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Course  Obje c tive s 

Afte r c o mple ting  this c o urse , yo u will be  ab le  to : 

 Edit e nc o unte rs and  transac tio ns in a  wo rk file . 

 Edit re g istra tio n info rma tio n within a  wo rk file  

 Chang e  the  Sta tus o f an e d it 

 Inquire  into  e nc o unte rs. 
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Introduc tion to  TES 

The  Transac tio n Editing  Syste m (TES) is a  fro nt-e nd  transac tio n suspe nse  syste m 

de sig ne d  to  c apture , e va lua te , c o rre c t, and  e xtrac t c harg e  and  c la im transac tio ns 

into  the  Ce ntric ity Busine ss Billing  and  Ac c o unts Re c e ivab le  applic a tio n. 

TES he lps to streamline  workflow and prevent inc omplete  or inc orrec t information on 

insuranc e  c laim forms by: 

 Allo wing  info rmatio n be  e nte re d  as it is ava ilab le . 

 Te sting  fo r missing  o r inc o rre c t info rma tio n. 

 Filte ring  transac tio ns into  wo rk file s fo r e ffic ie nt e d iting . 

 Allo wing  transac tio ns to  be  e d ite d  fo r c o mple te ne ss and  re te ste d  be fo re  

the y a re  e nte re d  into  BAR. 

TES performs edit evaluations to c hec k the  data  entered at two points. 

 TES c he c ks e ac h e nc o unte r with the  a tte mpt to  file  the  e nc o unte r. 

 TES c he c ks e nc o unte rs during  a  nig htly e d it e va lua tio n. 

TES provides two options for c orrec ting c harges. 

 TES pro mpts fo r e d its fo r e ac h e nc o unte r with the  a tte mpt to  file  the  

e nc o unte r. 

 TES a llo ws the  e nc o unte r to  be  file d  with the  e d it to  be  wo rke d  thro ug h a  

wo rk file  a t a  la te r time  to  stre amline  c harge  e ntry and  to  a ssig n the  wo rk 

file s to  ind ividuals with spe c ific  kno wle dg e  abo ut the  info rmatio n ne e de d  

to  e d it and  c o mple te  the  transac tio n. 
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Te rminolog y 

Be lo w is a  list o f te rms c o mmo nly use d in TES: 

Te rm  De sc rip tio n 

TES Ac ro nym fo r the  Ce ntric ity Busine ss Transac tio n 

Editing  Syste m.  TES is a  c harg e  suspe nse  file  tha t 

c he c ks da ta  e nte re d  up fro nt be fo re  the y e ve r 

e nte r BAR. 

BA R Ac ro nym fo r the  Ce ntric ity Busine ss Billing  and  

Ac c o unts Re c e ivab le  syste m.  Onc e  TES 

transac tio ns and  e nc o unte rs a re  c le an and  have  

no  e d its, the y a re  e xtrac te d  into  the  BAR 

applic a tio n and  file d  into  the  re c e ivab le s. 

TES Ed it Syste m e d its a re  built in the  syste m in o rde r to  

c he c k da ta  e ntry.  Ed its c an be  spe c ific  to  a  

de partme nt o r spe c ific  to  a  FSC, suc h as Me dic are .   

Ba tc h  Enc o unte rs c an be  ba tc he d  into  a  lo g ic a l 

g ro uping  fo r ba lanc ing  and  e d iting  purpo se s. 

W o rk  file  TES Edits c an be  wo rke d  thro ug h TES wo rk file s.  A 

wo rk file  is a  lo g ic a l g ro uping  o f TES e d its. 

En c o u n te r An e nc o unte r is usually re la te d  to  a  pa tie nt 

vo uc he r o r visit.  In BAR, it is c a lle d  an invo ic e . 

Tra n s a c tio n  A vo uc he r o r e nc o unte r c an c o nta in many 

transac tio ns o r se rvic e s.  A transac tio n is a  CPT 

c o de  e nte re d  o n the  e nc o unte r. 

He a d e r The  e nc o unte r he ade r c o nta ins visit le ve l 

info rmatio n re la te d  to  a ll transac tio ns. 

A c tio n  C o d e  One  c harac te r c o de  tha t a llo w yo u to  e nte r mo re  

info rmatio n. 
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TES Flowchart  

Enter Data

(Activity 1)

Collect Data from

Interfaces*

Batch Header

Encounter:

Registration Level, Encounter Level, Transaction Level

TES checks encounters for Correctness Run Edit Evaluation

(Activity 5)

Optional Third-Party

Checkers (nightly

evaluations only)

Medicode

Edit Conditions
Set up Edit Conditions

(Activity 4)

Is the encounter correct and complete?
Extract to BAR or

MCA (Activity 5)

Edit Encounter

(Activity 2) Fix Now?

Assign Encounter to Workfile (Activity 4)

*TES assigns data

collected from

interfaces directly to

encounters. Users do

not see such

transactions unless

they need editing.

Yes

NO

NO

NO
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P a g e  |  6  

 

TES Editing  

Whe n an e nc o unte r is file d , TES auto ma tic a lly c he c ks the  da ta  e nte re d  ag a inst a  

se t o f use r-de fine d e dit c o nd itio ns tha t have  pre vio usly be e n e nte re d  into  the  

syste m.  Any pro b le ms tha t TES unc o ve rs a t this po int c an be  fixe d  imme dia te ly, o r 

the  e nc o unte r c an b e  file d  fo r so me o ne  to  fix the  e d it a t a  la te r time .  This a llo ws fo r 

a  mo re  e ffic ie nt wo rkflo w o f c o ntinuing  e nte ring  da ta  witho ut ha ving  to  sto p  to  

re se arc h inc o rre c t o r missing  info rmatio n. 

The  ab ility to  “save ” e d its is the  c o re  o f TES’ s e ffic ie nc y.   TES e d its a re  e ithe r wo rke d  

a t the  time  o f c harg e  e ntry o r may be  se nt to  a  wo rk file  to  be  wo rke d  o n la te r by a  

spe c ia list o r ano the r unit.  In this do c ume nt e d its a re  wo rke d  in a  wo rk file . 

Fo r a  c o mple te  list o f the  TES e d its MSU will be  using , ple ase  re fe r to  the  Appe ndix a t 

the  e nd  o f this do c ume nt. 



P a g e  |  7  

 

Sig ning  into  the  TES Module  

Onc e  yo u have  lo g g e d  o n to  the  Ce ntric ity Busine ss syste m, Clic k o n TES Workfiles 

o n the  Ve rtic a l To o l Bar. 

 

To enter a  work file : 

Clic k o n the  lo o k up butto n to  the  rig ht o f the  “Wo rk file :” fie ld  and  se le c t the  

wo rk file  to  be  wo rke d  fro m the  list d isplaye d .  The  wo rk file  name , numbe r o r 

Mne mo nic  c o uld  a lso  be  e nte re d  into  the  fie ld .  

 

 

Se le c t a  wo rk file  and c lic k OK. 
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TES Func tio n Me nu 

Onc e  the  wo rk file  is e nte re d , the  a c tio n c o de  me nu d isplays a t the  bo tto m o f the  

sc re e n. 

 

Yo ur TES Ac tivity me nu may have  d iffe re nt o ptio ns than tho se  sho wn abo ve , 

de pe nding  upo n yo ur se c urity a c c e ss. 

Wo rk file s will c o nsist o f e nc o unte rs (a  visit) a nd  o ne  o r mo re  tra nsa c tio ns 

(se rvic e s p ro vid e d  suc h a s a n o ffic e  visit a nd  a n inje c tio n.  So me  Ed its a re  

wo rke d  o n b o th the  e nc o unte r (he a d e r le ve l) a nd  a  tra nsa c tio n le ve l.  The se  will 

b e  d isc usse d  la te r in this d o c ume nt. 
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Editing  TES Enc ounte rs a nd Tra nsa c tions  

 Hig hlig ht an e nc o unte r liste d  in the  wo rk file  by pre ssing  the  up o r do wn 

arro w o r c lic king  o n the  line  o f the  e nc o unte r and  the n pre ssing  e nte r. 

(No te :  The  pa tie nt na me  is a  hype rlink and  will take  yo u to  the  re g istra tio n 

po p up sc re e n.) 

 Use  the  a c tio n c o de s d isplaye d  a t the  bo tto m o f the  sc re e n to  pe rfo rm 

the  de sire d  a c tio n. 

 To  se e  what the  e nc o unte r is in the  wo rk file  c lic k o n the  “Q” a c tio n c o de  

to  d isplay the  e d it(s).  

 

 

Hig hlig ht the  wo rk file  e nc o unte r a nd  c lic k o n “Q”  a c tio n c o d e .  No te  this wo rk 

file  o ne  e nc o unte r with o ne  tra nsa c tio n. 
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The  Ed it Se le c to r Sc re e n will d isp la y a ll e d its c o nne c te d  to  the  e nc o unte r  

 

To  vie w the  d e ta il re g a rd ing  a  p a rtic ula r e d it, hig hlig ht the  e d it a nd  c lic k o n the  

“D”  a c tio n c o d e  b utto n a t the  b o tto m o f the  sc re e n. 

 

Whe n yo u ha ve  vie we d  the  Ed it d e ta il, c lic k “OK” to  re turn to  the  e d it list sc re e n. 
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In the  a b o ve  e xa mple  the  e d it re q uire s a  re g istra tio n e d it a c tio n.   

 

Clic k o n a c tio n c o d e  “A”  to  a d d  the  p a tie nt’ s a d d re ss, c ity, sta te  a nd  zip  c o d e . 

The  fo llo wing  p o p -up  b o x a p p e a rs.  Ente r 1 in the  Se le c tio n fie ld  a nd  c lic k “OK”.  

Yo u will b e  ta ke n to  d e mo g ra p hic  re g istra tio n whe re  yo u will e nte r the  

info rma tio n ne e d e d  a nd  sa ve  b y c lic king  OK.  This c o mple te s the  a c tio ns to  

c le a r e d it fo r the  e nc o unte r. 
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TES e nc ounte r e dits tha t inc lude  multiple  tra nsa c tions (se rvic e s).   

So me time s e nc o unte rs tha t c o nta in e d its ma y ha ve  multip le  tra nsa c tio ns. 

Ag a in, hig hlig ht the  e nc o unte r a nd  c lic k o n a c tio n c o d e  “Q”  to  d isp la y the  

e d its. 

 

This e nc o unte r ha s o ne  e d it fo r tra nsa c tio n # 1 
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Clic k o n D to  d isp la y the  e d it d e sc rip tio n 

 

This e d it d e sc rip tio n instruc ts to  c o nta c t re fe rring  p ro vid e r fo r sta te  

lic e nse  numb e r.  The  link o n the  Ve rtic a l To o l Ba r in Ce ntric ity Busine ss 

c a n a lso  b e  use d  to  a c c e ss the  Na tio na l Pro vid e r Re g istry fo r the  

sta te  lic e nse  numb e r.  The  lic e nse  numb e r c a n b e  se nt to  HIT thro ug h 

a n e -ma il o r the  Pro vid e r Info rma tio n p a g e  in Pa tie nt De mo g ra p hic s 

c a n a lso  b e  use d  to  c o mple te  the  fie ld s fo r a n up da te  re q ue st.  
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So me  e nc o unte rs in a  wo rk file  have  e d its fo r multiple  transac tio ns.  The se  may 

re quire  e diting  a  “he ade r” (Ac tio n Co de  “E”) and  e d iting  o ne  o r mo re  transac tio ns 

within the  e nc o unte r (Ac tio n c o de  “C”).    

The  fo llo wing  sc re e n sho ws e nc o unte r 1067 has 2 transac tio ns with e d its.  The  

e nc o unte r is hig hlig hte d  and the n ac tio n c o de  “Q” is c lic ke d  o n to  d isplay the  e d its. 
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He re  is the  e d it de sc rip tio n o f this e nc o unte r whe re  the re  a re  multip le  transac tio ns 

with e d its.   

No te  :  Transac tio n 1 has an e d it fo r missing  addre ss.   

Transac tio n 2 has 2 e d its, o ne  fo r missing  addre ss and  o ne  fo r missing  re fe rring  

pro vide r 

 

The  first e d it fo r missing  addre ss c an be  c o rre c te d  by using  Ac tio n c o de  “A” to  e d it 

re g istra tio n and  add the  missing  addre ss.  This will re so lve  the  e d it tha t d isplays o n 

bo th transac tio ns 1 and  2.    

The  e d it fo r ”Referring Dr Required For Lab” ne e ds to  be  c o rre c te d  o n Transac tion 2 

fo r the  e nc o unte r (no t transac tio n 1) and  o n the  he ade r o f the  e nc o unte r.  Clic k 

“OK” to  re turn to  the  a c tio n c o de s to  fix the  e d it. 
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Example  o f an e d it re quiring  a  c o rre c tio n a t the  “He ade r” and  Transac tio n”Le ve l. 

Transac tion 2 

 

With the  Enc o unte r hig hlig hte d  Clic k o n a c tio n c o de  “E”, Ed it He ade r. 

The  fo llo wing  sc re e n “Enc o unte r De ta ils” will d isplay 

 

Ente r the  re fe rring  pro vide rs la st name  in the ” Re fPhy:” fie ld  and  c lic k OK twic e . 
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Yo u are  no w bac k to  the  sc re e n tha t d isplays the  e nc o unte r tha t has an e d it. 

Clic k o n a c tio n “E” Edit Transac tio n making  sure  yo u have  c o rre c t e nc o unte r still 

hig hlig hte d .   

Clic k “OK” 
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The  Transac tio n De ta il Sc re e n will d isplay.  No te :  The  first transac tio n d isplays but 

re me mbe r it d id  no t have  an e d it fo r missing  re fe rring  physic ian.   

 

Clic k o n the  do wn arro w o n yo ur ke ybo ard  and  the  se c o nd  transac tio n d isplays. 

 

He re  yo u will e nte r the  last name  o f the  Re fe rring  pro vide r in the  fie ld  ind ic a te d .  

Clic k “OK” twic e .   The  e d it is fixe d .  Yo u are  o n the  Wo rk File  Pa tie nt/ Enc o unte r 

Se le c tio n sc re e n.  Wo rk re maining  e nc o unte rs no t ye t wo rke d . The n Clic k OK to  e xit.   
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Additional Action Codes Available When Editing from Work Files 

Work files are groups of edits that have been organized for efficient editing.  Some work files will 
include only certain types of edits, and some may include only those edits in encounters created by 
specific users. 

The action codes for the Encounter/Transaction Editing screen are described in the table below. 

Action Code: Description: 

1 - M o v e  E n c o u n t e r   Moves an encounter from one patient account to another 

A - E d i t  R e g   Edits patient registration information, such as demographic, 

insurance and case data.   

B - M o r e  A c t i o n s   Displays the following additional action codes: 

  B-Batch Totals 

o Displays summary totals for a selected batch.   

o This action code only works when you display the 

P a t i e n t / E n c o u n t e r  S e l e c t o r  by using the B a t c h  f i l t e r  to 

first select a batch. 

  W-Work file Totals 

o Displays summary totals for a selected work file.   

o This action code only works when you use the Work file filter to 

first select a work file to display the P a t i e n t / E n c o u n t e r  

S e l e c t o r .  

C -  E d i t  

T r a n s a c t i o n s  

o Allows you to edit transactions within an encounter 

E - E d i t  H e a d e r   Opens the T E S  H e a d e r  S c r e e n  for editing.   

 TES checks the encounter and displays the E d i t  C o n d i t i o n s  

s e l e c t o r  if it finds errors.  

I - I n v o i c e  I n q u i r y   Displays BAR invoice information for the patient.   

 If no invoice exists, the system will display an error message. 

M - M o v e  E n c o u n t e r   Moves the TES encounter to another patient.  

P - P a t i e n t  I n q u i r y   Displays the information from F u n c t i o n  4 9 - P a t i e n t  I n q u i r y .   
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Action Code: Description: 

Q - D i s p l a y  E d i t s   Displays the E d i t  C o n d i t i o n  S e l e c t o r  S c r e e n , which lists open 

edit conditions for this encounter.  

R - V i e w  R e g   Views the patient registration information on this patient. 

S - C h a n g e  E n t  

S t a t u s  

 Changes the status of the encounter.   

T - E n t  T o t a l s   Displays summary information about the encounter.   

 The system will display: 

o the number and dollar amount of the original transactions 

entered 

o open transactions 

o extracted transactions 

o deleted transactions  

o transactions on hold 

o transactions with unresolved edits 

o transactions forced to BAR 

o clean transactions waiting for extraction 

o transactions edited from their original amount 

o purged transactions 

o  current transactions. 

V - V i e w  H e a d e r   Views the H e a d e r  S c r e e n .   

W - W o r k  f i l e s   Displays a selector list of work files that apply to a selected 

encounter. 

X - D e l e t e  

E n c o u n t e r  

 Deletes the encounter, providing all transactions in the encounter 

have been deleted first.   

 If you try to delete an encounter that contains transactions or has 

been extracted, TES displays an error message. 

Y - A u d i t  T r a i l   Displays the H e a d e r  A u d i t  T r a i l  S c r e e n .  The A u d i t  T r a i l  

displays the screen as it appeared each time you filed the encounter, 

allowing you to see a history of changes made to the encounter.   

 Use the up and down arrow keys to view earlier versions and return 

to later versions. 

Z - D i s p l a y  T r a n s   Displays the T r a n s a c t i o n  S e l e c t o r  S c r e e n  for the encounter. 
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A few of the most common action codes that are used for editing purposes are detailed below: 

 Editing Registration Information 

o Highlight the encounter to edit. 

o Enter or click on action code A (or click on the patient name hyper link) 

o The selection pop up screen will appear. 

 

 
 

o Select: 1 )  R e g  o n l y ,  2 )  F S C s  o n l y  3 )  C a s e  o n l y  4 )  A l l  

o Edit the necessary information  

o Click on OK to file the changes or Cancel to exit the registration area without saving 

changes.  The system will return to the E n c o u n t e r  S e l e c t o r  screen. 

 

 Editing Header Information 

o Highlight the encounter to edit. 

o Enter action code <E > 

o Edit the necessary fields. 

o Click OK to file the changes.  If any edits are found upon filing, the E d i t  

C o n d i t i o n  selector will display the encounters. 

o Select an Edit Condition. 

o Press <D> to view a description of the edit. 

o Click OK to return to the edit screen to make corrections. 

o Click OK  to file the encounter and return to the Encounter Selector without making 

further edits. 

 

 Move Encounter 

o Enter a new patient name. 

o Press Tab. 

o At the A r e  y o u  s u r e  y o u  w a n t  t o  m o v e  t h e  e n c o u n t e r  prompt, enter <Y >. 
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o Press OK to file the change. 

 

 Displaying Edits 

o Highlight the encounter to view the edit conditions. 

o Enter action code <Q > 

o Highlight the edit conditions to view description of the edits.   

o Press <D >. 

o Press OK to display the next edit selected. 

o Press OK to return to the E d i t  C o n d i t i o n s  s e l e c t o r  s c r e e n .  OK will also return 

to the E d i t  C o n d i t i o n s  s e l e c t o r  s c r e e n  after the last edit condition is selected. 

 

 Changing the Encounter Status 

o Highlight the encounter to view its status. 

o Enter action code <S > 

o Click on Magnifying Glass to display a list of the valid options.  Select option 

o Click to accept the change or Cancel to leave this form without changing the 

encounter status 

 

 Viewing Header Information 

o Highlight the encounter to view the header information. 

o Enter action code <V > 

Once in the Header screen you can move to different TES Data Screen pages by using the 

<P a g e > or <arrows>   
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Transaction Selection Screen 

 Click on action code Z - D i s p l a y  T r a n s .   

 

. 

Transaction Selector Screen 

 Select a transaction by highlighting the transaction you want to view the detail on, and press 

the <E n t e r > key to select it.  

 Click on the action codes V to view the T r a n s a c t i o n  D e t a i l  screen for the selected 

transaction, or use one of the action codes at the bottom of the selector screen to edit or view 

transaction information. 

Transaction Selector Screen Action Codes 

Action codes at the bottom of the T r a n s a c t i o n  S e l e c t o r  S c r e e n  give you a variety of editing 
options. 

The action codes for the T r a n s a c t i o n  S e l e c t o r  S c r e e n  are described in the table below.  
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Action Code: Description: 

C - C h a n g e  M u l t i p l e  T r a n s   Opens the T r a n s a c t i o n  Q u i c k  C h a n g e  F o r m  for the 

selected transactions. 

 Makes multiple changes at once to more than one 

transaction at a time. 

 Be careful using this form.  TES does not display the old values 

of any of the transactions you are editing.  It is easy, 

therefore, to make changes that you do not intend to make 

to some transactions. 

E - E d i t  T r a n s   Displays the T r a n s a c t i o n  D e t a i l  e d i t  s c r e e n  for the 

highlighted transaction. 

M - M o v e  T r a n s   Moves the transaction to another encounter for the same 

patient. 

Q - D i s p l a y  E d i t s   Displays the E d i t  C o n d i t i o n s  s e l e c t o r  list for the 

highlighted transaction. 

S - C h a n g e  T r a n s  S t a t u s   Change the status of the transaction. 

V - V i e w  T r a n s   Displays the T r a n s a c t i o n  D e t a i l  s c r e e n  for the 

highlighted transaction. 

X - D e l e t e  T r a n s   Deletes the selected transaction. 

Y - A u d i t  T r a i l   Displays audit trail screens for the transaction.  The audit 

trail displays the transaction screen as it appeared each 

time you filed the encounter, allowing you to see a history 

of changes made to the transaction.  Use the <U p  

A r r o w > and <D o w n  A r r o w > keys to view earlier and 

later versions. 

 Note that you can view, but not edit information in audit 

trail screens. 
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Send Back Work Files 

A send back work file is a work file that holds encounters that are being returned 
from the billing unit requesting additional or corrected information for a charge 
received in their unit with missing or incorrect information.   

The charge will be sent back to you via a “Send Back” work file.  This work file is worked 
based on the comment attached to the patient’s encounter regarding what is needed from 
the clinic in order to process the claim form. 

 

Click on the send back work file for your clinic and click the yellow “OK” button. 
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The encounters sent back by the billing unit will be listed in your work file.   

 

 

 

 

 

A zero means no procedure 
code exists 

Procedure code exists  



P a g e  |  2 7  

 

Click on action code “E” (Edit Header) and click the page arrow left twice to view the 
Encounter Header Comments. 
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On the Encounter Level Comments screen, the comment will describe the information 
that is needed by the billing unit in order to process the charge (claim).   

 

After retrieving the requested information, click in the comments area and press enter 
until you are below the comment.  Enter the missing information and date stamp it by 
holding down the “Ctrl” key and pressing “T”.  Enter your initials after the date and time.   
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Page back to the “TES Encounter/Transaction Editing – Main” screen 

 

Click in the “Send Back to Dept (Y/N):” box twice to remove the check mark. Enter “Y” 
in the “Is this the pt” box.  Click OK two times.  Your response has now been sent back 
to the billing unit.  Move on to the next patient. 
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