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Course Objectives

Aftercompleting thiscourse, you wilbe able to:
> HKEditencountersand transactionsin a workfile.
» FKdit re gistra tion informa tion within a wo rk file
» Change the Statusofanedit

» hquire nto encountes.
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Introduc tion to TES

The Transac tion Editing Syste m (TES) is a front-e nd transac tion suspense syste m
designed to capture, evaluate,comect, and extractcharge and claim transac tions
into the Centrc ity Busine ss Billing and Accounts Receivable applic ation.

TES helps to streamline workflow and preventincomplete orinconmectinformation on
insurance claim foorms by:

» Alowing nformation be entered asitisavaiable.

» Testing formissing orinc one c t informa tion.

» Hitering transac tionsinto work flles forefficient editing .
>

Alowing transactionsto be edited forcompletenessand retested before
they are entered into BAR.

TES pedfomms editevaluations to check the data entered attwo points.
» TMTEScheckseach encounterwith the attemptto file the encounter.
» TESchecksencountersdurnng a nightly edit e valuation.

TES provides two options forconmecting charges.

» TESpromptsforeditsforeach encounterwith the attemptto file the
encounter.

» TMTESallowsthe encounterto be fled with the editto be worked through a
work fle ata latertime to streamline charge entry and to assign the work
flles to ndividuals with specific knowledge aboutthe mnformation needed
to editand complete the transac tion.
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Terminology

Below isa listoftermscommonly used in TES:

Te rm

Description

TES

Acronym forthe Centrc ity Busine ss Transac tion
Editing System. TESisa chaige suspense file that

checksdata entered up frontbefore theyever
enter BAR

BAR

Acrnym forthe Centric ity Busine ss Billing and
AccountsReceivable system. Once TES
transactionsand encountersare clean and have
no edits, they are extracted into the BAR
application and filed into the receivables.

TES Edit

System edits are builtin the system in orderto
checkdata entry. Editscanbe specific to a
departmentorspecific to a FSC,such asMedicare.

Batch

Encounterscanbe batched into a logical
grouping forbalancing and editing purmposes.

Work file

TESEditscan be worked through TESwork flles. A
work flle isa logicalgmwuping of TES e dits.

Encounter

An encounterisusually related to a patient
voucherorvisit. In BAR itiscaled an nvoice.

Transaction

A voucherorencountercan contain many
transactionsorserwices. A transactionisa CPT
code entered on the encounter.

Header

The encounterheadercontains visit level
mformation related to alltransac tions.

Action Code

One charactercode thatalow you to entermore
infom a tio n.
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TES Flowchart
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TES Editing

When anencounterisfiled, TESautomatically checksthe data entered againsta
setofuserdefined editconditionsthathave previously been entered into the
system. Any problemsthat TESuncoversatthispointcanbe fixed immediately, or
the encountercanbe fled forsomeone to fixthe editata latertime. Thisallowsfor
a more efficient workflow of continuing entering data without having to stop to
research incomnectormissing informaton.

The ability to “save” editsisthe core of TESsefficiency. TESeditsare eitherworked
atthe time ofcharge entiyormaybe sentto a workfile to be worked onlaterby a
specialistoranotherunit. In thisdocumenteditsare worked in a work file.

Fora complete listofthe TESedits MSUwillbe using, please referto the Appendixat
the end ofthisdocument.
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Signing into the TES Module

Once youhave logged on to the Centric ity Busine ss syste m, Clic k on TES Woxkfile s

on the Vertical holBar.

Select Patient'w

TES Encounter/Transaction Editing

Patient /Encounter Selection Patient/Encounter Filters

Patient: [ a workfile: &
Encounter: o Alt Ent: Batch: A
Transaction: a

To entera woik file:

Clickon the lookup button to the rightofthe “Work file:” field and select the
work flle to be worked from the Listdisplayed. The work fle name, numberor
Mnemonic could also be entered into the field.

Mworde ___ Num Junemonic_lcompled_Jedt [enccount Tt B
[ BRESLIN CANCER CTR-CP-CBO BCCCFCBO Not Done 211 N2
[ BRESLIN CANCER CTR-FRONT DESK 54 BCCINS Not Done 43 0 N
[ BRESLIN CANCER CTR-SENDBACKS 63 BCCSB Not Done 211 0 N
[ BRESLIN CANCER IN/OUT REG 8 BREIN/OUT Not Done 41 0 N
[ CARDIOLOGY CHM-CP-CBO 59 CARDCHMCPC Mot Done 211 4] N—|
[ RDIOLOGY CHM-FRONT DESK 61 CARDCHMINS Mot Done 43 0 N
\RDIOLOGY CHM-SENDBACKS &0 CARDCHMSBE  Not Done 211 0 N
[ CARDIOLOGY-CHM IN/OUT 408 |CARD Not Done 41 0 N
[ Charges with ClaimsManager Edits 3 CMEdits Not Done 0 0 NE
< | 2l
Actions ¥ | OK Cancel

Selecta workfle and clickOK
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Select Patientw

TES Encounter/Transaction Editing

Patient/Encounter Selection Patient/Encounter Filters
Patient: I} Workfile: CMNS-FRONT DESK
Encounter: Alt Ent: Batch:

Transaction:

DUCK,DAFFY DUFFY 1056 Qpen 12/06/2010 177.004]

L4

TES Func tion Me nu

Once the workfile isentered, the action code menu displaysatthe bottom ofthe
screen.

& Move Encounter @@ Invoice Inguiry O view Req @ workfiles
€ Editreg P Move Encounter &P cChange Ent Status €® Dolete Encounter
@ more Actions... & Patient Inguiry @@ EntTotals &P cudit Trail
€& Edit Trans @Y Display Edits P view Header &P Display Trans
G Edit Header
Actions v| ]3¢ Cancel

YourTES Ac tivity menu may have different options than those shown above,
depending upon yoursecurty access.

Work files willc onsist of enc ounters (a visit) and one ormore transac tions
(servicesprovided such asan office visitand an injection. Some Edits are
worked on both the encounter(headerlevel) and a transaction level. These wil
be discussed laterin this document.
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Editing TES Enc ounters and Hansac tions

» Highlightan encounterlisted in the workfile by pressing the up ordown
amow orclicking on the line ofthe encounterand then pressing enter.
(Note: The patientname isa hypedinkand willtake you to the registration
pop up screen.)

» Use the actioncodesdisplayed atthe bottom ofthe screen to perform
the desired ac tion.

» B see whatthe encounterisin the workfile clickon the “Q” actioncode
to display the edit(s).

Select Patientw

TES Encounter/Transaction Editing

Patient /Encounter Selecgﬁn Patient/Encounter Filters
Patient: Workfile: CNS-FRONT DESK
Encounter: Alt Ent: Batch:

Transaction:

DUCK.DAFFY DUFFY 1056 Open 12/06/2010 177.00%

L4

o Move Encounter o Invoice Jpuiry o View Reg @ Workfiles

€®» EditReg ) Change Ent Status €9 Delete Encounter
2 More Actions... &P Ent Totals &P Audit Trail

€& Edit Trans ‘0 DISQ|EI\-' Edits P view Header & Displav Trans
43 Edit Header

Actions ¥ | Ok Cancel |

W

Highlight the work file encounterand clickon “Q” action code. Note thiswork
file one encounterwith one transac tion.
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The Edit SelectorScreen willdisplay alleditsconnected to the encounter

Edit Selector Header

Patient: DUCK,DAFFY DUFFY Encounter: 1056 Alt Ent:
Created: 12/07/2010 11:08A TES User: MSUTRAINO1 Status: Open

s
Edit Group | [Type [Lew [Txn [action 13
" REG-MISSING PATIENT ADDRESS TES INSURANCE STA Txn 1 )=
" REG-MISS PATIENT ZIP CODE TES INSURANCE S5TA Txn 1
™ REG-MISSING/INVALID PATIENT CITY/STATE TES INSURANCE STA Txn 1

AT

2l

@ Display Edit Description

T view the detaillregarding a particularedit, highlight the edit and click on the
“D” actioncode button atthe bottom ofthe screen.

TES Encounter/Transaction Editing

Edit Condition Description

¥You need to have a patients street address. Please go into registration and

-

enter the patient's address.

e Trra!

When you have viewed the Edit detail, click “OK’ to re tum to the editlist screen.
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In the above example the editrequires a registration edit ac tion.

TES Encounter/Transaction Editing

Patient/Encounter Selection Patient/Encounter Filters
Patient: DUCK,DAFFY DUFFY Workfile: CNS-FRONT DESK
Encounter: 1056 Alt Ent: Batch:

Transaction:

DUCK,DAFFY DUFFY 1056 Open 12/06/2010 177.00%
Ed
&P» Move Encounter &P Invoice Inguiry ¥ view Reg 0 workfiles
(A@ ) Move Encounter € change Ent Status €9 Delete Encounter
O More Actions... ) Patient Inquiry &P EntTotals &P Audit Trail
G Edit Trans @ Display Edits m View Header 9 Display Trans

4 Ecdit Header

Actions ¥ | Ok Cancel |

Clickonactioncode “A” to add the patient'saddress, city, state and zip code.
The following pop-up boxappears. Enter1 in the Selection field and click “OK’.
You wilbe taken to demographic registration where you will enterthe
information needed and save by clickihng OK Thiscompletesthe actions to
clearedit forthe encounter.

Centricity® Business ﬁ

Rl gistration Edit

Registration Edit aptions:
1) Reqg only, 2} FSCs only, 3) Case anly, 4) All

Selection: IT1

oK | Cancel
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TES encounteredits that include multiple transac tions (services).
Sometimesencountersthatcontain edits may have multiple transac tions.

Again, highlight the encounterand clickon actioncode “Q” to display the
edits.

TES En countﬁg‘/Tran saction Editing

Patient/Encounter Selection Patient/fncounter Filters
Patient: Worlkdfilé: INTERNAL MEDICINE CHM-F

Encounter: Alt Ent:
[Transaction:

MOUSE MINNIE 1040 09/23/2010
MOUSE MICKEY 1061 01/07/2011 1 108.00
DUCK,.DAFFY DUFFY 1062 01/07/2011 1 236.00
vl
€» Move Encounter & Invoife Inguiry € view Reg O workfiles
€ EditReg O Mofe Encounter & Change Ent Status €9 Delete Encounter
) More Actions... o i iny &P Ent Totals &P Audit Trail
@ Edit Trans @Y Disolay Edits &P view Header & Disolay Trans
G Edit Header

Actions v| OK Cancel

Thisencounterhasone editfortransaction #1

: DOB: 01J01/1996 [F 65 yrs)  TEL: F: (517)340 8885 W: (517)291 9366 PCP: AD)
MOUSE,MlNNlE MRN: 4315216 ADD: oEsEr G NS: B
Select Patientw oLm: CITY/ST/ZIP: LANSING,MI 48917 GUAR: uPDS: R

Edit Selector Header

Patient: MOUSE,MINNIE Encounter: 1040 Alt Ent:
Created: 11/12/2010 12:41P TES User: MSUTRAINOZ2 Status: Open

[
Edit Group [ [Type [Lev [Txn [Action K]
A 4]

™ ED-BS-MISSING REF PHYS SL# TES INFORMATIONS... STA  Txn

[~ [«

<

0 Display Edit Description

adions v|[ ok Cancel
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Clickon D to display the edit description

TES Encounter/Transaction Editing

Edit Condition Description

ﬁhe referring providers state license number is mi=ssing from the referring -
provider dictionary. Please contact the referring provider's billing office

and obtain the providers state license number. Then email H.I.T. letting them
know what this number is.

This edit de sc ip tion instruc ts to contact refemng providerforstate
license number. The linkon the Vertical holBarin Ce ntric ity Busine ss
canalso be used to accessthe National ProviderRegistry forthe
state license number. 'The license numbercanbe sent to HITthrough
an e-mailorthe Providerlnformation page in Patient Demographics
canalso be used to complete the fieldsforan update request.
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Some encountersin a woik fle have edits formultiple transac tions. These may
require editing a “header’ (Action Code “E’) and editing one ormore transac tions
within the encounter(Actioncode “C”).

The following screen showsencounter1067 has2 transac tions with edits. The
encounteris highlighted and thenactioncode “Q” isclicked on to display the edits.

TES Encounter/Transaction Editing

s

Patient/Encounter Selection Patient/Encounter Filters

Patient: MOUSE MICKEY Worlkfile: INTERMAL MEDICINE CHM-F
Encounter: 1067 Alt Ent: Batch:

Transaction:

MOUSE.MINNIE 1040 Open 09/23/2010 99.00.4]
MOUSE MICKEY 1061 Open 01/07/2011 108.00
MOUSE MICKEY 1067 Open 01/07/2011 118.00
DUCK,DAFFY DUFFY 1066 Open 01/07/2011 85.00

Move Encounter o Invoice Inguiry 0 View Reg Workfiles

Edit Req I} Move Encounter &) Change Ent Status Delete Encounter
More Actions... Q Patient Inguiry o Ent Totals Audit Trail

Edit Trans &) Display Edits P view Header Display Trans

Edit Header

Actions '| Ok Cancel
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Here isthe editdescription ofthisencounterwhere there are multiple transac tions
with e dits.

Note : Transaction 1 hasan editformissing address.

Tansaction 2 has2 edits, one formissing address and one formissing re fe mng
provider

Edit Selector Header

Patient: MOUSE,MICKEYL\\) Encounter: 1067 Alt Ent:
Created: 01/07/2011 3:32P TES User: MSUTRAINOZ2 Status: Open

Edit Condition ml Type ;Lev |Txn

[~ REG-MISSING PATIENT ADDRESS TES IMSURANCE STA
[ FD-REFERRING DR REQUIRED FOR LAB TES MISS/INVALID D... STA
[ REG-MISSING PATIENT ADDRESS TES IMNSURANCE STA

F

= L«]

<

Q Display Edit Description

Actions V| OK Cancel |

The fistedit formissing addresscanbe comected by using Actioncode “A” to edit
registration and add the missing address. Thiswilresolve the editthatdisplayson
both transactions 1 and 2.

The edit for”Refeming DrRequired ForIab” needsto be conected on Tansaction 2
forthe encounter(nottransaction 1) and on the headerofthe encounter. Click
“OR to retum to the action codesto fix the edit.
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Example ofaneditrequinng a conmection atthe “Header’ and Transac tion”level

Tansaction 2

TES Encounter/Transaction Editing

Patient/Encounter Selection Patient/Encounter Filters
Patient: Workfile: INTERNAL MEDICINE CHM-F
Encounter: Alt Ent: Batch:

Transaction:

[“patient Name ———JEncounter |altenate |Status |Servbate [tmns Jrotal B
MOUSE.MINNIE 1040 Open 09/23/2010 3 90,004
MOUSE.MICKEY 1061 Open 01/07/2011 1 108.00
MOUSE.MICKEY 1067 Open 01/07/2011 2 118.00
DUCK.DAFFY DUFFY {'_17 1066 Open 01/07/2011 2 85.00

z
&» Move Encounter & Invoice Inquiry ¥ View Reg O workfiles
€ Edit Reg D Move Encounter € Change Ent Status € Delete Encounter
Q More Actions... o Patient Inguiry o Ent Totals o Audit Trail
0 Edit Trans @ Display Edits o View Header 9 Display Trans

[ Cdit Heade )
Actions Y| OK Cancel |

With the Enc ounterhighlighted Clickon actioncode “E’, Edit Header.

The following screen “EncounterDetails” willdisplay

TES Encounter/Transaction Editing - Encounter Details

s

Patient: MOUSE,MICKEY MRN: 4422303 Encounter: 1067
Created: 01/07/2011 3:32p User: MSUTR: Status: Open Alt Ent:
sch Appt: [ 4] serpate: [01/07/11 |2 RegFlow: [319,91,1 FSC: 319
Provider: [ZAROUKIAN M3 BillArea: [GENERAL N 4 Div: [CHM INTEF &
Adm Date: [01/07/2011 |=| Dis Date: | =
Inj Date | 'z PriAuth: | ] Refph’
Location: [CC . Com i
Referral: | 'al  LastEval: 01/07/2011 Group: 3 4
Diag 1 [485 a] 0:[ =] Desc: BRONCHOPNEUMONIA ORGANISM UI
2 al 0:[ =] Dpesc
3 ‘al 0: =] Dpesc:
4 4 o:[ =] Dpesc
5 ‘al 0:[ =] Dpesc:
6 @ 0: =] Dpesc

1‘Pagev|i| Actions... | 0K Cancel ‘

Enterthe refeming providerslastname in the” RefPhy:” field and click OKtwice.
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You are now backto the screen thatdisplaysthe encounterthathasan edit.

Clickon action “E’ Edit lansac tion making sure you have comectencounterstil

highlighted.

Click“OK

Patient:
Encounter:

TES Encounter/Transaction Editing

Patient/Encounter Selection

Alt Ent:

Patient/Enco
Workfile:
Batch:

unter Filters
INTEEMAL MEDICINE CHM-F

Transaction:

MOUSE,MINMNIE 1040 Open 09/23/2010 3 99,004/
MOUSE.MICKEY 1061 Open 01/07/2011 1 108.00
MOUSE MICKEY 1067 Open 01/07/2011 2 118.00
DUCK, DAFFY DUFFY 1066 Open 01/07/2011 2 85.00
¥
&» Move Encounter &P Invoice Inguiry P view Reg D workfiles
€» Edit Reg I} Move Encounter ) Change Ent Status &9 Delete Encounter
2} More Actions... @3} Patient Inguiry &P Ent Totals &P Audit Trail
) Displav Edits &P view Header &3 Displav Trans

Actions v| oK

Cancel
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The Transaction Detail Screen willdisplay. Note: The fist transac tion displays but
rememberitdid nothave an edit formissing re fe ming physician.

MOUSE MICKEY *EEALERT ™= DOB: 08/12/1939 (F-71 yrs) TEL:  H: (517)349-5588 W: PCP:
3 MRN: 4422303 ADD: C INS: BMAD,ASI
Select Patientw OLIN: CITY/ST/ZIP: LANSING,MI 48912 ‘GUAR: MOUSE,MINNIE {(517)349-8885) UPDS: R-01/07/2011, 1-11/29/2010

TES Encounter/Transaction Editing - Transaction Details

Mrn: 4422303 Encounter: 1067

@ 3:32P User: MSUTRAINO2 TES Batch: 109
4:15P User: MSUTRAINOZ Status: Edits
Procedure: |EE ﬂ
Desc Over: [ =] Proc Desc: ESTABLISHED PATIENT EXPANDED EXAM
sch Appt: | a Prior Auth: |
Modifier: | a Serv Date: [01/07/2011 =] Thru Date: | =]
Hospital: | a Admit Date: [01/07/2011 |= Dis Date: | =
Units: [1 Unit Amt: | 108.00 Total Amt: | 108.00
Primary Dx: [485 a
Dx List: 485
Reg Flow:  [319,91,1 FSC: 319 Referral: | &
Provider: [3410 4 Prov Name: ZAROUKIAN MI Ref Phys: | £
Bill Area: [MED 14 Location: [CC |a Division: [CHM INTERNA 4
Disc Type: | 1a Disc %: | Group: [3 2
Orig Amt: 108.00 Adjust Amt: 0.00 Ext Amiz 0.00

1| Page v |¥| actions... [ ok

Cancel |

Clickon the down anmow on yourkeyboard and the second transac tion displays.

TES Encounter/Transaction Editing - Transaction Details

Patient: MOUSE,MICKEY

Mrn: 4422303

Encounter: 1067

I|Pagev|l| Actions... | OK

2 Created: 01/07/2011 3:32P User: MSUTRAINO2 TES Batch: 109
Last Mod: 01/07/2011 4:15P User: MSUTRAIND2 Status: Edits
Procedure: [EE0[1] ‘al
Desc Over: [ =] I/\\)Prm: Desc: URINALYSIS WITH MICROSCOPY
Sch Appt: | a Prior Auth: |
Modifier: | lal Serv Date: [01/07/2011 |g Thru Date: | =)
Hospital: | lal Admit Date: [01/07/2011 |5 Dis Date: | =
Units: [1 Unit Amt: | 10.00] Total Amt: | 10.00]
Primary Dx: [485 1a)
Dx List: 485
Reg Flow:  [319,91,1 FSC: 319 Referral: =)
Provider: [3410 'al  Prov Name: ZAROUKIAN MI R
Bill Area: [MED 1al Location: [CC 19 Division: M
Disc Type: | 1al Disc %o: | ] Group: 3 |4
Orig Amt: 10.00 Adjust Amt: 0.00 Ext Amt: 0.00

Cancel

Here you wilenterthe lastname ofthe Refemng providerin the field indicated.

Click“ORK twice. 'The editisfixed. You are on the Work Fle Patie nt/ Encounter
Selection screen. Workremaining encountersnotyetworked. Then Clic k OKto 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-Move Encounter  » Moves an encounter from one patient account to another

A-Edit Reg » Edits patient registration information, such as demographic,
insurance and case data.

B-More Actions » 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
Patient/Encounter Selector byusingthe Batch filter 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 Patient/Encounter

Selector.

C- Edit o Allows you to edit transactions within an encounter
Transactions
E-Edit Header > Opens the TES Header Screen forediting.

» 'TES checks the encounter and displays the Edit Conditions

selector if it finds errors.

I-Invoice Inquiry » Displays BAR invoice information for the patient.

» If no invoice exists, the system will display an error message.
M-Move Encounter » Moves the TES encounter to another patient.
P-Patient Inquiry > Displays the information from Function 49-Patient Inquiry.
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Action Code:

Description:

Q-Display Edits

>

Displays the Edit Condition Selector Screen, which lists open
edit conditions for this encountet.

R-View Reg

Views the patient registration information on this patient.

S-Change Ent

Status

Changes the status of the encounter.

T-Ent Totals

Displays summary information about the encounter.

The system will display:

o the number and dollar amount of the original transactions
entered
open transactions
extracted transactions
deleted transactions
transactions on hold

@
o
@
o
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-View Header

Views the Header Screen.

W-Work files

Displays a selector list of work files that apply to a selected
encounter.

X-Delete

Encounter

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-Audit Trail

Displays the Header Audit Trail Screen. The Audit Trail
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 eatlier versions and return
to later versions.

Z-Display Trans
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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.

Centricity® Business lﬂ_?-r
Rgistration Edit

Reagistration Edit options:
1) Reg only, 2} FSCs only, 3) Case only, 4) All

Selection: | n

OK Cancel |

>

0 Select:1) Reg only, 2) FSCs only 3) Case only 4) All
Edit the necessary information

O

o Click on OK to file the changes or Cancel to exit the registration area without saving
changes. The system will return to the Encounter Selector screen.

» Editing Header Information

Highlight the encounter to edit.

Enter action code <E >

Edit the necessary fields.

Click OK to file the changes. If any edits are found upon filing, the Edit
Condition selector will display the encounters.

Select an Edit Condition.

Press <DD> to view a description of the edit.

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

Click OK to file the encounter and return to the Encounter Selector without making
further edits.

O 0 O O

O O O O

» Move Encounter
o Enter a new patient name.

o Press Tab.

0 AttheAre you sure you want to move the encounter prompt, enter <y>.
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@)

Press OK to file the change.

» Displaying Edits

O

O

Highlight the encounter to view the edit conditions.

Enter action code <Q >

Highlight the edit conditions to view description of the edits.
Press <p >.

Press OK to display the next edit selected.

Press OK to return to the Edit Conditions selector screen. OK will also return
to the Edit Conditions selector screen after the last edit condition is selected.

» Changing the Encounter Status

@)

@)

Highlight the encounter to view its status.
Enter action code <8 >
Click on Magnifying Glass to display a list of the valid options. Select option

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

» Viewing Header Information

O

O

Highlight the encounter to view the header information.

Enter action code <v >

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

<Page> or <arrows>
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Transaction Selection Screen

» Click on action code Z-Display Trans.

TES Encounter/Transaction Editing

Patient/Encounter Selection

Patient: DUCK,DAFFY DUFFY
Encounter: 1066 Alt Ent:
Transaction:

[ f1 Clean 99212
[ 2 Edits 81000

ZAROUKIA... 01/07/2011

ZAROUKIA... 01/07/2011 91 485

dl |

servate _Irscbiss_lwodlunlunitami_Tiowaiam B

& Change Multiple Trans

3 Edit Trans

P Reset Trans Display

) Displav Edits
&) Change Trans Status

&P view Trans

Patient/Encounter Filters
Workfile: INTERMAL MEDICINE CHM-F
Batch:

m Move Trans

75.00 75.00%
1 10.00 10.00
|
il
€9 Delete Trans
&P Audit Trail
&P Split Encounter
Actions v| oK Cancel

Transaction Selector Screen

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

the <Enter> key to select it.

> Click on the action codes V to view the Transaction Detail 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 Transaction Selector Screen giVC you a Vatiety of Cditing

options.

The action codes for the Transaction Selector Screen are desctibed in the table below.
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Action Code:

Description:

C-Change Multiple Trans

>

Opens the Transaction Quick Change Form 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-Edit Trans

Displays the Transaction Detail edit screen for the
highlighted transaction.

M-Move Trans

Moves the transaction to another encounter for the same
patient.

Q-Display Edits

Displays the Edit Conditions selector list for the
highlighted transaction.

S-Change Trans Status

Change the status of the transaction.

V-View Trans

Displays the Transaction Detail screen for the
highlighted transaction.

X-Delete Trans

Deletes the selected transaction.

Y-Audit Trail
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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 <Up
Arrow> and <Down Arrow > keys to view eatlier and
later versions.

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



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.

|TES Encounter/Transaction Editing

|PaﬁentiEncuunterSelecﬁun Patient/Encounter Filters
Patient: Worlkfile:

Encounter: Alt Ent: Batch:

BTransaction:

[ CHM PEDS SPE CBO CP PEDSSPBCEBO Mot Done 234 N2
[ CHM PEDS SPB FRONT DESK 72 PEDSSPBINS Mot Done 44 0 N
[ CNS-BA CP 447 447 |CN5447 Not Done 234 0 N

[ CNS-CP CBO 30 CNSCP ot EroTe N
CNS-CP-SEND BACK 100 CMSCB MNot Done 235 1
[~ CNSS 31 CMNSINSREG Mot Done

[ CNS-IN/OUT REG 126 |CNSIO Not Done 44 0
" CNS-PRIOR 12/1/05 102 | CNSPRI Mot Done 193 0
[ CNS-TEMP EDITS TO WORK BY CNS 207 |CNST Not Done 5 0

l I

Actions v| OK Cancel

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.

: DOB: 12/08/1936 (F-74 yrs) TEL:  H:(517)655-3036W:  PCP:  MANGA
SCHEDULING,PATIENT A 5. 3657 o 3422 BEECHWOCD ) MS:  MPHPM
oLN: CITY/ST/ZIP: WILLIAMSTON,MI 48895  GUAR: UPDS: R-05/3

Select Patientwr
ES Encounter/Transaction Editing

Patient/Encounter Selection Patient/Encounter Filters
Patient: Workfile: CNS-CP-SEND BACK

Encounter: Alt Ent: Batch:
Transaction:

" Patient Nome |Encounter [Alternate [Stotus—|Servbate [Txns | - A zero means no procedure

SCHEDULING,PATIENT A 1028 Edits 06/02/2011 1] M
ST PATENLS code exists

Move Encounter & Invoice Inquiry View Reg @ workfiles

Edit Reg > Move Encounter Change Ent Status € Delete Encounter
More Actions... @) Patient Inquiry Ent Totals € 2udit Trail

Edit Trans @) Display Edits View Header & Display Trans

Edit Header

[Lactions =] [ oK

: DOB: 12/08/1935 (F-74 yrs) TEL:  H: (517)655-3036 W:
SCHEDULING,PATIENT A MRN: 134137 ADD: 3422 BEECHWOOD &
Select Patientw OLTH: CITY/ST/ZIP: WILLIAMSTON,MI 48335  GUAR:

ES Encounter/Transaction Editing

Patient/Encounter Selection Patient/Encounter Filters
Patient: Workfile: CNS-CP-SEND BACK

Encnunter: Alt Ent: Batch:
® Transaction:

P e
[ PatientName —|encounter |Altemate |status [Servbate | Procedure code exists

SCHEDULING,PATIENTE 1030 Open 06/03/2011

Move Encounter & Invoice Inquiry ¥ view Reg Waorkfiles

Edit Reg I Move Encounter € Change Ent Status Delete Encounter
More Actions... ) Patient Inquiry &P Ent Totals Audit Trail

Edit Trans @) Display Edits P view Header Display Trans
Edit Header

[ actions | [ oK
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Click on action code “E” (Edit Header) and click the page arrow left twice to view the
Encounter Header Comments.

: DOB: 12/08/1935 (F-74 yrs) TEL:  H:(517)655-3036 W:  PCP:  MANGAN DO,WILLL
SCHEDULING,PATIENT A \q 13257 oo 3422 BEECHWOOD & ms: MPHRM
Select Patientw OLTN: CITV/ST/ZIP: WILLIAMSTON,MI 48895 ~ GUAR: UPDS: R-05/31/2011, I-03,

ES Encounter/Transaction Editing - Encounter Details

s

Patient: SCHEDULING,PATIENT A MRN: 134137 Encounter: 1028
Created: 06/02/2011 1:59P User: MSUTR: Status: Edits Alt Ent:

Sch Appt: | : Ser Date: [06/02/11 [E Reg Flow: [381,54,1 FSC: 81
Provider: [ACKERMAN Mif3] BillArea: [NEUROLOC[) Div: [CLINICAL
Adm Date: [06/02/2011 Dis Date: | =
Inj Date Pri Auth: | ] RefPhy: |
Location: [CC Al cComts?:Y
Referral: : LastEval: Group: [3

Desc: BRONCHOPNEUMONIA ORGANISM UI
Desc:

Diag 1

Desc:
Desc:
Desc:

Fafrafrafrafrafral

Desc:

EHEage v||} | Actions... |[ oK ][ Cancel
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On the Encounter Level Comments screen, the comment will desctibe the information
that is needed by the billing unit in order to process the charge (claim).

: DOB: 12/08/1936 (F-74 yrs) TEL:  H:(517)655-3036W:  PCP:
SCHEDULING,PATIENT A oy 15457 oo 3422 BEECHWOOD C s:
Selact Patientw OLIN: CITY/ST/ZIP: WILLIAMSTON,MI 48335 ~ GUAR: UPDS:

ES Encounter/Transaction Editing - Comments

Emgﬁgﬂ%ﬁw&mmmﬁ——haﬁha

Iy SING PRCCEDURE CCDEO&/02/2011 02:10PMMAF

E”Eage 7|E|| Actions... |[ oK ][ Cancel ]

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 “Cttl” key and pressing “I”. Enter your initials after the date and time.

ES Encounter/Transaction Editing - Comments

Encounter Header Comments
MISSING FROCEDURE CODEOGA/02/2011 02:10FMMAF

PIDCEd'.JIE code iz 99214 CI@:,-"QS,-’EOJ.J. 09:33AM MAF
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Page back to the “TES Encounter/Transaction Editing — Main’

> screen

ES Encounter/Transaction Editing - Main

Patient: [SCHEDULING,PATIENT A I Is this the pt: [ =] MRN: 134137
Encounter: [1028 ] sch appt: | = OLIN#:
Created: 06/02/2011 1:50p User: MSUTR: Status: Edits
Provider: [acEERMEN M1 case: [ Reg Flow: [81,54,1
Billarea: [NEUROLOC Last DX: | FSC: 81
Location: [CC ] Diagnosis
Ser Date: [05/02/11 & 1 [a85 @ o0:[ =] BRONCHOPNEUMONIA ORGANISM Ul
Referring Prov: | ] 2 | & o=
Authorization #: | 3 | @ o:I=]
Group: 3
end Back to Dept(Y/N): [+
Date Chg Received in billing: [06/02/2011 Comts?: ¥
Proc 0: Mod Ser Date Thru Dt Unit Amt Total Amt FSCFl DX
10 B . 8 ] (| 8
2 & =] 18 [ B8 | [ [ 10 &
3 | [ e & [ 8 | [ ] [ 10 &
Total: 0.00
Page v“ill Actions... || OK |[ Cancel

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.

DOB: 12/08/1936 (F-74 yrs)
ADD: 3422 BEECHWOOD
CITY/ST/ZIP;: WILLIAMSTON,MI 48335

SCHEDULING,PATIENT A

Select Patientw

MRMN: 134137
OLTN:

TEL:  H: (517)655-3036 W:
C

GUAR:

ES Encounter/Transaction Editing - Main

Patient: {SCHEDULING,PAT'IE%IT A Is this the pt:
Encounter: [1028 ' sch Appt: |
Created: 06/02/2011 1:59pP User: MSUTR! Status: Edits
Case: |
Last DX: |
Diagnosis
[485 A

Provider: [ACKERMEN MIf
BillArea: [NEUROLOCR
Location: [cC 12
Ser Date: [06/02/11 |©
Referring Prov: |
Authorization #: |

1
o:[ =1
o:[ -]

Send Back to Dept(Y/N):

Ser Date

Unit Amt

) @ @
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MRN: 134137
OLIN#:

Req Flow: [81,54,1

FSC: 81

0: - | BRONCHOPNEUMONIA ORGANISM Ul

Group: [3

Comits?: Y
FSCFl DX
]

]
l

Total Amt
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