Code! 4001

Account Name: Group Therapy
Account Description: | Outpatient Group
Account Type: Income

Transaction Type:

Details

Services: Group Therapy

Click Save, to save

this record.

Cancel

General

Account Code:
Account Name:
Account Description:
Account Type:

Transaction Type:

Details

Services:

18047 Oak Street ® Omaha, Nebraska 68130
Toll Free: (800) 324-7966 ® Phone: (402) 341-8880 ® Fax: (402) 341-8911

www.otrionhealthcare.com

18| Page




Step By Step Guide: Using AccuCare Billing

Closing the Account Code Setup Screen

When you leave the Accounting Code Setup area, if there are any Services or Insurance Companies or Offset
Account Code that have not been set up with an account code, you will receive a confirm exit message. This
message will inform you that there are still items that have not been associated to an account code. If you still
wish to leave the Account Code setup, click Exit. If you would like to continue to setup an remaining accounts,
click Cancel and you will be returned to the Setup area.

Confirm Exit

- Mot all service codes are associated with accounts.
- Mot all insurance companies are associated with
accounts for all insurance transaction types.

Are you certain you wish to leave Account Code Setup?

Exit Cancel

Note: All transactions will still appear on the accounting report, however if they have not had an account code
setup for the service or insurance company the account code information on the report will display as blank
information.

To Edit an Accounting Code

Click on an account code in the left window, click the Edit button to enable the fields on the right side. Make any
edits or changes to the account code information. Click Save when completed.

To Delete an Accounting Code

Click on an account code in the left window, and then click the [Delete] button. You will receive a Confirm Delete
Message before the deletion can occur. You will need to check on the box in front of the text “I am certain | wish
to delete this account” before you can delete the account code.

Adccecare

Setup > Billing > Accounting Codes

Select Account General
4001 Group Therapy Account Code:
Account Name:
Account Description:
Account Type:

Transaction Type:

Confirm Delete

[e]

L Are you certain you wish to delete this account?

This will remove any asseciations this account has to other accounts
and will likely cause breakage with the accounting reports. After this
action is completed, it cannot be undone,

_ Fam certain [wish to delete this account. _

Delete Cancel
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Billing Setup Accounting Code Reference Sheet - Attachment 1-A

When Account Type Transaction Type will | Details Details Include
is: be: Category
. All services from the Setup>Billing>Services that have
Income Charge Services . .
been setup with a Transaction Type: Charge
Collection Out All services from the Setup>Billing>Services that have
Expense Discount Services been setup with a Transaction Type: Collection Out,
Write Off Discount, or Write Off
. Insurance All insurance companies from the
Expense Insurance Adjustment . s
Companies | Setup>Billing>Insurance Company
Expense: Refund Refund Services All services from the Setup>Billing>Services that have
P ) been setup with a Transaction Type: Refund
. SBilline> .
Asset: Un-deposited Funds | Customer Payment Services All services frc?m the Setup . Billing>Services that have
been setup with a Transaction Type: Customer Payment
. Insurance All insurance companies from the
Asset: Un-deposited Funds | Insurance Payment . .
Companies Setup>Billing>Insurance Company
All Account Codes from Setup with Account Type:
Asset: AR None Accounts - Income
- Asset: Un-deposited Funds
All A f ith A Type:
Asset: Cash None Accounts ccount Codes from Setup with Account Type
- Expense: Refund
Liability None Accounts All Account Codes from Setup with Account Type:

- Expense
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Step By Step Guide: Using AccuCare Billing

Client Information - Step 1 - Client Intake

To enter a new client into your AccuCare database, click [Add New Client] button and enter demographic and

contact information.

Mairr

Client Intake

Search by: @ LastName () Date Of Birth Phone () SSN Client Reference # 1 Billing Reference # Name Doe Phone 55N Client Ref # Billing Ref #
Begins with or matches: | & Display All EOGIESECHEE?
Client Name:
Level of Care:
Location:
Demographics Case Management Billing Payers Fee Schedule Referrals AlZAN Custom Forms Multi-Dimensional Assessment Comments

Client Reference #:

Ethnic Group:

—Contact Informatiom
Client Name: First Encounter Date: Address: Phone 1:
Nickname: Marital Status: Phaone 2:
Date of Birth: Work Status: Phaone 3:
Gender: Race: Email:
Social Security #: Religion: Emergency Contact: Phone:

—Military

(—Legal Statu

Current Probation Status:

Current Parole Status:

Family in Criminal Justice System:

Involved with Child Protective Services:

Military Status:
Military Branch:

Family Members with Military Background:
Number of Family Members in Military:

—Additionat
dditionat

Privacy Agreement Signed:

Archived:

Add Mew Client Delete Client Print

File and Sign Referral Source Setup

Export Close
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Step By Step Guide: Using AccuCare Billing

Highlighted in yellow is the information that should be completed before attempting to add the client to Client
Billing module.

Demographics Tab in Client Intake

Main Section

Contact Information Section

/

/

% Demographics
Main
Title: First Encounter Date: | 02/22/2017 | |EH
First Name™: Alice Marital Status:
Middle Name: M Work Status:
Last Name™: Ababdo Religion:
Date of Birth: 05/12/1976 [EH Religicn Other:
Gender*: F Race:
Social Security #: 345-34-3333 False SSN  Ethnic Group:
Last Name at Birth:
Client Reference # | WR5928 <
Nickname:
Legal Status
Currently Involved with Child Protective Services: a0
State: State Other:
Current Probation Status: h
Program: Program Othdr:
Current Parole Status: -
State: State Other:
Do you have any family involved in the criminal justice systggm? i

Contact information
Address 1: Whisteria Lane
Address 2:

City: Cmaha

State: NE -
Phaone 1: S B

Phone 2: }

Phone 3: )
Email:
Emergency Contact Information

Full Name:

Phone: )

Military

Military Status:

Military Branch:

Client has family with Military Background:
Number of family members in Military:
Additional

Privacy Agreement Signed:

Cancel

Miss

Miss

Archi

Zip Code:

Relation:

Home

ing Data

ing Data =

ved:

68434
Home -
Home i
Home ~
=
-
Don't know Refused

Client Reference # can also be entered. When you have a Client Reference Number entered in the Client Intake,
then the Billing Module will pull that number over to use. When there is no Client Reference #, the Billing
Module will automatically generate a required Billing Reference Number for the client.

18047 Oak Street ® Omaha, Nebraska 68130
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Client Information - Step 2 - Client Billing Information
Search for a client in the Select a Client field or using the Advanced Client Search.

When adding a new client begin by clicking the Edit button on the Billing Tab.

Demographics Case Management | Billing I Payers Fee Schedule Referrals Al/AN Customn Forms Multi-Dimensional Assessment Comments

Edit

—Statement Informatiom —Reference N er
Statement Name: Alexander Abbott Billing Reference # AA11127877
Address: 282015 Stocklyn Road =
Memphis, CT 456821253 R
Phone: Release of Info on File: Yes

Statement Comment: Release of Info Date:

Client given Informed Consent: Ne
Assign Payment to Agency: Yes
Hold Statement: No gn Fay! gency

Self Pay: No —Client's Conditiorn

Condition Related Te:  Employment

—Referring Physiciarr

Date of Current lliness:
Name:

NPI #

First Date of lliness:

rBilling Commen

Billing Tab

Billing Reference Number: In the Reference Number section, if a client reference number was not already
assigned to this client in Client Intake, the system will create one using predefined criteria. The Client Billing
Reference number can be changed or edited if the system has assigned a default reference number.

Statement Information: you can use the Get Address from Client Intake button to pull the information you
already entered into the system. Information in the Statement Comment will appear on the client’s statement
when printed.

Client Consent: is required, check for yes or uncheck for no if you have a release of information on file. When
checked, you may enter a date of the release of information (this date is not required). When it is unchecked,
you will not enter a date but will need to give a response for client given informed consent. Choose a response
for Assign insurance payment to agency, yes will mean the payment from the insurance company will be sent to
the business or provider. No, will mean payment will be sent to the patient from the insurance company.

Client’s Condition: This is not required and is optional to capture additional conditional information relating to illness,
injury or accident that would need to be reported.

Referring Provider: These are optional fields to enter the referring physician’s name and NPI number.
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Billing Information

Billing Reference # | p811127877
Client Consent

#| Release of Info on File

Release of Info Date: Enter Date | [E
Client Given Informed Consent
¥ Assign Payment to Agency
Referring Provider
First Name: Middle Initial:
Last Name: Suffix:
NPI #:

Client's Condition

Condition Related To: @] Employment

4 Other Accident

Auto Accident  Location (State):

Date of Current lliness: | Enter Date | [E4)
First Date of lllness: Enter Date | [E
Dates Unable to Work: | Enter [E to| Enter Date | [
Dates Hospitalized: Enter Date | [Ed to| Enter Date | [EH

Save

Statement Information

Copy from Demographics

First Name: Alexander Last Name:  Abbott
Address 1t 282015 Stocklyn Road
Address 2;
City: Memphis
State: cT - | Zip: 45682-1253
Phone: - * Home n
Statement Comment:

Haold Client Staterent

Self Pay
Billing Comments

e

Cancel

Once the information has been entered click, [Save] button to save the General Billing Information.

Payers Tab

The Client Billing Information, Payers Tab will allow you to add one or many payer plans for each client.

Demeographics Case Management

illing | Payers IFEeSchedzf."e

Add New Payer Plan

Automation

Order Default Payer Type Payer Name Plan Mame
Insurance Blue Cross Blue
Shield of Texas
2 Invoice Invoice
\/ Insurance Magellan Behavioral

Health Services

Referrals

Plan Type

Other
Other

Primary

AlAN Custom Forms Mutti-Dimensional Assessment Comments

Effective Date End Date ID Mumber Held Edit Delete
01/01/2016 2353535 <« s R
01/01/2015 0980768769 & b 8
01/01/2014 W1235W12321W & R

To add a new plan for a client, click the [Add New Payer Plan] button
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Step By Step Guide: Using AccuCare Billing

EI Payer Plan Details

Payer Type™: - | ~Insured's Information
yer Type™

Insurance

Payer Name*: Get Info from Client Intake
. Invoice
First Name™
Plan Name:
- Middle Name:
Effective Date™ | Enter Date
Last Name™:
End Date: Suffise
Plan Type™: ~ Address 1%
Insured's ID*: Address 2
City™
Group #: -
State™ =
Group Name: §
Zipn _
Relationship to -
Insured™: Gender™: T
I Date of Birth*™: Enter Date | [E
Set as Default Plan
Employer/School:
Hald
Phone 1: ) - ® -
Automation v Phone 2+ [ M =
Order:
Plan Notes:
Save Cancel

Payer Type: First, select if you are adding an Insurance Plan or Invoice Plan for this client.

For INSURANCE TYPE ONLY:

Payer Name:

Plan Name:

Effective date:

End Date:

Plan Type:

Select the Payer Name of the Insurance Plan, this list is populated from the Payer Setup.

Select the Plan name of the Contract Rate this Client Plan is associated with, this list is
populated from the Contract Rate Setup.

Enter the date coverage for the client began.

If this plan is current, there is no need to enter an end date. However, if you are entering a new
plan for this client that is meant to replace the prior plan, make sure that an end date has been
entered for the old plan. By entering the appropriate end dates for a plan will allow the system
to file new and old claims to the correct insurance plan for the dates of service that falls
between the effective and end dates.

Select if the plan is a primary plan or secondary insurance plan. Select other when the plan is not
primary or secondary.
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EI Payer Plan Details
Payer Type™: Insurance - | Insured's Information
Insured’s ID: Enter the E e
. Payer Mame*  (OptumMNM) OptumHealt - Echiniimmilicahintzis
subscriber or member or First Name®: Hannah
. Plan Name: ' :
policy number of the Middle Name:
insurance p|an_ Effective Date™ | 02/01/2015 | [EH Lact Name® Banana
End Date: Enter Date Suffix:
GrouP #: enter if the Plan Type™ Primary - Address 1% 1006 Morth
insurance card lists one. Address
o . Insured's ID=: 1234568789 dress =
This is not a required City et
field and may not be Sroup - .
£ B LA g
applicable. Group Name: Zip® 45604
L . = [+ e
Relaticnship to | gglf - ~ .
. Insured™: iencer: F v
Group Name: enter if Date of Birth®: | 07/12/1978
the insurance card lists Bl Set as Default Plan <
Employer/School:
one. Thisis not a Hold .
Phone 1: )
required field and may Automation ! Phone 2 )
not be applicable. Order:
Plan Notes:
Relationship to Insured:
Select the client’s
relationship to the
subscriber or insured. Save Cancel

Step By Step Guide: Using AccuCare Billing

Insured’s Information:
Enter the insured’s
information, If the client is
the same as the Insured or
shares the same address
with the client, you can
click Get Info from Client
Intake to pull in the details
that were previously
entered in the intake

record.
Home v
Home hd

Hold: checkbox allows user to hold
any claims from being submitted to
the assigned insurance plan (claims
will be on hold until this box has been
unchecked).

Set as Default: checkbox will
automatically display this plan for the
client for all of the services, so the
user does not have to manually select
the same plan that is always used.

Automation Order: When there are
multiple plans that need to be billed
sequentially, assigning an automation
order to the plan will make sure it is
billed in the proper order it is assigned.

Toll Free: (800) 324-7966 ® Phone: (402) 341-8880 ® Fax: (402) 341-8911
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For INVOICE TYPE ONLY:

Payer Name:
Plan Name:

Effective date:

Select the Payer Name of the Invoice Plan, this list is populated from the Payer Setup.
Select the Plan name of the Contract Rate this Client Plan is associated with, this list is
populated from the Contract Rate Setup.

Enter the date coverage for the client began.

End Date: If this plan is current, there is no need to enter an end date. However, if you are entering a new
plan for this client that is meant to replace the prior plan, make sure that an end date has been
entered for the old plan. By entering the appropriate end dates for a plan will allow the system
to file new and old claims to the correct insurance plan for the dates of service that falls
between the effective and end dates.

EI Payer Plan Details
Payer Type™: ——— - | Insured's Information
Payer Name™: (LALALAL) LALALAL - = = =
First Name™:
Plan Name:
Middle Mame:
Effective Date™ | 01/01/2016 | [
Last Mame™:
End Date: Enter Date | [EH Suffix:
Plan Type™: Address 17
Insured's 1D Address 2:
~ . City™
Sroup =«
State™:
Group Mame: .
Zip™ =
Relationship to {_ )
Insured™: benaer:
Date of Birth™
#| Set as Default Plan
Employer/Scheol:
Rold Phone 1: X
Automation e Phone : “
Order:
Plan Motes:
Save Cancel
Hold: checkbox allows user to hold Set as Default: checkbox will Automation Order: When there are
any claims from being submitted to automatically display this plan for the multiple plans that need to be billed
the assigned insurance plan (claims client for all of the services, so the sequentially, assigning an automation
will be on hold until this box has been user does not have to manually select order to the plan will make sure it is
unchecked). the same plan that is always used. billed in the proper order it is assigned.
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Client Information - Step 3 - Client Diagnosis

Client Diagnosis:

The Client Diagnosis area is a centralized diagnosis area where the diagnosis for each client can be assigned and
saved by client and will be accessible use throughout other areas in AccuCare.

Client Diagnosis
Select a Client:
Diagnosis List

Select  Code

No Diagnosis to display.

» 4 Client Reference #: SSN:

Description Axis Set Admitting Primary Diagnosis Date(s)

Diagnosed By

Show Active Only
View

Status History

Search for a client in the Select a Client field or using the Advanced Client Search.
Client Diagnosis
Select a Client: | Banana, Hannah * “4  Client Reference # SSM:
Diagnosis List Show Active Only
Select  Code Description Asis Set Admitting Primary Diagnosis Date(s) Diagnosed By Status '_;:II_::P
E 20612 RECUR MANIC DIS-MOD ICD-9 LY unknown - current Active @-
O 31400 ATTM DEFIC NONHYPERACT ICD-9 unknown - current Active £l
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Client Information - Step 3 - Client Diagnosis con’t

The Diagnosis List displays all of the diagnosis codes entered for the client. Including: the description, the coding
system of the code entered, a flag for the Primary and/or Admitting code, the date of the diagnosis code, the user
who entered the diagnosis and a status. You are able to Edit an existing code in the list or remove the diagnosis
code from the list for the selected client. There is also an icon to view the history of the status of the diagnosis
code.

Add: a diagnosis code to the list for a client click on the Add Diagnosis button at the bottom of the screen. This
will bring up the Add/Edit Diagnosis form to add a diagnosis for a client.

{=) Add/Edit Diagnosis

— Select Diagnosis
Coding System: ICD-10
Axis:

Use DSM 5 Substance Use Criteria

Search \ Manual Entry

— Details
Diagnosed
by:
Diagnosis
Diate:
Primary
Admitting

Archived

Ron Super Admin

06/12/2017

— Status
® Active
Inactive

Inactive By:

Date

Save Cancel

Inactive:

06/12/2017

Select the Coding System you wish to use (DSM-IV, DSM-V, ICD-9 or ICD-10). If DSM-IV is used, select the Axis of
your diagnosis. Next, search for the diagnosis code by beginning to type the first three characters of any code or
description information of the diagnosis. As you begin typing information, the drop down list items will narrow

down, select the desired diagnosis code. Add the selected diagnosis code to the client’s list, by clicking OK.

5] Add/Edit Diagnosis

[ Select Diagnosis
Coding System:

Axis:

ICD-10 -

Use DSM 5 Substance Use Criteria

Search

dysfunction

£19) -
Code Description
F10.10 Alcohol abuse, uncomplicated
F10.120 Alcahol abuse with intoxication, uncomplicated 1
F10.121 Alcohol abuse with intoxication delifum
F10.129 Alcahol abuse with intoxication, unspecified
TRl Alcohol abuse with alcohol-induced mood i
disorder
F10.150 Alcahol abuse with alcohol-induced psychotic
disorder with delusions
F10.151 Alcahol abuse with alcohol-induced psychotic
disorder with hallucinations
F10.159 Alcahol abuse with alcohol-induced psychotic
disorder, unspcificd
F10.180 Alcohol abuse with alcohcl-induced anxiety
disorder
F10.181 Alconol abuse with alcohol-induced sexual
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Client Information - Step 3 - Client Diagnosis con’t

You can also search and select a diagnosis code using the Advance Diagnosis Search by clicking on the magnify
glass icon.

\

'\ | Search Manual Entry

v |

The Advanced Diagnosis Search contains all of the current published ICD-9 and ICD-10 diagnosis codes. Once you
click on the Advanced Diagnosis Search icon, you can search for the diagnosis codes using filters.

Advanced Search

Search by: Code -

Begins with or matches:

Code Description

No records to display.

oK Cancel

Your search selection options include searching by Code or Description. Once you have selected your Search by
criteria you can enter a value that contains the diagnosis code you are searching for. Once you enter a value to
search by you can click the Search button to display your search results.

Elhedo Select to Search by Code
Search by: Code - € or Description.
Begins with or matches: | p1g P
Search | g2 -~ Enter code value to search.
)
Code « Description
F10.10 Alcohol abuse, uncomplicated T Click search button.
F10.120 Alcohol abuse with intoxication, uncomplicated
F10.121 Alcohol abuse with intoxication delirium
F10.129 Alcohol abuse with intoxication, unspecified
F10.14 Alcohol abuse with alcohol-induced mood disorder View search results.
F10.150 Alcohol abuse with alcohol-induced psychotic disorder with delusions
F10.151 Alcohol abuse with alcohol-induced psychotic disorder with hallucinations
F10.159 Alcohol abuse with alcehel-induced psychotic disorder, unspecified
F10.180 Alcohol abuse with alcohol-induced anxiety disorder .
-
QK Cancel
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Click on the diagnosis code you were searching for and click OK. Your selected diagnosis will be added to the
Add/Edit Diagnosis Code form, then click OK to add the diagnosis to the client diagnosis list.

Client Information - Step 3 - Client Diagnosis

You also have the ability to manually add a diagnosis code that was not found while searching the AccuCare code
list. To enter a manual diagnosis, click on the Manual Entry tab next to the Search tab. Then enter the specific
diagnosis code value and a description. Click OK to add this manually entered diagnosis code to the client’s list.

[ Add/Edit Diagnosis

r— Select Diagnosis
Coding System: ICD-10 ~
Axis: ~

Use DSM 5 Substance Use Criteria

\ [ Search ] Manual Entry

Code:

Description:

Only one diagnosis code in the client’s list can be selected as the Primary Diagnosis. The Primary diagnosis code
will appear as the default code when entering transactions in Service Process, Transaction Register and Billing
Transfer areas. You will be able to override the Primary diagnosis when it is automatically populated in the billing
areas. It is not required to use the Primary, however if the client has only one diagnosis or has a main diagnosis
for the services entered, then selecting a Primary diagnosis will save time by pre populating that diagnosis code
on the services for you.
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