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Getting Started

Once the program is installed and you are able to open the
program, review “Your First Appointment” on page 7 and
work from there.

System Requirements
e Compatible with Windows Vista, XP with Service
Pack 2, and 2003.
¢ Minimum screen resolution is 1024x768.
e Recommended minimum Pentium 4 or higher
e Recommended minimum RAM is 512MB

Installing the Program
Insert the CD and follow the on screen prompts. The normal
program location is C:\Program Files\EZClaim and the
database location is normally C:\Program Files\EZClaim for
XP or 2003 and C:\Users\Public\Documents\EZClaim if
using Vista.

Opening the Program
Double click the EZClaim Appointment Scheduler icon on
your desktop to start the program.

Appoinkrm, ..

Registration
When you open the program in trial mode, a registration

box will appear.
EZClaim Appointment Scheduler

Note: The program is completely
functional while in Trial

‘ Run Program (29 days remaining in Trial) |

‘ Register Program |

Close Pragram |

Click the ‘Run Program...” button to continue using the trial.
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If you have purchased the program and have your

registration numbers, click the | Aeer Prodre button
to enter your registration number and Key Code.

Scheduler Registration

Registration Number:

Key Code:

[ ok |[ cancal |

Registration Number — Enter the Registration Number
provided by EZClaim at time of purchase.

Key Code — Enter the Key Code provided by EZClaim at
time of purchase.
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Your First Appointment

The Main Screen of EZClaim’s Appointment Scheduler has
an easy to learn and use interface.

The user can easily and quickly ‘drag and drop’ appointments to
any date and time.

2 EZClaim Appointment Scheduler - Active Patient: SAMPLE, PATIENT

Fil= Patiert Appointment Tools SupportjHelp  EZClaim!  EZClaim.com!  Work Day Wishilty  Go to Date

On Ba | A Oa An | e | pe>
Lol AL L X IR e
Profile: |Default (= /L =
(1 mach v 420080 | | Monday, e/ i | Tuesday, Aprio1 | wednesday, Apri 02 Thur
(4 March » 4 2008 b )
SM TW T F s e
{4 s mm | O Select scheduler

W2 345678
Moo 1011 12 13 14 15
B 17 16 18 20 21 22 =
Bl 23 24 25 26 27 28 23

view by clicking on a
calendar icon

Use dropdown arrow
or click the +icon to
select patient

[ Today | 30
Sample Doctor = 11 >

Generic Appaintment Template [+

savpLe, paTeRT [Vl 'Drag’ the patient
[ o (s | Caeer | - icon
NS | APPT B

Patient Name: L

PATIENT SAMPLE ) E?UMUPQLUE“";AAT"\AEPNLLU24BJ
Patient Account #: and 'Drop’ to H

12345 s
Patient Phone #: create the

(248) 650-0904

appiontment
Patient Copay: PP
$0.00

Patient Balance:

e additional patient and
Patient Notes: appointment information

(1 —

Click on the tabs for |
Patient Group:

Once the appointment is created, you can double click or right
click the appointment to modify the appointment properties.

What's Next?

We suggest reviewing the following topics in order to help you
setup the program and understand the features.

O “Scheduler Screen Overview” on page 9 — Become familiar
with the icons and screen area names

O “Program Setup” on page 13 — Add doctors (resources), set
your colors and other program options

O “Patients” on page 22 — Add, Edit, and Find patient

O

information

“Appointments” on page 26 — Add, Edit, and Find
appointments. Includes setting the appointment attendance
status.

EZClaim Appointment Scheduler Your First Appointment o 7




O O O o

“Blocking Appointments” on page 32 — Create blocking
appointments for lunch breaks and other ‘un-available’ times
“Printing a Schedule” on page 34 — How to print the
schedule

“View Options” on page 35 — Change the calendar view and
show or hide resources

“Backup and Restore” on page 37 — How to backup and
restore your scheduling and billing data

Advanced Program Features

O

O

“Reports” on page 39 — Print different schedule formats and
other reports

“Appointment Templates” on page 41 — Use appointment
templates to quickly create a appointment with certain
properties such as a color, border, or description.
“Appointment Waiting List” on page 45 — Add patients to a
waiting list and quickly find them when a hole opens up in
the schedule.

“Tracking Authorizations” on page 47 — Track who is
authorized and who is not.

“Patient Payments” on page 50 — Entering payments and
printing receipts.

“Superbill Report” on page 50 — Customizing the superbill
report.

Integration with EZClaim Medical Billing Software

O

O
O
O

“EZClaim Integration” on page 50 — Overview of what data is
shared between the two programs

“Transfer to EZClaim” on page 52 — Transfer appointments
to EZClaim to create claims with the click of the mouse
“Payer Library” on page 54 — Manage EZClaim’s payer
library within the scheduler

“Physician Library” on page 55 — Manage EZClaim’s
Physician/Facility library within the scheduler
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Scheduler Screen Overview

Elc Patisnt Appointment Tools SupportjHelp EZClaim!  EZClam.com! Go'to Date

Version - 7:41

N o[ Oh A om
L I VY s

FlClED
N

Title Bar

Menu Bar |

Profie; Default (

(O api > <omr)

=

Sample Doctor

[Toolbar |

l Version =

Thursday, Aprl 03

sMTwWTFs
EERY. -EXRIEET
¢ 73 o

Gs e 7 i
T o0 21 22 23 24 25 26
Wo72m2930 1 02 3
9556780 ||10m

Y

(Generic Appointment Templat

Y

[ Today | 30
Sermple Doctor 110

Appointment Items
Each appointment is made up of the following items:

e Heading

Notes

Subheading

Background color
Border color

‘SAMPLE, PATIENT =
: e
. - |12 Scheduled
Jp Side Bar i Appointments
3 Area
12345 1o
Patient Phone #:
Patient Copay: N
mt}m Balance: 2w Current
000 Time
R i s Indicator
2
4o
o 2
e Title Bar
e Version
e Toolbar
e Menu Bar
e Side Bar
e Current Time Indicator

EZClaim Appointment Scheduler
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Appointment
Heading

9 ult}

40 [ SAMPLE, PATIENT (£77-650-0904)

Subheading

Coming in far & check-up.

10 \ \

Background
Border Notes , Color
Color
Side Tool Bar

The Side Bar contains items you will use when creating
appointments and navigating the scheduler.

Below the Menu System is the Side Bar. Use this tool bar to
quickly set up your scheduling options. The side tool bar
allows for managing Profiles, Calendar View, Dates,
Resources and Patients.
Profile: |Default [v] Use 'Default Profile’ or select custom
r y Y profile previously setup under Tools
s s o 00 | > Program Setup > Profile Tab
S M TW T F 5
E s 12 3 S l To view a desired date, click the
o 12 1: 12 12 ig ié ig ddate i!1 the calem‘iar., change the
ays viewed by clicking on one of
the calendar icons on the Menu Bar

Yl z0 21 22 23 24 25 26
W27282930 1 2 3
B 4 5 6 7 & 910

Use dropdown to select a 'Resource’

|\ﬂj (Person, Place, or Thing) previously

Sample Dockor |E|
Generic Appointment Template IEI

[v][=+]

-
&

setup under the Tools > Program
Setup > Resources

Use the "Generic Appointment
Template' or select a custom
template previously setup under
Tools > Program Setup >
Appointment Templates

to select a patient

Use the patient selection drop down I

Patient Balance: [

Patient Information Section
This section has three tabs to provide quick Patient,
Insurance and Appointment information related to the
selected patient. Click on tabs to display information.
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Double click the patient name to open the full patient
information screen. .

i N Ty,
JmEo | s || APPT | i
Patient Mame:

PATIENT SAMPLE

Patient Accounk #:
12345

Patient Phone #:
(248) 650-0904

Patient Copay:
$0.00

Patient Balance:
$0.00

Pakient Group:
Provider Mame

Patient Mokes:

Tool Bar
The EZClaim Scheduler program uses ‘quick’ tools for
selecting the following options. Click on the tool bar icon to
open the feature.

3 30

B | MmO A fE—
QJLGJQHQs\ 31,

A2

=
S Previous Patient — Move backward in the list of
patients you have been working on.

P
SL Next Patient — Move forward in the list of patients you
have been working on.

%)
S5 New Patient — Create a new patient.

-

S0 Edit Patient — Edit current patient’s data.

8]
%= Find Patient — Search for an existing patient.

3 previous View — Moves backward in the list of previous
dates/views.

i Next View — Move forward in the list of dates/views.

3L Day View — Sets calendar view to ‘Day View'.

EZClaim Appointment Scheduler Scheduler Screen Overview o 11



=% Work Week View — Sets calendar view to ‘Work Week
View'.

Month View — Sets calendar view to ‘Month View'.

= Print Schedule — Quick print of schedule.

= Print Preview — Preview schedule before printing

. Reports — Brings up the ‘Report’ dialog box.

JAR
" wr

Program Setup — Brings up the ‘Program Setup’ dialog

box.
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Program Setup

After installing EZClaim Appointment Scheduler, go to
Tools >Program Setup or click on the “~ icon to open the
‘Program Setup’ dialog box. Program Setup includes the
following tabs.
e General Tab — Company information and general
options
e Resources Tab — Doctors, rooms, and/or equipment
that can be scheduled
e Backgrounds and Borders Tab — Appointment colors
e Appointment Templates Tab — Used to quickly setup
different types of appointments
e Profiles Tab — Stores program settings such as
screen color, resource, and calendar views.

General Tab
Enter the Company or Individual name and contact
information under the ‘General’ tab. This information will be
used in tasks such as printing reports. Follow the steps
below.

EZClaim Appointment Scheduler Program Setup e 13



Program Setup - General

J' General || Resources || Backgrounds and Borders || Appointment Templates || Profiles |

Practice Information
This information will be used in tasks such as printing reports.
Mame:
Address:
Ciky State Zip:
Phone Number:
Fax:

Ernail:

Advanced Settings
Prompt user to backup when the most recent backupis |7 | or more days old.
Automatically check For program updates.,

Require a patient to be selected when creating an appointment.

Additional settings can be Found in the 'Profiles’ tab

Save 1L Close

1. Enter the following information.
o Company or Individual Name

0 Address

o Phone Number
o0 Fax

o0 Emall

2. Check the option that prompts you to backup
scheduler data regularly.

3. Select the time frame for backing up data. The
normal setting is 7 days.

4. Check the ‘Automatically check for program updates’
to have the program check for updates when
opened.

5. Check the ‘Require a patient...” if you want every
appointment to have a patient associated with it.

6. Click on the ‘Save’ button to save the changes.
Notice the Save button turns red if information has
changed on the form and needs to be saved.
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Resources Tab

Resources are the ‘Who, What or Where’' that patients could
have an appointment scheduled. Examples would be a
doctor, an exam room or medical equipment. To create a
new resource, follow the steps below. The name of the
resource will be shown at the top of the calendar when
viewing the program.

Program Setup - Resources - Sample Doctor,

|’ General || Resources || Backgrounds and Borders || Appointment Templates || Profiles ‘

A 'Resource' is a person, place, or thing that requires a schedule. For instance, a patient is
scheduled with a doctor, exam room, or equipment.,

Sample Dockor

Resource Mame:! |Sample Dockor
Resource Type: |Person |E|

Backaround Color: (%) Automatic () Custom: | |z\

Save It Close

1. Highlight ‘Sample Doctor’ to edit or click the ‘New’
button.

2. Atthe bottom of the screen, change the ‘Resource
Name'’ to reflect your office requirements. Resource
Name could be a Person, Place or Thing.

3. Select ‘Resource Type'. Note: If the Resource name
is a person, select ‘Person’. If the Resource name is
a place such as an exam room, select ‘Place’. If the
Resource name is related to things/equipment such

EZClaim Appointment Scheduler Program Setup e 15



as the ECG or X-Ray equipment, then select ‘Thing
as the Resource Type.

4. Optional: Select ‘Custom Color’. Custom color may
be selected now or changed at a later time.

5. Continue adding ‘Resources’ by clicking on the
‘New’ button.

6. Click on ‘Save’ button.

When the window is closed, the new resource will be
shown on the scheduler screen. Use the resource drop
down on the side bar to change the active resources.

Deleting Resources
Resources can be deleted by clicking the resource and
clicking the ‘Delete’ button.

Backgrounds and Borders Tab
Note: Backgrounds and Borders may be customized at any
time.

Backgrounds and Borders affect the appearance of the
appointments. Assigning ‘Backgrounds and Borders’ will
assist with quick recognition of various appointment types
when viewing the scheduling program.

To setup ‘Backgrounds and Borders’ follow the steps
below.

16 e Program Setup EZClaim Appointment Scheduler



Program Setup - Backsrounds and Borders

General || Resources | Backgrounds and Borders || Appointment Templates " Prafiles |

Backgrounds and Borders define the averall appearance of a bype of appoinkment. For
instance, the user could decide that an initial visit appointment would have a blue background
and red border,

Backgrounds:
Defaul
:‘ New Patient
:I Background 3
j Background 4
:‘ Background 5
:I Background &
j Background 7
:‘ Background &
:‘ Background 9
[ Backaround 10

2]

[<]

Background Description: | Default Color I:I|z\ |: Save :|
Borders:

. Bordet 2
Bordet 3
. Eorder ¢
Bordet 5
. Bordet &
Eorder 7
. Bordet &
Baordet 9
[P Border 10

Border Description:  Defaul Color; I:Hzl Striped [ ] I: Save :I

[<]

Close

1. Select a background color and rename it to your
office preference. Ex: A color may be selected to
signify a ‘New Patient’ when entered in the
scheduler.

2. Use the color drop down selector if you would like to
change the color.

3. Click on ‘Save’ button.

Note: Backgrounds and Borders cannot be deleted, only the
name and color can be changed.

Appointment Templates Tab
Note: Appointment Templates are an advanced feature.
We suggest getting familiar with other aspects of the
program before setting up appointment templates.

See “Appointment Templates” on page 41 for help in setting
up and using appointment templates.
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Profiles Tab

Note: Profiles may be set up or edited after the user
becomes more familiar with EZClaim Scheduler.

Profiles ‘remember’ which resources are being viewed, along
with the current calendar view and printing preferences.

Program Setup - Profiles - Default

[ General | Resources || Backgrounds and Borders || Appointment Templates H Profiles |

Profiles are a way ta kesp track of the way you view scheduler data, They store the options
below as wel as ather things such as the profile's current view, visible workdays, and visble
resaurces.

o — gy

[ oy )

[ Delets |

Profile Wame:  Default

Description

([ save [ s |

1. To create additional ‘Profiles’, click on the ‘New’
button.

2. Enter a name for the new profile under ‘Profile
Name’.

3. To select the items for ‘View’, click on the =/ button
next to ‘View'.

4. The expanded options for this Profile’s view are;

Scheduler View Options

18 e Program Setup EZClaim Appointment Scheduler



Description
’ L
0y Fal Group appointments based

Growp By ) Date £/ RESOUICE - dare or resource.

Time Scale a0 !\Iumber of minutes_For an E
increment on the Time Scale,

Theme Caramel Wisual theme of the
scheduler,

Start Time Q:00 AM Earliest time visible on the
schedule. L

End Time 5:00 PM Latest time visible on the
schedule.

Visible Patient Groups &l Patients Use these patient groups
when scheduling,

appt Fant Type Arial Fartt type used for displaying
appoinkments,

e Group By — Select to group appointments either by
‘Date’ or by ‘Resource’.

e Time Scale — This should be set to your most
common appointment duration. If you normally
schedule 15 minute appointments, enter 15.

e Theme — Using the drop down, select the overall
visual Theme of the scheduler.

e Start Time — Set the ‘Start Time you would like to
view on the schedule by clicking the up or the down
arrow beside the Start Time.

e End Time — Set the ‘End Time’ you would like to
view on the schedule by clicking the up or the down
arrow beside the End Time.

e Visible Patient Groups — Select the groups you
would like visible in the patient drop down list.

e Appt Font Type — Select the ‘Appointment Font’ from
the drop down list.

e Appt Font Size — Select the ‘Appointment Size’ from
the drop down list.

e Hide Appointment Times — Shows or hides the
appointment times on each appointment. Saves
room if you have a large number of appointments.

e Hide Appointment Images — Shows or hides the
appointment icons on each appointment. Saves
room if you have a large number of appointments

e Day View Resource Visibility — If set to dynamic and
using ‘Day View’, the program will automatically hide
the resources that do not have appointments. This
helps when you have a large number of resources
but they work part time. Prevents you changing the
resource visibility all the time.
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Printing Options

Marne Walue Drescripkion Z‘

[ view

B Printing

Report that will be used

Schedule Printout Standard -
when printing a schedule, =

Page orientation when
Printout Orientation Portrait printing a daily schedule with
the 'Standard' prinkout,

Font bype used For
appointments when printinga
schedule with the 'Standard'
prinkouk,

Appt Font Type Arial

Font size used for

3 appointments when printing a
schedule with the 'Standard'
prinkout,

Font bype used For the time

Appt Font Size

Click on ) button next to ‘Printing’ to select the Printing
options for the specific profile.

e Schedule Printout — Select the Schedule Printout
options from the drop down list. The available
options are Standard, Appointment List, and
Appointment List Detail.

e Printout Orientation — Used when printing the daily
schedule.

e Appt Font Type — Select the Appointment Font Type
from the drop down list of font types.

e Appt Font Size — Select the Appointment Font Size
from the drop down list of font sizes.

e Time Scale Font Type — Select the Time Scale Font
Type from the drop down list of font types.

e Time Scale Font Size— Select the Time Scale Font
Size from the drop down list of font sizes.

e Hide Appointment Times — Shows or hides the
appointment times on each appointment. Saves
room if you have a large number of appointments.
Only works with the ‘Standard’ printout.

e Hide Appointment Images — Shows or hides the
appointment icons on each appointment. Saves
room if you have a large number of appointments.
Only works with the ‘Standard’ printout.

Click on ‘Save’ button to save your changes.
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Additional Profile Tools
To copy and then edit the settings from an existing profile,
click on the ‘Copy’ button. Rename Profile and edit any
options.

A Profile may also be deleted. Highlight the profile to be
deleted and then click on the ‘Delete’ button.
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Patients

Add a New Patient
Methods to open the New Patient Window

Click the L+ button in the patient selection drop
down on the left side bar.

Mo Patient Selected [3]|=]| %]
Click the New Patient icon on the Toolbar

Click the Patient menu and select ‘New Patient’
Click the Patient menu and select ‘New Patient with

Template’

New Patient

Patient Information

First Name: || MI: Last Mame: sex: | [v] po.:
Address: Ciky: State: Zip:
Accaunt #: Caopay Amount! Recall Date!
Rendering Physician: Mone Selected EHEIIX\ Patient Group: Provider Mame IEI
Referring Physician: None Selected [v][]x] [ copvinfotains | [ copy addrtocuie |

Patient Contack Information
Primary Phone #:
Home Phone #:
Cell Phone #:
“ork Phane #:
Fax #:
Primary Email:
Secondary Email:
Transfer Appointments Using: | «Use Defaulk Yalues > IE\

Track authorized Yisits: [

Emergency Contact Information

Mame: Phone #:

Motes

5]

J Primary Insurance | Secondary Insurance

Mame (Last, First, MI):
Insured's DOB:
Insured's Address:
Tnsured's City ST Zip:
Insured's Phone #:
Insured's Employer:
Primary Payer:
Insured's ID #:

Insured's Group #:

Plan or Program Name:

Sei [~]|

None Selected ][] [X]

Relation:

[(INSERT DATE AND TIME | [=]

save || Cancel

Enter Patient Information

1.

The patient’s first and last name is required. All

other fields are optional. Some fields are shared with
EZClaim and you may be able to use dropdown

arrows to select data.

Optional: To open the Physician or the Payer Library

click on the |**| button next to the field. For

22 e Patients
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additional information regarding Payer and
Physician Library see “EZClaim Integration” on page
50.

3. Once data is entered click on ‘Save’.

New Patient Using a Template

Note: User must have access to the EZClaim program.
Patient Templates are set up in the EZClaim program. See
the EZClaim Manual for ‘Patient Templates’ for more
information on patient templates.

1. Click the Patient menu

2. Select ‘New Patient with Template’. You will see the

following screen

Pick Template

Mo Ternplate Selected §E|

3. Select the template you wish to apply for the Patient.

4. Click on ‘Use’ button.

5. If you click on ‘Cancel’ button, it's the same as
adding a patient without a template.

Selecting a Patient
In the Patient selection drop down on the side tool bar, begin
typing the patient’s Last name. If the patient is in the list, the
name will auto fill.

SAMPLE, PATIEMT] (][] (+]

T Y e P,
| mFo | ns | areT | o
[ 1

Finding a Patient

Other options are to click on the L= button in the patient

)
selection drop down or use the % Find Patient tool bar
icon to search for an existing patient. The ‘Find Patient’
option is also available in the ‘Patient’ menu.
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Patiernt Fileer
Patient Group:  Frovider Name ] First Name: Last Mame:

Account #: Insured's ID # Insurance:

Drag a column header hers ko oroup by that column

[ [ hame DOB Acck # Insured's ID Insurance Patient Group

¥ |SAMPLE, PATIENT M
SAMPLE #2, PATIENT 2/21/1967 12345 999999999 SAMPLE PAYER Pravider Name

[ clear Fiker | [ o¢ | cancel | [ EdtPation: |

As you start typing into the Patient Filter items, the list will
reflect the matching patients.

Editing a Patient

Before editing a patient, you must first select the patient you
wish to edit. There are various ways to ‘Edit’ a patient.

e Select the patient then double click the patient name
on the Info tab.

N

| mro | ms | appT |

Patient Marme:
PATIENT SAMPLE

A
e Select the patient then click on the ﬂ Edit Patient
icon on the tool bar.

e Go to Patient menu and select ‘Find Patient’.
Highlight patient and click on ‘Edit Patient’.

In the ‘Edit Patient’ screen, edit patient data and click on the
‘Save’ button.

Navigate Patients
The scheduler allows you to move back and forth among
patients previously loaded. Much like internet browsers

have a back and forward button. There are two Navigation
options.

e To move to the previous patient record, select

(7Y
Previous Patient in Patient Menu. 7.
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e To move to the next patient record, select Next

a2
Patient in Patient Menu. "%

Deleting Patients
IMPORTANT: Patients cannot be deleted from the
Scheduler if the patient has claims in EZClaim’s medical
billing software.

1. Use the instructions to Edit the patient record
2. Click the Delete button.
3. Click Yes to the confirmation.
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Appointments

Creating Appointments

1.

2.
3.

Optional: Select ‘Appointment Template’ in the side
bar.
On side tool bar, select a patient.

P
‘Drag and Drop’ the small patient icon &8 into the
appointment time.
Resize the appointment by dragging the borders up
or down if needed.
Optional: Right click the appointment to change the
status or double click the appointment to edit all
properties of the appointment.

Reschedule or Copy an Appointment
Appointments can be rescheduled or copied to another date.
Right click the appointment, select ‘Schedule a copy of this
appointment’ then select the correct date.

Open

Change border

Change background

Schedule a copy of this appointment
Attendance

Appointment kbransfer

* Delete

I

Select date...

Davs later 3

r v v v -

Weeks laber ¥

Months later  »

I

Editing Appointments
Methods for Editing appointments are:

‘Drag and Drop’ the appointment to a different
appointment time.

Resize appointment on main screen using the
mouse to add or decrease appointment time.
Right click on appointment time to set options.
Double click on patient’s appointment to open
Appointment dialog box.
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SAMPLE, PATIENT - 11/19/2008 11:00 Al |

Resource:  Sample Doctor

5]

a3

Patient: SAMPLE, PATIENT

Template: | Click to Apply a Template ko this Appointment (] [ Add { Edit Appointment Template |

Heading: |FAMPLE, PATIENT Background: |[_] DeFadlt =
Subheading: |SAMPLE PAYER Border: [ Default =
StartDate: | 11/19/2008 [v] StartTmme:|  10:004M 5] Durstion: 30 minutes =]

EndDate: | 11y19/2008 [v]  EndTime:|  1L30AM[E]  AlDay [

Attendance: | Patient sttended [¥]  reminder: [

Authorization: | 12345 (clear | [Auto | Export Status: Default [

Patient Amount Collackad: $20,00  Payment ReFerence: [CHK#123 [ Print Recsipt |

Mates [ INSERT DATE AND TIME |
ok | | Camwel | | Dekte | | Rewurence

Changing the Start and End Times
You can click on any part of the field to change.
Example, click AM and use the arrows to change to PM
or click the hours or minutes to change using the arrows.

Finding Appointments
Finding a Patient’s Appointments

1. Select the patient in the patient selection drop down
in the side tool bar.

2. Click the APPT tab to view the appointment list.
Double click to jumpxto tha_gf\ppointment

‘mFo s | aPPT | e
L5 5 11:30 AM
04/24/2008 11:30 &M

Appointment Subheading:
{(248) 650-0904 SAMPLE PAY

Finding a Day’s Appointments

Appointments may be viewed on the main screen by
highlighting a date on the side tool bar calendar. Dates may
also be viewed by going to the ‘Go To Date’ on the menu
bar.
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(4 February b 4 2008 b |
S M TWwW T F 5

Slzrza29 3031 1 2

5 / iFoto Date

11011 12 13 14 15 16 | = -

917 18 19 20 21 22 23 select date..,

8 724 25 26 27 28 29 1 '

wl 7 3 4 5 5 7 58 | Mieeks later  » |
lfw] | bonths later » I

[ T T |

Deleting an Appointment
Right click on any Appointment and select ‘Delete.” You can
also click once on the appointment and press the delete key
on the keyboard. When you click the Delete key, you will be
asked to confirm if you wish to delete the appointment.

Attendance Status
Appointments can be assigned different attendance
statuses. To assign a status, right click the appointment and
select Attendance, another menu pops up. Select the
appropriate status. An icon will appear within the
appointment window.

Open
Change border 3
Change background 3

Schedule a copy of this appointment  »

Attendance P | 4 Patient attended
Appointrment transfer 3 u Patient didn't show
Delete & Patient cancelled
J Patient rescheduled
@ Confirmed
L) Left message
&) Office cancelled
Reminders

Reminders can be set for each appointment. Double click
the appointment to edit and check the reminder check box.
Set the amount of time before the appointment occurs for a
popup reminder.
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Reminder: 15 minutes

Once the reminder popup appears, you can dismiss the

reminder or ‘snooze’ the reminder for a period of time.
4 1 Reminder E@

SAMPLE  PATIENT

Skart kime: 9717108 9:19:00 AM

SAMPLE, PATIENT

| Disrniss Al | | Open Ikem | | Disrniss

Click. Snooze to be reminded again in:

5 minutes [ snooze Z

Appointments with reminders have a special icon showing
that a reminder has been set.

* T SAMF
Fut th

Recurring Appointments
If you would like to schedule an appointment to reoccur,

double click the appointment and use the | Resurence | b ton
on the edit appointment screen. This will open the
Appointment Recurrence screen.

EZClaim Appointment Scheduler Appointments e 29



Appointment Recurrence f'5__<|

Recurrence pattern

() Every 1 EI dayis)

() Monthly () Every weekday

) early

Range of recurrence

Start: | 2/20/2008 (*) End after: | 10 EI OCCUrteNces
(O Endby:  2/29/2008

| oK | | Cancel |

Enter the recurrence pattern and click OK to return to the
Appointment edit window. When you click OK to close the
appointment, you will be asked to confirm the appointments
to create.

Confirm Recurrence Dates

& 2/25/2008 9:30:00 AM
o 2i26/2008 9:30:00 AM

93000 AM

2/20{2008

JE R

| Update Date and Time |

| Add Mew Date |

| Remove Date |

¥ Mo Conflicts
®) conflict with an existing appoinkment

I Accept |

| Cancel this Recurrence |

This window shows the appointments to be created and
helps you determine if there are any conflicts with existing
appointments. Click Accept when you are finished.
Appointments will be created and shown in the schedule.
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Editing a Recurring Appointment
If you need to edit a recurring appointment, double click the
appointment. At the bottom of the screen you are given an
option to apply the changes to other appointments in the
recurrence.

Also apply these settings to [

all the appointments in this recurrence (PAST & UPCOMING)
|. oK the appointments in this recurrence after the edited appaintment

[x]

1. Check the box on the left

2. Select the appropriate choice

3. Click OK.

Individual appointments within a recurrence can be moved
around a schedule without affecting the others. This helps
avoid conflicts or adjust to the patient’s available time.
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Blocking Appointments

Blocking appointments are used to block out time a resource
is not available. A blocking appointment can be a recurring
appointment so it's easy to set a blocking appointment for
the office lunch time.

Methods to set a ‘Blocking Appointment’:
e Right click a time in the scheduler view and select
‘New Blocking Appointment’
e Click ‘Appointment’ on the menu bar and select
‘New Blocking Appointment’.

The blocking appointment window allows you to set the
color, time and duration. Use the Recurrence pattern and
Range of recurrence to set how many times and on what
days the appointment occurs.

Blocking Appointment Series &‘

Appointrent properties

Resource: |Sample Dockor
Background: DD

Heading:

<] [x]

i[v] Border: ||| Defaul

Subheading:

B

Motes:
Appointment Eime

Start: [10:004M [ End: 10:304M [ Duration: 30 minutes [v]

Recurrence patkern

(#) Daily ) .
) WeeHy (=) Every 1| dayls)
O Monthly  (O) Every weekday

() Yeatly

Range of recurrence

Start: | 4f24/2008 [v] @ nNoenddate
() End after: 10% OCCUFTENCES
(D Endby:  [5/3j2008 [v]
| O | \ Cancel \
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Edit a Blocking Appointment
Methods to edit a blocking appointment
e Double click the blocking appointment in the
calendar view
e Right click and select Edit Series

Delete a Blocking Appointment
When deleting a blocking appointment, there are two options
to delete. You can delete the whole series or just the single
blocking appointment. Make the appropriate selection and
click OK.

Confirm Delete

Do you want ko delete all occurrences of the
! recurring appoinkment

"Lunch", or just this one?

(®) Delete this occurrence.

() Delete the series.

Cancel |
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Printing a Schedule

Methods to print a schedule:
e Use the tool bar icons to print or preview a schedule
e Click the File menu and select ‘Print Schedule...’

What appointments will be Included on the Printout?
The ‘Print Schedule’ function will include all the resources
and appointments shown in the current view.

If you are in ‘Day View,’ the printout will include a single
day’s appointments. If you are in ‘Week View’, then the
printout will show a week’s worth of appointments.

Use the —

i~
1__.‘.

f

tool bar icon to print the schedule.

r

Use the tool bar icon to preview the schedule.

The standard schedule print out is a graphical representation
of what you see on the screen. To change the schedule to a
different report, see “Profiles Tab” on page 18. The setting
is the ‘Schedule Printout’ option in the ‘Printing’ section.
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View Options

View options are configured with the side bar options and
tool bar icons. The two main options are what days are
visible and what resources are showing.

Calendar Views

To select the desired calendar view, click on one of the
following Icons. Click on any of the icons to switch between

views.
. —
31’ Click on ‘Day View’ to view one day only.
‘Work Week View’ for setting work week
options.

——2 ‘Month View’ to view the whole month.

The highlighted days on the side bar calendar will change to
reflect your view format. If you need to change to a different
day, week, or month, simply select the date.

| 4 Movember k4 2007 k|
S M TW T F 5

“lopsozoo3003 12 03
“ 4 5 5 7 8 910
“ 1112 13 14 15 16 17
7 1zl 20 21 22 23 24
4l 75 26 27 28 29 30 1
“ 2 345 6 7 8

Today

Date Navigation
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You can use the forward and back tool bar icons to jump
back and forth between previously viewed dates.

. — —"
3h 30
Work Day Visibility

When working in ‘Work Week View’, a new menu option
called ‘Work Day Visibility’ is available. Clicking this menu
allows you to hide days that the office is closed. Uncheck
the days you would like hidden.

Resource Selection
To change the doctors (or other resources) showing on the
screen, use the resource selection drop down on the side
bar. Resources are setup in the program setup window
(Tools > Program Setup), see “Resources Tab” on page 15.

One or more resources may be selected and will be viewed
on the scheduler to the right. Example: If Sample Doctor and
X- Ray Room are checked, both Resources will be viewed
on the scheduler.

|;’2 resources selected, |-

ample Dockor
®-Ray Roam

I: Check All :I I: Check Mane :I

I: People :II: Places :II: Things :I
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Backup and Restore

IMPORTANT: The backup and restore functions affect
BOTH the EZClaim medical billing software and the
scheduling software. When you restore data, be sure you
understand that you are also restoring billing data to an
earlier date.

All the scheduling and billing data is contained in a single
file. You cannot partially backup or restore data. When data
is restored, you are restoring back to a point in time. Any
data entered after that time will not be available.

Click the File menu and select ‘Backup/Restore Utilities’

Backup Data

Data Backup

This procedure will backup both the scheduling data from EZClaim Appointment Scheduler and the
billing data from EZClaim, as these programs share a single database.

Enter the filename that will contain the backup data:
Do not use the following characters: i*7 <>

*NOTE* You must have exclusive access to the database in order to backup successfully.

| Browse |

[ Backup Mowe | [ cancel |

The Data Backup Screen allows backup of both the
scheduling data from EZClaim Appointment Scheduler and
the billing data from EZClaim. In order to backup the data,
you must be the only one in the system.

Browse — Allows selecting the location and filename of the
backup.
Backup Now — Backs up the scheduling and billing data.
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Restore Data

Data Restore

This procedure will restare bath the scheduling data fram EZClaim Appointment Scheduler and the
biling data from EZClaim, as these programs share a single database.
Enter the filenamne that contains the data to be restored:

*NOTE* You must have exclusive access to the database in order to restore successfully.

Il I; Brawse |

| Restare Now | | Cancel _‘I

The Data Restore Screen helps to restore both the
scheduling data from EZClaim Appointment Scheduler and
the billing data from EZClaim. In order to restore the data,
you must have an exclusive access to the database.

Browse — Allows selecting the location of the restore file.
Restore Now — Restores both the scheduling and billing
data.
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Reports

Open the reports window by clicking the File menu and
select Print Reports...

Reports can be printed with various criteria. Before printing
you must select the report you wish to print.

] ) (2]
| Category ~ | =
Title: | Category ‘ Description
[ Category: General
Appoinkment Attendanc Gensral & summary of appaintments by attendance status,

v | Appeintment List foerel  [Alstof appointments
u Appointment: List Detail General A detailed list of appointrents =
| | Appeintment Ust Detai vith Patiert N, Gensrsl & detailed list of appointments with patient nates,
| Appointment summary General £ summary of appointments by date, resource, and type
|| Last Appoimtmerts General & list of patients and the dates of their last scheduled appaintments.

Mailing Labels By Appointment Date  General

Mailing labels For patient appointment in the given range. Uses
standard single sheet mailing labels 3 across and 10 down.

Mailing labels For patients with recall dates in the given range. Uses
Maiing Labels By Recall Date Generdl standard single shest malng lsbsls 3 across and 10 down. =
Patient Appt Face Shest General Like the Face Sheet, but for printing over a date range.
Patient Appt Face Sheet for Motes General Like the Face Shest with Notes, but For printing over a dats range.
Patisnt Face Sheet General &n owerview of the demagraphics of a patient
Date Range: Resources:
From 1171902008 [v][<][>] (Al [ () (visible |
[[]To Mo End Date Selscted Patients:
p . \ \ Al M~ [ 10 )
(pravmonth ) ( Thistorth ) (Nextmontn | (A0 [ (an ) {etive )
Appointment Attendance: Appointment Transfer Status:
All sttendance statuses [+] | transfer statuses [~

[ pe [ preview | [ cose |

In the Reports Screen, select the report to print.

If a date range is required, check the From and/or
To box then select the dates. If you would like to
see all appointments from today forward then you
would only check the ‘From’ box. The current date is
automatically entered. You can also use the
‘Previous Month’, ‘This Month’, and ‘Next Month’
buttons for quickly selecting a date range.

Select Resources from the drop down list. If you
wish to print the reports of all Resources, select the
‘All’ button. You can also choose to select the same
resources that are visible on the main screen by
clicking on the ‘Visible’ button.

Select Patients from the dropdown list. If you wish to
print a report of all Patients, click on the ‘All’ button.
If you wish to print only the currently selected Patient
on the main screen, click on the ‘Active’ button.
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7.

8.

Select the status of the Appointment Attendance
from the drop down list.

Select Appointment Transfer Status from the drop
down list.

If you wish to preview the report before you print,
click on ‘Preview’ button.

Finally, click on ‘Print’ button to print the report.

Superbill Report — Refer to the topic “Superbill Report” on
page 50 for information on customizing the superbill for your
practice.
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Appointment Templates

Overview
Appointment Templates speed the creation of different
appointment types. Example: New Patient appointment
characteristics such as background color might be different
than for repeat appointments. These templates allow you to
define a set of characteristics such as Background, Border,
Duration, etc.

Creating Simple Appointment Templates
Appointment templates are created in the Program Setup
window. Click the Tools menu and select Program Setup.
Click the Appointment Templates tab.

Program Setup - Appointment Templates - *NEW APPOINTMENT TEMPLATE

[ General | Resources || Backgrounds and Borders || Apprintment Templates | Profiles |
An "Appointment Template' is created when the user requires multiple bypes of appointments
and would like to define different appointment charackeristics. Far instance, characteristics For
a 10 minute appointment may be different than characteristics for a 30 minute appointment.
JINTMEMT TEMPLATE [ Mew |
Generic Appointment Template ) )
Mew Patient Template | Copy |
[ Delete |
Template Name: | WISUIEYE ohT gl a5
Appaintment Heading: | Lasthlame, Firsth ame i |: Edit :|
Subheading: [ Ede )
Background: |[] Default ]
Border: [ Default ]
Duration: |15 minutes ]
Notes: [ Edt )
Save ][ close

1. Click on the ‘New’ button or highlight and then edit
the Generic Appointment Template.

2. Enter a ‘Template Name’.

3. Select a background color.

4. Select a border color.

5. Select a Duration

6. Click the Save button.
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See “Using Appointment Templates” on page 43 for
more information.

Creating Advanced Appointment Templates
When creating appointments using templates, the program
has the ability to insert data from the patient’s record (the
data you see on the ‘Edit Patient’ screen). This can include
insurance information, patient contact details and so on. It
can also include text you enter such as ‘Make sure to get
new insurance information’. When creating advanced
appointment templates, you will tell the program what text to
enter and which fields from the patient record will make up
the header or notes.

The ‘Appointment Heading’, ‘Subheading’, and ‘Notes’ fields
have the capability of pulling data from the patient record.
When a template is first created, the program will
automatically enter ‘LastName, FirstName M’ into the
Appointment Heading field. This can be edited if needed.

In this example, we will create a Subheading that shows the
patient’'s home phone number.

1. Create a new template by clicking the [_ew | pytton.
2. Enter ‘Phone Number Template’ into the ‘Template
Name’ field. The screen should look like this:

Template Mame:  Phone Mumber Termnplate|

Appointment Heading: | LastM arne, Firstt ame b

3. Click the [_E9t_J putton next to the Subheading field.

This will open the Subheading editor screen.

Appointment Subheading Editor

Available Information Subheading Preview
Double click ko add Subheading information
PATIENT FIRST NAME

PATIENT FIRST NAME INITIAL
PATIENT MIDDLE INITIAL
PATIENT LAST NAME
PATIENT LAST NAME INITIAL Subheading Format

PATIENT AGE Edit the Following to add additional bext or punctuation

PATIENT DOE |
PRIMARY INSUIRANCE COMPANY NAME
PRIMARY INSURANCE SUBSCRIBER MAME | =

PRIMARY INSURANCE ID #
CORAY AMOUNT

PRIMAR'Y PHONE NUMEER.
HOME PHORE NUMBER:
CELL PHOME MUMBER
WORK PHORE NUVBER:
FAx MUMBER P
PRIMARY EMAIL i o Ny
SECONDARY EMAIL [ ok [ caneel |

Confirm
cursor is
here

4. Confirm the cursor is in the Subheading Format field.
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5. Enter the following text: ‘Phone:’
Subheading Format

Edit the following to add &
Phone: |

6. With the mouse, double click the ‘PRIMARY PHONE

NUMBER'’ item from the list on the left.
COPRAY AMOLUNT
PRIMARY PHOME MUMBER.
HOME PHOMNE MUMEER

7. This will cause [PRIMARY PHONE NUMBER] to be

entered into the Subheading Format field.
Subheading Format

Edit. the Following ko add additional kext
Phane: [PRIMARY PHONE NUMEBER]]
8. Click OK to save the changes. The screen should
now look like this:

Template Mame: |Phone Mumber Template
Appointment Heading: | LastM ame, FirstM ame M

Subheading: | Phane: PrimaryPhone

9. Clickthe | ___33= | putton to save the template.

10. Click the |___9es== | putton to close the Program
Setup window.

11. When you use the template to create an
appointment (see Using Appointment Templates), it
will look like the following. The [PRIMARY PHONE
NUMBER] was replaced with the phone number in
the patient’s record:

SAMPLE, PATIENT (Phone: (248) 650-0904)

IMPORTANT: Information used from the patient record is not
linked. In our example, this means if someone changes the
primary phone number in the patient’s record, the program
will not update the phone number shown in the appointment.

Using Appointment Templates
In the side bar, use the dropdown to select an appointment
template. When an appointment is created, the currently
selected template will be used to create the appointment.
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o aa
Phore Muriber Templake [s] |

Select an appointment template. .. |

Generic Appointrment Template
Mew Patient Template
Phone humber Template

| AT

Applying a Template to an Existing Appointment
If needed, you can apply a different template to an existing

appointment or even reapply the same template (to update
any changed information).

1. Double click the appointment to open.

2. Use the Template drop down to select the template
to apply.

Template: | Click to &pply a Template to this Appoinkment |E|

3. Click OK to save your changes or Cancel to undo
them.
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Appointment Waiting List

To open the waiting list, click the Appointment menu and
select Waiting List.

The Patient Waiting List Screen provides an easy way to
enter and manage the patients waiting for appointments.

Patient Waiting List

=]
ICRCNC NN ]

[ ClearFiker | (_showFiker | [Pt | [ SelectPatientforscheduing | [ Close |

To view the patient’'s contact phone numbers, click the
patient's name and a drop down will appear showing the
phone numbers.

You can sort the grid by clicking on the column headings.

Adding a Patient to the Waiting List
In the column where it says ‘No Patient Selected’, enter the
patient's name (you may need to scroll down to the bottom
of the list if it's not visible). You can also use the drop down
to select from the list. Please note the patient must already
be in the system to be added to the waiting list.

Fill in the remaining columns according to the patient’s
availability and the appointment length.

Removing a Patient from the Waiting List
You can remove a patient from the Waiting List by clicking
onl ¥ button on the specific patient row.
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Using the Waiting List
The easiest way to use the waiting list is to right click on a
‘hole’ in your schedule and select Check Waitiﬁ List....

SAMPLE, PATIENT M (1117 111-1111 PRIMARY_INS_2)

1 oo
{25 Mew Appaoinkment... |
SAMPLE, PATIEMT [(SAMPLE P& t
30 Mew Blocking Appointment. ..,
2 o Check Waiting lisk...
- [ S4MPLE, PATIENT (SaMPLE P Go to Taday TI
[  GotoDate.., T
S
3 oo Change View To 3
SAMPLE. PATIEMT rSAMPLE PAYER | | |

The program will then show a list of patients available for
that time slot with that resource. Highlight the patient and

Select Patient for Scheduling

click the |~ J button to add the

appointment.

If needed, you can modify the ‘Waiting List Filter’ options at
the top of the screen. To clear the filter and show all the

patients, click the | Clear Fiter | ) ion,

Printing the Waiting List

Click the |___Frint
list

J button to print a report of the waiting
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Tracking Authorizations

Overview
EZClaim’s Scheduler program can track patient visit
authorizations. It does so through the use of an
authorization library that holds the patient’s authorization
numbers and the assigning of an authorization number to
each appointment.

Authorizations are tracked on a patient by patient basis. Be
sure the ‘“Track Authorizations’ is checked on the ‘Edit
Patient’ window.

If you no longer want to track authorizations for a patient,
uncheck the ‘Track Authorizations’ box on the ‘Edit Patient’
screen. If authorizations exist for the patient, a confirmation
box will appear asking if you are sure you want to delete the
patient’'s authorizations from the library.

Authorization tracking can be disabled system wide by
unchecking the ‘Track Authorizations’ check box on the
library window

Authorized Visits Library
Click the Tools menu and Authorized Visits Library to open
the window.

Authorized Visits Library

Drag a column header here to roup by thak column

eeeeeee

Jraon satose | endoae

authorizatio
N Humber
12345 1/1f2008 12f31/2008 20

visits isits
Allowed | Assioned

Track. o
¥

enewal indicate: ¥ fons remain for an auth business (
[ Show a1 oday. Note: This value does not account for auth "End Dates',

Enter the patient name, authorization number, date range
and the number of allowed visits. The visits remaining will
be calculated automatically.

If you would like to turn off authorization tracking, uncheck
the ‘Track Authorizations’ check box.

EZClaim Appointment Scheduler Tracking Authorizations e 47



Click the + button to show the appointments the
authorization is assigned to.

# Mo Pakient Sele

Transfer to Claim — Uncheck this box if you do not want the
authorization number to be transferred to EZClaim. See
“EZClaim Integration” on page 52 for more information.

Assign to Appts — Click this button to assign the
authorization to existing appointments that fit the
authorization time frame.

Assigning Authorization Numbers
Authorization numbers are automatically assigned when an
appointment is created. The program will assign the most
likely number from the list in the authorization library. It first
looks for the correct patient, then the date range, then the
number with the least remaining visits.

If you would like to manually remove or change the
authorization number, you can double click the appointment
then edit the authorization number.

Autharization: |12345 |_JCIear ] I_J Auta |

Use the ‘Clear’ button to clear the auth number or the ‘Auto’
button to assign a number.

Assigning Authorization Numbers after the

appointments have been created
If the authorization number is entered AFTER the
appointments have been created, click the Assign to Appts
button. The program will look for the patient’s appointments
that fall within the authorized date range and automatically
assign the correct authorization number. If an appointment
exists with an invalid authorization number, the new, valid
number will be assigned.

Printing the Authorization Library
Click the Print button to print the grid currently being viewed.
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Determining the Authorization Status
If a patient has authorization tracking turned on, their
appointments will show an icon representing the authorized
status.

AR Appointment has an authorization number and is valid
meaning it's within the date range and is in the number of
allowable visits.

AN Appointment has an authorization number, it is valid,
but it's one of the last three authorized visits, you may need
to obtain a new authorization soon.

&) - Appointment is not authorized. This could mean it falls
outside the date range, surpasses the number of visits
allowed, or does not have an authorization number
assigned.
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Other Advanced Features

Patient Payments
The scheduler can record a patient payment and print a
receipt. During the checkout process, double click the
patient’'s appointment and enter the amount paid, reference

number, then click the [_Print Receint | ptron. If you transfer
appointments to EZClaim, the payment will be transferred as
well. See “EZClaim Integration” on page 52 for more
information.

SAMPLE, PATIENT - 1141972008 11:00 AM

8%

Resource:  Sample Dockor

Patient: |SAMPLE, PATIEMT

Template: | Click to Apply a Template to this Appointment El I: Add | Edit Appointment Template :l

Heading: | S&MPLE, PATIEMT Background: |[_| Default

Subheading: |SAMPLE PAYER Border: || Default

& & &

Skart Date: 11/19/2008 |E| Start Time: 11:00 &r T Duration: |30 minukes

&
EndDate: | 11/19/2008 ] End Time:|  11:304M (£

alpay: [

Attendance: |4 Patient attended El Reminder: [

Export Status: Default |:|

Patient Amount Collecked: 420,00 Payment Reference: | CHE#123] [ Print Receipt ]

Motes | TMSERT DATE AND TIME |
Ok | | Canicel | | Delete | | Recurrence

Superbill Report
The Superbill report can be customized by editing the
superbill.rtf file located in your system. The file is in the
same location as the scheduler database. The database
location can be determined by clicking the Support/Help
menu and clicking ‘About EZClaim Appointment Scheduler’.
In this example, the superbill.rtf will be located in the
C:\Program Files\EZClaim directory.
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About EZClaim Appointment Scheduler

EZClaim Appointment Scheduler Version 7 Release 63
Copyright @ 1997-2007 CIM Consulting, L.L.C.

Sales Contack:

EZClaim Medical Biling Software
(877) 650-0004
sales@ezclaim, com

hktp: f v, ezclaim, com

Support Contack:

EZClaim Medical Biling Software
(B77) 650-0904
andrew@ezclaim, com

hktp: f v, ezclaim, com

Database Filenarne:
C:\Program Files\EZClaim\EZData. mdb

X

Use any word processor to edit the superbill.rtf file. Be sure

to save the file in the rtf format.
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EZClaim Integration

The scheduler shares the patient information with EZClaim.
Changes made to the patient information in EZClaim are
reflected in the Scheduler and the other way around,
changes made in the scheduler are reflected in EZClaim.

There are also some shared libraries. Both the
Physician/Facility library and the payer library are available
in the Scheduler, even though the scheduler does not
require either of the libraries to be used, it's convenient for
the user to be able to populate extra data within the
scheduler without having to open the EZClaim program.
EZClaim considers the medical billing software to be the
controller of information. Therefore, you are unable to delete
any of the physician/facility or payer library entries. This
must be done in EZClaim.

One of the benefits of using the Scheduler and EZClaim
Medical Billing together is the ability to transfer appointments
and generate claims. The transfer function makes use of
EZClaim’s claim templates feature. Even though this is not
required, claim templates may help in preventing extra data
entry once an appointment has been transferred to billing.

Locking Patient Records
If the billing person would like the patient record to be
locked, this is possible by checking the ‘Lock patient record’
check box in EZClaim on the Payers/Other Info tab. If this
box is checked, the scheduler program can view patient data
but is unable to edit it. The scheduler will show a message
on the Edit Patient screen saying ‘This record has been
locked in EZClaim.’

Transfer to EZClaim
To transfer an appointment to EZClaim, simply right click the
appointment and select Transfer to EZClaim.
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Cpen
Change border 3
Change background 3

Schedule a copy of this appointment  »

Afttendance 3
Appointment transfer * | &) Transfer ko EZClaim
* Delete & il nat transfer to EZClaim

This will bring up the transfer claim window.
Transfer, To EZClaim - SAMPLE, PATIENT EE®

() reate anew daim (O Add to existing claim

Transfer Appointment Using:

&l

<Use Defauk Vaues>
Claim Properties

Rendering Physician:

Facilty: |THE CENTER =
Diagnostics Cades 1: 3004 a 3 4

Prior Authorization #:
Biling Item Properties
3]
[ Mew

Modifier Pt Ref

Diag Code
Line #

Charge

Units

Patient
Pt

Alowed
At

Flace Proc Code

From

Contract
adj

There are options available that determine how the claim will
be created in EZClaim:

Create a new claim or Add to existing claim

If the ‘Add to existing claim’ is selected, the program will find
a patient’s claim that has not been printed or exported and
will add the services to the existing claim. ‘Create a new
claim’ will create a new claim regardless of any existing
claims.

Transfer Appointment Using
This setting allows you to pick the template that contains the
services lines that will be used when creating the claim.

e <Use Default Values> - This setting will add a single
line item based on the default values found on the
Physician/Diagnostic screen in EZClaim.

e <Use Previous Claim> - This setting will duplicate
the previous patient claim but change the date to
match the appointment’s date.

e Existing Claim Template — This setting will use the
template’s service lines to generate the new claim.
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Claims templates are setup and managed within
EZClaim’s medical billing software.

Claim Properties

The claim properties can be set as the user requires. The
rendering provider, facility, and diagnostic codes may be set
with the claim template but can be changed before the
transfer takes place.

Billing Item Properties

The billing item properties show the service lines that will be
created during the transfer. When you have ‘Create new
claim’ checked, all the service lines will have ‘New’ in the
first column. If you are adding to an existing claim, the first
column will show ‘Existing’ and ‘New’

Payer Library

Payer Library,

Name Address 5T Payer ID Ins Type Code
Add new entry...
SAMPLE PAYER 456 MAIM STREET =1 12345 B
Payer Marme: | Payer 1D
Street Address 1 Office Number:
Street Address 2; Ins, Type Code:
City, State, Zip! Autamatically enter a Followup date Far |0 days after
Telephane: the claim has been printed or exporte (0 For no follawup),
Payer Motes:
| save || Closs || Hew

The Payer Library Screen has the details related to the
Insurance Payer. It has the following details.

o Payer Name
e Street Address
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City/State/Zip / Ml
Telephone

Payer Notes
Payer ID

Office Num

INS Type Code

Add/Save — Allows to Add or Save the information related to the
Payer Library Screen.

Edit — Allows to Edit the information related to the Payer Library
Screen.

Physician Library

Physician, Organization, and Facility Library:

PhysicianfOrganization Library Entries: Use the Tab key ko move to the next Fisld. Enter to save.,
| Mame Classification ‘ R B P )
|
DR EILLING Eiling Classification: |General [+7]| Setect ‘General tw include the entry in al.
THE CEMTER Facility - ~
Classification: (*) Person () Entity Type

Last Name or Organization Name if record is a Mon-Person Entity:

First Mame: Middle:
Address Line 1:
Address Line 2:
City, State, ZIP:

Telephone: Fax:
Ermnail;
[IMark as Inactive  Specialty Code:
Primary 1D Numbers:

MPI: Tax ID Type: IEI Tax It

Additional ID Numbers:

|’ | Payer 1D Type | 1D Mumber

click to select a payer...

[ Save H Close: :I [ New

The Physician Library Screen allows you to enter
information related to the physicians. It has the following

details.

e Physician / Organization Library Entries

e Full Name

e Classification

e Last Name or Organization Name if record is a Non
Person Entity

e First Name

e Middle
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Address
City State Zip
Telephone
Email
Fax
NPI
Specialty Code
Tax ID Type
Tax ID

e Notes
Additional ID Numbers include the following details

e Payer
e |ID Type
e ID Number
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