Automated Office Procedures
BUSI 012
Lytec Module

Introduction

TOPIC: INTRODUCTION TO PRACTICE
MANAGEMENT SOFTWARE

|
CONCEPTS TAUGHT:
- ¢ Insurance terminology

e Basic billing / insurance concepts

e Coding considerations

¢ Practice Management Software as a tool

MODULE MATERIAL:
SUMMARY:

Using a PowerPoint®, narrated lecture (also available on class

. Assignment sheet (for op- website), students are introduced to the basic concepts and termi-

tional/supplemental assign- nology in a practice setting with regard to coding, billing and insur-

ment) ance filing.

Supplemental assignment of online search for coding and
PERIPHERAL o o ) ) _
CONSIDERATIONS: billing websites is sometimes given. Students are instructed to

post answers to class website’s forum.
e Pre-load lecture and check

sound.
PURPOSE:

Basic concept exposure for following assignments.
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Some assignment sections have been omitted or altered due to copyright issues
regarding thereprinting of CPT codesand | CD-9 codes.



Screenshot of title dide of narrated Billing, Insurance, Claims and Codes Power Point lecture.

The presentation is made available online through course web site.

Billing

Insurance, Claims & Codes

Joy Gayler
Automated Office Procedures
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Lytec Set up

TOPIC: LYTEC: SET UP AND ENTERING CODES

CONCEPTS TAUGHT:
e Simple database concepts

e Coding and billing components

o Practice Management Software as a practice building tool

SUMMARY:
Using Lytec Practice Management Software®, students will

MODULE MATERIAL:

] “run” a hypothetical office for the remainder of the quarter.
e Assignment packet

-set-up instructions

- insurance companies During this module, students will “set up” their practice within
- ICD-9 codes - . - .
the software (database). They will input their specific provider in-
- CPT codes ( ) y P P P
- other various codes formation as well as a short lists of the following: insurance com-
panies, ICD-9 and CPT codes.
PERIPHERAL
CONSIDERATIONS: Instructor will lead students through the steps to enter each
o Clifieeads Beskiae s information component. All instructions are replicated in the actual
reference source assignment handouts for easy reference.
PURPOSE:

Understand components needed and how utilized within data-
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Launch Lytee Chiropractic. Click this icon
Programs — Lyiac Chiropractic.

Lylae
Crropractic

SETTING UP YOUR PRACTICE

Go File — Mew Practice

on the desktop or go:

| In the Save In: box. pull down the arrow snd navigate to
LytecS om *scent3" (L): and click on it
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2. Look toward the bottom of the
your hypothetical practice name

ENTERING YOUR PRACTICE INFO

Go Settings —» Practice

|. Enter your information
2. Choose “solo practice™
3

Click OK

for Practice Type

SETTING YOUR PREFERENCES

Go Settings — Preferenices

l. On the Charges and Payments Tab, check the box nex

diagnosis codes in new hillings.

two Use Patient s permanent

Start —

practice box and locate the field “File name™ and lype in
. ie,John Q Doe, D.C. ar Poe Chiropractic Center



EMTERING TRANSACTION/PROCEDURE CODES AND FEES
Go Listz —» Transaction Codss 3

1.
2.
3,

Click Mew _ _
In top field, enter Procedure/Trarsaction Cods from list attached.
Click Descriofion Tab,
a. Enter description fram list
b, Infype field, choose “procedure-unclassified”
lick the Fee Schadws Tab
a. Oine the first row, in the charge column, enter the charge from tha list |
gava you,
i. Ifcode has 3 second fes schedule {see list), enter the second
charge on the second row and follow the remaining steps, as well.
b, Scroll horizontally across to the last category, CPT Code, and enter the
CPT code (again).
Click the Dafaults Tab
a. Choozelenter “11" in the location fisld
b. For Tvpe of Service field, enter *04” for x-rays codes and “C" for all ather
codes (ses Place and Type of Serviea Codes List)
Click Save,
Repsat procedure for remaining codes.

TRANSACTION/PROCEDURE CODE LIST

ADDING ICD-9 CODES, CPT CODES AND FEES
Automated Office Proceduras 012

Launch Lytac Chiropractic and open your practice.

ENTERING DIAGONSIS CODES
Zo Lists — Diagnosis Codes

2

Oy O e s

Click Mew

Erter disgnesis codes from list attached. (see balow)
Enter description from fist

Enter the actual IC0-9 gode fram list

Choose *nona” for graphics category.

Click zave.

Repsat procedures for remaining codses.

DIAGNOSIS CODE LIST
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Entering Patients

MODULE MATERIAL:

e Assignment packet
-patient info
- insurance info
-diagnostic codes

PERIPHERAL
CONSIDERATIONS:

e Chirocode Deskbook®as
reference source
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TOPIC: LYTEC: ENTERING PATIENTS

CONCEPTS TAUGHT:
e Simple database concepts
o Patient data components
o Practice Management Software as a practice management
tool
o Entering patient claim information
e Insurance verification and coverage
.
SUMMARY:
Using Lytec Practice Management Software®, students will
“run” a hypothetical office for the remainder of the quarter.
During this module, students will enter 4 hypothetical patients
and their “history.” Personal info, insurance info, and diagnostic
codes for each patient will be entered and assigned to their re-
spective “charts” within Lytec.
Using a “John Doe” patient, instructor will lead students through
the steps to enter each information component. Students enter
remaining patients on their own. Instructions are contained in

handout packet for easy reference.

PURPOSE:
Understand components needed and how utilized within data-

base-driven practice management software.



CHIROPRACTIC REGISTRATION AND HISTORY
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Billing and Charges

MODULE MATERIAL:

o Assignment packet
-patient progress notes
-CMS-1500 form
-Medicare filing rules

PERIPHERAL
CONSIDERATIONS:

e Chirocode Deskbook® as
reference source
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TOPIC: LYTEC: BILLING AND CHARGES

CONCEPTS TAUGHT:
e Coding and Billing concepts
e Insurance filing concepts

e Practice Management Software as a practice management tool

SUMMARY:

Using Lytec Practice Management Software®, students will “run” a
hypothetical office for the remainder of the quarter.

During this module, students will enter charges into Lytec for their
hypothetical patients.

Each patient case file contains progress notes with diagnostic codes
and procedures entered. Students will translate this information into ICD-
9 and CPT codes and enter them appropriately for billing and insurance
filing purposes.

Instructor will lecture on CMS (HCFA)-1500 claim form sections during
this module. Specific rules for filing to Medicare will also be discussed.

Using a “John Doe” patient, instructor will lead students through the
steps to enter each information component. Students enter remaining
patient charges on their own. Instructions are contained in handout

packet for easy reference.

PURPOSE:
Understand billing and insurance components and how utilized within

database-driven practice management software.



AUTOMATED OFFICE PROCEDURES 012
Lytec: Mare Billing, Patient History Ledger, Transaction Journal

fl & week or two has passed since your last billing. You need to:
Input all your billable patient encaunters for your hypothetical patients since
yvour last billing.
*  These encounters will go on a MEW billing for each patient,
= Use the datas listed below
= Use the same ICD-9 and CMT codes as before (refer to your patient
progress notas from previous assignment)

For Andrew Martin, add these visits:
0173072004
02/08/2004
0271272004

For Linda Martin, add these visits:
0270272004
02/05/2004
02/15/2004

For Claude Hughes, add thase visits:
0271172004
02/16/2004
0272372004

Go Billing & Charges & Paymants
« DONT PRINT THIS TIME (In reglity, of course you would print, but we'rs
saving paper.}
+ Save,

Mr. Claude Hughes asks you how many visits vou billed to Medicare, OR
how many visits does he have left? (Remember, Madicare has a visit limit).

Y¥ou can go into Lytec and pull up his patient history file. Here's how:

Ga Reparts & Patlent Ledger

+ Click the second tab labeled Range.

» In the Patient fleld, type or select Mr. Hughes' chart name. Make sure his
chart name appears in the sscond patient fleld as well. (This means you‘ve
selected just him, and net him plus everyane else that follows him
alphabetically.}

= (Click the preview button to view his history, and then click the print icon in
the top left corner of that scraen,

ETINNE You've just completed a billing for this week, month, day, whatever. You
need to print & papsr copy (Transactlon Journal) of this to kesp in 2 file, just In case
the unthinkable happens and your computer's hard drive crashes, losing all your
data, and you hiave no other backup. The paper copy will be your back up.

Go Reparts 2 Transaction Journal

Click ranges tab

In Billing Dates fisld, type 01/01/2004 ----- today's date.
Click the preview button.

Click the print icon in the top left corner.

Turn in all printed materials, Make sure your namsa appears somawhere on each
page.
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Applying Payments

Launch Lytec and open your practice,

ar fronaserction cide fo olfone Jor fapr of paymenss:
(3o Lists = Transaction Codes

Click New

It the Transaction Caode field, type PIP

In the Description field, type: Primary Insurance Payment

In the Type field, click the drop down arrow and choose *Insurance Payment™
Click Save.

Exit the Transaction Codes sereen,

St sl

efefinngr Tnsuvenitee poyvirent o poticm s fedrer,

(ro Billing = Charges and Payments

1. Pull up patient in question.

2. In the billing field, choose appropriate billing number to apply insurance payment
to. Consult the EOB (Explanation of Benefits) to determine correct billing dates.

3. Omnece vour detail of billing has appeared on screen, press the “Insert” button on

your kevboard. This.will canse a new, blank detail line to appear. By defaull, it

should have loday’s date in it.

Using your mouse, ¢lick in the “Code” field. Type in PIP,

Using your mouse, click in the "Amount” field, Consult the EOB of the patient in

guestion. Lecate the amount to apply and type it in the “Amount” field.

Hagpte

. Click Save.
7. Click New and enter the next patient's chart name in the Patient Chart field.
8. Repeat the ahove sequence of steps to apply each patient's insurance payments as

indicated on their respective EOBs.

Prind o peafiernt feefeer ord i T Vi willellonn aie el v} fo see e vou hovey
e Paymrent i Your poienis

(o Reports 2 Patient - Patient Ledger.

1. I'll make this easy, since we only have four patients in our systemn, and [ need to look
at the activity on all of them, just go ahead and click “print,” Make sure your name
appears somewhere on the ledger. Please tumm in to me or drop in my faculty mailbox, J
Cayler, Thanks.



Blue Cross Blue Shield
of South Carolina

Paticnt Information

Your Name, D.C.
Your Address
In Your Town, State Zip

Check Number 0087425]
Stare Mealth Plan

Avcount| BUBS DM Mame Physician | Date of Service | Fro. | Charge | Amount |Decductible| Other ; Puyment
i MNitm ber or Code | Subhmitted| Allowed
EIN | |
LOEF (255123488 | Doe John VTS REE QL0720 T2 | 72,00 7.0 o 1340 53400
[ D5 id 2 D725 72070 | 5300 4400 i) 9.6l 3EAD
OC's jd # HNOTA00F DR | 3R 3400 A0 6,50 273
Ulixirm Taeal G300 JREXET [ 2080 119,20
DOEI | 255123448 Doz John %% ik 6 01122005 ;EIFI':LH JR.00 4.00 LK) GBl 1720 |
{ Claim Total W00 3400 |00 T
|
DOEJ [255103488 | 332 Juhn O s id # D] 142005 a3 3RO 3400 il {620 170
fClaim Ttal 3800 0 n 3] 2720
[
[
241.00 IZIT,[I']' Rili} i-ﬂ.-lﬂ 17560
[
C s Y e | = el e Er X il ; y o0 oo [ s Y s O o S B O COCOcCaeEnm: 1T o 0 Coiear '"'_|l:'_'!|._a;|—F|—-|_
. Blue Cross Blue Shield 2 000874251

- Pay To The Order Of:

T I

I ] e

One hundred seventy-thres and 60/100

Your Name, D.C,

e e I e R b }

v N e e

i e ] e e e B s B

Date: 0271042005
Amount; 173.60

Signature O’ President

pres R e ) e e I SR F=a k=2
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Lytec Tasks Project

This assignment deals with Lytec features vou may wish to employ in vowr office. The
Help feature in Lytee will provide yvou with how to accomplish these tasks,

Lh

Create a new patient of your choice (vou can use yourself, if vou like). Let’s say
that for whatever reason, this is a cash paying patient and vou just happen to be
keeping himvher in wour Lviee database. Since it's & cash pt.. no insurance info
will be added.

Create a hold eode for your palienl. You pick the “reason” (miszing info, nead
cotrect address, missing hirch-date, ete)).

Go o Billing/Charzes & Payments and bill a few dates of service for vour new
patient. Use whatever code(s) vou deem appropriate. Click Save, but do not print.
Dron’t close this sereen vel,

Print owt a “statement™ for the above patient. Go Print = Statement, and select
the statement of your choice. Y ou may preview it hefore you print.

Print a list of all your patients. Go Reports = Lists - Patients,

Appointment Scheduler. Go Activitics Menw = Schedule Appointments, Enter
several patient appointments and print the schedule,

Tuen in all printed matzrials. You may drop them in my mailbox in the faculty mailroom.
My mailbox is labeled “I. Gayler,”





