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License and Certain Restrictions

OfficeMate Software Solutions, Inc., hereby grants Customer a nonexclusive annually renewable license to use one copy of
the software listed in Schedule "A" hereto (the "Softwate") for use on a single computer and a single terminal, or on a single
server computer with the purpose of distribution to other computers attached to the network at a single location. Customer
may make one backup copy of the Software for their own use. Making additional copies is prohibited. Giving copies to
another person or duplicating the Software by any other means, including electronic transmission, is also prohibited. Cus-
tomer may not copy the printed materials accompanying the Software or print copies of the user documentation. The Soft-
wate is protected by copyright law, and title to the Software shall at all times remain exclusively with OfficeMate Software
Solutions, Inc. The Software also contains OfficeMate Software Solutions trade secrets, and Customer may not reverse en-
gineer, decompile, disassemble, or otherwise reduce the Software to human-perceivable form. Customer may not modify,
adapt, translate, rent, sublicense, assign, loan, resell, distribute, or network the Software, disk, or related materials or create
derivative works based upon the Software or any part thereof (collectively, the “Prohibited Activities”). Customer is pro-
hibited from allowing access to the Software by third parties, including but not limited to subcontractors or other service
vendors hired by Customer. Any such Prohibited Activities or access to the Software by a third party will void all warranties,
express or implied, and will void any of OfficeMate’s continuing maintenance obligations for the Software. In the event of
any such Prohibited Activities or access to the Software by third parties, OfficeMate reserves the right to immediately can-
cel this Software License Agreement. Customer is prohibited from assigning this Software License Agreement to any other
person or entity, without the prior written consent of OfficeMate. Any such attempted assignment shall cause the imme-
diate cancellation of this Software License Agreement. THIS LICENSE SHALL TERMINATE ONE (1) YEAR
FROM THE DATE OF ACTIVATION OF THE SOFTWARE, UNLESS CUSTOMER RENEWS THE LI-
CENSE BY PAYMENT OF THE THEN CURRENT ANNUAL RENEWAL FEE FOR MAINTENANCE
AND SUPPORT. UPON PAYMENT OF THE RENEWAL FEE, THIS SOFTWARE LICENSE AGREE-
MENT SHALL AUTOMATICALLY RENEW FOR ONE (1) YEAR FROM THE DATE OF ORIGINAL EX-
PIRATION. IN THE EVENT THAT THE LICENSE IS NOT RENEWED, THE SOFTWARE WILL
AUTOMATICALLY STOP PERFORMING MOST OF ITS FUNCTIONS.

Disclaimer of Warranties

THE SOFTWARE IS PROVIDED "AS-IS." OFFICEMATE SOFTWARE SOLUTIONS, INC., DIS-
CLAIMS ALL WARRANTIES, EXPRESS OR IMPLIED, REGARDING THE SOFTWARE, DISK, AND
RELATED MATERIAL, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MER-
CHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, QUALITY, OR NONINFRINGE-
MENT. OFFICEMATE SOFTWARE SOLUTIONS DOES NOT WARRANT THAT THE SOFTWARE
IS FREE FROM BUGS, ERRORS, OR OTHER PROGRAM LIMITATIONS.

Limitation of Liability and Damages

The entire liability of OfficeMate Software Solutions, Inc., for any reason shall be limited to the amount paid by Customer
for the Software. OfficeMate Software Solutions, Inc, its parent and affiliates, licensors, third party content or service pro-
viders, and distributors, (collectively "Representatives") shall not be liable for any indirect, special, incidental, or consequen-
tial damages (including damages for loss of business, loss of profits, loss of business information, business interruption or
other pecuniary loss arising out of the use of or inability to use this Software), whether based on breach of contract, breach
of warranty, tort (including negligence), product liability or otherwise, even if OfficeMate Software Solutions or its Repre-
sentatives have been advised of the possibility of such damages. The limitation of damages set forth above is a fundamental
element of the bargain between OfficeMate Software Solutions, Inc., and Customer, and without such limitation the Soft-
ware could not be provided on an economic basis.

Governing Law; Entire Agreement

This Agreement is governed by the laws of the State of New York. Should Customer have any questions concerning this
Agreement, or if Customer wishes to contact OfficeMate Software Solutions, Inc., the address is: 15375 Barranca Pkwy,,
Bldg. L, Irvine, California 92618. This Agreement is intended by the parties as the complete and exclusive statement of the
terms of their agreement.

ent is intended by the parties as the complete and exclusive statement of the terms of their agreement.
Copyright © October 2009 by OfficeMate Software Solutions. All rights reserved.
OfficeMate Software Solutions

15375 Barranca Pkwy., Bldg. L

Irvine, CA 92618

Trademarks

OfficeMate, ExamWRITER, ReportWRITER, and the OfficeMate logo are registered trademarks of OfficeMate Software
Solutions.

Word, Access, and Windows are trademarks of Microsoft.

Other product and brand names may be trademarks or registered trademarks of their respective owners.
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CHAPTER 1

Finding More
Information
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Getting Started

In this chapter:

Finding More Information, 15

OfficeMate Overview, 16

System Specifications, 23

Setting Up OfficeMate, 30

Loading Lens Products into OfficeMate, 75

Logging Out of OfficeMate, 77

Choosing OfficeMate to record and manage your eyecare practice records is the first
step in creating a fully automated medical practice. This guide will show you how to
use OfficeMate to maintain patient demographic and inventory information, create
Rx and lab orders, generate fee slips and receipts, process insurance information, and
generate practice and patient reports.

In addition to the OffwceMate User’s Guide, documentation for OfficeMate also includes
the following training:

7Train Training and Demonstrations. These Internet-based, prerecorded training and
demonstration videos should be viewed by all OfficeMate users. Go to
www.officemate.net and view the following core OfficeMate iTrains:

—  OSSU 100 Tutorials - Setting Up OfficeMate

—  OSSU 200 Tutorials - OfficeMate for Front Desk Staff
—  OSSU 300 Tutorials - OfficeMate for Opticians

—  OSSU 400 Tutorials - OfficeMate for Billing Staff

—  OSSU 500 Tutorials - OfficeMate for Administrators

OfficeMate User's Guide 15
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Chapter 1 Getting Started

OfficeMate Software Solutions University (OSSU). These Internet-based, one-hour
training courses should be taken by all OfficeMate users to focus on specific
training topics such as setting up OfficeMate, checking patients in and out,
creating Rx orders, maintaining inventory, billing insurance carriers, receiving
payments, and creating reports and other documents. To register for OSSU
classes, call 800.269.3666 and select option 3 and then option 1, or go to
www.officemate.net.

OfficeMate Knowledge Base. This searchable online knowledge base allows you to
read helpful articles about OfficeMate and submit questions that are answered
by knowledgeable OfficeMate staff members. Go to
http://www.officemate.net/omkb/ to browse the OfficeMate Knowledge Base.

Your OfficeMate software manages all of your patient, practice, and product
information in a secure database that is easy to modify and use. This section includes
the following topics:

Explanation of Interface Elements, 17
Explanation of Navigation Schemes, 18

Implementation Flowchart, 23
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Chapter 1 Getting Started OfficeMate Overview

Explanation of Interface Elements

Figure 2-1 depicts the OfficeMate main window:.

Main Window Toolbar Posting bate for Icons Title Bar
Transactions

)y -

fficeMate Software Solu, s Posting Date: 03/09/2007 Ver. 7.2.0

re Solutions, 15375 Bamanca Ploay, Irvine, GA 32618, 300-263-3666

Figure 1-1: OfficeMate Main Window

eyefinity/OfficeMate OfficeMate User's Guide 17
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Explanation of Navigation Schemes

OfficeMate has many unique navigation schemes. OfficeMate Software Solutions
highly recommends familiarizing yourself with the OfficeMate navigation schemes in
order to more quickly and efficiently navigate through OfficeMate and perform tasks.

This section tells you how to use the various navigation schemes in OfficeMate,
including how

. To use the right-click functionality, 18

. To add and maintain list box selections (F12), 19
. To search for a patient or guarantor (F2), 19

. To find a product (Ctrl+P), 20

. To record additional data on fee slips (F4), 20

. To select diagnosis codes on fee slips (F5), 21

. To select diagnosis codes on fee slips (Ctrl+D), 21

. To use other keyboard shortcuts, 22
. To cascade open windows, 22
. To close all open windows, 22

» To use the right-click functionality

s Right-click on the Patient Demographic, Eyewear Order, Soft Lens Order, Hard
Lens Order, Fee Slip, Patient Ledger, and Receipts & Adjustments window title
bars or on a patient in the OfficeMate Information Center window to open a
shortcut window with options to open the current patient’s Patient
Demographic, Rx Eyewear, Soft Lens, Hard Lens, Schedule, and Receipts
windows. You can also open ExamWRITER and CARE, print labels and
documents, and change the patient’s room location by right-clicking on these
title bars.

Exam'WRITER

Rx Crders k
Fee Slip

Ledger

Scheduls
Receipks

Label J
Docurnents k
Room

—  For example, right-click on the Patient Demographic window title bar
and select Ledger. The Patient Ledger window opens and displays the
ledger information for the same patient displayed on the Patient
Demographic window.

—  For example, right click on the Patient Ledger window title bar, click
Label, and select Mailing Label. A mailing label for the patient will
automatically print.

eyefinity/OfficeMate
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To add and maintain list box selections (F12)

Press the F12 key when your cursor is in a drop-down box to open a Maintain
window and add new items to the drop-down menu selections.

—  For example, press F12 while your cursor is in the City drop-down box in
the Patient Demographic window. The Maintain City window opens.
Type a city in the Description column and click OK to add the city to the
drop-down menu selections or select a city and click Default to make that
city the default selection in the drop-down menu.

*#. Maintain City

Description MN3F Code | = | | [0]4 |

Helena
Irvine Cancel

Laguna Miguel
Lake Forest Default
Mission Yiejo

Fancho Santa Margarita
Tuskin

i

To search for a patient or guarantor (F2)

Press the F2 key in the Patient Demographic, Eyewear Order, Soft Lens Order,
Hard Lens Otder, Fee Slip, Appointment Scheduling, Receipts & Adjustments,
and Patient Ledger windows to open the Find Patient/Guarantor window
and search for a patient or guarantor.

#¢ Find Patient / Guarantor, rg|
Selection Criteria
Last Mame || ity |
First Marne | Hame Phone |
Social Security Mo | Patignt Mo |
Address | Chart No |
Date Of Birth [
Narne | Address | City HomePhore | s5Mo | DOB  [Patiert[Hipaa | rFR
= I (E
= = I
H s 2
(= = [
= = =]
() = (
[ = =]
i st J
= = [
! [ I
(= I =
= [ [
Patients Found: - };‘aclcutﬂfa FZ Find | | l Cancel | New |

OfficeMate User’'s Guide 19
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To find a product (Ctrl+P)

Place your cursor in the Product Name/Code column in the Fee Slip
window and press the Ctrl and P keys at the same time to open the Find
Product window and search for products.

Place your cursor in the Product Code or Name text box in the Eyewear
Order or Hard Lens Order window and press the Ctrl and P keys at the same
time to open the Find Product window and search for products.

Place your cursor in the Product Code or Lens Name text box in the Soft
Order window and press the Ctrl and P keys at the same time to open the Find
Product window and search for products.

Selections
Name pic Designer DBL Size
Color Product Code Temple Size
Manufacturer Eye Size urPC

Product Name/Code Print Name -
PICCOLO 1.60 PROGRESSIVE H.I. | 0/ 0.00f O
PICCOLO 1.67 PROGRESSIVE H.I. 0.00 0.00, 0.00 0.00 0 0.00 0
PICCOLO 1.67 TRANSGREY  PROGRESSIVE TRANST 0.00 0.00| 0.00 0.00 0000 0O
PICCOLO CLEAR PROGRESSIVE 0.00 0.00, 0.00 0.00 0 0.00 -5
PICCOLO TRANS GREY PROGRESSIVE TRANS ¢ 0.00 0.00, 0.00 0.00 0 0.00 0

=

T »[]

Total Products 5 Fafnd | [ St |  Gear | AddProdwct| Concel | [V VSPMappeditems Only

To record additional data on fee slips (F4)

After entering the product name and code onto the fee slip, press the F4 key in
the Fee Slip window to open the Fee Slip Item Additional Data window and
add additional information to the fee slip.

B Fee Stip Item Additional Data X
Product |101 COACH ASTOR (679516719029)
Discount Type | J
Discourt fe 53
Sales Tax % | 00000 2nd Tax 0.0000
CPT{HCPCS |\u'2020 Designer Frame j
Modifier{s) 21 Prolonged Evaluation & Manageme A

22 Unusual Service =
24 Unrelated Eval & Mgt Sve by Same
25 Sig, Sep Ident Eval & Mgt Same Dr %

Provider | J
ServiceDate  ogfzzzone v| To  |osjzzizoos |
Mote Reference | j

Iterm Marrative

I Do not print on patient statement

Cancel

eyefinity/OfficeMate
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To select diagnosis codes on fee slips (F5)

Place your cursor in the Product Name/Code column in the Fee Slip
window and press the F5 key to open a shortcut window with a selection of
products and services that you use most often.

Place your cursor in the ICD-9 column in the Fee Slip window and press the
F5 key to open the Select Diagnosis Codes window and search for and select
diagnosis codes.

B Select Diagnosis Codes [$__<|
ICD-9 Code Sart By
Find 1 v Code ¢ Description Selected
Diagnosis

054,41 Lids: Dermatitis, From Herpes Simplex

=

Select
(highlight)
the primary
Diagnosis

" show all & QuickList Ttems oK 1 Cancel 1

To select diagnosis codes on fee slips (Ctrl+D)

Place your cursor in the ICD-9 column in the Fee Slip window and press the
Ctrl and D keys at the same time to open the Select Diagnosis Codes
window and search for and select diagnosis codes.

B Select Diagnosis Codes f'5__<|
ICD-9 Code Sark By
Find 1 (+ Code " Description Selected
Diagnosis

054,41 Lidst Dermnatitis, From Herpes Simplex

=

Select
(highlight)
the primary:
Diagnosis

" Show &l & QuickList Tkems oK 1 Cancel i

OfficeMate User’'s Guide 21
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To use other keyboard shortcuts

Press the Alt key and the underlined letter in a button or tab to open the window
that would open if you clicked the button or tab with your mouse.

—  For example, press the Alt and L keys at the same time in the Fee Slip
window to open the Patient Ledger window.

—  For example, press the Alt and C keys at the same time in the Patient
Demographic window to open the Correspondence History tab on the
Patient Demographic window.

Press the Tab key to move you cursor to the next text box in a window.

—  For example, while your cursor is in the Last Name text box in the Patient
Demographic window, press the Tab key to move your cursor to the First
Name text box.

Press the Esc key to close a window.

To cascade open windows
Click Windows on the OfficeMate main window toolbat.
Select Cascade.

The windows that are open cascade in the top left of the OfficeMate main
window.

To close all open windows
Click Windows on the OfficeMate main window toolbat.
Select Close All Windows.

All of the windows that are open close.

eyefinity/OfficeMate
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Implementation Flowchart

Follow this implementation flowchart when you are setting up and using OfficeMate:

For more 1

information on / Required Set Up Tasks \

|mplement|ng ﬁustomizing OfficeMate Maintaining Business Names \

OfficeMate, see

the iTrain training Defining & Changing Preferences Customizing Security Preferences

and

demonstrations Creating Patient Records Creating New Recall Schedules

and the OSSU

training courses. k Maintaining Product & Service Information /
v

2 r Optional Tasks \

6dering & Tracking Prescriptions Creating & Recording Fee Slips

S A .
Scheduling, Moving, & Cancelling Recording Receipts & Adjustments
Appointments :

- ) .7 :
Maintaining Inventory Information | Processing Insurance Claims

N

N

3 / Optional Task \

C Creating & Printing Reports, Statements, & Graphs )

Figure 1-2: Implementation Flowchart

System Eyefinity/ OfficeMate suggests using Dell and IBM computers. The following
SpeCiﬁcation S sections describe the software, hardware, and network system specifications that are
required when using OfficeMate:

. Software Specifications, 24
. Hardware Specifications, 25

. Network Specifications, 29
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Software Specifications

Chapter 1 Getting Started

_ Minimum
Software Recommendation : Notes
Requirement
Workstation Windows® XP Windows® 2000 Install the latest service pack
Operating System  Professional or Professional and critical updates for your
Windows® Vista SP1 operating system.

(Business Edition,
Enterprise Edition, or
Ultimate Edition)

Windows® XP Vista,
Windows® XP Home, and
Windows® XP Media Center
Edition are not recommended
for office environments. For
information about the
differences between Windows®
XP Home Edition and
Professional Edition, go to
http:/ /www.officemate.net/o
mkb/article.aspx?id=14170.
Ensure that your computer is
certified for the operating
system that you are using. For
information about the
OfficeMate Suite and Windows
Vista, go to
http://www.officemate.net/o
mkb/Article.aspx?id=11512.

Server Operating ~ Windows® 2003 Server
System

Install the latest service pack
and critical updates for your
operating system.

We are currently still testing
OfficeMate Suite's
compatibility with Windows®
Server 2008.

24 OfficeMate User’'s Guide

eyefinity/OfficeMate


http://www.officemate.net/omkb/Article.aspx?id=11512
http://www.officemate.net/omkb/Article.aspx?id=11512
http://www.officemate.net/omkb/article.aspx?id=14170
http://www.officemate.net/omkb/article.aspx?id=14170

Chapter 1 Getting Started

System Specifications

Hardware Specifications

Note

* Eyefinity/OfficeMate highly recommends employing certified

operating system and networking technicians to install and manage
your computer systems. Eyefinity/OfficeMate does nof provide
support for your computer systems.

Our hardware specifications are intended as general guidelines for
routine single and multi-user installations. These requirements do not
include specifications for Microsoft Terminal Server installations.
Microsoft Terminal Server has unique hardware, network,
installation, and configuration requirements and it must be installed
and configured by technicians with Terminal Server expertise;
Eyefinity/OfficeMate does nof provide this expertise. If you are
remotely accessing your computers using Terminal Server or Remote
Desktop, your OfficeMate Suite software must be licensed for 16+
computers. If your software is not licensed for 16+ computers,
contact Sales at 1.800.269.3666 ot sales(@officemate.net.

Hardware

Minimum

Recommendation Notes

Requirement

Workstation
Processor

Intel® Pentium® D, 3.0 Intel® Pentium® 4, 2.0 OfficeMate and

GHz

GHz ExamWRITER are compatible
with all x86 processors,
including x64 and dual-core
processots.

Server Processor

Intel® Xeon® 3000 Intel® Core™ Duo If you are using Microsoft

Exchange Server, ensure that
you are using 1-2 GB RAM.

Workstation
Memory

1 GB or higher

512 MB Memory has a significant
impact on your system
performance. Using 512 MB or
higher RAM in each computer
will noticeably improve

performance.
Server Memory More than 2 GB or 1 GB or higher Memory has a significant
higher, depending on how impact on your system
many workstations and performance and using the
services the server is recommended RAM in the
hosting and what type of server will noticeably improve
database you are using performance. If you are using a

eyefinity;/OfficeMate

SQL database, we recommend
that you use 2 GB or higher
RAM in the setvet.
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. Minimum
Hardware Recommendation . Notes
Requirement
Hard Drive 60 GB or higher with at 40 GB or higher with at ~ OfficeMate, ExamWRITER,
least 2 GB free for the least 2 GB free for the and ReportWRITER require at
software and atleast 8 GB  software and atleast 8 GB least 2 GB of free space. The
free for the databases free for the databases databases require at least 8 GB
. . of free space; however the
7200/10k RPM is 7200/10k RPM is databases may reside on a
recommended for servers. recommended for servers. gerver rather than on each
workstation. The database size
will grow as you add patient
data.

Monitor 19-inch 17-inch Flat LCD screens are
recommended with a minimum
resolution of 1024x768 pixels.

Monitorand Video 1280 x 1024 pixels 1024 x 768 pixels OfficeMate requires 64k colors.

Adapter

Document Printer HP Laser]et HP Laser]et Multifunction, bubble jet, and

ink jet printers may not operate
properly and are not
recommended.

Mailing and File
Folder Label
Printer

Dymo LabelWriter 400 Dymo LabelWriter 400

Barcode Printer

SATO CX 400 SATO CX 400

Document
Scanner

Eyefinity/ OfficeMate does not
recommend a specific scanner
brand or model; you can use
any scanner that can create an
electronic document with the
OfficeMate & ExamWRITER
eDocuments feature. For more
information on scanners, see
our Knowledge Base article
#10958, or consult your
hardware technician.

Barcode Scanner

26

Datalogic Gryphon M100  Datalogic Gryphon M100
USB Cordless Handheld  USB Cordless Handheld

Scanner or Datalogic Scanner or Datalogic
Heron D130 USB Cotded Heron D130 USB Corded
Handheld Scanner Handheld Scanner

OfficeMate User’'s Guide
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System Specifications

_ Minimum
Hardware Recommendation _ Notes
Requirement
Fax Modem and ~ 3Com, US Robotics 56k Internal (fax modem) High-speed DSL or cable
Internet External 50k (fax modem) modems are recommended for
Connection 56k or higher dial-up Internet access, training, and
High-speed Internet DSL, Internet connection support. If your electronic
cable, or T1 connection claims clearinghouse requires a
phone line modem, you will
need a separate Internet
connection and fax modem.
Backup Media Separate high-density High-density removable  Eyefinity/OfficeMate suggests

eyefinity;/OfficeMate

removable storage media  storage media (i.e., CD-R,
(i.e., CD-R, CD-RW, Zip  CD-RW, Zip disk, Jaz
disk, Jaz disk) for each day ~ disk)

of the week. Off-site
storage backup with
OfficeMate iBackup
Powered by
DataHEALTH is also
recommended.

OfficeMate User’'s Guide

using CD-RW media to
manually backup your office
and patient data and
OfficeMate iBackup Powered
by DataHEALTH to
automatically backup, confirm,
and protect your office and
patient data. For data only
backups, 100/250 MB Zip
disks are acceptable. If you are a
Windows® 2000 or Windows®
XP user, you can use the
included backup utility.
After-market programs such as
Backup Exec offer extended
backup scheduling options.
Although
Eyefinity/OfficeMate
recommends the backup
software listed above, it does
not provide support for any
backup software.
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Hardware

Minimum

Recommendation

Requirement

Notes

Uninterruptible
Power Supply

(UPS)

UPS on each workstation UPS on file server

and file server

Electric power is not always
delivered to your outlets in
perfect condition. Fluctuations
can impact your computer’s
performance. A total loss of
power can damage your data if
your system was running at the
time of a power loss. A UPS
with line conditioning
capabilities can help control the
level of power coming to your
system. In the event of a power
loss, a UPS contains a backup
battery to keep your computer
running long enough to safely
shut it down.

28
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System Specifications

Network Specifications

The recommended network configuration uses a dedicated Windows® 2003 Server
operating system with Windows® XP Professional installed on each computer.
OfficeMate can be used with Windows® peer-to-peer networks for configurations of
three or fewer computers, but for networks with more than three computers, a
dedicated file server is strongly recommended. Only use TCP/IP when configuring
your network.

Note

Eyefinity/ OfficeMate highly recommends employing cettified operating

system and networking technicians to install and manage your computer
systems. Eyefinity/OfficeMate does 7o provide support for networks.

_ Minimum
Network Item Recommendation , Notes
Requirement
Cables Category 5 Twisted Pair ~ Category 5 Twisted Pair
and Shielded Twisted Pair  and Shielded Twisted Pair
(STP) Ethernet (STP) Ethernet
Cards 3Com or Intel 3Com or Intel 10\100
10\100\1000 Mbps Mbps Ethernet
Ethernet
Switches 1000 Mbps transfer rates 100 Mbps transfer rates  Eyefinity/OfficeMate
does not recommend
using hubs.
Wireless 802.11G 802.11G Wireless networks offer

Purchase your wireless
access port and wireless
network card from the
same manufacturer.

Enable wireless security.

Purchase your wireless
access port and wireless
network card from the
same manufacturer.

Enable wireless security.

significantly lower
performance and
reliability than wired
networks; therefore,
Eyefinity/OfficeMate
recommends hard-wired
networks in environments
where high performance
is necessary.

Remote Access

GoToMyPC

GoToMyPC is HIPAA
compliant. For more
information on using
GoToMyPC for remote
access, go to
WWwW.gotomypc.com.

eyefinity;/OfficeMate
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Set“ng Up You can set up OfficeMate before you use it, or you can change your setup options
OfficeMate anytime while you are using the program. This section includes the following topics:

. Changing the Posting Date, 30
. Setting Up the Printer, 31

. Customizing OfficeMate, 33

. Maintaining Business Names, 48

. Customizing Security Preferences, 62
. Changing Your Password, 66

. Maintaining Add-In Programs, 66

. Defining & Changing Preferences, 67

For more Changing the Posting Date
information on

setting up
OfficeMate, see
the “OSSU 100
Tutorials: Setting
Up OfficeMate”
and the OSSU 100

All OfficeMate transactions are recorded on the posting date. The Daily Transaction
Audit report is the only report that displays all transactions that occurred on a specific
calendar date regardless of the posting date. All other reports display transactions that
occurred on the posting date. If you change the posting date to record backdated
transactions, be sure to change the posting date back to today’s date after you ate
finished recording backdated transactions.

Series, “Setting Up
OfficeMate,”
training courses.

Note When you open OfficeMate, the posting date is the same as your
computer date. If you change the posting date, it will revert back to the
computer date when you close OfficeMate. Changing the posting date
on your computer does not affect the computer date on your computer
or other computers on your network.

1 From the OfficeMate main window, click File, and select Change Posting
Date.

The Posting Date window opens.
2 Change the posting date using one of the following methods:
—  Type the new posting date in the Posting Date text box.

—  Click the Posting Date pop-up menu arrow to choose a date on the
calendar.

—  Click Today to change the posting date to today’s date.

% Posting Date @

Posting Date

(] o Cancel

3 Click OK.

eyefinity/OfficeMate
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Setting Up the Printer

This section tells you how to set up the printer, including how

. To select a printer, 31

. To change the printer’s document properties, 31
. To select the paper size and source, 32

. To change the paper orientation, 33

» To select a printer
1 From the OftficeMate main window, click File, and select Printer Setup.
The Print Setup window opens.

2 Seclect the printer’s name that you want to use from the Name drop-down
menu.

Print Setup

Frinter

Harme: |h|:| Laszerlet 1300 PCL & j Properties. ..

Statuz Ready

Type: hp Laserlet 1300 PCL B
Weheres  DOT4_00

Conmment:

Faper Orientation

Size: |Letter ﬂ &+ Portrait

L
Sounce: |.~’-‘-.utnmatica||_l,l Select j . " Landscape
Metworlk,..

3 Click OK to close the Print Setup window.

Cancel

» To change the printer’'s document properties

For more 1 From the OfficeMate main window, click File, and select Printer Setup.
information on
changing the
printer'sdocument
properties, see the
manual that came
with the printer or
computer
operating system.

The Print Setup window opens.

eyefinity;/OfficeMate
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Click Properties to change the printer’s document properties.

Print Setup

Frinter
Marne:

Status:
Type:
Where:
Comment:

FPaper

Size:

Source:

| hp Laser)et 1300 PCL 6

Feady
hp Laserlet 1300 PCL B
DOT4_001

|Letter

| Automatically Select

=] [Eweter |

Orientation

+ Partrait

. " Landscape

Network... Lokl

Cancel

The Document Properties window opens.

Click on the tabs and change the printer’s document properties.

Click OK to close the Document Properties window.

Click OK to close the Print Setup window.

To select the paper size and source

From the OfficeMate main window, click File, and select Printer Setup.

The Print Setup window opens.

Select the paper size from the Size drop-down menu.

If activated, select the paper source from the Source drop-down menu.

Print Setup

Frinter

Mame: | hp Laseret 1300 PCL B

Statuz Feady

Type: hp Laserlet 1300 PCL B

wheree  DOT4_0M

Comment:

Faper Orientation
Size: |Letter j

Source: | Automatically Select ﬂ
tetwork. .

ﬂ Froperties. ..

+ Partrait

" Landscape

Cancel

Click OK to close the Print Setup window.

OfficeMate User’'s Guide
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For more
information on
customizing
OfficeMate, see
the “OSSU 100
Tutorials: Setting
Up OfficeMate”
and the OSSU 100
Series, “Setting Up
OfficeMate,”
training courses.

eyefinity;/OfficeMate
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To change the paper orientation
From the OfficeMate main window, click File, and select Printer Setup.
The Print Setup window opens.

Select the Portrait or Landscape orientation radio button.

Print Setup

Frinter

Mame: | hp Laseret 1300 PCL B

ﬂ Froperties. ..

Statuz Feady

Type: hp Laserlet 1300 PCL B
wheree  DOT4_0M

Comment:

Faper Orientation

Size: |Letter j * Partrait

ﬂ " Landscape

Source: | Autarnatically Select

tetwork. .

Click OK to close the Print Setup window.

Cancel

Customizing OfficeMate

Although you can customize OfficeMate at any time, we suggest that you complete
the customization instructions before you start using OfficeMate to record and store
practice management records. This section tells you how to customize OfficeMate,
including how

To add list box selections, 34

To modify list box selections, 34

To add diagnosis codes, 35

To add ZIP code shortcuts, 36

To modify ZIP code shortcuts, 38

To create new recall schedules, 39

To modity recall schedules, 40

To delete recall schedules, 40

To create new service agreement renewal plans, 41
To modify service agreement renewal plans, 42
To delete service agreement renewal plans, 43
To identify contact lens duplication fees, 44
To add procedure codes, 45

To maintain marketing groups and categories, 47
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To add list box selections

Note

You can add new selections to a list box while you are working in
OfficeMate by pressing the F12 key any time your cursor is in a list box.

>

On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.
Select an item in the Entry Field Name box.

Place your cursor in the first blank line at the bottom of the Selection Items
box.

2 Customization

Tarketing ]
Recal

Procedure Codes ]
ZIP Code Shortouts

Duplication Fees I
Diagnosis Codes

Entry Field Mame

Ciky

Contact Lens Blend

Contact Lens Category

Zontact Lens Disinfecting Regiment
Zonkact Lens Material

Contact Lens Replenishment Schedule
Contact Lens Tints

Service Aareement ]
List Bow Seleckions

Selection Items | MSF Codes = |

Patient Refund

Patient write-OfF

Product Return

Transfer from Insurance to Patient

Transfer Fram Patient bo Insurance

Transfer to Another Insurance

Zontact Lens Use by Patient YSF - Insurance Char.ge Adj.

Contact Lens Wearing Schedule YSP - Lab Charge Adjustment

Credit Card Types |

Diagnosis Group =
Discount Types

Ethnicity

Evewear se by Patient hal ‘ ‘

Zancel |

Type the new selection item or NSF code.

Note

* To make an item the default item in the list, select the item in
the Selection Items box and click Default.

* To deselect a default item in the list, select the default item in
the Selection Items box and click UnDefault.

Click OK to save the new list box selection and exit the Customization window.

To modify list box selections

Note You can modify list box selections while you are working in OfficeMate
by pressing the F12 key any time your cursor is in a list box.
1 On the OfficeMate main window;, click Setup, and select Customization.

2

34

The Customization window opens.

Select an item in the Entry Field Name box.

eyefinity/OfficeMate
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Click the item that you want to modify in the Selection Items box.

::'_=', Customization

Service Aaresmant I Duplication Fees I Procedure Codes I IMarketing

List Box Selections Diagnosis Codes ZIP Code Shortcuts Recall

Enkry Field Name Selection Items | MNSF Codes |+ |
o | |Patient Refund s

it - -
Contact Lens Blend Patient Write Off |
Contact Lens Categary Product Return
Contact Lens Disinfecting Regiment Transfer From Insurance to Patient
Contact Lens Material TransFer From Patient ta Insurance
Contact Lens R_eplenlshment achedule S O
Conkact Lens Tints h &
Contact Lens Use by Patient ¥3P - Insurance C =10 Adj.
Contact Lens Wearing Schedule WSP - Lab Charge Adjustment
Credit Card Tvpes
Diagnosis Group =
Discount Types
Ethniciky | |
Evewear se by Patient b
[0 4 | Zancel |
Type your changes.
Note ¢ To make an item the default item in the list, select the item in

the Selection Items box and click Default.

* To deselect a default item in the list, select the default item in
the Selection Items box and click UnDefault.

* You should only delete list box selections if they are 7ot linked
to any records.

Click OK to save the modified list box selection and exit the Customization
window.

To add diagnosis codes

Note When you upgrade to OfficeMate versions 7.x and above, the most
recent diagnosis codes are imported into your current list of diagnosis
codes. None of your current diagnosis codes are overwritten; only new
codes are added.

1 On the OfficeMate main window, click Setup, and select Customization.

[V B S I\

evefinity/OfficeMate

The Customization window opens.

Click the Diagnosis Codes tab.

Click New Code.

Type a diagnosis code number in the Code text box.

Type a diagnosis code description in the Description text box.
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Select a diagnosis group from the Group drop-down menu.

Service Agresment | ] Dunlicatinn Fee I Procedure Codes ] Marketing ]
List Box Selections Diagniosis Codes ZIP Code Shortcuts Recall

Search Diagnosis Codes

Sart By Saort Order
{* Code (* Ascending
" Description "~ Descending Code
Find Code: | Description

052.9  Chickenpox (earicella Wirus) without »
053.2  Lids: Herpes Zoster Dermatitis

093,20 Lids: Herpes Zoster Dermatitis Sraup | j
053.21 Keratoconjunctivitis, Herpes Zosker

093,22  Iridocyclitis, From Herpes Zosker S
053.29  Herpes Zosker W) Ophthalmic Comp [ Add to Quick List
024,40  Herpes Simplex W Gphthalmic Com

054.41 Lids: Dermatitis, From Herpes Simpl: | PRI (Voluntary)
094,42 Keratitis, Dendritic, From Herpes Sir
094,43 Keratitis, Disciform, From Herpes Sir
054.44  Iridocyclitis, From Herpes Simplex % Mew Code | Delete Code

ok Cancel

Select the Add to Quick List check box if you want to add the new diagnosis
code to your Quick List.

Select the PQRI (Voluntary) check box to designate the diagnosis code as part
of the CMS Physician Quality Reporting Initiative (PQRI).

Notes e« For more information about the PQRI, go to the Centers for
Medicare and Medicaid Services Web site at www.cms.hhs.gov.

* After designating PQRI diagnosis codes and level I procedure
codes, you will not receive a reminder on fee slips with level 11
procedure codes and $0 fees, and you will not receive the “Line
Item cannot have ZERO” error in the Third Party Processing
window. If all of the items on an insurance claim are level IT
procedure codes, then you can submit a $0 balance insurance
claim. For information on designating level II procedure codes,
go to To add procedure codes on page 45.

Click New Code to enter another diagnosis code.
OR

Click OK to save the new diagnosis code and exit the Customization window.

To add ZIP code shortcuts

On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.

Click the ZIP Code Shortcuts tab.

eyefinity/OfficeMate
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3 Click New.
2 Customization
Service Agreement I Duplication Fees Procedire Code I IMarketing ]
List Box Selections I Diagnosis Codes Recal
ZIP Code City State =

Lake Forest

Laguna Miguel Califarnia
92666 Tustin California
92685 Rancho Santa Margarita California
92691 Mission Viejo California
92692 Mission Viejo California
92718 Irvine California

pelete | Edt |[Thew ]
OF Cancel

The New ZIP Code Cross Reference window opens.

4 Select a ZIP code, city, and state from the ZIP Code, City, and State
drop-down menus.

ew ZIP Code Cross R... r5__(|

ZIP Code
I
Ciby

| =l
State
|

|
(0] 4 | Cancel |

Notes e« If the ZIP code, city, ot state that you want to add is not
available in the drop-down menus, press the F12 key to add it
to the drop-down menus and click OK.

* To add a ZIP code, city, or state as a default option, press the
F12 key; type or select the ZIP code, city, or state; click
Default; and click OK.

5 Click OK to close the New ZIP Code Cross Reference window.

6 Click OK to close the Customization window.

eyefinity;/OfficeMate
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To modify ZIP code shortcuts

On the OfficeMate main window;, click Setup, and select Customization.
The Customization window opens.

Click the ZIP Code Shortcuts tab.

Click Edit.

£ Customization

Service Agreement I Duplication Fees Procedure Code I Marketing
List Box Selections Diagnosis Codes ZIP Code Shortcuts Recall

ZIP Code City State =
Lake Forest Califarnia
92653 Laguna Miguel California
92666 Tustin California
92685 Rancho Santa Margarita California
92691 Mission Yiejo California
92692 Mission Yiejo California
92718 Irvine California

-

pelete | [ Edt | new |

OF Cancel

The New ZIP Code Cross Reference window opens.
Select a ZIP code, city, or state from the ZIP Code, City, and State drop-down

menus.
Press the F12 key.
The Maintain window opens.

Modity the ZIP code, city, or state and click OK.

Notes ¢ To add a ZIP code, city, ot state as a default option click
Default.

* To deselect a default ZIP code, city, or state, click UnDefault.

Click OK to close the New ZIP Code Cross Reference window.

Click OK to close the Customization window.

1 B eyefinitv/Offi ;
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For more
information on
creating,
modifying, and

deleting recall
schedules, see the
“OSSU 102
Customizing
OfficeMate” iTrain
and the OSSU
100-1, “Setting Up
Products &
Services and
Customizing
OfficeMate,”
training course.
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To create new recall schedules

On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.

Click the Recall tab.

Click New Recall.

Type the name of the new recall schedule in the Recall Type text box.

Type the number of months until the patient will be recalled in the Months to
Next Recall text box.

Type the number of weeks or months between the patient’s recall date and the
notice that you are creating in the Renewal Notice Mailing Schedule # column.

Select Month(s) or Week(s) from the Period column drop-down menu.
Select After or Before from the When column drop-down menu.

Select the type of recall letter or postcard to print from the Print
Letters /Postcard column drop-down menu.

Note If there is no appropriate letter or postcard to select from the Print
Letters/Postcard column drop-down menu, click Compose
Letter to open CARE or the Maintain Documents window and

compose a letter.

£ Customization

Procedure Codes
ZIP Code Shortcuts

Duplication Fees I
Diagnosis Codes

Service Agreement I
List Box Selections

Select Recall Type | SRR ~| Delete Recal

| Recall Type |24 Month Mew Recall ||
Recall Motice Mailing Schedule I Months to Hext Recall ‘ 18 ﬂ
# | Period | ‘Wwhen | ‘Wwhat Date | Print Letters/Postcard =

24 Monthis) |Before - |Recall Date 2 ‘Years - Adult -

Delete Line

ﬂ ﬂ Insert Line | Compose Letter |

OF Cancel

10 Repeat steps 3-9 to create additional new recall schedules.

OR

Click OK to close the Customization window.

Note To insert a new blank line above a completed line, select the
completed line that you want to insert a new blank line above and

click Insert Line.
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To modify recall schedules

On the OfficeMate main window;, click Setup, and select Customization.
The Customization window opens.

Click the Recall tab.

Select a recall type from the Select Recall Type drop-down menu.

£ Customization

Service Agreement I Duplication Fees I Procedure Codes I Marketina ]
List Box Selections Diagnosis Codes ZIP Code Shortcuts Recal
Select Recall Type j Delete Recall |
12 Month
18 Month Adult
Recal Type 24 Manth New Recall
24 Months -
Recall Motice Mailing CL recheck - & months 5 o Mext Recall 0z
Diabetic 12 th
# Pei G::u:olrcna men | Print Letters/Postcard |
1 Lasik Followup -
L2 |
=N
L4 |
L5 |
L& |
7 -
4 + Insert Line Delete Line Compose Letter |
OF Cancel

Modify the Recall Type and Months to Next Recall.

See To create new recall schedules on page 39, steps 5-9, to modify the
information in the Recall Notice Mailing Schedule table.

To delete a mailing schedule, select a line and click Delete Line.

To insert a new blank line above a completed line, select the completed line that
you want to insert a new blank line above and click Insert Line.

Repeat steps 3—7 to modify additional recall schedules.
OR

Click OK to close the Customization window.

To delete recall schedules

On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.

Click the Recall tab.

Select a recall type from the Select Recall Type drop-down menu.

Click Delete Recall.

The Delete Warning window opens.
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Click Yes to continue.
Service Agreement I Duplication Fees I Procedure Codes i ]
List Box Selections I Diagnosis Codes I ZIP Code Shortcuts Recall

Select Recall Type |12 Month j Delete Recall |

Delete Warning

Recal Type 12 Mo
Recall Hotice Mailing Sched ‘E You are about ko delete this data, 12 =
# | Period < Do you wank to continue? Postcard |
1 1 1z} -
z 1 Month(s) E e b Mo |
3 2 Monthis) Hult
4 & Manthis) After Recall Date 15 Mths - Mo Resp- Adult
5 12 Monthis) After Recall Date 2 ‘fears - Mo Resp- Adult
3] 18 Monthis) After Recall Date 2 ‘fears - Mo Resp- Adult
7 -
4 + Inserk Line Delete Line Compose Letter |

oK Cancel

Click OK to close the Customization window.

To create new service agreement renewal plans

On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.

Click the Service Agreement tab.

Click New Plan.

Type the name of the new service agreement in the Renewal Plan text box.

Place your cursor in the Renewal Fees Schedule Terms in Months box and
select the number of months for each renewal year you offer.

Place your cursor in the Renewal Fees Schedule Fee box and type the fee that
corresponds to the renewal plan.

Type the number of weeks or months between the patient’s renewal date and the
notice that you are creating in the Renewal Notice Mailing Schedule # column.

Select Month(s) or Week(s) from the Period column drop-down menu.

Select After or Before from the When column drop-down menu.
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10 Select the type of renewal letter or postcard to print from the Print

11

Renewal/Notice column drop-down menu.

Note If there is no appropriate letter or postcard to select from the Print
Renewal/Notice column drop-down menu, click Compose
Letter to open CARE or the Maintain Documents window and
compose a letter.

£ Customization

st Box e
Service Agreement
Select Renewal Plan |Hard Lens Plan j Delete Plan

Renewal Fees Schedule

I Diagnosis Codes I ZIP Code Shortcuts I Recall ]
Duplication Fees Procedure Codes Marketing

Renewal Plan |Hard Lens Plan Terms in Months | Fee i~
| 12 $50.00

Mew Plan

Delete Fee
Renewal Maotice Mailing Schedule

# | Period | ‘When | ‘Wwhat Date Print Renewal/Motice o~
1 Month(s) v|BeF0re v|RenewaIDate -

LAJ|I\J —_

ﬂ i] Insert Line | Delete Line

|C0mpose Letter I
OF Cancel

Repeat steps 3—10 to create additional new renewal schedules.

OR

Click OK to close the Customization window.

Note To insert a new blank line above a completed line, select the
completed line that you want to insert a new blank line above and
click Insert Line.

To modify service agreement renewal plans
On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.

Click the Service Agreement tab.
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Select a renewal type from the Select Renewal Plan drop-down menu.

£ Customization

List Box Selections I Diagnosis Codes I ZIP Code Shortcuts I Recal
Service Agreement Duplication Fees Procedure Codes Marketing
Select Renewal Plan ﬂ Delete Plan |

Disposable Lens Plan
Hard Lens Flan

Renewal Fees Schedule

Renewal Plan | Terms in Months | Fee -

Mew Plan bz
-
Delete Fee
Renewal Maotice Mailing Schedule

# | Period | When | What Date Print Renewal{Motice |~}

- - -

-

4 + Insert Line | Delete Line | Compose Letter
oK Cancel

Modify the Renewal Plan.

See To create new service agreement renewal plans on page 41, steps 5-10, to
modify the information in the Renewal Notice Mailing Schedule table.

To delete a Renewal Fees Schedule Fee, select the fee that you want to delete and
click Delete Fee.

To delete a mailing schedule, select a line and click Delete Line.

To insert a new blank line above a completed line, select the completed line that
you want to insert a new blank line above and click Insert Line.

Repeat steps 3-8 to modify additional recall schedules.

OR

Click OK to close the Customization window.

To delete service agreement renewal plans

On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.

Click the Service Agreement tab.

Select a renewal type from the Select Renewal Plan drop-down menu.

Click Delete Plan.

The Delete Warning window opens.
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5 Click Yes to continue.

jst Binee Selection I Diagnosis Codes I ZIP Code Shortcuts I Recall
Service Agreement Duplication Fees Procedure Codes Marketing

Select Renewal Plan 1Hard Lens Plan j I Delete Plan |

'E You are about ko delete this data, 12 $50.00 :

Do wou wank ko conkinue?

-

Delete Fee i
Renewal Motice Mailing 5

# | Period When | Wt Date | Prire RenewaliMatice =]

1 Month(s) « |Before ﬂRenewaI Date Contact Lens Service Agreemer v |

| L
12 |
3 -

4 i + 1 Insert Line | Delete Line Compose Letter J |
oF l Cancel

6 Click OK to close the Customization window.

» To identify contact lens duplication fees

Identify duplication fees when a service agreement is used for contact lenses.

1 On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.

2 Click the Duplication Fees tab.

3 Select the contact lens from the Contact Lens Name column drop-down list.

Note If there is no appropriate contact lens to select from the Contact
Lens Name column drop-down menu, place your cursor in a blank
row in the Contact Lens Name column and type a contact lens
name. The contact lens name and fees are added to your list of
products.

4 Type the patient’s duplication fee with a service agreement in the With column.
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5  Type the patient’s duplication fee without a service agreement in the Without
column.

£ Customization

List Box Selections I Digonosis Codes I ZIP Code Shortcuts I Recall

Service Agreement Duplication Fees Procedure Codes Marketing
Cantact Lens Hame [ with | without | =]
Acurvue ~| $eo00 $30.00_ |
SurevUe $20.00 $30.00

Delete Line

6 Click OK to close the Customization window.

» To add procedure codes

1 On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.

2 Click the Procedure Codes tab.

3 Click New Code.

4 Type a procedure code in the Code text box.

5 Type a procedure code description in the Description text box.

6  Select a type of service from the Type of Service drop-down menu.

7 Select a financial group from the Financial Group drop-down menu.
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Select a production group from the Production Group drop-down menu.

<4 Customization rg|
List Box Selections ] Diagnosis Codes I Recall ]
Procedure Codes

Service Agresment Duplication Fees Marketing

Search Procedure Codes

Sort by  Sort Order |
| | | Code 1
i Code | & Ascending
" Description | Descending { Blstsilaliely 1
Find Code: |
1055F CATARACT Patient A | 3
11440 Excision, Benign 0.5 CM or Less — | | 1¥Pe of Service | =
11441  Excision, Benign 0.6-1.0 CM Tl - i
11442  Excision, Berign 1.1-2.0 CM | Financial Group | [
11443  Excision, Benign 2.1-3.0 CM | ;
11444  Ewcision, Benign 3.1-4,0 CM | | Production Gmulﬂ Li
11446 Excision, Benign Over 4.0 CM I -
11640  Excision, Malignant 0.5 CM-Less | | Appt Minutes o =
11641  Excision, Malignant 0.6-1.0 CM | -
11642  Excision, Malignant 1.1-2.0 CM | | Davs ar Lnits 1 =
11643  Excision, Malignant 2.1-3.0 Cm |
11644  Ewxcision, Malignant 3, 1-4.0 CM % | Level IT CPT Codes I

Mew Code J Delete Code 1

QK | Cancel 1

Select ot type the default number of appointment minutes for the procedure
code in the Appt Minutes text box.

Select or type the default number of days or units for the procedure code in the
Days or Units text box.

Select the Level II CPT Codes check box to designate the procedure code as
a level II procedure code for the CMS Physical Quality Reporting Initiative

(PQRY).

Notes ¢ For more information about the PQRI, go to the Centers for

Medicare and Medicaid Services Web site at www.cms.hhs.gov.

* After designating PQRI diagnosis codes and level I procedure
codes, you will not receive a reminder on fee slips with level 11
procedure codes and $0 fees, and you will not receive the “Line
Item cannot have ZERO” error in the Third Party Processing
window. If all of the items on an insurance claim ate level 11
procedure codes, then you can submit a $0 balance insurance
claim. For more information on designating PQRI diagnosis
codes, go to To add diagnosis codes on page 35.

Click New Code to enter another procedure code.
OR

Click OK to save the new procedure code and exit the Customization window.
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» To maintain marketing groups and categories

1 On the OfficeMate main window;, click Setup, and select Customization.
The Customization window opens.

2 Click the Marketing tab.

Select a marketing group and click Delete to delete the group or click Edit to
edit the group’s name.

OR
Click New to add a new marketing group.

4 Selecta marketing category and click Delete to delete the category or click Edit
to edit the category’s name.

OR

Click New to add a new marketing category to the marketing group.

£ Customization

List Box Selections I Diagnosis Codes I ZIP Code Shortcuts 1 Recall ]
Service Agreement I Duplication Fees I Procedure Codes Marketing
Marketing Groups Marketing Cateqories
Diabetic
Family History Glaucoma
Frame Preference Hyperope
Hobbigs Macular Degeneration
Occupational Hazards Myope
Pharmaceuticals
Delete | Edt | mew | Delete | Edit | mew |

OF Cancel

5 Click OK to save the new marketing groups and categories and exit the
Customization window.
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Maintaining Business Names

For more This section tells you how to maintain business names in OfficeMate, including how
qurm?‘tl_on on J To maintain business names, 49

maintaining

business names in . To modify or add provider & staff names, 50

OfficeMate, see . To modify or add vendor names, 54

the “OSSU 103 . .

Setting Up . To modify or add places of service, 54

Business Name . To modify or add referring doctors, 56

Information”iTrain .

and the OSSU . .
100-2, “Setting Up . To modify or add appointment schedule resources, 61

To modify or add insurance information, 58

Business Names,
Preferences, the
Appointment
Scheduler, & the
Quick List,”
training course.
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» To maintain business names

1 On the OfficeMate main window, click Setup, and select Business Names.

The Business Names window opens.

2 Update or add information in the Fax #, Contact, and Default Area Code

text boxes.

Notes

* If you submit ANSI insurance claims, you must type a contact
name in the Contact text box.

* You cannot modify your practice name, address, or phone
number from within the Business Names window in
OfficeMate. If you need to modify this information, download
the Address/Phone Number Change Request document at
http://www.officemate.net/support_om_resources.aspx,
complete the information on the form, and fax it back to
OfficeMate Software Solutions at 866.202.6324.

3 Type your service facility NPI number (either your group NPI number or your
provider NPI number) in the NPI Num (33a) text box.

4 Select a qualifier from the Qualifier (32b) drop-down menu.

Note

Ensure that you are selecting the appropriate qualifier desctiption
and ANSI code in the Qualifier (32b) drop-down menu, as listed
below:

Blue Cross Provider Number - 1A

Blue Shield Provider Number - 1B

CHAMPUS Identification Number - 1H

Clinical Lab. Improvement Amendment Number - X4
Federal Tax Payer’s Identification Number - T
Location Number - LU

Medicaid Provider Number - ID

Medicare Provider Number - 1C

Provider Commercial Number - G2

Provider Plan Network Identification Number - N5
Provider Taxonomy - ZZ

Provider UPIN Number - 1G

State Industrial Accident Provider Number - X5
State License Number - 0B

5 Type your facility ID in the Facility ID (32b) text box.
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6  To attach a corporate logo to your business name, follow the instructions below:
a.  Click Update Logo.
b.  Click Browse.
c.  Navigate to and select your corporate logo.

d. Click OK.

Note All logos must be saved using the JPEG graphic format.

<= Business Names Pz|
Business I Provider/Staff I Wendor I Flace of Service I Referring Dr. I Insurance I Resources I
Mame 1 |
Mame 2 |
Address 1 |
Address 2 |
ity |
State | =l
ZIP Code Corporate Logo
Phone #
Fax #  |866-202-6324 eyeﬁmty /OfficeMate
Contact  |John
Default Area Code 949 FALA o T T
WSP Integration
£l formtion User ID [397957456
NPIMUm (333) [1z3486788 Password [
Qualifier (32b)  |Blue Cross Provider Num = Office Id  [0000123154687
Facility ID (32b) [3216549879 TestfProd [TEST
oF | Cancel | | |
7 Click OK to save the business name information and exit the Business Names
window.

» To modify or add provider & staff names

A provider includes any staff member that provides products or services for your
patients and for whom you want to track and report revenues.

Note Many insurance companies and clearinghouses are no longer accepting
claims with legacy number and prefer to rely on the NPI. Check with
your clearinghouse or insurance cartiers to determine if you should
include legacy numbers on your CMS 1500 or UB-04claims.

1 On the OfficeMate main window;, click Setup, and select Business Names.
The Business Names window opens.

2 Click the Provider/Staff tab.
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Click New to add a new provider or staff member.
OR

Select a provider ot staff member from the Select Provider/Staff Member
drop-down menu to modify a provider or staff member.

Note You should only delete provider or staff names if they are 7ot linked
to any records.

Type text in the text boxes and choose appropriate options from the drop-down
menus.

Type the login name in the User ID text box.

Type your individual provider NPI number in the NPI Number (24]) text
box.

Type the providers’s DPS (Department of Public Safety) number in the DPS #
text box. This number will print on ExamWRITER medical prescriptions.

If you are adding a staff member for whom you are not tracking revenue, click
the Provider No radio button.

<= Business Names g|
Business | Provider/Staff || vendor I Place of Service I Referting Ot I Insurance I Resources I
|Select Provider fStaff Member: |Carrie, Draniels jl Id#
Last Mame  |Carrie Frovider Type Salo Practice b
First Mame  |Daniels TRA # 12454
Middle Mame |Marie DEA # SeEd
Business i " EMC Submitter Id - |546546
Phone # (456) 789-4568 NPT Number (241} |4567597599
Fax # Jia5e) 456-4566 DFS # 7EO465
License # 456864 Active * Yes " Mo
Tax ID Type |Social Security Mumber — + Byl £ Yes £ Mo
HIP&A
Tax ID 4EE45456E EIM Number 456456
LIPIR # 54646 Privacy Training Date 04/24/2007 =
User ID CARRIMD HIPA&S Privacy Officer * Yes " Mo
Professional - -
! Cartie M, Daniels
Signature Commission
WSP Doc I issi
Method [ Commissionable
Tt e T [ Gross% [ Margin®% [ Set Amt
rate [ 0 spiff | ¢0.00
Signature Link [~ | (A TE 32| DATAleDacuments|DrDaniels!, jpg| Browse |
QK | Cancel | Tew Delete |

If you want to enter HIPAA information, follow the instructions below:

a.  Type the EIN number in the EIN Number text box.

Note If the provider you selected in step 3 submits ANSI insurance
claims, you must type a number in the EIN Number text box.

b.  Select a date from the Privacy Training Date menu.

c.  Select the HIPAA Privacy Officer Yes radio button if the provider or staff
member is a HIPAA Privacy Officer.
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If the doctor plans to process insurance claims, click the Insurance Info
button and follow the instructions below:

a.  Select insurance companies to which the doctor plans to bill insurance
claims from the Insurance Company drop-down menus.
b.  Type the insurance company PIN numbers in the Pin # column, as
needed.
c.  Type the insurance company group numbers in the Group # column.
d.  Type the insurance company submitter IDs in the Submitter ID column,
as needed.
Note If you are processing insurance claims through McKesson, type
the billing ID and submitter ID that was assigned to you by
McKesson in the filing information sheet in the Submitter ID
column (as one 12 digit number).
e.  Select the Accept Assign? check boxes to populate box 27 on the CMS
1500 form and assign acceptance for the insurance company.
f.  Select the Don’t Accept Assign? check boxes to populate box 31 on the
CMS 1500 form without assigning acceptance for the insurance company.
g Click OK.
2 M.D., Ruiz Insurance Information
) ) Accept | Don't Accept | %]
Insurance Company Fin # Group # 5ubm|tt_er D Assign? Assign?
(Box 24j/33b) (33h) (244) (B 27) {Box 27}
ye Care Plan OF Ameria Eraire) 4575456 B6652 I =
Eve Care Plan OF America 456777739 TEATEE 57387 (E2] B
Medical Eve Services SE7EET 2133342 TEE12 & (i
Medical Eve Services FEEZZ 78978 3544439 Bl &
Medicars 647655 Ses4211 45432 I =
Medicare 76387 5387 78689 ﬁ =
Yision Service Plan 123 1235 1234 =] L -
(0] 4 | Cancel | Delete Line |

If you want to set up a commission for a provider or staff member, follow the

instructions below:

a.

b.

Select the Receive Commission check box.
Select Gross%, Margin%, or Set Amt as a commission Method.
Type the commission rate in the Rate text box.

Type the special incentive amount in the Spiff text box, if applicable.
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12 If you want to save a default signature for the provider or staff member that will
print on medical prescriptions, click Browse, navigate to the signature, and click
Open.

Notes * OfficeMate Software Solutions recommends saving all
signatures in the eDocuments folder.

» All signatures must be saved using the JPEG graphic format.

* Some states require an original signature on medical
prescriptions. Check with your state regulatory agency to find
out if printing a signature on prescriptions is legal in your state.

13 Click OK to save the provider and staff information and exit the Business
Names window.
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To modify or add vendor names

On the OfficeMate main window, click Setup, and select Business Names.
The Business Names window opens.

Click the Vendor tab.

Click New to add a new vendor.

OR

Select a vendor from the Vendor Name drop-down menu to modify a vendor.

Note You should only delete vendors if they are #oflinked to any exams.

Type text into the text boxes and choose approptiate options from the
drop-down menus and check boxes.

22 Business Names g|
Business ] PraoviderfStaff . Place aof Service ] Referring Dr. I Insurance I Resources I
Select Yendar: |Synergeyes ;]
Marne 1 |Synergeyes Fhonel # 7604765410
Marne 2 | Fhonez #
Address 1 |2232 Rutherford Rd Fax #
Address 2 i Account #
Ciby | arlshad Products/Services Provided
State |CaI|Fnrn|a Li | iomes
Iv¥ Contact Lenses
ZIP Code 92008 i
ket [ [~ Other
Type |Contact Lens Manufacturer j ™ Lab
web Sits |
E-Mail | =
-

(o] 4 1 Cancel || Rl | Delete |

Click Frame Designers/Collections, if available, to open the Maintain Data
window and modify and delete the vendor’s frame designers and collections.

Click OK to save the vendor information and exit the Business Names window.

To modify or add places of service

On the OfficeMate main window, click Setup, and select Business Names.
The Business Names window opens.

Click the Place of Service tab.

Click New to add a new place of service.

OR

Select a vendor from the Select Place of Service drop-down menu to modify
a place of service.
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4 Type text into the text boxes and choose approptiate options from the
drop-down menus.

5 Type the service facility NPI number in the NPI # (32a) text box.
6 Select a qualifier from the Qualifier (32b) drop-down menu.

Note Ensure that you are selecting the appropriate qualifier description
and ANSI code in the Qualifier (32b) drop-down menu, as listed
below:

Blue Cross Provider Number - 1A

Blue Shield Provider Number - 1B

CHAMPUS Identification Number - 1H

Clinical Lab. Improvement Amendment Number - X4
Federal Tax Payer’s Identification Number - T
Location Number - LU

Medicaid Provider Number - ID

Medicare Provider Number - 1C

Provider Commercial Number - G2

Provider Plan Network Identification Number - N5
Provider Taxonomy - ZZ

Provider UPIN Number - 1G

State Industrial Accident Provider Number - X5
State License Number - 0B

7 Type the facility ID in the Facility ID (32b) text box.

£ Business Names

Business I ProviderStaff I Wendor | Place of Service | ReFerring Dr. I Insurance I Resources I

| Select Place of Service: ] L] |

Mame 1{32) |Irvine Mursing Home Phone # ’W
Hame 2 [ Fax # [pasyoos-o7es
Address 1(32) [123 West Street MPI#(32a)  [1234569878
Address 2(32) | Qualifier (32b) [Location Mumber =]
City (32) [[rvine Faclity ID (32b) [3z1547]
State (32) | California ~|

TP Code (32) [oz618

Contack |Sa||y

Facility Type |Ski||ed Mursing Facility j

OK | Cancel 1 | Mew | 1

8 Click OK to save the place of service information and exit the Business Names
window.
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To modify or add referring doctors

On the OfficeMate main window, click Setup, and select Business Names.
The Business Names window opens.

Click the Referring Dr. tab.

Click New to add a new referring doctor.

OR

Select a referring doctor from the Select Referring Dr. drop-down menu to
modify a referring doctor.

Type text into the text boxes and choose appropriate options from the
drop-down menus.

Type the referring provider’s NPI number in the NPI Number (17b) text box.

Select a qualifier from the Qualifier (17a) drop-down menu.

Note Ensure that you are selecting the appropriate qualifier description
and ANSI code in the Qualifier (17a) drop-down menu, as listed
below:

Blue Shield Provider Number - 1B

CHAMPUS Identification Number - 1H
Employer’s Identification Number - EI
Location Number - LU

Medicaid Provider Number - ID

Medicare Provider Number - 1C

Provider Commercial Number - G2

Provider Plan Network Identification Number - N5
Provider Taxonomy - ZZ

Provider UPIN Number - 1G

Social Security Number - SY

State Industrial Accident Provider Number - X5
State License Number - 0B
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7 Type the other ID in the Other ID (17a) text box.

<< Business Names rg|
Business I Provider/Staff I Wendaor I Flace of Service | Referring Dr. I Insurance I Resources I
Select Referring Dr.: |Smith, Joe j
Lask Name {17}[3mith UPTHfUSIN #  [zasesss
First Name (17)[Joe MPIMumber (17b)[321654087
Address 1 |123 Main Strest EIM Mumber l—
Address 2 | Qualifier (17a) m
Ciky |He|ena Other ID {17a) ’W
State |ohia > Title br.
ZIP Code ’434357 Salutation Dear:
Phone # [456) 7800877 Note
Fax # ’W
Pager l—
E-Mail [

Referral History...

oK | Cancel || Tew | Delete |

8  Click Referral History, if active, to view the referral history information for a
selected doctor.

EE The Eye Surgery Institute Referrals Info... E|

Referred In

# of Patients z 4 Generated $6201.98

Patient Marne Date In -
Underwood, Jennifer 0630/ 2004
Ressler, Margaret 0z/13/2002
h

Close

9  Click OK to save the referring doctor information and exit the Business Names

window.
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To modify or add insurance information

On the OfficeMate main window, click Setup, and select Business Names.
The Business Names window opens.

Click the Insurance tab.

Click New to add a new insurance carriet.

OR

Select an insurance carrier from the Select Insurance drop-down menu to
modify an insurance carrier.

Type text into the Name, Address, City, State, ZIP Code, Phone #, Fax
#, and Contact text boxes ot choose appropriate options from the drop-down
menus.

Note If you are filing DMERC claims in an ANSI format for this
insurance carrier, the insurance carriet’s name must have
“DMERC” in it. For example, if the insurance carrier is Medicare,
type “Medicare DMERC” in the Name text box.

Select the type of insurance from the Type drop-down menu. For all Blue Cross
and Blue Shield payers, select Blue Shield; for all Medicare, DMERC, and
Railroad Medicare payers, select Medicare; for all Medicaid payers, select
Medicaid; and for all other payers, select Commercial.

<= Business Names

Business I Provider fStaff I Yendor I Place of Service I Referring Dr. Resources I

|Se|ect Insurance: |Aetna Li |
Mame |aetna Coverage % ,307
Address 1 |PO Box 2559 Destination ID ono
Address 2 | Rayor ID [ooss
City [Ft. wayne Payor Sub ID 1
State |Indiana j [v Print Mame & Address on CM5

ZIP Code |45301-2559 v Print Business Address in Box 32

Phone # [1(800) 331-1168
Fax # | Eleckronic Receivers
|atewsyEDI - AMSIEZ7 v |

Iv Process Electronic Claims

Contact |

Type |C0mmercial Insurance Compary Li v Auto populate Box 17
[v Populate Box 17 with biling provider
Insurance Plan,.. | Fee Schedule. .. 1 [ Auto populate PORI coding
oK ] Cancel | [iew Delete |

Type the percentage of the fee that the insurance carrier will pay in the
Coverage % text box.

Note If the insurance carrier has a fee schedule, type 100 in the Coverage
% text box.
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Select the Print Business Address in Box 32 check box to automatically
populate box 32 on the CMS 1500 form with the facility where services were
rendered (if different than home or office).

If you are submitting insurance claims electronically, follow the instructions
below:

a.  Type the destination ID provided by your electronic claims company or
clearinghouse in the Destination ID text box.

Note If you are entering a destination 1D for NFS files, type the
destination ID provided by your electronic claims company or
clearinghouse or type 000.

b.  If the payer directory shows that the insurance carrier has a payor 1D, type
the payor ID in the Payor ID text box.

Note If you are processing insurance claims through McKesson, type
the CPID in the Payor ID text box.

c.  If the payer directory shows that the insurance carrier has a payor sub ID,
type the payor sub ID in the Payor Sub ID text box.

d.  Select the Print Name & Address on CMS check box if you want the
insurance carrier’s name and address to print on the CMS form.

e. Select the Process Electronic Claims check box.

f. Select an appropriate format from the Electronic Receivers drop-down
menu.

Select the Auto populate PQRI coding check box to select to automatically
apply PQRI codes on exams in ExamWRITER for patients who use a specific
insurance carrier.

Note After designating PQRI diagnosis codes and level II procedure
codes and selecting to auto populate PQRI codes for select
insurance companies, you will not receive a reminder on fee slips
on which the insurance company is billed, level II procedure codes
are recorded, and $0 fees are billed. Also, you will not receive the
“Line Item cannot have ZERO” error in the Third Party
Processing window. If all of the items on an insurance claim are
level IT procedure codes, then you can submit a $0 balance
insurance claim.

Select the Auto populate Box 17 check box to autopopulate box 17 on the
CMS 1500 form with the patient’s referring physician’s name when the patient
uses the selected insurance carrier.

Select the Populate Box 17 with billing provider check box (in addition to
the Auto populate Box 17 check box) to autopopulate box 17 on the CMS
1500 form with the patient’s billing provider’s name (recorded on the fee slip)
when the patient uses the selected insurance carriet.
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12 To add an insurance plan, click Insurance Plan and follow the instructions
below:

a.  Select an available plan or group from the Available Plans (Groups)
box or click New to add a new insurance plan.

b.  Type textinto the Name, Plan Type, Employer, Group #, Effective
Date, and Expiration Date text boxes or choose appropriate options
from the drop-down menus.

c.  Type or select the number of months that must pass between exams for an
insurance carrier to pay for the exam in the Exam Elig. Period text box,
if applicable.

% Plans For Medicare

Available Plans (Groups) Name ||
Plan Tvpe | j
Emplosyer | ﬂ
Sroup # |

Effective Ciate l—Ll
Expiration Date ’—Ll
E:cam Elig. Period ’le IMonthis)
Recall Tvpe | ﬂ

Coverage % ]
oK | Cancel || Tew | | |

d.  Select a recall type from the Recall Type drop-down menu if you want
to display the exam eligibility period when the selected recall type is chosen
for the patient.

e.  Type the percentage of the fee that the insurance carrier will pay in the
Coverage % text box.

Note If the insurance carrier has a fee schedule, type 100 in the Coverage
% text box.

f. Click OK.
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For more
information on
setting up fee
schedules, see the
“OSSU 108 Setting
Up Fee Schedules
& Special Pricing”
iTrain.
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To add fee schedule information for an insurance carrier, click Fee Schedule
and follow the instructions below:

a.  Select an insurance fee type from the Insurance Fee Type column

drop-down menu.

b.  Type the amount of money that the insurance carrier pays in the Amount

column.

FY Insurance Fee Type

Insurance Fee Type

Addon-al MF
Addon-Gl sy
BF Executive
BF FT 25-28
BF FT 35
Coating - AR

Armaunt

[8]4 | Print ‘ Cancel | DeleteLine|

c. Click OK.

To modify or add appointment schedule resources

On the OfficeMate main window, click Setup, and select Business Names.

The Business Names window opens.

Click the Resource tab.

Click New to add a new resource and type the resource name in the Resource

Name text box.

OR

Select a resource from the Resource drop-down menu to modify a resource.

Note You should only delete resources if they are 7oz linked to any

appointments.
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4 Seclect the Active Yes or No radio button, depending on whether or not the

resource is active ot inactive.

Business I Provider/Staff I Yendor I Place of Service I Referring Dr. I Insurance
Resource Mame Active b
Topcon ImageMET 2000 ¥ [
-
Fezource Name Marco Caphure
Active * ‘Yes " Mo
oK | Cancel | ew | |

5 Click OK.

Customizing Security Preferences
This section tells you how to assign or modify security preferences in OfficeMate.
Users that have the Access All or Maintain User Security check box selected in
the User Security for Employee window can change any user’s security preferences.
1 On the OfficeMate main window, click Setup, and select Security.

The User Security for Employee window opens.

2 Seclect the user for whom you want to assign security access privileges. If the user
is not listed, add him or her to OfficeMate and assign him or her a user ID in
the Business Names window. To add a user to OfficeMate, go to To modify or
add provider & staff names on page 50.

Type the user’s password in the Password and Confirm PW text boxes.

4 Select the appropriate check boxes under the Security Access tab.

Note Ensure that the Access All check box is selected for at least one
user.

eyefinity/OfficeMate
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If applicable, select the Locked Recorded by to Logged In User check box
to identify the logged in user as the person who is recording transactions
(“Recorded By” person) in OfficeMate and lock the Recorded By drop-down
menus throughout OfficeMate.

HUser Security for: Duncan, Tom

Lser D Lzer Mame Fassword | Confirm P
HELEMF Franklin, Helen
MICHAELM Miller, 0.0, Michael
RavYMONDR Ruiz, M.D.. Raymond
DavIDT Thomag, 0.0, David
Security Access 1 EsxamRITER Securicy | Other EW Access Options
¥ Access Al
1 Delete Patient
1 Change Fee slips, Adjustments, Record Returns And Refund Patient Credit
1 Record Patient Credit Card Information
1 Print Secured Reparts Secure Reparts
I Setup Business Mames, Customization, Preferences, Scheduler
1 Maintain Products
1 Record Receipts
0 Mainkain User Security
1 Electronic Claims
1 Commission
L1 Exam‘WRITER
1 Inventory
v Security Active? | ok I e
[ Lock Recorded by to Logged In User

* Ifyouselect the Security Active? check box and do not select

the Locked Recorded by to Logged In User check box,
OfficeMate defaults to identifying the person who is recording
transactions (“Recorded By” person) in OfficeMate as the user
who is logged in to OfficeMate. If you want to change the
default selection, select a different name from the Recorded
By drop-down menu in a transaction window.

If you do #ot select the Security Active? check box and do not
select the Locked Recorded by to Logged In User check
box, you must select the person who is recording transactions
(“Recorded By” person) in OfficeMate from a drop-down
menu in a transaction window.
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6  Click Secure Reports and follow the instructions below to restrict user access
to reports:

a. Select the appropriate check box in the Secure column next to each report
for which you want to restrict access.

b.  Click OK.

i:ﬁ!i Reports Security

Secure | Repart Mame =
Accounts Receivable Variance
Adjustment Register

Applied Payment

Applied Payment Register by Date
Applied Payment Surmmary
Appointment Schedule
Appointment tilization

Bad Address List

Biling History

Caticellations And Mo Shows
Capture Ratio

Contact Lens Listing

Contact Lens Sales by Patient
Conversion Exception

Draily Production Detail -

| (] | Cancel

I
ot
i
4
*
st}
5
bt
s

EEEEE

7 Ifyouare an ExamWRITER user, click the ExamWRITER Security tab and
select the appropriate check boxes; otherwise, go to step 9.

\F User Security for: Duncan, Tom

Duncan, Tom
HELEMF Franklin, Helen
MICHAELRM Miller. 0.0, Michael
RaYMOMDR Ruiz, k.0, Raymond
DavIDT Thomas, 0.0, David
Security Access T ExamWRITER Security r Other EW Access Options

1 Template Maintenance

¥ Code Exam

¥ ClosefFinalize Exarn

1 PrintfYiew Exam

=1 Print Auto Letter

1 Mainkain eDocuments

1 Miew Correspondence History

V¥ Security Active?
[ Lock Recorded by to Logged In User

Ok Cancel
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If you are an ExamWRITER user, click the Other EW Access Options tab

and select the appropriate Full Access, Read ONLY, and No Access radio
buttons; otherwise, go to step 9.

1 User Security for: Duncan, Tom

Dluncan, Tom
HELEMF Franklin, Helen
MICHAELM Miller, 0.00.. Michael
FRavMONDR Ruiz, .0, Raymond
DavIDT Thomas, 0.0, David
Security Access T ExamWRITER Security T other EW Access Options
Exam Category Access
Full Access Read OMLY Mo Access
Reason For Yisit i { i
Chief Carmplaint - oy i
Patient History e i i
Review of Systems o Lo i
Wision i L o
Examination | Eye Health Tests i i i
Ocular Surgery g i i
Impressions i i i
Assessment | Plan iy i i
Patient Management i i i
¥ Security Active? ok l e ]

I Lock Recorded by to Logged In User

Select the Security Active? check box to activate security.

Click OK.

If you activated security, type your user ID and password in the Welcome to

OfficeMate window and click OK.

Welcome to OfficeMate

User ID |tDITIt

Bt &
Password | |

QF | Cancel
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Changing Your Password

Users that have the Access All or Maintain User Security check box selected in
the User Security for Employee window can change any user’s password.

1 On the OfficeMate main window, click Setup, and select Password Change.
The Change Password window opens.

2 Type your old password in the Old Password text box.

Note If the old password has been forgotten, the licensed owner of the
software must call the OfficeMate Client Services team at
1.800.942.5353.

Type your new password in the New Password text box.

4 Type your new password in the Confirm New Password text box.

Change Password

Lser Mame: F)unu:anJ Tam

ld Password: ek bk
ew Password:

Confirm kew Password:
o] 4 I Cancel |

5 Click OK.

Maintaining Add-In Programs

Add-ins are programs that you can add to the OfficeMate main window toolbar and
quickly and easily open while you are using OfficeMate. OfficeMate is installed with
the Windows Calculator, Explorer, and Wordpad add-in programs already set up. To
add, delete, or modify add-in programs, follow the instructions below:

1 From the OfficeMate main window, click Setup, and select Add-Ins.
The Maintain Add-Ins window opens.
2 Type new a program name in a blank row in the Program Name column.
OR

Place your cursor in a program name in the Program Name column and edit
it or click Delete Line to delete the program from the OfficeMate main
window toolbar Add-Ins menu.

eyefinity/OfficeMate
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For more
information on
defining and
changing
preferences in
OfficeMate, see
the “OSSU 104
Setting Up
Preferences”iTrain
and the OSSU
100-2, “Setting Up
Business Names,
Preferences, the
Appointment
Scheduler, & the
Quick List,”
training course.
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3 Type the new program’s path and executable (exe) file in the Program Path
and Program Executable Name (EXE) column.

OR

Click Browse, navigate to the program’s executable file, and click Open.

Note You can only add new add-in programs that exist on your
computer’s hard drive.

B Maintain Add-In Programs E]
Program Mane Prograrm Path and Program Executable Mame (EXE)

Calculator U IMDOW SV CALC EXE

Explorer C i TNDOW S EXPLORER., EXE

Wordpad CAPROGRA~ U ACCESS~1VWORDPAD ERE

oK | Cancel | Delete Line | | Browse | Print
4 Click Print to print a the Maintain Add-Ins Program window.
5 Click OK.

6 From the OfficeMate main window, click Add-Ins, and select the add-in
program to open it.

Defining & Changing Preferences

This section tells you how to define and change preferences in OfficeMate, including
how

. To define and change patient preferences, 68
. To define and change other preferences, 69
. To define and change label printer preferences, 70
. To define and change one-click document preferences, 70
. To define and change statement preferences, 72
. To define and change CMS preferences, 73
Note You can change your OfficeMate preferences at any time.
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To define and change patient preferences
From the OfficeMate main window, click Setup, and select Preferences.
The System Preferences window opens.

Select appropriate options from the Provider, Recorder, Welcome,
Birthday, and Appointment drop-down menus in the Default Patient Data
and Letters and Postcards boxes.

Note If the Security Active? and Lock Recorded by to Logged In
User check boxes are selected in the User Security for Employee
window, the Recorder drop-down menu does not appear. For more
information on security, go to Customizing Security Preferences
on page 62.

Select or deselect items in the Display in Title Bar box to choose the
information that you want to display next to the patient’s name in the Patient
Demographic window title bar.

= System Preferences

Other I Lahel Printer I One Click Documents I Stakements I s I

Default Patient Data

Provider 1Rui2J M.D., Raymond Lj
Recorder JFraninneJ Helen Li
Letters and Postrards

Welcome ]We\cnme New Patient Li
Birthday 1Happy Birthday j
Appointment ]Appo\ntment Li
Display in Title Bar | Required Dats

Fatient Balance
Patient Credit

| |Pager Mumber

oK Cancel i

Select or deselect items in the Required Data box to choose the information
that you want to appear in yellow in the Patient Demographic window.

Note The items that you choose are only a visual prompt to remind you
what information you require for patients; however, a patient
record can be created without completing all of the required data
fields in the Patient Demographic window.

Click OK to save your preferences and close the System Preferences window.

eyefinity/OfficeMate

OfficeMate User’'s Guide



Chapter 1 Getting Started

For more
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using VisionWeb,
see the “OSSU 304
Transmitting Lab
Orders Through
VisionWeb” iTrain.
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To define and change other preferences

From the OfficeMate main window, click Setup, and select Preferences.
The System Preferences window opens.
Click the Other tab.

Select the VisionWeb Integration check box if you are integrating with
VisionWeb.

Select the Yes and No radio buttons to choose the other options.

Select the Full Page or Half Page radio button to print your lab orders on a
full or half pages.

Select the Don’t Display, Fit By, or Ordered By option from the Display
staff member’s name on lab order using drop-down menu.

Select the appropriate default Eyewear and Contacts Rx Expiration
(Months).

Select a font type from the Font Name for Grid Printing drop-down menu.

£d System Preferences

Patient Label Printer I One Click Documents I Statements I CMs I
visionweb Integration
v Wision'Web Integration
Pop-up open charges window on Fee slip v Yes " Mo
Apply fee slip overpayment to oldest balance " Yes * Mo
Apply patient unapplied amount From Fee slip " Yes &+ Mo
Display purchase order message from Rx " Yes + No
Default All Same Guarantor " Yes + No
Display warning msg for handwritten products i Yes *+ No
Show voided feeslips on biling histary " Yes " Mo
Display quick list an startup o Yeg " Mo
Display reminder For Level 11 codes, " Yes &+ Mo
Lab Crders) Print Rx
" Full Page & Half Page
Display patient's hame phone on lab orders * Yes " No
Display patient's day phone on lab orders * Yes " Mo
Print praduct name on prinked Rx o Yes " Mo
Print patients address on printed Rx " Yes * Mo
Print patients age on printed Rx " Yes &+ Mo
Print PD infarmation on printed R " Yes &+ Mo
Print Lens information on printed Rx " Yes " No
Display staff member's name on lab orders using: ’Wl
Rx Expiration {Months):  Evewear: |17 Contacts: (12 -
Print Rux options wallet size R only >
Font Mame For Grid Printing
Select fonk name For printing Ledger, Deposits and appointment
confirmations M5 Sans Sert -

oK Cancel

Click OK to save your preferences and close the System Preferences window.
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» To define and change label printer preferences

Note You must complete the instructions in this section before you print
mailing or filing folder labels.

1 From the OfficeMate main window;, click Setup, and select Preferences.
The System Preferences window opens.
2 Click the Label Printer tab.

3 Select the default printer and label size from the Default Printer box
drop-down menus.

4 Select file folder label lines from the File Folder Label drop-down menus.
Type the number of mailing and filing labels to print in the # of Prints box text

boxes.

e System Preferences

Patient I Other | Label Printer I one Click Documents I Statements I M5 I

Default Prinker
Default Printer — [LvM0 Labelwriter 330 Turbo |
Label Size |
File Folder Label
Line 1 |Patient Mumber I3 |
Line 2 |LastName Suffix, Firsthame MiddleInitial j
Line 3 |SU:\aISecur\tyNumber j
Line 4 |Pr|mary’ Care Insurance(Mame) j
Line 5 |LastE><am j
# OF Prints
# of Mailing Labels |1
# of Filing Labels 1

oK Cancel
6  Click OK to save your preferences and close the System Preferences window.

» To define and change one-click document preferences

Note For information on creating and editing one-click documents, go to
Maintaining Documents on page 495.

1 From the OfficeMate main window, click Setup, and select Preferences.
The System Preferences window opens.
2 Click the One Click Documents tab.

Select the default printer from the Default Printer box drop-down menu.

eyefinity/OfficeMate
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4 Click the ... (ellipses) in the One Click Documents box to select one click
documents.

e System Preferences

Patient I Other I Label Printer

One Click Documents

Statements I M5 I

Default Printer

Default Printer  [hp Laserdet 1300 PCL 6 -l

One Click Docurnents

Dacument 1 ]Flexnn Pramation

Document 2 ]Referring Fatient Thanks

Document 3 1*Routing Slip

Document 4 jAppDintment

Document S 1Courtesy Coupon

[s]4 1 Cancel

The Text Files window opens.

5 Click the + next to OfficeMate Documents to expand the folder.

4k C1Appoinkment

4k CIBirthday

4k CaDelinquent

4k C1Exam Formn/Route Slip

4k CaMarketing

4 CIRecal

4k CaReferral Thank Yau

4k C15ervice Agreement

4k CaWelcome, Thank You Patient

6  Navigate to and double-click the document that you want to select as a one click
document.

7 Click OK to save your preferences and close the System Preferences window.

eyefinity;/OfficeMate
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To define and change statement preferences

From the OfficeMate main window, click Setup, and select Preferences.
The System Preferences window opens.

Click the Statements tab.

Select the Yes and No radio buttons to choose the statement options.

Type the number of days that you want to be displayed in detail on your
statements in the Display # days from period end text box.

If you want to calculate late charges for patients, follow the instructions below;
otherwise, go to step 0.

a.  Select the Calculate late charges check box.

b.  Type the late charge amount, the amount at which late charges should
begin to be calculated, the grace period, and a description of the late
charge.

c.  Select the Fee Slip Date radio button if you want to calculate finance
charges for insurance transfers based on fee slip dates or select the
Transfer Date radio button if you want to calculate finance charges for
insurance transfers based on transfer dates.

If you want to calculate finance charges for patient, follow the instructions
below; otherwise, go to step 7.

a. Select the Calculate finance charges check box.

b.  Type the monthly percentage, grace period, and a description of the
finance charge.

c.  Select the Fee Slip Date radio button if you want to calculate finance
charges for insurance transfers based on fee slip dates or select the
Transfer Date radio button if you want to calculate finance charges for
insurance transfers based on transfer dates.

Type a message in the Print this message at bottom of Statement text box.

eyefinity/OfficeMate
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Type or select the payment due date from the Payment due date menu.

7 System Preferences E|
Patient ] Other I Label Prinker | One Click Documents CME I
Use "Do not print on patient statement” * Yes " Mo
Print provider license on statement ™ Yes e Mo
Display details (# days from period end) '30—
Print insurance charges/payments [+ Yes " No
Print reason for insurance denial (¥ ‘fes " Mo

[ Calculate late charges

Late charge amount $15.00
Apply if balance == 0,00
Grace period (# days) 30
Late charge description |B|II\ng Fee
Calculate lake charges
" Fee Slip Dake {+ Transfer Date

[v Calculate finance charges

IMonthly percentage 1}

Grace period (# days) 30

Finance charge description |Finance Charge

Caleulate finance charge far insurance transfers using
&+ Fee Slip Date (™ Transfer Date

Prink this message at bottom of Stakement.
Thank ywou For your confidence and trust.

Payment due date [na/z21/z002 =

oK Cancel

Click OK to save your preferences and close the System Preferences window.

To define and change CMS preferences

From the OfficeMate main window, click Setup, and select Preferences.
The System Preferences window opens.

Click the CMS tab.

Select the Yes or No Bill 100% to patient on fee slip radio button.

Select the Yes or No Display Sales tax on CMS radio button.

Select one other Sales Tax on CMS Option.

Notes ¢ Ifyou sclect the Include total amount with sales tax to
line item radio button the product fee and sales tax will be
added together and will display as one amount in box 24F on
the CMS 1500 form.

* If you select the Display sales tax as a separate line item
radio button, the product fee and sales tax will display on two
separate lines in box 24F on the CMS 1500 form.

* If you select the Display total sales tax of fee slip items
as one item radio button and you are submitting multiple
products and services with sales tax, all of the sales taxes will
display on one line in box 24F on the CMS 1500 form.
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Select the Yes and No radio buttons to choose the CMS options.

Note

If the Display transferred amount on the CMS Yes radio button is
selected, only the transferred amount is displayed in box 24F on
the CMS. If the Display transferred amount on CMS No radio
button is selected, the product fee is displayed on the CMS in box

24F.

Type the number of CMS copies that you want to print in the Enter Number
of CMS Copies to Print text box.

S System Preferences

Patient I Other I Label Printer I One Click Documents I Statements

[ Fee Slip Option
| Insurance Sales Tax
| Bill 100% ko patient on fee slip, ™ Yes ™ Mo

[~ Sales Tax on CMS Option
| Display Sales tax on CMS * Yes " No
| Select one option:

" Include tatal amount with sales tax to line ikem.

* Display sales tax as a seperate line item.

(™ Display kotal sales tax of fee slip items as one item.

CMs
| Use "Product Fee" on CMS " Yes {* Mo
| Display transferred amount on the CMS e Yes " Mo
| Auto populate box 17 on the CMS " Yes &+ Mo

Entetr Mumber of CMS Copies ko Print 1

QK Cancel i

Click OK to save your preferences and close the System Preferences window.
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Loading Lens
Products into
OfficeMate
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The Lens Product Loader window loads a comprehensive list of over 1,300 lens
products and add-ons provided by VSP into the OfficeMate products database.

Note You do not need to be using the OfficeMate VSP Interface to use the
Lens Product Loader.

1 Click Tasks and select Lens Product Loader.
2 Click Update to download updated products from VSP to OfficeMate.

The updated products download. This may take several minutes. Products
highlighted green have already been loaded into OfficeMate and mapped
correctly to VSP products.

3 Select Add-Ons, Lens Options, or Ophthalmic Lenses from the Product
Type drop-down menu.

4 If you want to search for a specific product or product type, type part of the
product description in the Product Name text box and click Find.

5 Select the product(s) that you want to load into OfficeMate.
OR

Click Select all to select all of the products in the results list.
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Click the plus sign (+) next to ophthalmic lens product descriptions and modify
the fee prices in the Option Fee column, if desired.

Notes

* Ophthalmic lens product fees include the lens base price and all

of the optional fees. The optional fees are features inherent to
the lens that carry an additional charge. These fees display in the
Eyewear Order window in the Add-Ons box and are used by the
Patient Out-of-Pocket Expense Calculator to provide

descriptions on fee slips.

If you modify a fee in the OfficeMate Lens Product Loader for
a product that has already been loaded into OfficeMate and you
reload the product into OfficeMate, the fee is updated in the

OfticeMate Products database.

Product Type  |Ophthalmic Lenses | Find
Product Hame [
Products
Description Category M3t Group Mateial Type Color Coating TotalFee | Selected ;‘
- |prsHiroFT B |Bifacal |slassHilndex |aHiro Fizt Top 28 Clear ) |
Option Description Cption Fee
Base Prics | 0.00]
Std Lens HiInd Gl 1.60-1.60 | 0.00]
Description Category Mst Group Material Type Color Coating TotalFee | Selected

+ |BF GHIZDFT 28PGR Eifocal Glass HiTndex. |GH170 Fist Top 25 [Fhoto Gray Extra w| ¥
+ [BFelcTesdr Birocal Glass o czs Clear ww| T
v [BFalcTeack Eirocal Glass = Cirve Top Seg 28| Clear 000 T
+ BF GLCT 28 PBY Bifocal Glass L Curve Top Seq 28 [Phato Brown Extra 0.00 r
+ |BF Gl Executive €y Bifocal Glass = Exeoutive Clear wn| ¥
+ |BF 6l Executive PGX Birocal Glass ot Exeoutive Fhoto Gray Extra v T
v [BFaLFTZ2Ck Eirocal Glass & Fiat Top 22 Clear oo0| T
+ BF GLFT 22 PGH Bifocal Glass L Flat Top 22 Photo Gray Extra 0.00 r
+ [BFELFTZ5CK Birocal Glass = Fist Top 25 Clear wn| ¥
+ |BFELFT25Gy3 Birocal Glass ot Fiat Top 25 Gray 3 v T
v [BFGLFTZ5PBR Eirocal Glass & Fiat Top 25 Photo Brown Extra oo0| T
+ M7 BF GLFT 25 PGITD! Bifocal Glass L Flat Top 25 [Photo Gray Thin & ( 0.00 v
+  [BFGLFTZ5PGR Birocal Glass = Fist Top 25 Fhoto Gray Extra ww|
+  [BFGLFT25PnkL Eirocal Glass & Fiat Top 25 Pink 1 v T
+  |[BFGLFT28AmGH Eirocal Glass & Fiat Top 25 [Actumn Gold 000 T
+ BF GLFT 28 Clr Bifocal Glass L Flat Top 28 Clear 0.00 r j

e g & EE P e

[
Update Selet al Un-Select Al Load Close
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Logging Out of OfficeMate

Note Use the table below to help you understand the ophthalmic lens

product name descriptions.

Opthalmic Lens Product Name Abbreviations

Details Abbreviation Description
Lenstype SV Single Vision

BF Bifocal

TF Trifocal

DS Double Seg

LBF Lenticular Bifocal

LSV Lenticular Single Vision

PG Progressive

Material PL Plastic

PO Polycarbonate

PM Plastic Mid-Index (followed
by a number indicating the
index of refraction)

PH Plastic Hi-Index (followed by
anumber indicating the index
of refraction)

TR Trivex

GL Glass

GH Glass Hi-Index (followed by
anumber indicating the index
of refraction)

Brand Name  Varies Varies
Color Varies Varies
Coating Varies Varies

Click Load.

The selected products are loaded into the OfficeMate.

Close any open windows within OfficeMate.

Select Logout from the menu bar.

You are logged out, and the Welcome to OfficeMate window opens.

OfficeMate User’'s Guide
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Creating, Modifying, &
Deleting Patient Records

In this chapter:

. Creating & Opening Patient Records, 79

. Recording Patient Information, 83

. Attaching Electronic Documents to Patient Records, 101

. Printing Patient Labels, 105

. Viewing All Patient Information, 107

. Viewing Patient Appointments, 108

. Printing One-Click Patient Documents, 109
. Deleting Patient Records, 109

. Viewing & Deleting Patient Open Charges, 110

Patient records contain demographic, insurance, marketing, recall, financial, and
correspondence history information. The amount of information that you record for
each patient depends on your office’s policies and procedures.

This section tells you how to create and open patient records in OfficeMate and
includes the following topics:

. Creating Patient Records, 80

. Opening Patient Records, 81
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Creating Patient Records
1 Open the Add New Patient window using one of the following methods:
— Click the Patients icon to open the Find Patient/Guarantor window.

— Click Tasks on the main window toolbar and select Patients to open the
Find Patient/Guarantor window.

— Click F2 Find on the OfficeMate Information Center window.

—  Ifanew patient has an appointment scheduled today, click on the patient’s
name in the OfficeMate Information Center window, drag and drop the
patient on the Patients icon, and go to step 3.

2 Click New.
*. Find Patient / Guarantor g|
Selection Criteria
Last Mame | Ciky
Firsk Mame: Home Phone

Social Security Mo Patient Ko
Address Chart Mo
Date OF Birth

Name [ Address | City [ Homephone [ sswo | Dos  [ratent]Hieas [ RFR

e )
1 ) o
e ) e

; : Include 1 l 1 | |
Patients Found: r i F2 Find Cancel Mew

The Add New Patient Record window opens.

3 Follow the instructions in Recording Patient Information on page 83 to record
new patient information in the Demographic, Insurance, Marketing, Notes,
Recall, Financial Info, Correspondence History, and HIPAAMate tabs. Follow

eyefinity/OfficeMate
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the instructions in Attaching Hlectronic Documents to Patient Records on page
101 to record information in the eDocuments tab.

, Add New Patient Record

Demographic SLIFARCE I T i ] Mok I Recal I Einancial Tnf ] Correspondence Hi I i ¢ I eDocuments Patient # I—D
Guarantor Seff | Sex C oMk © Female addedon] | EEEYEE
Last Mame ‘ Date of Birth '__‘—_H_——‘_L] age [HiEE A
First Name Inltlal’_ Social Security W active Q_
Title [ | suffix | | Provider | iler, 0.0, Michael Ea| ﬂ
Nickname ‘ Matital Status l j
LinkAddr T & e O [~ Bad Addr Emp. Status | =l e
Address ‘ Employer | L]

Address ‘ Occupation l j Letters
City ‘ j Source [ - Ledger
StLB/ZIR ‘ j ‘ j Referred By " Patient (" Professional @ Mone T
Home Phone ‘ Referred Name | 7
Daytime Phone { Salutation | Q
Cell Phone Mo | Chart ho | ExamWRITER
Pager Mumber ‘ Alert Find Appts
Fax Mumber ‘

E-Mail Address | ﬂ Last Exam ’—Ll JJJJ

Opening Patient Records

1 Open the Patient Demographic window using one of the following methods:

eyefinity/OfficeMate

Click the Patients icon to open the Find Patient/Guarantor window.

Click Tasks on the main window toolbar and select Patients to open the
Find Patient/Guarantor window.

Right-click on the Hard Lens Order, Soft Lens Order, Eyewear Otrder, Fee
Slip, Receipts & Adjustments, or Patient Ledger window title bar and select
Patient.

Right-click on a patient in the OfficeMate Information Center window,
select Patient, and go to step 4.

Click on a patient’s name in the OfficeMate Information Center window,
drag and drop the patient on the Patient icon, and go to step 4.
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Enter search information in the Selection Criteria text boxes and click F2
Find.

*#. Find Patient / Guarantor

SElECon IEra

Last Name e City —
Firsk Name ’— Home Phone ’—
Social Security No ’— Patignt Mo l—
Address ’— Chart No l—
pateoferth |

Narne [ Address | City [ HomePhone [ Ssha [ oo [Patient[HIPas | RFR

1 e )
1 e i)
1 e i )

Patients Found: r ﬁ:‘:iutf; I F2 Find I 1 l Cancel 1 ew |
Click on the patient and then click Select.
The Patient window opens.
Note Click the arrows in the bottom right corner of the window to move

to the next, last, previous, or first patient’s record.

Follow the instructions in Recording Patient Information on page 83 to record
new patient information in the Demographic, Insurance, Marketing, Notes,
Recall, Financial Info, Correspondence History, and HIPAAMate tabs. Follow
the instructions in Attaching Electronic Documents to Patient Records on page
101 to record information in the eDocuments tab.

', Patient: Steven Davis 55 (949) 555-7463 [NOTES] Balance: $0.00

Demagraphic | Insurance I Marketing I Noteg] Recall I Financial Info I Correspondence Hx I HIP&AMate I elocuments ,%
Guarantar Self ‘ Sex *+ Male ¢ Female Added On ’W m
Last Name [pavis Date of Birth  Josfozf19s3  « | sge [ 55 s
Fisthame  [oeven it Social Serurity 343343579 W active Q_
Tikle [par. | swfise | = Provider [pler, 0.0 Michasl = ﬁ
Nicknianme | Marital Status |Singla j Mew
Link Addr To & Self I Bad addr Emp. Stabus |Emplaryed Full-Time - e
Address |343 Hawverford Ave, Employer | Pacific Bell j
s | Docupation | Electrician j QLEE':HS
2 [ aguns hagusl El Source |patient Referral | Ledger
S |CaIiForn\a j |92653 j Referred By (+ Patient O Professional (" Mone Label
Home Phone |(g4g) CoE-7463 Referred Mame Jennifer Underwood | =
Daykime Phone | Salutation |Dear Stewen Q
Cell Phone Mo | Chart ho | EzamiRITER
Pager Murber | Alert Dishetic
Fax Number |
E-Msi Address | ﬂ Last Exam joojestzoor =] == | = | = | == | m

| 1 Encounters

eyefinity/OfficeMate
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Recording
Patient
Information

For more
information on
recording patient
information, see
the “OSSU 202
Checking In
Patients” iTrain
and the OSSU
200-1, “Checking
In Patients,”
training course.

eyefinity/OfficeMate

This section tells you how to record patient information, including how

To record demographic information, 83

To record insurance information, 89

To record marketing information, 91

To record patient notes, 93

To record and review recall information, 93
To record financial information, 94

To view and print correspondence history, 96
To record HIPAAMate Information, 97

To select letters to send to a patient, 100

Notes ¢ To streamline the process of recording patient information in
OfficeMate, add frequently used information to list box selections.
For more information on adding list box selections, see To add list
box selections on page 34.

* To highlight the patient information fields that are required to be
complete in your office and to choose the information to display in
the Patient Demographic window title bar, modify your OfficeMate
patient preferences. For more information, see To define and change
patient preferences on page 68.

¢ Refer to the Encounters box to view the number of exams, or
“encounters,” that a patient has had in ExamWRITER, if applicable.

» To record demographic information

Note If you are an ExamWRITER user, any modifications or additions that
you make to patient demographic information in OfficeMate will be
reflected in ExamWRITER. Likewise, any modifications or additions
that you make to patient demographic information in ExamWRITER
will be reflected in OfficeMate.

1

Click the Demographic tab in the Patient Demographic window.

Note Click the arrows in the bottom right corner of the window to move
to the next, last, previous, or first patient’s record.
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Recording Patient Information Chapter 2 Creating, Modifying, & Deleting Patient Records

2 To change the patient’s guarantor, click the button next to Guarantor and follow
the instructions below:

Notes A guarantor is the person who is responsible for paying the

patient’s account bills.

* If the patient is responsible for paying his or her own account
bills, the guarantor is Self.

* Typically, family members have the same guarantor.

* Ifyoulink a patient’s address to a guarantor and you modify the
guarantor’s address, the patient’s address and all other family
members’ addresses linked to that guarantor will also be
modified.

a.  If the patient’s current guarantor is Self, enter search information in the
Last Name, First Name, and SS No text boxes and click F2 Find to find
and select an existing guarantor or click New and go to step b to create a
new guarantor for the patient.

Lask Mame || First Mame | 55 Mo |

Mame Address/City Home Phone | 55 Mo

Total Recaords 2 |F2Eind| | | Cancel || e |

b.  If the patient’s current guarantor is #oz Self, or if you are creating a new
guarantor for the patient, complete the information in the Guarantor
Information window or click F2 Find to find and select a different
guarantor.

eyefinity/OfficeMate
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#% Guarantor Information

Lask Mame |:"F1it|:hell Sex  (» Male [ Female
First Mame Herry Initial & Date of Birth  |04/1&8/1935 -
TitlefSufFix |Mr, ﬂ | j Mailing Ciptions

[ Head of Housshald
Address1 |663 Tressle Waw

[ Mailing Lisk
Addressz |

: Actions
City | Lake Forest ﬂ [ Copy Last Mame to Patient
Skate/ZIP |CaIiFDrnia j |9263EI j [ Link Address ko Patient
Home Phone  [(949) 588-6321 &
Davtime Phone | =
Social Security [222-22-2222 [ Bad Address  Linked Patients
Employer | j
Salutation |Dear Heriry
‘ FZ Eind | (0] 4 | Cancel |

Notes * Select the Bad Address check box if the guarantor’s address is

incorrect and you do not have a correct address on file.

* Select one or more Mailing Options. Selecting the Head of
Household check box designates the guarantor as the person
making decisions in the household. Selecting the Mailing List
check box indicates that the guarantor is on your
correspondence mailing list.

* Select one or more of the following Actions.

—  Selecting Copy Last Name to Patient copies the
guarantor’s last name to the patient’s last name.

—  Selecting Link Address to Patient copies the
guarantor’s address to the patient’s address.

—  If applicable, selecting Unlink as Guarantor
removes the guarantor from the patient’s record.

—  If you are going to bill an insurance company for this
patient’s services or products, select Add as a New
Patient to add the guarantor as an OfficeMate patient.
You must also record the guarantor’s information in
the Demographic and Insurance tabs in the Patient
Demographic window. For more information on
recording information in the Demographic and
Insurance tabs see To record demographic information
on page 83 and To record insurance information on
page 89.

* Alist of patients who are linked to the guarantor is displayed in
the Linked Patients box.

eyefinity/OfficeMate
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3 Select ot type the patient’s name, address, phone number, and e-mail
information in the appropriate yellow highlighted text boxes.

Notes ¢ To streamline the process of recording ZIP codes in
OfficeMate, add frequently used ZIP codes to the ZIP code
shortcut list. For more information on adding ZIP code
shortcuts, see To add ZIP code shortcuts on page 30.

* Click the button next to the patient’s e-mail address to open
your default e-mail client and send an e-mail message to the
patient.

4 Select the Self or Guarantor radio button to link the patient’s address to
themself or the patient’s guarantor’s address.

5 If the patient’s address is incorrect and you do not have a correct address on file
for the patient, select the Bad Address check box.

6 Select or type the patient’s sex, date of birth, social security number, provider,
marital status, employment status, employer, occupation, and referral source in
the appropriate yellow highlighted text boxes.

7 If the patient is not an active patient, deselect the Active check box.

If the patient was referred to your office by another patient, follow the
instructions below; otherwise, go to step 9 if the patient was referred to your
office by a professional or go to step 10 if the patient was not referred by anyone.

a.  Select the Referred By Patient radio button.
b.  Click the button next to Referred Name to open the Find Patient window.

c. Enter search information in the Selection Criteria text boxes and click
F2 Find.

d.  Click on a patient and then click Select.

eyefinity/OfficeMate
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9  If the patient was referred to your office by a professional, follow the
instructions below; otherwise, go to step 10 if the patient was not referred by
anyone.

Note If you select the name of a referring professional and if you
selected the Yes radio button next to the Auto populate box 17 on
the CMS system preference tab, information from the Referred
Name field will automatically populate box 17 on the CMS 1500.
To set up your CMS system preferences, see To define and change
CMS preferences on page 73.

a.  Select the Referred By Professional radio button.

b.  Click the button next to Referred Name to open the Find Professional
Referral window.

c. Click on a name and then click Select to select the professional as the
patient’s referring doctor or go to step d to create or edit a referring
professional.

Note If applicable, click F2 Find to search for a professional referral.

*, Find Professional Referral f'5__<|
[ame AddressiCit Bus. Phone
Scoth, M.D,, Jason 45695 Jambores, Newport Beach 949 555 5532

Total Records 2' H Select I | Cancel | MEW,I'Edit|

d.  Click New/Edit to open the Maintain Referring Professionals window
and add or edit a referring professional.

&' Maintain Referring Professionals

1= CTul 8 T Mskitbe, The Ev

- oK ]
Lask Marne |Inst|tute

e Surgery

Firsk Mame |T|‘|E Eve Surgery Cancel
Address |234 Lauderdale Drive Mew
ity | Mewport Beach Li

State/ZIP |CaIiF|:|rnia ﬂ | Q2660 L]

10 If the patient was not referred to your office by anyone, select the Referred By
None radio button.
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11 Selector type the patient’s salutation, chart number, medical alerts, and last exam
date in the appropriate yellow highlighted text boxes.

£3, Patient: Steven Davis 55 (949) 555-7463 [NOTES]| Balance: $0.00

Demographic ] Insurance I Marketing I Notegl Recall I Einancial Info I Correspondence Hx I HIP&&Mats I elocurments I ’%
Guarantor Self ‘ Sex @ Male  Female Added On ,M m
Last Marme [pavis Dateof Birth  [ogizfioss «| Age [ 55 i
First Name W Initia\’_ Social Security W sl o
i (b | suiix | - o [Miler, 0., Michael = &
Micknarme ‘ Marital Status |Singla j [ew
Link Addr Ta  * Seff [~ Bad Addr Emp. Status |Emp|wed Ful-Time ﬂ e
Address ‘343 Haverford Ave, Emplayer | Pacific Bell j
Az [ Occupation [ Electrician | Lelien:
o | Laguna iguel = Source |Patient Referral ~| Ledger
Sl ‘Cal\forn\a ﬂ |92653 ﬂ Referred By {+ Patient " Professional (" Mone T
Hame Phore ‘(949) S55-7463 Referred Mame Jennifer Underwood ‘ =
Daytime Phone ‘ Salutation |Dear Steven Q
Cell Phone Mo [ Chart Na | ExamiRITER
Pager Number ‘ Alert Diahetic
Fax Murnbey ‘

E-Mail Address | J Last Exam [oojzspzo0r +| == | = | = | == | m
| 1 Encountars

12 Click OK to close the Patient Demographic window or follow the instructions
in the sections below to continue adding or modifying patient information.

Notes  IfaList of Duplicate or Similar patient(s) window opens,
you have entered a patient name that is similar or identical to a
name already stored in OfficeMate. Complete one of the following
tasks to close the window:

* Click Print to print the list of patients.

* Click Save as New Patient to save the patient that you are
entering into OfficeMate as a new patient.

* Click on a patient’s name and then click Update Patient to
update the patient that you are entering into OfficeMate with
the selected duplicate patient’s information.

* Click Cancel Save to cancel entering and saving the patient’s
information and close the List of Duplicate or Similar patient(s)
and Patient Demographic window.

List of Duplicate or Similar, patient(s)

Print Save as Mew Patient Update Patient Cancel Save
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» To record insurance information

Notes ¢ You mustrecord a patient’s insurance information before you bill the

insurance company for any products or services that the patient
purchased.

* You can record up to six insurance carriers for each patient. To add
additional insurance cartiers, click the arrows next to Additional
Insurance Carriers; however, do 7ot overwrite existing insurance
carriers. Overwriting existing insurance carriers will affect prior
insurance claims. Select the Populate current insurance in box 9
on the CMS check box to automatically populate box 9 on the CMS
1500 form with additional insurance carriets.

~N N Dn b

eyefinity/OfficeMate

Ensure that you have recorded the patient’s name, address, home phone number,
sex, date of birth, social security number, marital status, and employment status
in the Demographic tab.

Click the Insurance tab in the Patient Demographic window.

Note To delete an insurance carrier, click Delete; however, do not
delete an insurance cartier if you have already billed it for any
patient charges. Deleting an insurance carrier that you have already
billed will affect prior insurance claims.

Select the patient’s insurance name from the Insurance Name drop-down
menu.

Note If you created a fee slip for the patient using the insurance name
selected in the Insurance Name drop-down menu, you can click
CMS Form to open, update, refresh, and print the CMS 1500
insurance form. For more information on fee slips, go to Creating
& Recording Fee Slips on page 189. For more information on
modifying the CMS 1500 form, go to Recording Additional
Information on the CMS 1500 Form & ANSI File on page 349.

Type the insured ID number in the Insured ID No text box.
Type the policy group number in the Policy Group No text box.
Select the insurance plan’s name from the Plan Name drop-down menu.

Type the co-payment percentage or dollar amount in the Co Payment text box
and select the appropriate Percentage % or Amount $ radio button.

Note If the patient has an insurance co-payment recorded in the Co
Payment text box, a pop-up message will remind you about the
co-payment when you bill the patient’s insurance.
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Chapter 2 Creating, Modifying, & Deleting Patient Records

Select the patient’s relationship to the insured from the Relationship to
Insured drop-down menu.

Note The information in the Relationship to Insured box in OfficeMate
appears in Box 6 on the CMS 1500 form.

Select the insurance policy type from the Policy Type drop-down menu.
Select the type of HMO or PPO agreement from the PPO/HMO drop-down

menu.

Select the Insured Party Patient, Guarantor, or Other radio button.

Note If you selected the Other radio button, click Not Assigned to
open the Find Other for Insurance window and find or create a
new insured party.

If the patient has a signature on file with your office, follow the instructions
below; otherwise, go to step 13.

Select the Signature On File check box.
b. Select the date the signature was filed from the Date calendar.

c.  Select the signature source from the Signature Source drop-down
menu.

£+ Patient: Steven Davis 55 (949) 555-7463 [NOTES] Balance: 50.00

Patient #
Demographic Marketing I Noteg] Reecall I Financial Info I Correspondence Hx I HIP&AMate I ebocuments I I—E
Insurance Coverage m

Primary Insurance Carriers CRATIE > | =2
Insurance Carriers
oK

Insurance Name [ , ices g

Cancel

Insured ID Mo |343 34 3579

Signature On File v

Policy Group ho |H>< - 3480 Date o181 - Hew
Plan hame | j Signature Source EBath M5 -1500 and Auth, - FZ Find
Co Payment 0 (¥ Percentage 36 (" Amount § Release Information? v 09/18/1999 = Letters
IR;IS:EQSND 1o |S‘3lf ﬂ Deceased? r ’—Ll Ledger
Paolicy Type |Grnup Palicy j Patient Retired? | - Labe! |
Spouse Retired? j -
PPOJHMO |No PPOSHMO Agresment ﬂ | J
Insured Part:
4 ' Patient ExamWRITER
-
" COther EpdiSon
Charges
Delete | CMS Form |
1 Encounters

If the patient has authorized the release of his or her medical information to the
insurance company so that the insurance company can process the patient’s

claims, select the Release Information check box and then select the date the
patient released the information from the date calendar next to the check box.

If the patient is deceased, retired, or if his or her spouse is retired, select the
appropriate Deceased, Patient Retired, or Spouse Retired check box and
then select a date from the date calendar next to the check box.

Click OK to close the Patient Demographic window or follow the instructions
in the sections below to continue adding or modifying patient information.

eyefinity/OfficeMate
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Recording Patient Information

» To record marketing information

OfficeMate allows you to record patient marketing information and send optometric
practice marketing materials to patients who have similar characteristics. Follow the
instructions below to record marketing information for your patients.

Note

maintain marketing groups and categories on page 47.

To maintain marketing groups and categories in OfficeMate, see To

1 Click the Marketing tab in the Patient Demographic window.

2 Select marketing groups and categories from the Marketing/Lifestyle Data box’s
Group and Category column drop-down menus.

Note

To delete a group or category, select it and click Delete Line.

3 Select one or more of the following Mailing Information options.

—  Select the Mailing List check box to indicate that the patient is on your
correspondence mailing list.

- Select the Head of Household check box to designate the patient as the
person making decisions in the household.

4 Select an insurance type from the Insurance Type drop-down menu.

5 Select the patient’s ethnicity from the Ethnicity drop-down menu.

£+ Patient: Steven Davis 55 (949) 555-7463 [NOTES] Balance: $0.00

3 Patient #
Demagraphic I Insurance Nategl Recal I Financial Info I Correspondence Hx] HIPAAMaLe I eDocuments I ’73
Marketing | Lifestyle Data Mailing Information m
Group | Category il I~ Mailing List
Diagnosis - |Diabetic = "
Occupational Hazards Extended outdoors ¥ Head of Househeld oK
Hobbies Fishing 7 7
ctter =R
Insurance Type |PPO j Mew
Ethinicit
i | = Fz Find
Letters
= Ledger
Delets Line Label |
Service Agreements & Lens Duplication Fees
Flan Mame | Eff. Date |MDnth5| Exp. Date | Conkact Lens Mame | F | wiiith | Ld1s) | o
-~ - oo ExamWRITER
(X}
oD Find Appts
05 -
Delete Plan Charges
1 Encounters
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6  Tollow the instructions below to record marketing service agreements and
contact lens duplication fees in the Service Agreements & Lens
Duplications Fees table:

Notes * To set up your service agreements, see To create new service
agreement renewal plans on page 41.

* To modify your service agreements, see To modify service
agreement renewal plans on page 42.

* To identify contact lens duplication fees, see To identify contact
lens duplication fees on page 44.

Select a service agreement from the Plan Name drop-down menu.

b.  Type the date the service agreement becomes effective in the Eff. Date
column or double-click your cursor in the Eff. Date column to open and
select a date from a calendat.

c.  Type or select the number of months for each renewal year in the Months
column.

d.  Type the date the service agreement expires in the Exp. Date column or
double-click your cursor in the Exp. Date column to open and select a date
from a calendar.

e. Select a contact lens to duplicate in the Contact Lens Name drop-down
menu.

f. Click your cursor in the With and W/ O columns to automatically
populate them with the information that you set up when you customized
your OfficeMate service agreements.

Note To delete a service agreement, select the plan name and click
Delete Line.

£5 Patient: Steven Davis 55 (949) 555-7463 [NOTES] Balance: $0.00

i A Patient #
Demagraphic I Insurance  Marketing ] Nnteg] Recall I Einancial Info I Correspondence Hx I HIPAAMate I eDacuments I

Marketing { Lifestyle Data Mailing Infarmation
Group [ Cakegory = [~ Mailing List

Diagnosis - |[Diabetic e 5 [ Head of Fold

Occupational Hazards Extended outdoars v fipeacioiblonicho

Hobbies Fishing

Other Cancel

Insurance Type |PPO -
Ethnicit:
4 z F2 Fird

Letters

Ledager

Delete Line Label
Service Agreements & Lens Duplication Fees
Plan Name | Eff. Cate ‘Munthsl Exp, Date |Cuntact Lens Mame | F ‘ With | WO |L
Disposable Lens Plan_v | 08/26/2008 12 | 08(26/2009 Acvue oo zo.00 z000 | ExamWRITER
05
oD Find Appts
05 =

Delete Flan Charges

1 Encounters

MR el -
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» To record patient notes
1 Click the Notes tab in the Patient Demographic window.

2 Click New Note to type a new patient note or place your cursor in a previous
note to edit or delete it.

£5 Patient: Steven Davis 55 (949) 555-7463 [NOTES] Balance: $0.00

Patient #
Demographic I Insurance I Marketing Recall I Financial Info I Correspondence Hx I HIPAAMate I eDocuments I

Lizes glasses at work and contacts for recreation

Cancel

F2 Find

Letters

Ledger

Label

ExamWRITER

Find Appts

Charges
Prink Motes I

1 Encounters

[ idace &

Note To print notes, click Print Notes.

P To record and review recall information

You can assign up to three recall schedules to a patient in the Patient Demographic

window.
For more i ]
information on Note Before you assign recall schedules to a patient, see To create new recall
recalling patients schedules on page 39 to create a new recall schedule or To modify recall
see the “OSSU 20’2 schedules on page 40 to modify an existing recall schedule.

Checking In
Patients” iTrain
and the OSSU

1 Click the Recall tab in the Patient Demographic window.

200-1, “Checking Note SPK;u can v;)ew the recall history for the patient in the Recall
In Patients,” 1story box.
training course. 2 Select recall types from the Recall Type drop-down menus.

eyefinity/OfficeMate
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To change the recall date, type or select the number of months until the next
recall in the Months to Recall text box or type or select a recall date in the
Next Recall text box.

Note If the patient has an insurance plan with an eligibility period, the
number of eligible months between exams will appear in the
Eligibility (months) text box after you select a recall type.

£+ Patient: Steven Davis 55 {949) 555-7463 [NOTES] Balance: $0.00

Patient #
Dermographic I Insurance I Marketing I Nntegl Recall I Financial Info I Correspondence Hx I HIPAAMate I eDocuments I

Recall For Steven Davis

Recall Type Months to Recall  Mext Recall Eligibility {months)
[12 Month = | 1E | oeiosrzoos = |
| Glaucama = | el | ozowzos -] |
= Cancel
| e =
Recall History
Print Date Recall Type Document Printed Notice # | F2 Find
05430/2002 Diabetic 12 month Diabetic 2 2
03/28/2002 __|Diahetic 12 month Dizhetic 1 1 g
0101 /2002 L recheck - & months Cantack Lens Recheck 2 PC
09/29/2001 CL recheck - & manths Contact Lens Recheck 1 PC Ledger
05022001 Glaucoma Glaucoma &
05/02/2001 __|Diabetic 12 month Diabetic 2 et

ExamiMRITER
Find Appts

Charges

MELEL el el

1 Encounters

To record financial information
Click the Financial tab in the Patient Demographic window.

Select the patient’s fee classification from the Patient Fee Type drop-down
menu.

Select the Send Statement check box if you want to send financial statements
to the patient.

Select the Credit Limit check box if the patient has a limit on the balance that
they can owe you. Type or select the amount that you will risk on their account
in the Amount text box.

Select the Cash Only check box if you only accept cash payments from this
patient.

Select the Send to Collection check box if you have sent the patient’s account
to your collection agency.

Select the Apply Finance Charge check box to charge the patient a
percentage of their overdue balance when you send them a financial statement.

eyefinity/OfficeMate
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8  Select the Apply Late Charge check box to add an additional amount to the
patient’s statements with outstanding balances.

£ Patient: Mary Smith 40 Balance: 50.00

Patient #
Qemngraphi(] lnsuran(e] markatmg] N\:utagl Recall | Einancial Info | Correspondence Hx] ﬂIPAAMatEI gDD(uments] 6752
Financial Information
Credt Card | RFR |
Patient Fee Type |Usua| and Customary Fee ﬂ
(88
¥ Send Statement Q
[ Credit Limit | E Cancel
[ cCash Only ™ sent ko Collection
Hew
v apply Finance Charge v Apply Late Charge
Fz Find
Driver's License
Mumber |123456789 Letters
Exp. 07042010 w| State [arkansss | S
Identity Safeguard - Red Flag Rule Labe!
Werify identity matches with the Fallowing types of identification: [~ Received notification of possible identity theft.
Glance
Mates:
Credit Card " ¥es Mo * MNotProvided
ExarWRITER
Driver's License/Photo Id @ Y¥es ¢ Mo ¢ Mot Provided
Insurance Card (v ¥es " Mo " MotProvided Find Appts
Stark Date: End Date: Recorded by:

9  Type and select the patient drivet’s license number, expiration date, and state in
the Driver’s License box.

10 Click Credit Card and enter the patient’s credit card number, cardholder name,
credit card type, and expiration date in the Credit Card Information box.

11 To comply with the Safeguard - Red Flags Rule from the Federal Trade
Commission (FTC) and the Nation Credit Union Administration (NCUA) and
ensure the security and confidentially of your patients’ information, follow the
instructions below:

a.  Select the appropriate Credit Card, Driver’s License/Photo Id, and
Insurance Card radio buttons to indicate whether or not you have
verified that the patient’s identity matches the types of identification listed.

Note * You must select a radio button for each type of identification.

* When you select the radio buttons in the in the Identity
Safeguard - Red Flag Rule section on the Financial Info tab, the
current date is populated in the Start Date field and an end date
one year from the start date is populated in the End Date field.
These dates are updated when information is modified in this
section.

b.  Selectthe Received notification of possible identity theft check box
if you have received a notification that the patient’s identity may have been
stolen.

eyefinity/OfficeMate
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c.  Type text in the Notes text box to add notes about the patient’s security
and identity information, if desired.

Note

A colored RFR box ot column on the OfficeMate Information
Center, Patient Demographic, Fee Slip, Receipts & Adjustments,
and Find Patient/Guarantor windows relates to the following
meanings:

* A green RER box indicates that either Yes or Not Provided is

selected for all of the identification radio buttons on the
Financial Info tab in the Patient window. If a patient’s RFR box
is green, a message will also appear on various windows
throughout OfficeMate reminding you that the patient’s ID
matches the identification types in the Financial Info tab.

A yellow REFR box indicates that one or more of the identification
radio buttons on the Financial Info tab in the Patient window is
not selected. A yellow RFR box also indicates that the current
date is beyond the End Date in the Identity Safeguard - Red Flag
Rule section on the Financial Info tab. If a patient’s RFR box is
yellow, a message will also appear on various windows
throughout OfficeMate reminding you that the patient’s ID
does not match the identification types in the Financial Info tab.

A red RFR box indicates that No is selected for one or mote of
the identification radio buttons on the Financial Info tab in the
Patient window. A red RFR box also indicates that the Received
notification of possible identity theft check box is selected. If a
patient’s RFR box is red, a message will also appear on various
windows throughout OfficeMate reminding you that you must
check the patient’s ID.

» To view and print correspondence history

1 Click the Correspondence Hx tab in the Patient Demographic window.

2 Select the correspondence history type that you want to view from the
Correspondence Type drop-down menu.

3 Type ot select a date range in the From Date and To Date text boxes.

96
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4

5

Click Display.

£+ Patient: Steven Davis 55 (949) 555-7463 [NOTES] Balance: $0.00

Patient #
Demographic I Insurance I Marketing I Notag] Recall I Finarcizl Info | Correspondence Hx | HIPAAMate I eDocuments I

[==]

Correspondence Type Erom Date ’W‘
-
e J To Date 0sjolje008 -
Correspondence History
Prink Date Docurment Type Docurnent Printed Cancel
09 15j2007 HCFa Printing Printed HCFAs For Medical Eye Services
0915/2007 HCFA Printing Printed HCFAs For Medical Eve Services
01/26§2006 Monthly Statement Monthly Statement

F2 Find

Letters

Ledger

Label

ExamiRITER

Print Find Appts

Charges

Tatal Correspondence 3

WAL el -

1 Encounters

The correspondence history appears in the Correspondence History box.

Click Print to print the patient’s correspondence history.

» To record HIPAAMate Information
Record HIPAAMate information to help your office comply with HIPAA regulations.

1
2

eyefinity/OfficeMate

Click the HIPAAMate tab in the Patient Demographic window.

Select the Read and Understand Notice check box if the patient has read
and understood your office’s privacy practices.

The color-coded HIPAA box on the right side of the Patient Demographic
window changes from red to green. The Date Recorded appears and if security
is active, the Recorded By user also appears.

Select the Modified Form on File check box if you updated a paper HIPAA
file for the patient.
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4 To record patient privacy, consent, and authorization forms, follow the
instructions below:

Notes ¢ To modify existing patient privacy, consent, or authorization
forms, double-click the form, type your User ID and
Password in the Access Secured Function window, and click
OK. You must be a HIPAA Privacy Officer to modify forms.
For more information on setting up HIPAA Privacy Officers in
OfficeMate, see To modify or add provider & staff names on
page 50.

¢ To view a Patient Privacy, Consent, or Authorization form,
select the form and click View.

* To delete patient privacy, consent, or authorization forms, select
the form, click Delete, type your User ID and Password in
the Access Secured Function window, and click OK. You must
be a HIPAA Privacy Officer to delete forms. For more
information on setting up HIPAA Privacy Officers in
OfficeMate, see To modify or add provider & staff names on
page 50.

* To printa list of the patient’s privacy, consent, and authorization
forms, click Print List.

a.  Click Add in the Patient Privacy, Consent and Authorization Forms box
to open the HIPAA Form Information window opens.

b.  Select a form from the Form Type menu.

c.  Type or select an expiration date in the Expires on Date text box.
2 HIPA& Form Information r5__(|
Farm Type Expires On Date
|Consent ~| jogjespzone
Motes
Electronic Dacurnent Link Scan Browse ] 1
Ok I Cancel 1

d.  If you want to add notes to the form, type them in the Notes text box.

e. Click Browse to navigate to and select an electronic document to link to
the patient’s privacy, consent, and authorization forms.

OR

Click Scan to scan documents directly into OfficeMate and save them as
an eDocument in the patient’s HIPAAMate record. For more information
on scanning documents into OfficeMate, go to step 6 in Attaching
Electronic Documents to Patient Records on page 101.

eyefinity/OfficeMate

98 OfficeMate User’'s Guide



Chapter 2 Creating, Modifying, & Deleting Patient Records Recording Patient Information

For more f. Click OK to close the HIPAA Form Information window.

information on

scanning Note The Entered By cellis populated only if your OfficeMate security

documents into is active.

OfficeMate, see

the “OSSU 504 &5 Patient: Steven Davis 55 (949) 555-7463 [NOTES] Balance: 50.00

Scanning gamngraphicl Lnsurance] marketingl Motes ] &acalll Financial InFn] Correspondence Hxlm“ gDncuments] ’%
” Matice of Privacy Practices

_DOC_U ments ¥ Read and :nderstuad Motice 3:?3:{1?2;3? e [~ Modified Form on File T

ITrain. Patiert Privacy, Consent and Authcrization Forms view | it List | & |

Cancel

Date Entered By Type Motes Expires On | link.
= p—

d

v, O chae i),
08/01/2008 Miller, 0.D. Mic Privacy 08/01j2009

L Mew
i
F2 Find |
Patient PHI Disclosures Hiow | Bindlist | i ‘ Delte Lethers
Date Enkered by Reeason Reecipient PHI Disclosed Link
Ledger
Label
4| | »
Patient Privacy and Security Motes i M

ExamWRITER
Find Appts
Charges

1 Encounters

ML el

5 To record patient PHI disclosures, follow the instructions below:

Notes ¢ To modify existing patient PHI disclosures, double-click the
form.

* To delete patient PHI disclosures, select the form and then click
Delete.

e To view a Patient PHI Disclosure, select the form and click
View.

* To print a list of the patient’s PHI disclosures, click Print List.

a. Click Add in the Patient PHI Disclosures box to open the Patient PHI
Disclosure window opens.

b.  Type a reason for the disclosure in the Reason text box.

c.  Type the name of the recipient in the Recipient text box.

& Patient PHI Disclosure [‘S_<

Reason Recipient
PHI Disclosed

Electronic Document Link Browse | |

[0]4 | Cancel |

d.  Type information on the disclosed PHI in the PHI Disclosed text box.

eyefinity/OfficeMate
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e.  Click Browse to navigate to and select an electronic document to link to
the patient’s PHI disclosure.

f. Click OK to close the Patient PHI Disclosure window.

Note The Entered By cell is populated only if your OfficeMate security
1s active.

£+ Patient: Steven Davis 55 {949) 555-7463 [NOTES] Balance: 50.00

Patient #
Demagraphic I Insurance I Marketing I Notag] Reecall I Financial Info I Correspondence Hx | HIPAAMate I eDocuments I

Matice of Privacy Practices

i

Date Recorded  Recorded By
W Read and Understood Matice 07/30/2003 ™ Modified Form on File

=}
=

Yiew | Er\ntLlst|

Patient Privacy, Consent and Authorization Forms

Cancel

t .

0sfo1/2009 New

FZ Find

wiew | Printlist | (78307 Delet

Letters

Date Feeason Recipient PHI Disclosed Link.

Ledger

Label

4 »
Patient Privacy and Security Motes GLDNO M

ExamWRITER
Find Appts

harges

1 Encounters

LR el

6  Click New Notes to type new notes in the Patient Privacy and Secutrity Notes
box or place your cursor in a previous note to edit it.

Note To print the Patient Privacy and Security Notes, click Print
Notes.

» To select letters to send to a patient

Follow the instructions below to select welcome, thank you, birthday, and
appointment letters to send to a patient.

Note Before you select letters to send to a patient, ensure that you have set up
your patient letter preferences. To set up your preferences, see To define
and change patient preferences on page 68.

1 Click Letters on the Patient Demographic window.

The Letters window opens.

eyefinity/OfficeMate
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2 Select letters from the Patient Welcome/Thank You, Referral Thank You,
Birthday, and Appointments Letter drop-down menus.

™ Letters For Harper Cole D_(|

Fatient Welcome Thank, You

W=l d= 8 v elcome Mew Patient

Referral Thank ¥ou

Letter |ReFerrin-;| Patient Thanks ﬂ
Birthdaw
Letter |Ha|:||:|3-' Birthday ﬂ

Appointments

Letter |.ﬁ.ppuintment L]

3 Click OK.
Attaching Follow the instructions below to store and organize links to electronic documents in
Electronic OfficeMate. If you are scanning documents and saving them on your computer so that
D tst you can link them to patients’ OfficeMate records, select a standard naming
Ogumen S10 convention (i.e., patient name or number) to use when naming the documents and
Patient save the documents in your OMATE32\DATA\eDocuments folder.
Records 1 Click the eDocuments tab in the Patient Demographic window.

Notes ¢ To view an electronic document, select the document and click
View.

¢ To delete an electronic document, select it and then click
Delete.

* To print a list of the patient’s electronic documents, click Print
List.

2 Click Add to add a new document or double-click an existing document to edit
it.

The EDocuments Information window opens.

3 Select a form from the Form Type menu.

Note Press the F12 key to open a Maintain window and add new items
to the Form Type menu.

4 Type or select an expiration date in the Expires on Date text box.

If you want to add notes to the form, type them in the Notes text box.

eyefinity/OfficeMate
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6  Click Browse to navigate to and select an electronic document to link to the
patient’s record.

OR

Click Scan to scan documents directly into OfficeMate and save them as an
eDocument in the patient’s record.

For more
information on Notes ¢ Because all documents scanned directly into OfﬁceMate must
scanning be saved as PDF files, you must have Adobe Reader installed on

documents into your computer. Go to www.adobe.com to download and install

OfficeMate. see Adobe Reader for free.

the “OSSU 504 * OfficeMate Software Solutions does not recommend a specific
Scanning scanner brand or model; you can use any scanner that can create
Documents” an electronic document with the OfficeMate eDocuments
iTrain. feature. For more information on scanners, go to

http://www.officemate.net/omkb/article.aspx?id=10958, ot
consult your hardware technician.

* OfficeMate Software Solutions does not support your hardware
and highly suggests consulting your hardware technician before
purchasing a scanner to use with your computer. For
installation, support, and troubleshooting issues related to your
scanner, contact the scannet’s manufacturer.

@

Patient #
Qamugraphicl Insurance I Marketing I Nute§I Recall I Einancial Info I Correspondence Hx] HIPAAMate I eDocuments I

Patient Electronic Documents Wiew | ErintList| Add 1 Delete 1
Date

Enterad By
0 hael  |Auko Letter
09/08/2007 Miller, O.D. Michael Auko Letter

& EDocuments Information @

] F2 Find

Cancel

daudd !

Farm Type Expires On Date Letkers
IInsurance Authorization L] 1';!8;’01,!’2009 hd -
Mates Ledger 1
]B\ue Cross Authorization

Label
Electronic Document Link I Scan 1 Erowse I ]

oK Cancel ExamWIRITER

Eind Appts

Charges

1 Encounters

MBI
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If you clicked Scan in step 6, follow the instructions below; otherwise, skip to
step 8:

Select the following Scan Options on the Scan Document(s) window:
B /W if you want to scan the document in black and white.
Greyscale if you want to scan the document in greyscale.

Color if you want to scan the document in color.

Duplex if you want to scan two sides of a document (and if it is supported
by the scanner).

Hide Ul if you want to hide the scanner’s user interface. If you deselect
this check box then the scanner’s interface will open with additional
scanning options. For information about these additional options, view the
scannet’s documentation.

Click the ... (ellipse) button in the Scan Options box to open the Select
Source window and select a scanner.

Note If you select a different scanner from the one that is already

displayed on the blue title bar in the Scan Document(s) window,
the window will close and you will have to reopen it by clicking
Scan on the EDocuments Information window.
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104

c. Click Start Scan to scan the document.

f "% Scan Document(s) - Canon DR-2580C TWAIN ﬂ
oS Rob Adams (12324)

Scan Options —————————————————
O B/W  Greyscale & Color Scan Complete

W Duplex ¥ Hide U |

= A @ AW 1/1 i@ @® 9% -

8.50 x11.00 in il F

d.  Click Scan Complete after the document is finished scanning.

Note Do not click the Save icon in the Scan Preview section of the Scan
Document(s) window to save the document. You must click the
Scan Complete button to propetly save the document.

OfficeMate automatically names the document using the current date and
saves it as a PDF file in the OMATE32\DATA\eDocuments folder.

Click OK.

Note The Entered By text box is populated only if your OfficeMate
security is active.

. . eyefinity;/OfficeMat
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Printing

Patient Labels

eyefinity/OfficeMate

Follow the instructions below to print individual mailing labels and file folder labels
for patients in OfficeMate.

Notes ¢ Before you print mailing labels and file folder labels, ensure that you

have set up your printer and defined your label preferences. To set up
your printer, see Setting Up the Printer on page 31. To define your
label preferences, see To define and change label printer preferences
on page 70.

* To review the OfficeMate printer specifications, see Hardware
Specifications on page 25.

* Print labels using Avery 5261 compatible white mailing labels or
Dymo LabelWriter 400 address labels (SKU 30252). You can
purchase the Avery 5261 from Avery at www.avery.com. You can
purchase the Dymo LabelWriter 400 labels from Dymo at

www.dymo.com.

2

Click Label on the Patient Demographic window to open the Print Labels
window and go to step 2.

OR

Right-click on the Patient Demographic, Eyewear Order, Soft Lens Order, Hard
Lens Order, Fee Slip, Patient Ledger, or Receipts & Adjustments window title
bar or an a patient in the OfficeMate Information Center window, select Label,
and then select Mailing Label or File Folder Label to automatically print a
mailing or file folder label.

¥+ Patient: Steven Davis 55 (949) 555-7463 [NOTES] Balance: $0.00 Exami/RITER
R Orders 3 n -
Patient #
Demographic | Insurance I Marketing I Motes I Recall I Financial Info I Correspondence Hx I Fee Slip Ints I ’—8
Ledger
Guarantor self ‘ Sex [CREEIG  Hipas |
Last Mame: |Daws Date of Birth soe | oo
First M — Sacial Securit (I ]| el e
i Steven Initial ¥ Documents  ®|  File Folder Label
Title: |Mr. j Sufix | j Provider Room &
Mickname | Marital Status Single o New
Link Addr To & self [™ Bad Addr Emp, Status Ti
|Employed Full-Time j oty
Address |343 Haverford Ave, Emplayer | Parific Bell j
iz [ Occupation [ Elsctricien ~| Leliers
Ciky i
| Laguna Higuel j Source |Patient Referral j Ledger
Skake(ZIP i i
e |Ca||forn|a ﬂ |92653 j Referred By ¥ Patient " Professional " Mong | L abel I
Home Phane |(gqg) 5E5-7463 Referred Hame Jennifer Underwood | 7
Daytime Phore | Salutation |pear steven Q
Cell Phone No - [ Chart Mo | ExamiRITER
Pager Nurnber Alert i
g | Ciiabetic Find Appts
Faz Number |
Charges
E-Mail Address | 3| LastExam D9f25/2007 - == | = | = ‘ == | 4
| LEncounters

Select the Mailing Label and/or File Folder Label check box.
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3 Type the number of labels that you want to print in the # of Mailing Labels
and/or # of File Folder Labels text box.

= Print Labels

Prinker Set Lp
[v Mailing Label # of Mailing Labels 10|
[ File Folder Label of-File Folder Label 1—
Prinker | i
Label Size |
l Cancel I Test Print Brint

4 Click one of the following buttons:
—  Test Print to print a sample label.

—  Print to print all of the labels that you selected.

Note File folders labels will print the information that you set up in your
OfficeMate preferences only if that information is available in the
patient record.

eyefinity/OfficeMate
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VieWing All Follow the instructions below to view, print, and export all of the information in a

Patient patient’s record.
|nform ation 1 Click Glance on the Patient Demographic window.

£3 Patient: Steven Davis 55 (949) 555-7463 [MOTES] Balance: 50.00

Patient #
Demagraphic ] Insurance I Marketing I Noteg] Recall I Einancial Info I Correspondence Hx I HIPAAMate I elocuments I

=]

’—

Guarantar Self | Sex (@ Male (" Female Added On ’m m

Last Name [pavis Dateof Bith — [ogjnzjioss | age [ 55 s

Frschame  [reven sl Socal Security 343343579 ¥ Active 7

Title [rar. | sufisc | | Provider |Piler, 0.0, Michael = ﬁ

Nickname | Marital Status |Singla j Hew

Link Addr To @ Selff [~ Bad Addr Emp. Skatus T B

Address |343 Haverford Ave, Employer :imp-ln-yed et J ﬂ
acific Bell j

Address | Occupation | ElScrEn j Letters

City | Laguna Miguel j Source |Patient Referral j Ledger

StatelZP calfornia ] [sze5a ] ReferredBy (¢ Patient (" Professioral (" Hone e

Home Phone |(g4g) EE5-7463 Referred Mame Jennifer Underwood ‘ =

Daytime Phone [ Salutation |Dear Steven I |

Cell Phone o [ Chart Ko | ExamitRITER:

Pager Mumber | Alert Diabetic

Fax hurber |

E-Mi Address [ ﬂ Last Exam [oojzsizoor +] <= | = | = ‘ == | %

| L Encounters

The OfficeMate Patient Data Sheet opens and displays print and export
buttons.

i OfficeMate Patient Data Sheet

1o 0% ]| Totd o 100% 141

Patient Data Sheet for Davis, Steven
Provider : Miller, 0.D., Michael

Date : 12,/02,2004 Time : 2:48 pm Chart No:
HIPAR - Read & Understood ves HIPAA - Modified Form on File Ho

Personal Information

Davs, Steven Nickname :

343 Haverford éve, Title : Mr,

Laquna Hiquel, Califomia 92653

Gender : Male

Bitthdate : 06/02/1953 Age: 51

Home Phone : (943) 555-7463 Salutakion : Dear Steven

Daytime Phone : Social Security Number : 343 34 3579
No. of Referrals : 0 Ref. Sales:

Guarantor : Self

2 'To print the data sheet, follow the instructions below:
a.  Click the printer button to open the Print window.

b.  Select the Print Range, number of Copies, and whether or not you want to
Collate Copies.

c. Click OK.

Frinter: Sustern Printer [hp Lasen)et 1300 PCL
B]

Cancel l
Fritt B atige
& B
" Pages Eopleszl—‘lzl
Erom: ] 1| Iv Collate Copies
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3 To export the data sheet, follow the instructions below:
a.  Click the export button to open the Export window.

b.  Choose an export format and destination from the Format and
Destination drop-down menu.

c. Click OK.

Export E

Farmat:

|Eharacter-sepalated vallues ﬂ

i Cancel
Lestination;
| Digk: file |

d.  Specify the values requested or choose an export file to export the data

sheet.
V|eW|ng To view a list of a patient’s appointments, click Find Appts. The Patient
Patient Appointments window opens.
3 Patient #
Demaographic | Insurance I Marketing I Noteg] Recall I Financial Info ] Correspondence Hx | HIPAAMate I eDocuments ] ’73
Guaranktor ” i /2001 m
Patient Appointments
Last Marme — 55 =
First Mame ’E Search Criteria Patient Name : Steven Davis i —
Title ,W _LI Cancel
Mickname ’_ Mame [ Date [ Time | Phone [ Mates o bt Mew
Link Addr To & q [Steven Davis U3(01j2005 545 PM (949) 555-7463 “E :
tddress *Steven Davis 05/19/2008  2:30PM  (949) 555-7463 F2 Find
,% *Steven Davis 08/03/2003  12:15 PM (949) 555-7463 57
Address ’_ #Steven Davis 03/15/2002  1:45PM  (949) 555-7465 _L| Letkers
city *Steven Davis 02/23/2002  1:00PM  {949) 555-7463
Lag #Skeven Davis 02/21§2002  2:00 PM  {949) 555-7463 - Ledger
State/ZIP Calif *Steven Davis 04/01/2000  1:30PM  {949) 555-7463 e
*Steven Davis 03f31/2000  11:15 AM {949) 555-7463 - Label
Home Phone — [ro4q (4 | | » |—
Daytime Phone ’_ Q
CellPhone b || - M
Pager Murber | Alert Diabetic :
Faix Number |
Charges
E-Mail Address | 3| LastExam nofzsizon? v 22 | = | = | == | Q
| 1 Encountars

eyefinity/OfficeMate
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Follow the instructions below to quickly print patient documents from the Patient
Demographic, Eyewear Order, Soft Lens Order, Hard Lens Order, Fee Slip, Patient
Ledger, and Receipts & Adjustments windows.

Note Before you print patient documents, ensure that you have set up your

default printer and defined your one-click document preferences. To set
up your printer and define your preferences, see To define and change
one-click document preferences on page 70.

Right-click on the Patient Demographic, Eyewear Order, Soft Lens Order, Hard
Lens Order, Fee Slip, Patient Ledger, or Receipts & Adjustments window title
bar or on a patient in the OfficeMate Information Center window and select
Documents.

Select one of the documents that is displayed to automatically print it on 8'2” x
117" paper stock.

Follow the instructions below to delete a patient record from OfficeMate.

Notes * You cannot delete a patient's record if the patient has an open balance

or an insurance balance, scheduled future appointment, an existing
exam record in ExamWRITER, is a guarantor for another patient, or
is the insured party for another patient.

* If you do not want to delete the patient record, you can mark the
record inactive by deselecting the Active check box in the Patient
Demographic window. Deselecting this check box indicates that
service to this patient has been discontinued.

Open a patient record. For more information on opening a patient record, see
Opening Patient Records on page 81.

Click Tasks on the OfficeMate main window toolbar.
Select Delete Patient.
The Delete Warning window opens.

Click Yes to delete the patient record from OfficeMate.

Delete Warning

'T ‘fou are about to deleke this data,
L

Do wou wank o conkinue?
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5 If the patient has exams recorded in ExamWRITER, the Delete Patient
Warning window opens because the patient record cannot be deleted. Select
Yes to set the patient record as inactive.

Delete Patient Warning X

Fatient has exams and cannot be deleted.

Do wouwant ko sek this patient to inactive instead?

wo |
Viewi ng & If a patient has open prescription charges in his or her record, follow the instructions
Deletin g below view and delete them. To post open charges to fee slips, go to Creating &

Patient Open Opening Fee Slips on page 190.

h 1 Open a patient record. For more information on opening a patient record, see
Charges e ‘
Opening Patient Records on page 81.

2 Click Charges.

£7 Patient; Steven Davis 55 (949) 555-7463 [NOTES] Balance: $0.00

Demaographic I Insurance I Marketing I Noteg] Reecall I Financial Info I Correspondence Hx I HIPAAMake I elocuments I ,%
Guarankor Self | Sex @ Male  Female Added On lm m
Last Mame pavis Date of Birth ’m age [55 e
Fisthame  [reven el Socal Security  [aq3343sm0 IV Active 7
= [pr. | sufre | | Rlo =y [ iler, 0.0, Michael ~| ﬁ
Mickname | Maital Status |Single j New
Link Addr To @ Self [ Bad Addr Emp. Status |Emp|oyed Full-Time j s
Address |I343 Haverford Ave, Employer | Pacific Bel j
iz | Occupation | Electrician j QLE&E“
oy | Laiguna Niguel j Source |Pat|ent Referral j Ledger
SERAP |CaI|FDrn|a ﬂ |92653 j Referred By (¢ Patient " Professional ¢ Mone i
Home Phone |(g4g) CE5-7465 Referred Mame Jennifer Underwood ‘ =
Daytime Phone | Salutation |Dear Steven Q
Cell Phone Mo [ Chart Ho | ExamiRITER
Pager Number | Alert Diabetic
Fax Mumber |
E-Mal Address [ ﬂ Last Exam [o3fzs/z007 ¥| == | = | > | == |

| 1 Encounters

The Patient Open Charges window opens.

3 Ifyouare an ExamWRITER user and you record an exam with a lab order and
schedule an examination, the scheduled orders are displayed in the Patient Open
Charges window in OfficeMate. Select the provider or staff member who you
want to schedule the orders, select the orders to schedule, and click Post to
Task List to post the scheduling orders task to the Task Manager. For more
information about using the Task Manager, go to Using the Task Manager on
page 473.

eyefinity/OfficeMate
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& Patient Open Charges

Open Charges

Viewing & Deleting Patient Open Charges

Click Close out to delete the patient open chatges.

E5

= 1

4] bae | Destription Order#  |UniPrice | Qy | Towl | cPT | 10 | Insurance [ =]
[ v/20/2009 Excoutive 5 0.0 1 om o 7z
¥ 04/30/2009 Executive 5 0.00 1 om0
¥ 04/20/2009 AR Casting 5 .00 1m0
¥ 04/30/2009 Lens Add On s 0.00 1 0.00 o

post | | Close out I

Exit

Orders to be Scheduled

¥ Schedule on or about 04/30/2010: Examination: OS: Contact Lens Dispensing

Description Type [=]
¥ Schedule on or about 04/30j2010: Examination: Contact Lens Examination Exaniination
Exanination

Post ko Task List
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CHAPTER 3

Maintaining Product &
Service Information

In this chapter:

For more . Setting Up Product & Service Information, 113
qurmgtl_on on . Opening the Products Window, 118
malntalnlng .

products & . Finding Products & Services, 119

services, see the . Recording Product Information, 121

“OSSU 105 Setting
Up Products &
Services” iTrain
and the OSSU
100-1, “Setting Up

. Recording Service Information, 131

Maintaining product and service information in OfficeMate allows you to generate
sales and production reports; automatically transfer price, product, and insurance
information into fee slips; generate accurate information on eyewear and contact lens

Prod_ucts & Rx order forms; and provide services to use in the Appointment Scheduler. You can
SerV|Ce$ i.iﬂd set up and record as little or as much product and service information in OfficeMate
CUS_t0m|Z|ng as is necessary for your practice.

OfficeMate,”

training course.

Settmg Up You can set up as little or as much product and service information in OfficeMate as
Product & is necessary for your practice. This section tells you how to set up product and service
Service information in OfficeMate, including how
Information . To set up product types, 114

. To set up barcode label options, 115

. To set up general ledger numbers, 116

. To set up mass changes, 116

. To set up commission classes, 117

Note Press the F12 key when your cursor is in a drop-down box to open a

Maintain window and add new items to the drop-down menu
selections. For more information on using the F12 key, go to To add and
maintain list box selections (F12) on page 19.

eyefinity/OfficeMate
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114

» To set up product types

Products or services that share similar characteristics are grouped by product type.
When you add a new product or service to OfficeMate in the Products window, the
product type defaults set up using the instructions below apply to the new item.

1 Click Setup on the OfficeMate main window and select Product Setup.
The Product Setup window opens.
2 Select one of the nine product types from the Product type drop-down menu.

Deselect the Maintain perpetual check box if you do 7of want to maintain
inventory for this product type.

- Product Setup §|
Product Type I Preferences I Gl Mumbers I Mass Change I Commission Class
Product type |Frames j
[~ Maintain perpetual
L -,
| j Commission method ¢ Gross®
Phyysical inventary cycle| ﬂ o Margini
Tax 1 bvpe |Materials bax rate j s - L i
ommissian rate
1]
Tax 2 type |Materials Lax rate j
S ,— o 1— Special incentive -Spiff 40,00
-
[a]d 1 | | Print ] Cancel |

4 Select tax types from the Tax 1 type and Tax 2 type drop-down menus, if
applicable.

Note Press the F12 key on your keyboard while your cursor is in the Tax
1 Type and Tax 2 Type drop-down menus to open a Maintain
window and record the tax percentage amounts.

5  Ifyouwant to exclude discounts on services, deselect the Apply Discount On
Services check box.

Note You can still apply discounts to line items on fee slips if the Apply
Discount On Services check box is deselected by clicking Line
Add’1 Data on the Fee Slip window. For more information about
adding data to fee slips, go to Recording Information on Fee Slips
on page 193.

6 Select the Gross%, Margin®%, or Set Amount Commission method radio
button.
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For more
information on
using your SATO
barcode printer,
see the “Scanning

and Printing 1

Barcodes With

OfficeMate”

document. 2
4
6
7

eyefinity/OfficeMate

Type the commission rate in the Commission rate text box.

Note If you have set up a commission for a specific provider, it will take
precedence over a commission set up for a product type.

Type a special incentive amount for the product type in the Special incentive
-Spiff text box.

Click Print to print the product type information.

Click OK to close the Product Setup window.

To set up barcode label options

Note The SATO CX208 and CX400 barcode printers are the only
barcode printers that are compatible with OfficeMate. To purchase
a SATO barcode printer, contact OfficeMate Sales at
1.800.269.3666.

Click Setup on the OfficeMate main window and select Product Setup.
The Product Setup window opens.
Click the Preferences tab.

Select up to four lines of information to print on barcode labels from the
Barcode Label Options list.

Select the UPC or Product Code radio button to print a UPC or product code
column on barcode labels.

Select your barcode printer from the Bar Code Printer drop-down menu.

Type the communication port to which your barcode printer is connected in the
Comm. Port for Barcode Printer text box.

- Product Setup

Product Type i GL Mumbers I Mass Change I Commission Class ]

These Preferences apply to ALL Product Types. Earcode Label Options
Description {1 Line, 15t 24 chrs.) ™ ves O No

Start date of first periods  |01/01/2000 j Cizscription (split on bwao lines) O es @ ha

Current calendar year 2004 ManuFacturer {* ¥es  No

i ji o i
Current inventory period 3 Beslaner aotics Sils Lo
: . ,_ Color Description " wes & Mo
# of petiods in a vear 12
; ! Eioard Lacation [ Yes [+ Mg

Wil pheysical count be stored by board location?  © yes & g Date Received [ wes (¢ Mo
Fee v %es [ No
You may select 4 lines of data for barcode|
Column o bar code = ypc & Product Code
EBar Code Prinker |Sat0 %205 ﬂ
Cornm, Port for Barcode Printer |—D

OF | | | | Cancel |

Click OK to close the Product Setup window.

OfficeMate User’s Guide 115



Setting Up Product & Service Information Chapter 3 Maintaining Product & Service Information

116

» To set up general ledger numbers

General ledger numbers are already set up in OfficeMate for you to use with your
inventory. If you have a general ledger system with different names or numbers, follow
the instructions below to modify the existing OfficeMate numbers and descriptions.

1 Click Setup on the OfficeMate main window and select Product Setup.
The Product Setup window opens.
2 Click the GL Numbers tab.

Click in an Account number or Description text box to modify account
numbers or descriptions.

4 Select a product type from the Product type drop-down menu.

Select general ledger accounts from the General ledger accounts drop-down
menus.

- Product Setup

Broduct Type I Preferences Gl Mumbers Mass Change I Commission Class I
Account number | Description Product type

Inwenkory Inventary y =

Cost of Goods Sold Cost of Goods Sold

Sales Sales

Reburns Returns General ledger accounts

Adjustment Adjustment Inventary |Invent0ry Ll

Purchase Cleatin Purchase Clearin

g = COEs {Cost of Goods Sold ﬂ
Sales |Sa|es L{
Returns |Returns ﬂ
Adjustment|.ﬁ.djustment L{
Purchase |Purchase Clearing j
oK | & | 1 Print | Cancel |

6  Click Print to print the general ledger account numbers and descriptions.

7 Click OK to save your changes and close the Product Setup window.

» To set up mass changes

Set up mass changes to simplify changes in your costs and fees.

1 Click Setup on the OfficeMate main window and select Product Setup.
The Product Setup window opens.

Click the Mass Change tab.

Select a product type from the Product type drop-down menu.

Select a manufacturer from the Manufacturer drop-down menu.

[V B S VS N S

Select a designer series, if applicable, from the Designer Series drop-down
menu.
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>

Select the Cost or Fee Data to change radio button.

- Product Setup fg

Product Tvpe I Preferences I GL Mumbers Mass Change Commission Class

Product selection criteria Change information

Data to change (" Cost i Fee

Product tvpe {Contact Lenses Ll Percent change 0,00 %
Amount change 0.00
ManuFackurer |Bausch & Lamb Li
Round (* Up " Down

Designer Series {m - End amaunt with 1 Cents

Process Changes

QF I | | | Cancel |

Type cither the percent or amount by which you want to change the cost or fee
in the Percent change or Amount change text box.

Select the Up or Down Round radio button to round amounts up or down.

Type the amount that you want the cost or fee to end with in the End amount
with text box.

Click Process Changes.
Click OK to close the Product Setup window.

To set up commission classes

Set up commission classes for products for which you use the same commission
method and rate.

1

eyefinity/OfficeMate

Click Setup on the OfficeMate main window and select Product Setup.
The Product Setup window opens.

Click the Commission Class tab.

Select a commission class from the Description drop-down menu.

OR

Click New to set up a new commission class.
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4 Ifyou are setting up a new commission class, type the name of the commission
class in the New Commission Class window and click OK; otherwise, skip
to step 6.

- New Commission Class rz|

Enter New Cammission Class Mame
ﬂFrames| |

| (o] 4 i Cancel|

5 Select the Gross%, Margin%, or Set Amount Commission method check
box.

6  Type the percent or dollar amount in the Commission rate text box.

- Product Setup

Product Type | Preferences | GL Mumbers | Mass Change Comrmission Class

L

Description |Frames Li

Commission method v [~ Margin®: [ Set Amount

Commission rate
Special incentive -Spiff 40,00

O | Mew l Delete | Prink | Cancel |

7  Type the special incentive dollar amount, if applicable, in the Special
incentive-Spiff text box.

8  Click Print to print the commission class.

Note Click Delete to delete a commission class.

9  Click OK to close the Product Setup window.

Opening the Open the Products window using one of the following methods:
PrOd ucts . Click the Products icon and select Products and Services.
W|ndOW J Click Tasks on the main window toolbar and select Products and Services.
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Finding Products & Services

Open the Products window. For more information on opening the Products
window, go to Opening the Products Window on page 118.

The Products window opens.

Note

To conduct an advanced search for a product, click Advanced
Search to open the Find Product window and search for a
product using additional criteria.

#X Find Product g|

Selections
Name A Desiger DEL 5ize
Color ’7 Product Code: ,7 TEleE Size ’7
Manufacturer Eve Size upC

Product MamefCode | PrintMame | Color | Eye [ 08L | Tmpl [Brda | BC [ Dia [Sphere] vl [Axs [ Add JonHand]  opc B

Acuvue [73390510035: Multipack Acuy 580 14.00 450 0.00 0 000 O

Acuvue [73390510037 Multipack Acuy 5.80 14.00 -475 0,00 0 000 0

Acuvue [733905100391 Multipack Acuy 5.80 14.00 500 0.00 0 000 0 B

Acuvue [73390510041: Multipack Acuy 880 14.00 525 0,00 0 000 O

Acuvue [73390510043 Multipack Acuy 5.80 14.00 -550 0,00 0 000 -4

Acuvue [73390510045 Mulipack Acuy 680 1400 575 0.00 0 000 O

Acuvue [73390510047 Multipack Acuy 5.80 14.00 -6.00 0,00 0 000 -4

Acuvue [73390510051. Mutipack Acuy 5.80 14.00 650 0.00 0 000 0

Acuvue [733905100551 Multipack Acuy 680 1400 7.00 0.00 0 000 O

Acuvue [733905100591 Multipack Acuy 5.80 14.00 -7.50 0.00 0 000 0

Acuvue [73390510063 Multipack Acuy 650 1400 800 0.00 0 000 O

Acuvue [73390510067: Multipack Acuy 8.80 14.00 -850 0,00 0 000 O -

] v[]
Totsl Froducts 20 F2find | [ select dear | addproduct|  cancel |

To add a new product or service through the Find Product
window, click New Product and follow the instructions below:

1 Click Add Product.

The Quick New Product Entry window opens.
2 Type ot select approptiate product options.
3 Click OK.

<= Quick New Product Entry

Product Type |Lens Treatments ﬂ

Product Name  [359678

ManuFacturer |Alc0n ﬂ

Wendaor |Alc0n j

Product Cade |35696325

Cost $0.00 Fee $0.00

[0 4 Cancel

4 Add additional product or setvice information before
recording this product or service on a fee slip or maintaining
inventory for this product. For more information on adding
additional product or service information, go to Recording
Product Information on page 121 or Recording Service
Information on page 131.
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5 Select a product or service from the Product Type drop-down menu.

Notes ¢ Frame and lens add-ons are included in the Other and Lens
Treatment product types.

* To add a new product or service, click New Product and go
to Recording Product Information on page 121 or Recording
Service Information on page 131.

6 Select a product manufacturer from the Manufacturer drop-down menu or
select a service CPT code radio button.

7 Type a product or service name in the Product Name text box.

8  Select the Include inactive products check box if you want to maintain
product or service information for inactive products or services.

9  Click F2-Find to seatch for a product ot service.

Product Type  [contack Lenses - Manufacturer [Baysch & Lomb -~ | Fo-Find | Advanced Search
Praduct Name I Include inactive products Clear New Product

Product 1D # Product Mame | Prink on Fee Slip | Stocking Type | Lens Category | Manufacturer Tink Waterial ucH
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Double-click on a product or service to view or modify information. For more
information on recording or modifying product or service information, go to
Recording Product Information on page 121 or Recording Service Information
on page 131.

Note You can drag and drop column headings to rearrange column
views.

Products g|

Product Type [Frames - Manufacturer [warchon Evewear, Inc, - F2-Find Advanced Search
ProductMame [~ I Include inackive products Clear Bew Product

65 products/services found.

AIRLOCK 760/2 ‘AIRLOCK F60[2 ‘ 214, 99|Marthnn Eyen [Marchon Eveuw [Marchon@ Colec ‘R\m\ess ‘Cnmp\ete Spew‘REgular Rx ‘Wumen‘s | r ‘
AIRLGCK 760J3 |AIRLOCK 7603

Regular Rx

Froduct Name Frint on Fee Ship ProdFes | WVendor  Manufacturer  Designer Material Mourk  Frame Type | Framelsage  Gender |Inactive Q'j

1

|
[atrLOCK 78075 [AIRLOCK 760/5 214,99 [Marchon Eyewa Marchan Eyew Marchan@ Collec Rimizss Complete Spes [Reqular Rx |Unisex r 1
AIRLOCK 760f6  [AIRLOCK 7606 214,99 |marchon Eyew Marchan Eyew Marchan® Collec Rimisss Complets Spe:[Requlsr Rx [women's | T 1
AIRLOCK 760{7  |AIRLOCK 760{7 214,93 |Marchon Eyews [Marchan Eyew Marchan® Collec Complete Sper [Reqular Rx r 1
AIRLOCK 760/8  |[AIRLOCK 760/8 214,99 [tarchon Eyew[Marchan Eyew Marchan Collec Complste Spe:[Reqular Rx [women's | T 1
AIRLOCK 760(9  [AIRLOCK 760/ 214,99 |Marchon Eyews [Marchan Eyvew Marchan® Collec Complete Spe: [Requiar Rx  [Wamen's | [ 1
AIRLOCK720{115 |AIRLOCK720/115P 244,99 |Marchon Eyews [Marchan Eyvew Marchan@ Collec Complete Sun Miscellaneous [Lnisex: = 1
AIRLOCK720{125 [AIRLOCK720/125F 244,99 |Marchon Eyewa|Marchan Eyew Marchan® Collec Complete Sun [Miscellaneous [Lnisex r 1
AIRLOCK720/225 |[BIRLOCK720/225F 244,99 |Marchon Eyews Marchan Evew Marchan® Collec Complete Sun [Miscellaneous [wamen's | T 1
AIRLOCKZ20{235 |[AIRLOCK720/235P 244,99 [Marchon Eyewa|Marchan Eyew Marchan@ Collec Complete Sun [Miscellaneous |Lnisex r 1
AIRELOM.R AF Eb [AIRELOM.R AF EVOD1E 160,93 [Marchon Eyews [Marchon Eyvew ke etal Complete Sur [Miscellaneous [Unisex = 1
ASHLAND FLASH [ASHLAND FLASH 299,93 [Marchon Eyvews |Marchan Eyvew|bike Complete Sun Miscellaneous |Lnisex r 1
ASHLAND FC  [ASHLAND PC 276,99 |Marchon Eyew|Marchan Eyew|bke Complete Sun [Miscellaneous [Lnisex = 1
ASHLAND POLAR] [ASHLAND POLARIZED: 345,99 |Marchon Eyews |Marchon Eyevs |Mike Complet Sur [Miscelaneous |Unisex r 1
AMPED AMPED 112,99 [Marchon Eyevs|Marchon Evew % Games Complete Sper [Reqular Rx |Unisex ch| T 1
AMPED CLIP-OM [AMPED CLIF-OM 76,99 [Marchon Eyevs|Marchon Evew [ Games Metal Complete Sur [Miscellanecus |Unisex ch| T 1

L ;E‘

You can record as little or as much product information in OfficeMate as is necessary

for your practice. This section tells you how to record products in OfficeMate,
including how

To add or modify products, 122
To add additional information to products, 125
To itemize product details, 128

To record ophthalmic lens optional fees, 130
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Notes ¢ If you are using the FRAMES SPEX UPC, FRAMES Quartetly
CD-ROM, or Marchon Frames Diskette, go to Using FrameMate on
page 313 for instructions on how to use FrameMate to transfer frame
information into OfficeMate.

* Before you add products to OfficeMate, set up your insurance fee
schedule information and procedure codes. To set up insurance
information, go to To modify or add insurance information on page
58. To set up procedure codes, go to To add procedure codes on page
45.

* Press the F12 key when your cursor is in a drop-down box to open a
Maintain window and add new items to the drop-down menu
selections. For more information on using the F12 key, go to To add
and maintain list box selections (F12) on page 19.

» To add or modify products

Note All of the fields in the steps in this section are not applicable for all
products. Record applicable information for your product type. You can
record as little or as much product information in OfficeMate as is
necessary for your practice.

1 Open the Products window. For more information on opening the Products
window, go to Opening the Products Window on page 118.

2 Select a product or service from the Product Type drop-down menu.

Note Frame and lens add-ons are included in the Other and Lens
Treatment product types.

3 Complete one of the following tasks:
—  Click New Product to add a new product.

— Enter additional search criteria and click F2 - Find to search for and find
an existing product. For more information on finding products, go to
Finding Products & Services on page 119.

Notes e« Click Delete to delete a product if it is #oz linked to a fee slip, Rx
order, or purchase order.

* Click Next and Previous to add or modify the previous or next
product in your database.
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12

13
14
15
16

17

Click Copy to copy the product details and then make changes to them to
record a new product.

OR

Type the product name in the Product Name text box.

Note Name the product a short name (for ease and simplicity) or a
number or CPT code with more than one digit.

Select a description to print on fee slips from the Print on Fee Slip drop-down
menu.

Select a stocking type from the Stocking Type drop-down menu.

Select a lens category from the Lens Category drop-down menu, if applicable.

Note You must assign contact lenses to a lens category in order for them
to appear in the Select Contact Lens window in ExamWRITER.

Products : Contact Lenses - Acuvue. E|
Products ] Product Detaiks |
ProductName  [Acvue | TaxTypel [ =] Frodutcost $0.00 save
Print on Fee Slp | Multipack Acuvue Lenses v || Tax Type2 [ =] ProducFee $0.00 sy
Stocking Type Stack *|| 1ns. Fes Type ¥| CostChanged 050412006
Lens Category  [HardF <) unitofMesswe [ <] Feechanged [ osjosyzo0e £
Mawfactwrer | x| vendor [ ] vewsince [ 11/zs11926 Hew
Tint ,—Ll Lenses per Pack ol Inactive r
Copy
Waterial | Quick List V
Next
Additional Fees HCFA - 1500 Additional Information Hotes
Patient Fee Type Fee CPTHPCS Code | |
= Place of Service =
EPSDT [ ema [
0B [
Delete Line Local Use —
: Commission
Medicare Allowable Fee $0.00 Financial Group ’—L‘ i ,—Ll
Felem R ne $0.00 . wl|  Method " Gross C Margn% O SetAmount
Rate [
Spiff Amount $0.00

Select an item type from the Item Type drop-down menu, if applicable.
Select a manufacturer from the Manufacturer drop-down menu.

Select an appropriate Frame and Lens Add On Type radio button, if
applicable.

Select a gender from the Gender drop-down menu, if applicable.

Select a designer series from the Designer Series drop-down menu, if

applicable.

Select a material from the Material drop-down menu, if applicable.
Select a mount from the Mount drop-down menu, if applicable.
Select a tint from the Tint drop-down menu, if applicable.

Type or select the blank size from the Blank Size drop-down menu, if
applicable.

Select the finish from the Finish drop-down menu, if applicable.

OfficeMate User’s Guide 123



Recording Product Information

124

18

19
20
21
22
23
24

25
26
27
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Select tax types from the Tax Typel and Tax Type2 drop-down menus.

Note To add a new tax type and tax percent to your drop-down menu
options, place your cursor in the Tax Typel or Tax Type2 box and
then press the F12 key on your keyboard to open the Maintain
Product - Tax Type window. Type and record the tax percentage
amounts.

Select an insurance fee type from the Ins. Fee Type drop-down menu.

Select the unit of measure from the Unit of Measure drop-down menu.
Select a vendor from the Vendor drop-down menu.

Select a frame type from the Frame Type drop-down menu, if applicable.
Select the frame usage from the Frame Usage drop-down menu, if applicable.

Select the number of lenses per pack of contacts from the Lenses per Pack
drop-down menu, if applicable.

Type the product cost in the Product Cost text box.

Type the usual and customary product fee in the Product Fee text box.
Select the Standard Temple check box, if applicable.

Select the Inactive check box if the product or service is inactive.

Select the Quick List check box if you are #of maintaining inventory for this
product and you want to add it to your Product Quick List window.

Products ] Prociuct Details |
ProductMame  [acvue TaxTypst [Nontaxable | FroductCost $15.90 Save
Printon Fee sip [ Mubpack Acvue Lenses =] Tax Type2 [ =] productFee $30.00 EE
StokingType  [tock vl Ins.FeeType  |CosmcticContactlens  w|  CastChanged [‘ooyteisas
Lens Category  |Hard PP v| UntofMeasure  [pack +|  FesChanged 0915/199% E
e feone | o [t =] Newsnes [Tisiss o
Tink ,h Lenses per Pack 6 Inactive u
Copy
Metericl [etaficons =] Blick et v
Hext
Adkditional Fees HCF# - 1500 Additianal Infarmatian Nates
Patiert Fee Type Fee CPIHCPCSCode  [vz2s20 L Softsphere v
= Placzof service  [offies |
EPSDT [ emG [
coB |

Delete Line Local Use

Medicare Alowable Fez $0.00 ooty
Frames{Buying Group Cost $0.00 Production Group

If you want to add more information to the product, go to To add additional
information to products on page 125, To itemize product details on page 128,
and Recording Product Inventory Details on page 330; otherwise, click Save
and select one of the following options:

— Save to save the information and keep the Products window open.
— Save and New to save the information and create a new product.

— Save and Exit to close the Products window.
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» To add additional information to products

1 Open the Products window. For more information on opening the Products
window, go to Opening the Products Window on page 118.

2 Select a product or service from the Product Type drop-down menu.

Note Frame and lens add-ons are included in the Other and Lens
Treatment product types.

3 Complete one of the following tasks:

— Click New Product to add a new product. For more information on
adding new products, go to To add or modify products on page 122.

— Enter additional search criteria and click F2 - Find to search for and find
an existing product. For more information on finding products, go to
Finding Products & Services on page 119.

Notes ¢ Click Copy to copy the product details and then make changes to
them to record a new product.

* Click Next and Previous to add or modify the previous or next
product in your database.

4 If you want to assign different patient fees for different types of patients, follow
the instructions below; otherwise, go to step 5:

a.  Select a patient fee type from the Patient Fee Type drop-down menu.

b.  Type a fee in the Fee text box.

Products : Contact Lenses - Acuyvue E\
Products ] Prociuct Details |

ProductMame  [acvue TaxTypst [Materials txrate | Froduct cost $50.00 Save
print on Fes slp [Multipack Acuvue Lenses w | Tax TypeZ [servicestaxrate | ProductFee $70.00 oS
Stocking Type: ’h‘ Ins. Fee Type ’W Cost Changed ’m
Lens Category  |Hard MF v| Unitof Measure  [pack +|  FeecChanged 05/05/2006 E
Menufacturer  [Bausch&lomb  w| Vendor [Bauschetomb =] Newsince [ 11j25119% New
Tink m Lenses per Pack 6l Inactive r

Copy
Makerial [Methaficon =] Quick List ~

Hext

Addltional Fees HCFA - 1500 Addtional Information Notes
Patient Fee Type Fee CPTHCPCS Code | |

Employee Fee

20.00
EMG

Relative Fee S

[Senior Citizen Fee COB

Usual and Cuskomary Fee
Delete Line Local Use
Commission
Wedicare Alowsble Fee 50,00 FemsiE Bl [ =

Employee Fee

Frames/Buying Group Cost s0.00 PoductionGrowp [ ]| Method (" Guossw O Margio  Set Amount
Rate
Spiff Amount $0.00

Note To delete an additional fee, select the line and click Delete Line.

5 Type the Medicare allowable fee in the Medicare Allowable Fee text box, if
applicable.

eyefinity/OfficeMate
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Type the FRAMES cost ot your buying group cost in the Frames/Buying
Group Cost text box, if applicable.

Notes ¢ Ifyouare using the FRAMES SPEX UPC, FRAMES Quartetly
CD-ROM, or Marchon Frames Diskette, the cost is
automatically transferred into the Frames/Buying Group Cost
text box when you transfer frame information into OfficeMate.

* 'The Frames/Buying Group Cost overtides the product Fee on
fee slips when you bill to VSP insurance.

Select a CPT/HCPCS code from the CPT/HCPCS Code drop-down menu,
if applicable.

Notes ¢ The CPT/HCPCS code is automatically entered on the CMS
1500 form in box 24D.

* You can assign two CPT codes to ophthalmic lenses by
recording a CPT code in the CPT/HCPCS Code text box in the
Products tab and in the Product Code text box in the Product
Details tab. If you assign two CPT codes to ophthalmic lenses,
the codes recorded in the Product Code text box in the Product
Details tab will override the codes in the CPT/HCPCS Code
text box in the Products tab when you add the lenses to fee slips
in OfficeMate. If you do not record a CPT code in the Product
Code text box in the Product Details tab, the code in the
CPT/HCPCS Code text box in the Products tab will appear on
fee slips in OfficeMate.

Type Y in the EPSDT text box if the product is part of an early periodic
screening and diagnostic test or N if the product is not part of an early periodic
screening and diagnostic test.

Note The EPSDT is automatically entered on the CMS 1500 form in
box 24H.

Type Y in the EMG text box if the product is related to an emetrgency or type
N in the EMG text box if the product is not related to an emergency.

Note The EMG is automatically entered on the CMS 1500 form in box
24C.

Type Y in the COB text box if the product has a coordination of benefits.
Type the product’s local use in the Local Use text box.

Select a financial group from the Financial Group drop-down menu if the
CPT code and financial group are not already linked to each other. To modify
CPT codes and their associated financial groups, go to To add procedure codes
on page 45.
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Select a production group from the Production Group drop-down menu, if
the CPT code and production group are not already linked to each other. To
modify CPT codes and their associated production groups, go to To add
procedure codes on page 45.

Products : Contact Lenses - Acuyvue

Products | roduct Deteiks |

Product Name  [Acuvue Tax Typel Sales Tax ~|  Product Cost $50.00 save
Print onFee Sip | Multpack Acuvie Lenses | Tax Type2 ~|  Product Fee $90.00 e
ancel
Stacking Type  |Stack ~|  Ins. Fee Type CvrPrer +|-7D5PH SW ~|  Cost Changed 05/08/2006
Lens Category  |Hard MIF <] Untoftessure  [Pack =l R 5/08/2006 Delete
ManuFacturer Bausch & Lomb v| wendar Bausch & Lomb | Mew Since 11/25i1996 Hew
Tink Aqua #1 ~|  Lenses per Pack 6l Inactive r
Copy
Makerial Hema - Quick List I
Next
Additional Fees HCFA - 1500 Additional Information Notes
Patient Fes Type Fee CPTHCPCS Code  [92370  Contact Lens Therape x|
Employes Fes 30.00
Relat e Fes = 000 Place of Service Office: -
EPSDT v EMG | ¥
cos ¥
Delete Line Local Uss
Commission
Medicars Alowable Fes $20.00 P it tem e EIL =
Frames{Buying Group Cost 450.00 Production Group [5oit cLreverues || | Method € Grosst O Margin% O Set Amount
Rate
Spiff Amount $0.00

Type notes in the Notes box.

If you want to add commission information, follow the instructions below;
otherwise, go to step 16.

a. Select a commission class from the Class drop-down menu.
b.  Select the Gross%, Margin%, or Set Amount Method check box.
C. Type the commission percent or dollar amount in the Rate text box.

d.  Type the special incentive dollar amount, if applicable, in the Spiff
Amount text box.

Note You do not need to add commission information for each product.
To set up commission information for entire product types, go to
To set up commission classes on page 117.

If you want to itemize product details, go to To itemize product details on page
128; otherwise, click Save and select one of the following options:

—  Save to save the information and keep the Products window open.
—  Save and New to save the information and create a new product.

- Save and Exit to close the Products window.
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» To itemize product details

If you are #of maintaining inventory and you want to itemize the size and color of
frames or lenses with the same name, complete the instructions below. If you are
maintaining inventory, go to Recording Product Inventory Details on page 330 to add
product details.

1 Open the Products window. For more information on opening the Products
window, go to Opening the Products Window on page 118.

2 Select a product or setrvice from the Product Type drop-down menu.

Note Frame and lens add-ons are included in the Other and Lens
Treatment product types.

3 Complete one of the following tasks:

—  Click New Product to add a new product. For more information on
adding new products, go to To add or modify products on page 122.

— Enter additional search criteria and click F2 - Find to search for and find
an existing product. For more information on finding products, go to
Finding Products & Services on page 119.

Notes e« Click Copy to copy the product details and then make changes to
them to record a new product.

* Click Next and Previous to add or modify the previous or next
product in your database.

4 Click the Product Details tab.

5 Click New to add new product details or select in a line in the table to modify
product details already recorded.

Note Select a line and click Delete to delete the line if it is zo# linked to
a fee slip, Rx order, or purchase order.

6 Type product sizes in the BC, Dia, Sph, Cyl, Axis, and Add text boxes.
7 Type or select a color from the Color drop-down menu, if applicable.

&  Type the product code in the Product Code text box.

Note You can assign two CPT codes to ophthalmic lenses by recording
a CPT code in the CPT/HCPCS Code text box in the Products tab
and in the Product Code text box in the Product Details tab. If you
assign two CPT codes to ophthalmic lenses, the codes recorded in
the Product Code text box in the Product Details tab will override
the codes in the CPT/HCPCS Code text box in the Products tab
when you add the lenses to fee slips in OfficeMate. If you do not
record a CPT code in the Product Code text box in the Product
Details tab, the code in the CPT/HCPCS Code text box in the
Products tab will appear on fee slips in OfficeMate.
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Type the UPC code in the UPC Code text box.

Products : Contact Lenses - Acuyue

Products | Froduct Detals ]

Diccontinued|  BC | Dia ‘ Seh ‘ o ‘ i ‘ fd ‘ Caler | Product Code | UPCCods | (02 | Stocing | | =]
- 5E0 1400 550 7330051037 + B El
| 8.80 14.00 575 733905100451 4 2
| 8.80 14.00 -6.00 733905100475 & z -4
i~ B60 1400 50 733005100512 6 2
= 880 1400 TS0 73300510059 5 2
| 8.80 14.00 -8.00 733905100635 5 4
| 8.80 14.00 -8.50 733905100673 4 3
| 8.80 14.00 -9,00 733905100710 i) z
|
- =
4] +[
Print Bar Code
Er | B | bia [ sph | e | mds | add |
| 543, 600 +6.00  +6.00 +6.00|
I I
Date lestsold[ Lastrecened] i
Colar Brown = FTD VD K3 Stodinglevel [ 1
Product Code (789789 Qty Sold g g g Min I
i Qty Retuned [ E [ :
0de ,7 it H
esest amount 5010 I R
soardlocaton[ | e i e onorder [T
Discantinued | PR .00 0.0 .00 e

Recording Product Information

Save

Cancel

g

Delete

Hew

Copy

0

Type the board location in the Board Location text box.

Select the Discontinued check box if the product has been discontinued and

this option is available.
Click Print Bar Code to print a barcode for the selected service.

Click Save and select one of the following options:

— Save to save the information and keep the Products window open.

— Save and New to save the information and create a new product.

— Save and Exit to close the Products window.
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For more
information on
using the
OfficeMate Lens
Product Loader, go
to Loading Lens
Products into
OfficeMate on
page 75.

130

» To record ophthalmic lens optional fees

You can record optional fees for ophthalmic lenses loaded into OfficeMate through
the OfficeMate Lens Product Loader. The lens product fee includes the base price and
all of the optional fees. The optional fees display in the Eyewear Order window in the
Add-Ons box.

1 Open the Products window. For more information on opening the Products
window, go to Opening the Products Window on page 118.

2 Select Ophthalmic Lenses from the Product Type drop-down menu.

Enter additional search criteria and click F2 - Find to search for and find an
existing product that you have loaded into OfficeMate through the OfficeMate
Lens Product Loader. For more information on finding products, go to Finding
Products & Services on page 119.

Note Click Next and Previous to add or modify the previous or next
product in your database.

4 Click the Price Details tab.
Click the + (plus sign) next to the product description.

6  Type the optional price in the Option Fee box.

Products : Ophthalmic Lenses - BF GH170 FT 28 Clr, E‘
rogucts | Product Detats | vP Prosust | rice Detals |
Save
Price Cptians 4‘
Description Category Mat Group Material Type Color Caating TotalFes | s
_[BFGHITOFT 28I |Bifacal |lass Hilndex__|gHi70 Fiak Top 28 Clear 0.00 |
Option Description Option Fes
»# Std Lens HiInd Gl 1,60-1.50 I 10.00
7 Click Save.
- ) H eyefnity
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Recording
Service
Information
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You can record as little or as much service information in OfficeMate as is necessary
for your practice. This section tells you how to record services in OfficeMate,
including how

. To add or modify services, 131
J To add additional information to services, 133
. To itemize service details, 136

Notes e« Before you add services to OfficeMate, set up your insurance fee
schedule information and procedure codes. To set up insurance
information, go to To modify or add insurance information on page
58. To set up procedure codes, go to To add procedure codes on page
45,

* Press the F12 key when your cursor is in a drop-down box to open a
Maintain window and add new items to the drop-down menu
selections. For more information on using the F12 key, go to To add
and maintain list box selections (F12) on page 19.

» To add or modify services

1 Open the Products window. For more information on opening the Products
window, go to Opening the Products Window on page 118.

2 Select Services from the Product Type drop-down menu.
3 Complete one of the following tasks:
- Click New Product to add a new service.

— Enter additional search criteria and click F2 - Find to search for and find
an existing service. For more information on finding services, go to
Finding Products & Services on page 119.

Notes ¢ Click Delete to delete a service if it is #otlinked to a fee slip, Rx order,
or purchase order.

* Click Next and Previous to add or modify the previous or next
service in your database

4 Click Copy to copy the service details and then make changes to them to record
a new service.

OR

Type the service name in the Product Name text box.

Note Name the service a short name (for ease and simplicity) or a
number or CPT code with more than one digit.

5 Select a description to print on fee slips from the Print on Fee Slip drop-down
menu.

6  Select a stocking type from the Stocking Type drop-down menu.

OfficeMate User’s Guide 131



Recording Service Information

10
11

12

13

14

15

132

Chapter 3 Maintaining Product & Service Information

Select modifiers from the First Modifier and Second Modifier drop-down
lists.

Note Modifiers will automatically be recorded on the CMS 1500 form in
box 24D when the service is billed to an insurance cartier.

Select the type of service from the Type of Service drop-down menu.

Select tax types from the Tax Typel and Tax Type2 drop-down menus, if
applicable.

Note To add a new tax type and tax percent to your drop-down menu
options, place your cursor in the Tax Typel or Tax Type2 box and
then press the F12 key on your keyboard to open the Maintain
Product - Tax Type window. Type and record the tax percentage
amounts.

Select an insurance fee type from the Ins. Fee Type drop-down menu.

Type or select the duration in minutes for the service in the Duration in Min.
text box, if applicable.

Type or select the units or days of the service in the Units or Days text box, if
applicable.

Note The unites or days of the service is automatically entered on the
CMS 1500 form in box 24G.

Select the Recall Reminder check box if you want to be reminded to schedule
the patient for a recall when this service is billed on a fee slip.

Select the Update Last Exam check box if you want to update a patient’s last
exam when this service is billed on a fee slip.

Products : Services - 11643 E\
Products ] Product Detaik |
ProductMeme  [11643  TaxTypel [Services taxrate =] Product Cost $100.00 Save
Print on Fee Sip | Excision, Malignant 2.13.0C w|  Tax Type2 [ =] producee $150,00 e
StockingType  |MonSteck ~ w| Ins.FesType |  ~| CostChanged | osioejzo0e
First Modfier |24 Unrelated Eval & Mgt Svc | |  Duration in M. a0 Fee Changed [ osiosz008 B
Second Modifier |26 Companent Service +|  Units or Days e Hew Since 0Bj22]2002 New
Typeof Service |MedicalCre  w| Recal Reminder [V Tnactive r =
Update Last Exam ¥/ GuickTisti v &
Hext
Addtional Fees HCFA - 1500 Additional Information Hotes EO
Patient Fee Type Fee CPTMHCPCS Code [11643  Excision, Malignant 2, = |
= Place of Service  [office <]
EPSDT [ e [
o8 [
Delete Line Local Uss [
Commissian
Medicare Allovable Fee $0.00 Finandial Group ,—_‘ s ’—L‘
fianss/BUR 3 afoup Cost $0.00 Produston Growp [ ]| Method (" Goss% © Margin% { Set Amourk
Rate [
SpiFF Amount $0.00

Type the service cost in the Product Cost text box.
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Type the usual and customary service fee in the Product Fee text box.

Notes ¢ The product fee is billed on CMS forms, unless the Use
“Product Fee” on CMS preference is set as No. For more
information on product fee and CMS preferences, go to To
define and change CMS preferences on page 73.

* The product fee is used on fee slips, except in the following
situations:

— The insurance carrier has a recorded fee schedule in
OfficeMate.

—  The patient has a fee type different than the product
fee.

— Medicare is billed and there is a Medicare allowable fee.

— VSP insurance is billed and there is a frames/buying
group cost.

Select the Inactive check box if the service is inactive.

Select the Quick List check box to add the service to your Product Quick List
window.

If you want to add more information to the service, go to To add additional
information to services on page 133 and To itemize service details on page 130;
otherwise, click Save and select one of the following options:

—  Save to save the information and keep the Products window open.
—  Save and New to save the information and create a new product.

- Save and Exit to close the Products window.

To add additional information to services

Open the Products window. For more information on opening the Products
window, go to Opening the Products Window on page 118.

Select Services from the Product Type drop-down menu.
Complete one of the following tasks:

—  Click New Product to add a new service. For more information on
adding new services, go to To add or modify services on page 131.

— Enter additional search criteria and click F2 - Find to search for and find
an existing service. For more information on finding services, go to
Finding Products & Services on page 119.

Notes ¢ Click Copy to copy the service details and then make changes to

them to record a new service.

* Click Next and Previous to add or modify the previous or next
service in your database.
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If you want to assign different patient fees for different types of patients, follow
the instructions below; otherwise, go to step 5:

a.  Select a patient fee type from the Patient Fee Type drop-down menu.

b. Type a fee in the Fee text box.

Products : Services - 11643

Products I Product Details |

(x]
ProductMame  [11643  TaxTypsl [servicestaxrats =] Product Cost $100.00 Save
Print anFee Slp | Excision, Mallgnant 2.1-3.0C =] Tax Typez [ =] erodutFee $150.00 T
Stocking Type  [MemSteck  v| Ins.FeeTwpe |  w| CostChanged [ 0s/oafza08
Fitst Modfisr |24 Unwelated Eval gt Sve | =] Duration in Min, a0 Fee Changed [[05/o6fz006 Delete
Second Modfier |26 Compoent Service = Linits or Days 1H Hew Since [ ofzzjzn0z New
Type of Service [MedicalCare ~ v|  RecallReminder ¥ Inactive r =
Update Last Exam [v Quick List v il
Mext
Additional Fees HCFA - 1500 Additional Information Mokes

Presvious

Patient Fes Type Fee CPTHCPCS Code [11643  Excision, Malignant 2, |
50.00

Ernployes Fes

Employes Fee — MG
Relative Fee et
Senior Citizen Fee
Houal and Customary Fee o
Delete Line Local Lse
Commission
Medicars alwabls Fes f0.00 G a =
lass ik
Frames|Buying Graup Cost $0.00 Production Group Method = Gross% Margin®s " Set Amount
Rate
Spiff Amount: $0.00

Note To delete an additional fee, select the line and click Delete Line.

10
11

Type the Medicare allowable fee in the Medicare Allowable Fee text box, if
applicable.

Select a CPT/HCPCS code from the CPT/HCPCS Code drop-down menu,
if applicable.

Note The CPT/HCPCS code is automatically entered on the CMS 1500
form in box 24D.

Type Y in the EPSDT text box if the product is part of an early periodic
screening and diagnostic test or N if the product is not part of an early periodic
screening and diagnostic test.

Note The EPSDT is automatically entered on the CMS 1500 form in
box 24H.

Type Y in the EMG text box if the product is related to an emetrgency or type
N in the EMG text box if the product is not related to an emergency.

Note The EMG is automatically entered on the CMS 1500 form in box
24C.

Type Y in the COB text box if the product has a coordination of benefits.
Type the product’s local use in the Local Use text box.

Select a financial group from the Financial Group drop-down menu if the
CPT code and financial group are not already linked to each other. To modify
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CPT codes and their associated financial groups, go to To add procedure codes
on page 45.

Select a production group from the Production Group drop-down menu, if
the CPT code and production group are not already linked to each other. To
modify CPT codes and their associated production groups, go to To add
procedure codes on page 45.

Products : Services - 11643 E‘
Broducts | Produc Detals |
Product Mame  [11643 Tax Typet Services tax rate +|  Product Cost $100.00 Save
Print on Fes Sip | Excision, Malignant 2.13.0¢ | Tax Type2 ~|  ProductFee $150.00 s
stocking Type | Mon Stack | Ins. Fee Type |  CostChanged 05{08/2006
FistModiier |24 Unrelated Eval &gt Sve | v | Duration in Min, an B Fee Changed 05/06/2006 E
Second Modfier |26 Component Service +|  Units or Days e New Since 08f22/2002 New
Type of Service  |Medical Care ~| Recal Reminder ¥ Inackive r
Update Last Exam ¥ Quick List W %
Hext
Additional Fees HCFA - 1500 Addtional Information Notes L
Patiert Fee Type Fee CPTHCPCS Code  [11843  Excision, Malgranc2. =] || ||
Employes Fee 50.00
Relative Fee - 10.00 Plocoofserviee  foffice |
EPSDT [v E
coB [v
Delete Line Local Use —
Commission
WMedicare Alowable Fee 50,00 Foancalaro | -] e - |
Frames{Buying Group Cost $0.00 PoductionGrowp [ o] || Method (" Gross® © Margin% " Set Amount
Rate
Spiff Amounk $0.00

Type notes in the Notes box.

If you want to add commission information, follow the instructions below;
otherwise, go to step 15.

a.  Select a commission class from the Class drop-down menu.
b.  Select the Gross%, Margin%, or Set Amount Method check box.
c.  Type the commission percent or dollar amount in the Rate text box.

d.  Type the special incentive dollar amount, if applicable, in the Spiff
Amount text box.

Note You do not need to add commission information for each service.
To set up commission information for entire service types, go to
To set up commission classes on page 117.

If you want to itemize service details, go to To itemize service details on page
1306; otherwise, click Save and select one of the following options:

—  Save to save the information and keep the Products window open.
—  Save and New to save the information and create a new product.

— Save and Exit to close the Products window.
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P To itemize service details
If you want to itemize details for your services, complete the instructions below.

1 Open the Products window. For more information on opening the Products
window, go to Opening the Products Window on page 118.

2 Seclect Services from the Product Type drop-down menu.
Complete one of the following tasks:

— Click New Product to add a new service. For more information on
adding new services, go to To add or modify services on page 131.

— Enter additional search criteria and click F2 - Find to search for and find
an existing service. For more information on finding services, go to
Finding Products & Services on page 119.

Notes ¢ Click Copy to copy the service details and then make changes to
them to record a new service.

* Click Next and Previous to add or modify the previous or next
service in your database.

4 Click the Product Details tab.

Click New to add new service details or select in a line in the table to modify
product details already recorded.

Note Select a line and click Delete to delete the line if it is 7ot linked to
a fee slip, Rx order, or purchase order.

6  Type the product code in the Product Code text box.
7 Type the UPC code in the UPC Code text box.

Products : Services - 11643 E\

Preducts | Froduct Detais |

‘ Product Code | UPC Code ‘ Board Location }i

246546 646543246
546456

Prink Bar Code:

Date last sold Last received

FTD VD LY

Product Code [4sg4es Gty Sold
ty Retumed
e EV e
mount Sol

Board Location
COGS Sold

Gross Profit
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8  Click Print Bar Code to print a barcode for the selected service.

9  Click Save and select one of the following options:
—  Save to save the information and keep the Products window open.
—  Save and New to save the information and create a new product.

— Save and Exit to close the Products window.

eyefinity/OfficeMate
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For more
information on
ordering
prescriptions, see
the “OSSU 301
Creating Rx
Orders” iTrain and
the OSSU 300-1,
“Creating &
Processing Rx Lab
Orders,” training
course.

Ordering
Eyewear
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Ordering & Tracking
Prescriptions

In this chapter:

Otrdering Eyewear, 139

Ordering Soft Contact Lenses, 150
Ordering Hard Contact Lenses, 159
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OfficeMate’s prescription order forms keep track of eyewear, soft contact lens, and
hard contact lens orders that are dispensed, in progress, and waiting to be delivered.

This section tells you how to order eyewear for patients, including how

To open the Eyewear Order window, 140
To create a new eyewear order, 140
To redo an eyewear order, 148

To delete an eyewear order, 149
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Chapter 4 Ordering & Tracking Prescriptions

To open the Eyewear Order window

Open the Eyewear Order window using one of the following methods:

>

Click the Rx/Orders icon and select Eyewear Order.

Click Tasks on the main window toolbar, select Rx Orders, and then select
Eyewear.

Right-click on a patient in the OfficeMate Information Center window, select
Rx Otrders, and then select Rx Eyewear.

Right-click on the Patient Demographic, Hard Lens Order, Soft Lens Order, Fee
Slip, Receipts & Adjustments, or Patient Ledger window title bar, select Rx
Orders, and then sclect Rx Eyewear.

Click on a patient’s name in the OfficeMate Information Center window and
drag and drop the patient on the Rx/Ozrders icon and select Eyewear.

To create a new eyewear order

Notes ¢ If you want to create a purchase order immediately after creating the

eyewear order, select Display purchase order message from Rx
in the System Preferences window. For more information on setting
up your system preferences, see To define and change other
preferences on page 69.

* If you created an OfficeMate Rx for the patient in ExamWRITER
and clicked Create Lab Order on the Spectacle - Final window in
ExamWRITER, the Rx will automatically display in the Eyewear
Otder window.

140

Open the Eyewear Order window. For more information on opening the
Eyewear Order window, go to To open the Eyewear Order window on page 140.

Enter search information in the Last and First name text boxes and click F2
Find to find the patient for which you want to create a new eyewear order.

A list of current and previous lab orders appears. By default, the details of the
orders are displayed. The list includes orders on hold or processed in OfficeMate
and prescriptions forwarded from ExamWRITER. To display the order
prescription information, select the Rx History radio button. To display the
order history again, select the Order History radio button.

Click an order or prescription from the list to select it.

Note By default, the most recent order entered in OfficeMate or the
most recent prescription forwarded from ExamWRITER is
selected.
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Click New/Copy if you did not transfer an Rx from ExamWRITER to
OfficeMate and follow the instructions below; otherwise, go to step 5 to add
more information to the Rx prescribed in ExamWRITER.

a.  Select the items that you want to copy to the new eyewear order.

Notes ¢ If you want to copy the exam and expiration date to the new
order, you must select the Lens Rx check box first and then
select the Exam and Expiration Dates check box.

* If you do not want to create open charges in a fee slip for this
new order, select the Do not Create Open Charges check
box.

b. Click Create New Otrdet.

Information to Copy to new Eyewear Order

[ Ewam and Expiration Dates
[ Product Information
[ Product &dd-on Information

[ Frame Information

[~ Do rot Create Open Charges

| Create Mew Order | Cahcel

Type or select the exam date in the Exam Date text box.
Type or select the eyewear order’s expiration date in the Exp Date text box.
Select the eyewear order’s usage from the Usage drop-down menu.

If the order is a VSP order, select the radio button that corresponds to the type
of lab being used.

Notes ¢ By default, the None radio button is selected.

* If you select VSP Order, the lab order will be transmitted
electronically to the lab when the fee slip is recorded.

—  Select the VSP Order radio button if this is a VSP order being sent to a
VSP lab, and if a VSP authorization has been obtained for the patient.

OfficeMate will prompt you to select a VSP Authorization ID.

— Select the VSP Private Lab Order radio button if this is a VSP order
being sent to a non-VSP lab.

— Select the None radio button if this is not a VSP order.
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9  Select a provider from the Provider drop-down menu as needed

Note If you are working with a prescription that was forwarded from
ExamWRITER, the Provider drop-down menu will be populated
with the name of the provider that recorded the prescription.

10 Select the radio button that corresponds to the pupillary distance measurement

—  Select the BPD radio button if this is a binocular pupillary distance
measurement.

—  Select the MPD radio button if this is a monocular pupillary distance
measurement.

11 Click the blue slider bar or the measurement buttons to add measurements to
the OD and OS text boxes.

OR

Type the appropriate measurements in the OD and OS text boxes.

You do not need to click in the individual OD or OS text boxes
and then click on the blue slider bar each time that you record a
measurement. Simply click the blue slider bar, and the cursor
automatically tabs through the yellow highlighted text boxes as
you add measurements.

Notes

e If the OD and OS measurements are the same, click the =
button.

* If 0 (or a blank field) is recorded for the sphere or cylinder
measurements in ExamWRITER, “PLANO” and “SPH.” will
be displayed in the Eyewear Order window. The Special Lab
Instructions text box on the Lens Order tab will list information
about the measurements.

* You must record the sphere and cylinder Rx in the Rx
Prescription tab before clicking the Lens Order tab and
recording the lens order.

* In OfficeMate, if you enter a 0 astigmatism (cylinder) power
using the slider bar, “Sph.” appears in the Cylinder box. If you
enter a 0 spherical (DS) power using the slider bar, “Plano”
appears in the Sphere box. You must record 0 astigmatism and
spherical powers using the slider bar (and not your keyboard) in
otder for “Sph.” and “Plano” to appear in the Cylinder and
Sphere boxes.

12 Ifthe patient has a nonprescription undetlying condition, select Balance Lens,
No Lens, Not Recorded, or Prosthesis from the Underlying
Conditions drop-down menu.

142 OfficeMate User’s Guide eYefinity/OfficeMate



Chapter 4 Ordering & Tracking Prescriptions Ordering Eyewear

13 Type any notes in the Rx Notes text box as needed.

Note Any notes that you type in the Rx Notes field will print on the
prescription.

Eyewear Order for Patient: Mary Smith, [ALERT] El

Last [Smith First frary FzFind Qrder Tokal .00

Lah Order Histary

 RxHistory = Order History

Order # Exam Dite Product Name Usage Entry Date Exp. Date Fee Slip # Lab Order # | Ordered | =]

Rst Prescription 'l Lens Qrder ] Frame Order

Exam Date[0g/oajzo0e = " WP Order (" WSPPrivate Lab Order (& Mlone Crder No. 6 el

ExpDate [08/03/2011 = Provider Cartie, Daniels - Feeslip Mo Cancel
liszy ~|  RecordsdBy Ertry Date | 08/03/2009 el
New | Copy
* BPD (" MPD sphers  Cylnder  Axis Add  HPrism BS VPrism BS  SegHt  BC cr oc Underlying Conditions =
i
Lele] -2.79 -2.79 o076 +2.75 2.7560 2.756U 14.50 +1.50 z - e T
o o P Ord
% 275 |27 [oe [+275 [zwar [z7eu [1es0 [+1050 = )
078 OD: Axis e——
B5 70 75 B0 85 90 95 100 105 110
e R e i et e
] | 4

Rex Mates (Wl prink on the R

14  Click the Lens Order tab to continue entering the eyewear ordet.
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Type the eyewear product code in the Product Code text box or type the
eyewear product name in the Name text box.

OR
Click the ? next to the Product Code or Name text box to open the Find
Product window and search for and select a product.

OR

Place your cursor in the Product Code or Name text box and press the Ctrl

and P keys at the same time to open the Find Product window and search for
and select a product.

Notes ¢ An ophthalmic lens validator in the Eyewear Order window
only allows you to select lenses that correspond to the Rx by
displaying a valid range of numbers for each field. Lens
information on the Lens Otrder tab is then automatically
populated with information from the Products window.

* After you find and select a product code or name, information
associated with the product (product code, name, category,
material) is recorded in the Product Code, Name, Category, and
Material text boxes. After selecting a product on the Lens Order
tab, you can no longer select a category, material, or color. If you
want to add a new product to your OfficeMate database, click
Add Product on the Find Product or Eyewear Order
window to open the Quick New Product Entry window.

* If you want to prescribe the same products for both the OS and
OD, click the = button.

Eyewear Order for Patient: Mary Smith [ALERT] 5]

Last [oriy First finary F2 Eind Order Tatal .00

Lab Crder History

 RxHistory v Order Histary
Lab Order # | Ordered | %]

Order #

ate Product Mame Fee Slip #

Rox Frescription ] Lens Order ] Frame Order
Lens
Product Code Harme Catagory Mstarial Color o
&\ 2| [pF sHizoFT 28 Clr 7| |Bifocal = | |Glass HiIndex | = [
= ancel
= 2| [pF GHLzaFT 28 Clr 7| [sifocal | [Glass Hi Index | | [

(+ Edge mMount " Umcut O Edge (" Mount Add-Ons TR
(Acclara) AR Coating ~ (Std Lens Hi Ind Gl 1,60-1.80) Lens A s
(AcityPLUS Flatinum XF) AR Coat (5td Lens Hi Ind Gl 1,60-1.80) Lens A

Tint (AcLityPLUS Platinum) AR Coating =
{AcLityPLUS Tikarium) AR Coating print
(allre) AR Coating ——

Calar - (AR Coating B) Lens Add On z Price Order
(R Coating C) Lens Add ©n ——

Density - {AR-1 Performance Plus) AR Coati

2 (AR-% Performance) AR Coating ¥
" Solid ¢ Grad,

Order Lens From Status Special Lab Instructions Fit By o

[ % ol Ordered plans

Lab Order # Promise Date Recelved z

[ | = Hotfied Bt

T Dispensed I

’7 Cancelled

Verified By

Select the Edge & Mount, Uncut, Edge, or Mount radio button.

Select an eyewear order color and density from the Color and Density
drop-down menus.

Select the Solid or Grad. radio button.
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19 Select add-ons from the Product Add-Ons box and click the arrow key to
move them into the Add-Ons Selected box.

Note

To add Product Add-Ons to the Eyewear Order window, select the
Lens Add-On and Frame Add-On radio buttons in the Lens
Treatments and Other sections of the Products window. For
more information on product add-ons, see To add or modify
products on page 122.

Eyewear Order, for Patient: Mary Smith, [ALERT]

Last [smith First [iaary F2 Find Order Total 150.00
Lab Grder Histor:
5 ~ RxHistary *_ Order History
Order # Exam Date Product Mame: Entry Date Exp. Date Fee Slip # Lab Order # Ordered [ *]
8 BF GHL70 FT 26 Clr 011 =
R Prescription ] Cens Order | Frame order
Lens
Product Code Mame Category IMaterial Color Record
] BIEEEEL] 7] [pfecal ~v] [Glass HiTndex =l | e
= ancel
o5 7| [pFaH170FT 28 i 7| |Bfocal | |6lass HiTndex | =l T
elete
* Edge &Mount (" Uncut ( Edge ¢ Mount #dd-Ons Hew jiconv I
(Acclara) AR, Coating ~ (5td Lens Hi Ind Gl 1,60-1.80) Lens A e
(AcityPLUS Flatinum %P} AR Coat (5td Lens Hi Ind Gl 1,60-1.80) Lens A Redo
Tink (AcuityPLLIS Platinum) AR Coating |
(AcuityPLUS Titanium) AR Coating Print
(Allure) AR, Coating —
Color [ie = (AR Coating B) Lens Add On =] Price Order
(AR Coating C) Lens Add On e
Density [# 1 - (AR-X Performance Plus) AR Coati
5 (AR-K Performance) AR Coating
@ Solid © Grad,
Grder Lens From Status Special Lab Instructions Fit By ol
[ophthamic Lenses | |pelivered to Patient | vty 4 fame
Lab Crdr # Fromise Date Received v =l
[45645 [ooozizons | Natifizd - R
Tt Dispensed =
,7397 Cancelled
Verfied By

20  Enter the appropriate order tracking information.

Note The following fields, drop-down menus, and radio buttons are
used to track orders:

Order Lens From, Status, and Promise Date drop-down menus

Lab Otrder # and Tray # text boxes

Fit By, Ordered, Received, Notified, and Dispensed radio
buttons

Name and Date drop-down menus

For information about tracking orders, go to Tracking Orders on
page 168.

21

box.

Type special instructions, if applicable, in the Special Lab Instructions text

22 Click the Frame Order tab.
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Follow the instructions below to record the frame status:

—  If the patient owns the frame, click the Enclosed and POF (Patient
Owned Frame) radio buttons.

- If the frame must be ordered, click the To Come and Order Frame
radio buttons and record the appropriate frame order information.

—  If the frame is stocked, click the Supply or Enclosed radio button and
the Stock radio button.

—  Ifyouare only ordering lenses, and not a frame, click the Lens Only radio
button.

—  Ifyou are ordering the frame through VisionWeb, click the VisionWeb
radio button.

Note Your inventory quantity-on-hand will #o# decrease if you select the
Lens Only, POF, or Order Frame radio button.
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24 Type the frame product code in the Product Code text box or type the frame
product name in the Name text box.

OR

Click the ? next to the Product Code or Name text box to open the Find
Product window and search for and select a frame.

OR

Place your cursor in the Product Code or Name text box and press the Ctrl
and P keys at the same time to open the Find Product window and search for
products.

Note After you find and select a product code or name, information
associated with the product (product code, name, manufacturer,
designer, color, material) is recorded in the Product Code, Name,
Manufacturer, Designer, Color, and Material text boxes. If there is
no additional information that is associated with the product, you
can select appropriate options from the Manufacturer,
Designer, Color, and Material drop-down menus. If you want
to add a new product to your OfficeMate database, click Add
Product on the Find Product or Eyewear Order window to
open the Quick New Product Entry window.

Eyewear Order for Patient: Mary Smith, [ALERT] El

Last [Smith FIfSt inary FzFind Order Tokal 150,00

Lah Order History

 RxHitory = Order History
Lab Order #

Order # Product Mame

Exam Date Entry Date Exp. Date Fee Slip # Ordered [ %]

09 009

R Prescription | Lens Order | Frame Order

Frame Status Frame Source Record

" Supply " Enclosed " To Come ¢ LlensOnly  Stock  ( POF  { Order Frame | Cancel
Delete

Product Code [769456 7 e |
Hame [Coachise7s ? |
Manufacturer - Print
pesger [ ] | Price Order
Color Black - |

Material Carbon Fiber Graphite: >
WMount [Fetal ~

DBL  Temple L) B ED
1

e e

25  To view the price of the items in the order, click Price Order.

The Price Order window opens.

Note If the insurance is VSP Signature Choice plan or VSP Signature
plan, the Price Order window sends product descriptions, fees, and
wholesale costs (when necessary) to VSP Web Services and
retrieves copays, coverage information, and patient out-of-pocket
expenses. For more information about pricing VSP orders, go to
Pricing VSP Orders on page 170.

eyefinity/OfficeMate OfficeMate User’s Guide 147



Ordering Eyewear

148

Chapter 4 Ordering & Tracking Prescriptions

26  Click Print, select Print Rx or Print Order, and follow the instructions below:

If the Report Printer Selection window opens, click Print Rx to print the
Rx, or click Printer Setup to set up the printer. For more information on
setting up your printer, see Setting Up the Printer on page 31.

If the Eyewear Order window opens, click Print Order to print the
eyewear order, or click Printer Setup to set up the printer. For more

information on setting up your printet, see Setting Up the Printer on page
31

27 Click Recotd to record the eyewear order, create a lab order number, and close
the Eyewear Order window.

Note If you record charges and set up your preferences to display a

pop-up Patient Open Charges window, the open charges will be
displayed in the Fee Slip window.

» To redo an eyewear order

Follow the instructions below to redo an eyewear order that you have already created
and send it back to the lab.

Note

To restrict specific users from redoing Rx orders, deselect the Redo
Orders check box on the User Security window. 1f the Redo Orders
check box on the User Security window is selected for the user, the user
will have to type login security information into the Access Secured
Function window to redo the Rx order. For more information on
customizing security preferences, go to Customizing Security
Preferences on page 62.

1 Open the Eyewear Order window. For more information on opening the
Eyewear Order window, go to To open the Eyewear Order window on page 140.

Enter search information in the Last and First name text boxes and click F2

Find to find the patient for which you want to redo an eyewear order.

3 Select the eyewear order that has been ordered and dispensed and that you want
you want to redo from the list.
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4  Click Redo.
Eyewear Order for Patient: Mary Smith, [ALERT] E‘
Last [smith First [rary F2 Find Order Total 150.00
Lab Order Hist T
St  RxHistory (+ Order History
Order # Exam Date Entry Date Exp. Date Fee Sip # LabOrder # | Ordared | = |
3 011 —
Rx Prescription ] i e Grder | Frame order
Lens
Product Code Narne Category Material Color Record
ﬁ\ 7| [eFaHI70FT 28 Cr 7| |pFocal x| [lass HiTndex B2l & =
= ancel
os | 7| [eFaHI70FT 28 Cr 7| |pFocal x| [@lass HiTndex B2l B ST
clete
(+ Edge & Mot Uncut ( Edge (" Mount #dd-Ons o e
(Acclarn) AR Coating ~ (Shd Lens Hi Ind Gl 1,60-1,50) Lens &
(AcuityPLUS Platinum %P) AR Coat (5kd Lenis Hi Ind Gl 1,60-1,50 Lens &
s (AcuityPLUS Platinum) AR Coating >
(AcLityPLUS Tikanium} AR Coating Print
(allre) AR Coating ———
Color [ge - (AR Coating B) Lens Add on j Price Order
(4R Costing C) Lens Add On —_—
Density [# 1 - (A% Performance Plus) AR Coati
(% Performance) AR Coating
& Sold " Grad,
Crder Lens From Status Special Lab Instructions Fiey s
Ophthalmic Lenses | |pelivered o patient | Ordered g Mame
Lab Order # Pramise Date Recsived =
[aseas |osfo3izons = Notified J Date
Tray # Dispensed =
’7397 Cancelled
Werified By
. . .
5 Follow the instructions in To create a new eyewear order on page 140 to record

new eyewear order information.

Note You can edit the following fields while redoing an Rx order:
* OD and OS prescription
* Usage
* Wearing Schedule, Replenishment, Disinfecting Regimen
* Keratometry readings
* Supplier
* Tray #
s Status
* Promise Date

* Special Lab Instructions

» To delete an eyewear order

1 Open the Eyewear Order window. For more information on opening the
Eyewear Order window, go to To open the Eyewear Order window on page 140.

2 Enter search information in the Last and First name text boxes and click F2
Find to find the patient for which you want to delete an eyewear order.

Select the eyewear order that you want you want to delete from the list.

4 Click Delete and select Delete Frame, Delete Lens Rx, or Delete Order.

eyefinity;/OfficeMate
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Click Yes on the Delete Confirmation window.

Eyewear Qrder for Patient: Mary Smith [ALERT] Fg‘
Last [smith First iary F2 Find Order Total 150,00
Lab Order Histor
z 7 R Histary = Order History
Order # Exam Date Product Name Enlry Date Exp. Date Fee Slip # Lab Order # | Ordered | |
03 BF GH170 FT 28 Cr 9 2011 ]
R Prescription ] iLens Order ] Frame Order
ens
Produs Code Mame Category Materil Calor Record
o 7| [pF aHiToFT 28 cr 7| [Bifocal | [lass HiIndex =l | T
= ancel
os | 7| [preri7oFTzaCr 7| |Bifocal = [Gass Hindex Bajl| Bl
clete
(+ Edge &Mount ( Uncut ( Edge ( Mount Add-Ons el e
(Acclaro) AR Coating (5td Lens Hi Ind Gl 1.60-1,50 Lens A —_—
(AcuityPLUS Platinm KP] AR Coat {5td Lens Hi Ind Gl 1.60-1,80 Lens & Redo
Tint (AcuityPLUS Platinum) AR Coating > _
{AcuityPLUS Titaniom) AR Coating Brint
(allure) AR Coating p
Color  [glue - (1R, Caating B) Lens Add On J Price Order
(AR Coating C) Lens Add On
Density [# 1 - (AR~ Perfarmance Plus) AR Coati
(aR-% Performance) &R Coating %
& Solid O Grad.
Order Lens From Status Special Lab Instructions Fit by s
[ophthaimic Lenses ~| |pelvered tapatient | Ordared  (f Name
Lab Order # Promise Date Received ¥ e
[as64s |o9yjo3/2009 | Hatified f Date
Tray # Dispensed >
’7397 Cancelled
Verified By

This section tells you how to order soft contact lenses for patients, including how

To open the Soft Lens Order window, 150
To create a new soft contact lens order, 151
To redo soft contact lens order, 157

To delete a soft contact lens order, 158

To open the Soft Lens Order window

Open the Soft Lens Order window using one of the following methods:

150

Click the Rx/Orders icon and select Soft Lens.

Click Tasks on the main window toolbar, select Rx Orders, and then select
Soft Lens.

Right-click on a patient in the OfficeMate Information Center window, select
Rx Orders, and then select Soft Lens.

Right-click on the Patient Demographic, Hard Lens Order, Eyewear Order, Fee
Slip, Receipts & Adjustments, or Patient Ledger window title bar, select Rx
Otrders, and then select Soft Lens.

Click on a patient’s name in the OfficeMate Information Center window and
drag and drop the patient on the Rx/Orders icon and select Soft Lens.

eyefinity/OfficeMate
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P To create a new soft contact lens order

Note If you want to create a purchase order immediately after creating the soft

contact lens order, select Display purchase order message from
Rx in the System Preferences window. For more information on setting
up your system preferences, see To define and change other preferences
on page 69.

Open the Soft Lens Order window. For more information on opening the Soft
Lens Order window, go to To open the Soft Lens Order window on page 150.

Enter search information in the Last and First name text boxes and click F2
Find to find the patient for which you want to create a new soft contact lens
order.

A list of current and previous lab orders appears. By default, the details of the
orders are displayed. The list includes orders on hold or processed in OfficeMate
and prescriptions forwarded from ExamWRITER. To display the order
prescription information, select the Rx History radio button. To display the
order history again, select the Order History radio button.

Click an order or prescription from the list to select it.

Note By default, the most recent order entered in OfficeMate or the
most recent prescription forwarded from ExamWRITER is
selected.
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Click New/Copy if you did not transfer an Rx from ExamWRITER to
OfficeMate and follow the instructions below; otherwise, go to step 5 to add
more information to the Rx prescribed in ExamWRITER.

a.  Select the items that you want to copy to the new soft lens order.

Notes ¢ If you want to copy the exam and expiration date to the new
order, you must select the Lens Rx check box first and then
select the Exam and Expiration Dates check box.

* If you do not want to create open charges in a fee slip for this
new order, select the Do not Create Open Charges check
box.

b. Click Create New Otrdet.

X

B Copy Information

Information to Copy to new Soft Order

[~ E=am and Expiration Dates

[~ Copy Products &% Schedule/Care Information

[~ Do not Create Open Charges

| Create Mew Order | Cahicel

Note If you created an OfficeMate Rx for the patient in ExamWRITER
and clicked Create Lab Order on the Contact Lens Rx - Final
window in ExamWRITER, the Rx will automatically display in the
Soft Lens Order window.

Type or select the exam date in the Exam Date text box.

Type or select the soft contact lens order’s expiration date in the Exp Date text
box.

Select the soft contact lens order’s usage from the Usage drop-down menu.
If this is a VisionWeb order, perform the following steps:
a.  Type or select an order number in the Order No. field.

b.  Select a delivery location from the Deliver To radio buttons.
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11

12

13

If the order is a VSP order, select the radio button that corresponds to the type
of lab being used.

Note By default, the None radio button is selected.

—  Select the VSP Otrder radio button if this is a VSP order being sent to a
VSP lab, and if a VSP authorization has been obtained for the patient.

OfficeMate will prompt you to select a VSP Authorization ID.
— Select the None radio button if this is not a VSP ordet.

Click the blue slider bar or the measurement buttons to add measurements to
the OD and OS text boxes.

OR

Type the appropriate measurements in the OD and OS text boxes.

You do not need to click in the individual OD or OS text boxes
and then click on the blue slider bar each time that you record a
measurement. Simply click the blue slider bar, and the cursor
automatically tabs through the yellow highlighted text boxes as
you add measurements.

Notes

e If the OD and OS measurements are the same, click the =
button.

* If O (or a blank field) is recorded for the sphere or cylinder
measurements in ExamWRITER, “PLANO” and “SPH.” will
be displayed in the Soft Lens Order window. The Special Lab
Instructions text box on the Lens Order tab will list information
about the measurements.

* You must record the sphere and cylinder Rx in the Rx
Prescription tab before clicking the Lens Order tab and
recording the lens order.

* In OfficeMate, if you enter a 0 astigmatism (cylinder) power
using the slider bar, “Sph.” appears in the Cylinder box. If you
enter a 0 spherical (DS) power using the slider bar, “Plano”
appears in the Sphere box. You must record 0 astigmatism and
spherical powers using the slider bar (and not your keyboard) in
order for “Sph.” and “Plano” to appear in the Cylinder and
Sphere boxes.

If the patient has a nonprescription undetlying condition, select Balance Lens,
No Lens, Not Recorded, or Prosthesis from the Underlying
Conditions drop-down menu.

Type any notes in the Rx Notes text box as needed.

Note Any notes that you type in the Rx Notes field will print on the
prescription.

Select a tint color from the Tint drop-down menu.
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Select underlying conditions from the Underlying Conditions drop-down
menus, if applicable.

[Z] Soft Lens Order for Patient: Mary Smith; [ALERT]

F2 Find..

EEX

Last [smith
Lab Order Histary

First [inary

Order Tatal .00

" R History * Ordet History

Order # Product Mame

Exam Date

Usage Entry Date

Lens Order

Qrder Ko, a
Entry Date
Feeslip Mo

Rx Prescription L

08/03/2009 ~

Expiration Date |08/03/2010 =

Exam Date

Record
Cancel
Delete
Underhying Conditions
H Hew/Copy

Provider [Carrie, Daniels [=|
Bl

Usage [ | Recordedy |

" wsp Order @ mone

Cylinder Axis Add
[ 325 | = | 4325

Sphere.
[ -sles

BC Dia.
| 850 | 1300

| 1m00

Seg HE Tint
IBEED [crear

=] |
o5 | .50 [Tmes  [=mz [ s [z = |

-2.25

o 1 2 3 4 5 [ 7 8 9 10 11 12
. R A A DA o R e s R

1] | El

Rx Notes (Wil prink on the Rx)

IBEED [crear

Brink:
Prics Order

@ (IMnus ¢ Plano € (+)Plus aD: Sphere

Click the Lens Order tab to continue entering the soft lens order.

Type the soft contact lens product code in the Product Code text box or type
the soft contact lens product name in the Lens Name text box.

OR

Click the ? next to the Product Code or Lens Name text box to open the
Find Product window and search for and select a product.

OR

Place your cursor in the Product Code or Name text box and press the Ctrl
and P keys at the same time to open the Find Product window and search for
and select a product.

Notes ¢ After you find and select a product code ot lens name,
information associated with the product (product code, lens
name, category, manufacturer) is recorded in the Product Code,
Lens Name, Category, and Manufacturer text boxes. If there is
no additional information that is associated with the product,
you can select an appropriate option from the Manufacturer
drop-down menu, but you cannot select a category from the
Category drop-down menu. If you want to add a new product
to your OfficeMate database, click Add Product on the Find
Product or Soft Lens Order window to open the Quick
New Product Entry window.

* If you want to prescribe the same products for both the OS and
OD, click the = button.

eyefinity;/OfficeMate
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17 Type the number of soft contact lenses that you are ordering in the Qty. text
boxes.

Note You can record a contact lens Rx with a quantity of 0. After you
record the contact lens Rx, click No on the Invalid Data Entry
window and then click the X in the corner of the Soft Lens Order
window.

18  Select appropriate Schedule/Care options from the Wearing Schedule,
Replenishment, and Disinfecting Regimen drop-down menus.

[£] Soft Lens Order for Patient: Mary Smith, [ALERT]

Last [smith First [tary F2 Find. Order Total .00
Lab Order Hist
ab Crder History £ RxHistory & Order History
Order # | ExamDate Froduct Name Entry Date | Exp.Date | FeesSlp# Tray Number | Ordered [ =]
8 |Acuvue 1 Day Maist 9 2010
Rx Prescription T Lens Order
Froduct Code Lens Name Cabegory Manufacturer Qty.
oo | 7] [acuvue 1 Day Moist 7] |50t Sphere | | 1 Fecol
os | 2] [roavue 1 Day Moist 2] [soft sehere ] IR Cancel
Scheddle ] Care Keratometry Training
wearing Scheduls (5 weekly S [ o= I ) R " Verified Delete
=) I
Replenishment [FHonths = Diop 2 / Eem Hew/Copy
Disinfecting Regimen [goston - o =]
Print
Speial Lab Instructions Fit By db Price Qrder
Ordered I =
Received B
Matified =
Dispensed
Cancelled
werified By
Supplier Status Tray Humber Promiss Date

19 Select the MM or Diop radio button in the Keratometry box and type the
appropriate keratometry measurements in the OD and OS text boxes.

Note If you want to make the OD and OS prescriptions the same
measurement, click the = button.
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Select the Verified or Given radio button in the Training box and then select

the provide

r or staff member that verified or gave training to the patient from

the By drop-down menu.

[E] soft Lens Order for Patient: Mary Smith [ALERT] FEX

Last [smith

Lab Order Hiskary

FIrst [rary F2 Find... Order Total .00

" RxHistory % Order Histary

Order #

Exam Date

Product Mame

Entry Date Fee Slip # Tray Number | Ordered [ =]

Exp. Date
2010 |1

R Prescription T Lens Order
Product Code Lens Name Category Manuf ackurer by
oo | 7| [Acovue 1 Day Maist 7] [soft sphers v [syrergeyes ~| 1 Becord
o | 2| [Acuvue 1 Day Moist 7] [soft Sphere ~| [svrergeyes ~| 1 P
cheduls | Care Keratometry Training
wearing Sthedie [pomeekty <] e[ /T & Verfled Delete
= e
Reqlenishment [Grmonths = Diop & g / (CRel New/Copy
Disinfecting Regimen [gostan = By |carrie, Daniels = ‘
Brint
Special Lab Instructions Fit By e Price Order
Ordered . -
Received S
Notified =
Dispensed
Cancelled
Verified By
Supplier Status Tray Mumber Promise Date

Enter the appropriate order tracking information.

Note

The following fields, drop-down menus, and radio buttons are
used to track orders:

* Otrder Lens From, Status, and Promise Date drop-down menus
* Lab Order # and Tray # text boxes

* Fit By, Ordered, Received, Notified, and Dispensed radio
buttons

* Name and Date drop-down menus

For information about tracking orders, go to Tracking Orders on
page 168.

Type special instructions, if applicable, in the Special Lab Instructions text

box.

To view the

price of the items in the order, click Price Order.

The Price Order window opens.

Note

If the insurance is VSP Signature Choice plan or VSP Signature
plan, the Price Order window sends product descriptions, fees, and
wholesale costs (when necessary) to VSP Web Services and
retrieves copays, coverage information, and patient out-of-pocket
expenses. For more information about pricing VSP orders, go to
Tracking Orders on page 168.
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24 Click Print, select Print Rx or Print Ordet, and follow the instructions below:

If the Report Printer Selection window opens, click Print Rx to print the
Rx, or click Printer Setup to set up the printer. For more information on
setting up your printer, see Setting Up the Printer on page 31.

If the Soft Contact Lens Order window opens, click Print Order to print
the soft contact lens order, or click Printer Setup to set up the printer.
For more information on setting up your printer, see Setting Up the
Printer on page 31.

25 Click Record to record the soft contact lens order, create a lab order number,
and close the Soft Lens Order window.

Notes ¢ If you record charges and set up your preferences to display a

pop-up Patient Open Charges window, the open charges will be
displayed in the Fee Slip window.

* If you recorded a soft lens order with a quantity of 0, click No
on the Invalid Data Entry window and then click the X in the
corner of the Soft Lens Order window.

» To redo soft contact lens order

Follow the instructions below to redo a soft lens order that you have already created
and send it back to the lab.

Note

To restrict specific users from redoing Rx orders, deselect the Redo
Orders check box on the User Security window. If the Redo Orders
check box on the User Security window is selected for the user, the user
will have to type login security information into the Access Secured
Function window to redo the Rx order. For more information on
customizing security preferences, go to Customizing Security
Preferences on page 62.

1 Open the Soft Lens Order window. For more information on opening the Soft
Lens Order window, go to To open the Soft Lens Order window on page 150.

2 Enter search information in the Last and First name text boxes and click F2
Find to find the patient for which you want to delete an soft contact lens order.

3 Select the softlens order that has been ordered and dispensed and that you want
you want to redo from the list.
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Click Redo.

[£] Soft Lens Order for Patient: Mary Smith [ALERT]

Last ot First yary F2 Eind. .

Lab Order History

Order Total .o

" RxHistory = Order History

Order # | ExamDate Product Name
005 |B+L OPTIMA 38 NATURAL TINT
03(03/2003  Acuvue | Day Moisk

R Prescription 1 Lens Order

ExamDate  |08/03/2009  ~ Order Ho. 9
Expiration Date [08/03/2010 =] Entry Date Record
Feeslip Mo

. Carcel

" YSPOrder & Mone
Delete
BC Dia. Sphere Cylinder Axis Add Seg He Tink Underlying Conditions
o [ sso [ e [ s | s | 7w [ 4325 | == [ - | | M
% [0 [ o [ sz [ am | m [+325 [ 330  [clear =] | =l Bedo
Print
S
Frice Order

Provider [Carri, Danis =
=] Recorded By | =

Usage [

Ll L

Fix Motes (Wil print on the Rx)

Follow the instructions in To create a new soft contact lens order on page 151
to record new eyewear order information.

Note You can edit the following fields while redoing an Rx order:
* OD and OS prescription
¢ Usage
* Wearing Schedule, Replenishment, Disinfecting Regimen
* Keratometry readings
* Supplier
e Tray #
e Status
¢ Promise Date
* Special Lab Instructions
You cannot edit the following fields while redoing an Rx order:
¢ Exam Date
¢ Expiration Date

* Product Code, Lens Name, Category, Manufacturer

To delete a soft contact lens order

Open the Soft Lens Order window. For more information on opening the Soft
Lens Order window, go to To open the Soft Lens Order window on page 150.

Enter search information in the Last and First name text boxes and click F2
Find to find the patient for which you want to delete an soft contact lens order.

Select the soft lens order that you want you want to delete from the list.

eyefinity/OfficeMate
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4  Click Delete.
5  Click Yes on the Order Delete Warning window.

[£] Soft Lens Order for Patient: Mary Smith [ALERT]

Last [smith First [mary F2 Eind... Order Total .00
Lab Order Histar:
. " RxHistory /= Order History
Order #
2
z =
3 =
4 E |
S <F -
R Prescription T Lens Order
Product Code Lens Mame Category ManuFacturer Qty.
o | 7] Jacuvue 1 Day moist 2| [soft Sphere =l | ~] T Record
o | 7] [peuvus 1 Bay Moist 7] [oft sphere =1 2 ]
Schedule [ Care Keratometry Training
. o] e © vertes
4= oG
Replenishment 3 Months = Diop & o2 ’_ ’_ 7 ,_’_ e e
Disinfecting Regimen [goston = by =
Brint
Sperial Lab Instructions Fit By Rl Price Order
Ordered S
Recelved e
Matifisd -
Dispensed
Cancelled
Verified By
Supplier Status Tray Number Promise Date

This section tells you how to order hard contact lenses for patients, including how

Ordering Hard

Contact . To open the Hard Lens Order window, 159
Lenses . To create a new hard contact lens order, 160
. To redo hard contact lens order, 166

To delete a hard contact lens order, 167

» To open the Hard Lens Order window
Open the Hard Lens Order window using one of the following methods:
. Click the Rx/Orders icon and select Hard Lens.

. Click Tasks on the main window toolbat, select Rx Orders, and then select
Hard Lens.
. Right-click on a patient in the OfficeMate Information Center window, select

Rx Otrders, and then select Hard Lens.

. Right-click on the Patient Demographic, Soft Lens Order, Eyewear Order, Fee
Slip, Receipts & Adjustments, or Patient Ledger window title bar, select Rx
Otrders, and then select Hard Lens.

. Click on a patient’s name in the OfficeMate Information Center window and
drag and drop the patient on the Rx/Orders icon and select Hard Lens.

eyefinity;/OfficeMate
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P To create a new hard contact lens order

Note If you want to create a purchase order immediately after creating the
hard contact lens order, select Display purchase order message
from Rx in the System Preferences window. For more information on
setting up your system preferences, see To define and change other
preferences on page 69.

1 Open the Hard Lens Order window. For more information on opening the Hard
Lens Order window, go to To open the Hard Lens Order window, 159.

2 Enter search information in the Last and First name text boxes and click F2
Find to find the patient for which you want to create a new hard contact lens
order.

A list of current and previous lab orders appears. By default, the details of the
orders are displayed. The list includes orders on hold or processed in OfficeMate
and prescriptions forwarded from ExamWRITER. To display the order
prescription information, select the Rx History radio button. To display the
order history again, select the Order History radio button.

3 Click an order or prescription from the list to select it.

Note By default, the most recent order entered in OfficeMate or the
most recent prescription forwarded from ExamWRITER is
selected.
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4 Click New/Copy if you did not transfer an Rx from ExamWRITER to
OfficeMate and follow the instructions below; otherwise, go to step 5 to add
more information to the Rx prescribed in ExamWRITER.

a.  Select the items that you want to copy to the new hard lens order.

Notes ¢ If you want to copy the exam and expiration date to the new
order, you must select the Lens Rx check box first and then
select the Exam and Expiration Dates check box.

* If you do not want to create open charges in a fee slip for this
new order, select the Do not Create Open Charges check
box.

b. Click Create New Otrdet.

B Copy Information FE

Information to Copy to new Rigid Order

[ Ewam and Expiration O ates

[ Copy Products & Schedule/Care Information

[ Do rot Create Open Charges

| Create Mew Order I Cahcel

Note If you created an OfficeMate Rx for the patient in ExamWRITER
and clicked Create Lab Order on the Contact Lens Rx - Final
window in ExamWRITER, the Rx will automatically display in the
Hard Lens Order window.

Type or select the exam date in the Exam Date text box.
6 Select the hard contact lens order’s usage from the Usage drop-down menu.

7 Type or select the hard contact lens order’s expiration date in the Expiration
Date text box.

Select the prescribing provider from the Provider drop-down menu.

9  If the order is a VSP ordet, select the radio button that corresponds to the type
of lab being used.

Notes ¢ By default, the None radio button is selected.

¢ If you select VSP Order, the lab order will be transmitted
electronically to the lab when the fee slip is recorded.

—  Select the VSP Otrder radio button if this is a VSP order being sent to a
VSP lab, and if a VSP authorization has been obtained for the patient.

OfficeMate will prompt you to select a VSP Authorization ID.

— Select the None radio button if this is not a VSP order.
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Click the blue slider bar or the measurement buttons to add measurements to
the OD and OS text boxes.

OR

Type the appropriate measurements in the OD and OS text boxes.

Notes

You do not need to click in the individual OD or OS text boxes
and then click on the blue slider bar each time that you record a
measurement. Simply click the blue slider bar, and the cursor
automatically tabs through the yellow highlighted text boxes as
you add measurements.

If the OD and OS measurements are the same, click the =
button.

If O (or a blank field) is recorded for the sphere or cylinder
measurements in ExamWRITER, “PLLANO” and “SPH.” will
be displayed in the Hard Lens Order window. The Special Lab
Instructions text box on the Lens Order tab will list information
about the measurements.

You must record the sphere and cylinder Rx in the Rx
Prescription tab before clicking the Lens Order tab and
recording the lens order.

In OfficeMate, if you enter a 0 astigmatism (cylinder) power
using the slider bar, “Sph.” appears in the Cylinder box. If you
enter a 0 spherical (DS) power using the slider bar, “Plano”
appears in the Sphere box. You must record 0 astigmatism and
spherical powers using the slider bar (and not your keyboard) in
order for “Sph.” and “Plano” to appear in the Cylinder and
Sphere boxes.

If the patient has a nonprescription undetlying condition, select Balance Lens,
No Lens, Not Recorded, or Prosthesis from the Underlying
Conditions drop-down menu.

Select blends from the Blend drop-down menus.

Select the DOT OD, OS, or None radio button.
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Type any notes in the Rx Notes text box as needed.

Note Any notes that you type in the Rx Notes field will print on the
prescription.

[£] Hard Lens Order, for Patient: Mary Smith, [ALERT]

Last [mith First [Mary F2 Find Order Total .00

Lab Order Histary

5]

" Rx Histary & Order History

Order # | Exam Date Product Name Usage ErtryDate | Exp.Date | Feesip Tray bumber | Ordered |+
1 H
z &
3 N |5
Ra Prescription T Lens Order
Record
ExamDate  [ogoaom v Usoe | = orderto, [ 2
Cancel
Expration Date [ogi3i2010 | Provider [carrie, Daniels | Recordedy | | Entry Date [08/03(2009 Feesip No |
T T T+ Thne Delete
oo
BC  Dia.  Sphere  Cyl  Axis  Radus2 Wikh2 Racius3 Width3 PCRad PCWid  Add  Prism  CT ET  OZD Underlying Cond.
87 [8m [-15 [a75 [e [es [ 35 [ess [ [9ss [ 35 [+azs [4z5 [om [0 [s3s <] | || ewicerr
BCZ Dia.2 SphercZ C/l.2  Ads2 RadusZ Widh2 Radus3 Widths PCRad PCWid Blend Dot
755 a7 |37 |37 | oAt 85 | 35 |ess | .5 [9as | 35 ~ 0D 05 ( Hone
o
BC Dia. Sphere  Cyl. fxis  Radius 2 width2 Radius3 Width3 PCRad PCwid  Add Prism T ET 02D Underlying Cond. Brint
755 [em [a7s [a7m [0 [ese [ [eso [ [ems [35 [+ [425 o [0z [ess ~

Price
BC2 Dia. 2 Sphere? Cyl. 2  Axis2 Radius2 Width2 Radius3 Width3 PCRad PCiwid Blend Order

755 s [a7s [s7s et [ses [ [eaes [ [sas | o3 -
> Notes (Wl prinkt o the Rx)
|

Click the Lens Order tab.

Type the hard contact lens product code in the Product Code text box or type
the hard contact lens product name in the Name text box.

OR

Click the ? next to the Product Code or Name text box to open the Find
Product window and search for and select a product.

OR

Place your cursor in the Product Code or Name text box and press the Ctrl
and P keys at the same time to open the Find Product window and search for
and select a product.

Notes ¢ After you find and select a product code or lens name,
information associated with the product (product code, lens
name, category, manufacturer, tint) is recorded in the Product
Code, Lens Name, Category, Manufacturer, and Tint text boxes.
If there is no additional information that is associated with the
product, you can select an appropriate option from the
Manufacturer and Tint drop-down menus, but you cannot
select a category or material from the Category or Material
drop-down menus. If you want to add a new product to your
OfficeMate database, click Add Product on the Find
Product or Hard Lens Order window to open the Quick
New Product Entry window.

* If you want to prescribe the same products for both the OS and
OD, click the = button.
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Type the number of hard contact lenses that you are ordering in the Qty. text
boxes.

Note You can record a contact lens Rx with a quantity of 0. After you
record the contact lens Rx, click No on the Invalid Data Entry
window and then click the red X in the Hard Lens Order window:.

Select the appropriate Schedule/Care options from the Wearing Schedule,
Replenishment, and Disinfecting Regimen drop-down menus.

Select the MM or Diop radio button in the Keratometry box and type the
appropriate keratometry measurements in the OD and OS text boxes.

Note If you want to make the OD and OS prescriptions the same
measurement, click the = button.

Select the Verified or Given radio button in the Training box and then select
the provider or staff member that verified or gave training to the patient from
the By drop-down menu.

Enter the appropriate order tracking information.

Note The following fields, drop-down menus, and radio buttons are
used to track orders:

* Otder Lens From, Status, and Promise Date drop-down menus
e Lab Otrder # and Tray # text boxes

* Fit By, Ordered, Received, Notified, and Dispensed radio
buttons

* Name and Date drop-down menus

For information about tracking orders, go to Tracking Orders on
page 168.
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22 Type special instructions, if applicable, in the Special Lab Instructions text

box.

] Hard Lens Order for Patient: Mary Smith [ALERT]

Last [smith First [Mary F2 Find Order Total -0
Lab Crder Hists
S * Rx History (= Order History
Order # Exam Date Product Hame Usage Entry Date | Exp. Date Fee Slip # Tray Number | Ordered [+
L Ej
a =
3 w |-
Rox Prescription | Lens Order
Recard
Lens
Product Code Name Cakegary ManuFacturer Matzrial Tint .
\D 2|[acuve 2 2| [Boft Sphere | [svmergeves | [etaficon & ] [piue Bl Cancel
=i
o5 o 2|[ncuviez 2 |[soft Sphere | [synergeyes | |Exafiicon & | [ B
Delete
Hew/Copy
Sthedule | Care Keratometry Training
Wearing Schedule  [Biwesky - mm (oD ! + Verified
Digp =5 T Given Print.
Replerishment 26 Weeks - S oz /
By |Carrie, Daniels -
Disinfecting Regimen |Aquify - Prics
Order
Name
Supplier Status Special Lab Instructions Fit By v/
‘ H E Ordered =
Received Dats
Tray Huraber Promise Date Natfied =
\ \ E Dipnsed
Cancelled
Weriied By

23

To view the price of the items in the order.

The Price Order window opens.

, click Price Order.

Note

If the insurance is VSP Signature Choice plan or VSP Signature

plan, the Price Order window sends product descriptions, fees, and
wholesale costs (when necessary) to VSP Web Services and
retrieves copays, coverage information, and patient out-of-pocket
expenses. For more information about pricing VSP orders, go to
Pricing VSP Otders on page 170.

24

Click Print, select Print Rx or Print Order, and follow the instructions below:

25
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—  If the Report Printer Selection window opens, click Print Rx to print the

Rx, or click Printer Setup to set up the printer. For more information on
setting up your printer, see To define and change other preferences on
page 69.

If the Hard Contact Lens Order window opens, click Print Order to print
the hard contact lens order, or click Printer Setup to set up the printer.
For more information on setting up your printer, see Setting Up the
Printer on page 31.

Click Record to record the hard contact lens order, create a lab order number,
and close the Hard Lens Order window.

Notes

* If you record charges and set up your preferences to display a
pop-up Patient Open Charges window, the open charges will be
displayed in the Fee Slip window.

¢ If you recorded a hard lens order with a quantity of 0, click No
on the Hard Lens Order window.
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» To redo hard contact lens order

Follow the instructions below to redo a hard lens order that you have already created
and send it back to the lab.

Note To restrict specific users from redoing Rx orders, deselect the Redo
Orders check box on the User Security window. 1f the Redo Orders
check box on the User Security window is selected for the user, the user
will have to type login security information into the Access Secured
Function window to redo the Rx order. For more information on
customizing security preferences, go to Customizing Security
Preferences on page 62.

1 Open the Hard Lens Order window. For more information on opening the Hard
Lens Order window, go to To open the Hard Lens Order window, 159.

2 Enter search information in the Last and First name text boxes and click F2
Find to find the patient for which you want to delete a hard contact lens order.

3 Select the hard lens order that has been ordered and dispensed and that you want
you want to redo from the list.

4 Click Redo.

[£] Hard Lens Order for, Patient: Mary Smith, [ALERT]

Lask [Smith First [Mary F2Find Order Total .00

Labh erder Histary

" Rax Histary (+ Order History

Order # Exam Date Product Name Usage Entry Dake | Exp. Date Fez slip # Tray Number | Ordered | =
1
2 ]
3 B |~
Rt Prescription I Lens Order
Record
BanDadte  [ogjoazos v Useae | =] ordertio. [ 2
Cancel
Expiration Date [ngfo3jzo10 v | Provider ‘(amg, Danigls j Recorded Eyl J Entry Date |08/03/2009  Feaslp Mo 8423
C ysPorder G None Delete
op
BC  Dia,  Sphere Gyl Axis  Radus? Width2 Radus3 Width3 PCRad PCWid Add  Frism  CT ET 07D Underlying Cand.
870 [s70 [150 [375 [e0 [ss0 [ .38 [se0 [ [o85 [ 35 [wz [em [om [oss [a3 - -
BC2 Dia.2 Sphers2 Cyl.2  AsisZ Radus2 Width2 Radus3 Wickh3 PCRad PCwid Blend DoT
75 |87 [a75 |37 | &t s85 [ s [&ss w  [oss £ - fop 705 O Nane R0
=l ros
BC  Dia.  Sphere Gyl Axis  Radus2 WidthZ Radus3 Width3 PCRad PCWid Add  Prism T ET 07D Underlying Cand. Erint
755 [em [375 [37m [0 880 | 35  [8.80 x5 [985 x® [+ [+ [o7m [os [a3s -
Price
BC2 Dia.2 Sphersz Cyl.2  AwisZ Radius2 Width2 Radus3 Wikth3 PCRad PCwid Blend Order

P hlokes (Will print on the Rix)

=

—
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5 Follow the instructions in To create a new hard contact lens order on page 160
to record new eyewear order information.

Note

You can edit the following fields while redoing an Rx order:
* OD and OS prescription

¢ Usage

* Wearing Schedule, Replenishment, Disinfecting Regimen

* Keratometry readings

* Supplier
e Tray #
e Status

* Promise Date
* Special Lab Instructions

You cannot edit the following fields while redoing an Rx order:

Exam Date

* Expiration Date

To delete a hard contact lens order

1 Open the Hard Lens Order window. For more information on opening the Hard
Lens Order window, go to To open the Hard Lens Order window, 159.

2 Enter search information in the Last and First name text boxes and click F2
Find to find the patient for which you want to delete a hard contact lens order.

Select the hard lens order that you want you want to delete from the list.

4 Click Delete.

Click Yes on the Order Delete Confirmation window.

I£] Hard Lens Order for Patient: Mary Smith, [ALERT]

Last [sriith First [Mary F2 Find Order Total 00
Lab Order Histor,
7 R oy e
Order # | Exam Date Product Name Usage EntryDate | Exp.Date | Feesip# Tray Mumber [ ordered [+

1 [

2 =

3 w |-

Rx Prescription 1 Lens Order
Record

ExamDate  [ogjosfz005  w| Usage | ~| Order Ria. z

Expiration Date [ogi03/2000 v | Provider [Carrie, Daniels

| RecordedBy[Corre, Danels | Eniry Date [0S/032009 Feesiphio [

B2 Dia.2 Sphere2 Cyl.2 Axis2 Radius2 Width2 Radius3 Width3

PC Rad

PC Wid Blend

Rux Nokes (il prinit on the Rx)

—

_

C ysPorder 0 None Delete
oD

BC  Dia. Sphere Gyl Axs  Radis2 With2 Radis3 Width3 PCRad PCwid  Add  Prism T ET  0Z0  Underlying Cond.

87 [am |15 [a7m [0 se0 | .35 [es0 [ s [oess [ [+ [4zs o7 (o [eas - e

BC2 Dia.2 Sphers2 Cyl.2  Axis2 Radius2 Width2 Radius3 Width3 PCRad PCWid Blend DoT
785 |87 |75 |[-375 | 81 8.85 .35 8.85 .35 9.85 .35 - Cap 05 (" Hone
=l ros
BC Dia.  Sphere Cyl.  Ads Radus? Width? Radius3 Width3 PCRad PCWid  Add  Prsm  CT ET 07D Underlying Cond. Erint
755 |am [-37s [a7s [ e [es [ s [se0 [ s [ess [ s [+4zs (425 (om0 [oas [eas -

Cancel

ad@HIa8E

Price
Order
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Tracking
Orders

For more
information on
tracking
prescriptions, see
the “OSSU 302
Tracking Rx Orders
& Lab Orders”
iTrain.
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Chapter 4 Ordering & Tracking Prescriptions

This section tells you how to track eyewear, soft contact lens, and hard contact lens
orders through the entire order and delivery process.

1 Open the Eyewear Order, Soft Lens Order, or Hard Lens Order window and
tind and select the order that you want to track. For information on opening the
Eyewear Order window, go to To open the Eyewear Order window on page 140.
For information on opening the Soft Lens Order window, go to To open the
Soft Lens Order window on page 150. For information on opening the Hard
Lens Order window, go to To open the Hard Lens Order window on page 159.

2 Select the name of the vendor from which you ordered lenses, if applicable, from
the Order Lens From (for eyewear orders) or Supplier (for soft and hard
contact lens orders) drop-down menu.

Note The vendor that you select from the Order Lens From and
Supplier drop-down menus must be set up to provide lab products
and services. For more information on setting up vendors in
OfficeMate, go to To modify or add vendor names on page 54.

3 If you want to record the lab order number, type the lab order number in the
Lab Order # text box.

4 Seclect the status of the order from the Status drop-down menu (for eyewear
orders).

5 If you want to record the lab order tray number, type the tray number in the
Tray # text box.

6  Type ot select the date you promise the eyewear order will be available to the
patient in the Promise Date text box.

7 Type special instructions, if applicable, in the Special Lab Instructions text

box.
* Eyewear Order for Patient: Mary Smith [ALERT] %
Last (St First finary F2 Eind Order Total 150.00

Lab Order Histor:
i © RHistory [+ Order History

Lab Order # | Ordered | =)

Order # Product Mame

Fee Slip #

Rix Frescription ] Lens Order ] Frame Order
Lens
Brodut Cade Nars Category Patsrisl Color Record
‘ 7| [pFarzoFTzaar | [Bifocal =] |elass HiIndex =l | s
= ancel
os | 1| [pFaHizoFT 26 O 7| [Bifocal =] [6lass Hi Index | | ezricel
elete
" Edge &Mount  Lncut ( Edge ¢ Mount Add-Ons e ey
(Acclaro) AR, Coating ~ (5td Lens Hi Ind Gl 1,60-1,50) Lens & R e
. (AcultyPLUS Flstinum XP) AR Coat (5td Lens Hi Ind Gl 1,60-1.60) Lens &
Tint (AcuityPLUS Platinum) AR Coating >
(AcuityPLLIS Titaniom) AR Coating Brirk
(Allure) AR, Coating —
Color  [pie - (AR Coating B) Lens Add on = Price Crder
(AR Coating C) Lens Add On —
Density [ 1 - (AR~ Performance Plus) AR Coati
(AR Performance) AR Coating
& Solid O Grad.
Order Lens From Status Special Lah Instructions Fit By o'l
[ophthaimic Lenses _~| |eiiveredto Patient | S Narme
Lah Order # Pramise Date Received z
[4564s osjosizooe = Notified B
s Dispensed i
’7597 Cancelled
Verified By
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Tracking Orders

Select one of the following tracking radio buttons:

—  Fit By to indicate that the order was recently fit by a doctor or staff
member.

— Ordered to indicate that the order was placed.
— Received to indicate that the order was received.

— Notified to indicate that the patient was notified that the order was
received.

— Delivered to indicate that the order was delivered.

Note Lab order reports are generated based on the radio button that you

select. For more information on reports, see Creating & Printing
Reports, Statements, & Graphs on page 369.

Select the name of the doctor or staff member who fit, ordered, received,
notified, or delivered the order from the Name drop-down menu.

Select or type the date the order was fit, ordered, received, notified, or delivered
in the Date text box.

Eyewear Order for Patient: Mary Smith [ALERT] El

F2 Find Order Tokal 150,00

Rt Histary © Grder History
Lab Order # Crdered | =

Last [emith First [tary
Lah Order History

Order # Exam Date Entry Date

Exp. Date Fes Slip #

a

Raxc Prescription ] Lens Order ] Frame Order

Lens
Product Code Name Category Material Color Record
an | 2| [pF aHizoFT 28 Clr 7| |Bfocal | |ss Hindex =l | S
= ancel
os | 2| [pF GHLzaFT 28 Clr 7| |Bfocal | [lass Hi Index | =~ e !
(+ Edge mMourt " Umcut ¢ Edge (" Mount Add-Ons |
(Acclaro) AR Coating (St Lens Hi Ind &1 1.60-1.50) Lens A ettt
(AcuityPLUS Platinum £P) AR Coat (St Lens HiInd Gl 1,60-1.80) Lens A
Tink (AcuityPLUS Platinurn) AR Coating
(AcityPLUS Titanium) AR Costing Brint
(Allure) AR Coating e
Color  [ge - (AF: Coating E) Lens Add On ﬂ | Price Order
(AR Coating C) Lens Add On —
Density [# 1 - (AR-X Performance Plus) AR Coati
(AR-X Performance) AR Coating

@ solid ~ Grad,

Order Lens From Status

Special Lab Instructions

|ophthaic Lenses | [oelivered o patient | theted 0 Hams
Lab Order # Promise Date Received Carrie, Daniels be
|4s845 osfo3fzn0e = Hotified [kt
Tray # Dispersed
’7897 Cancelled
Yerified By
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Pricing VSP
Orders

This calculator
takes the guess
work out of
determining the
patient’s
out-of-pocket
expenses on the
Rx windows and
calculating the
patient’s benefits
on the Fee Slip
window!
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Chapter 4 Ordering & Tracking Prescriptions

The Patient Out-of-Pocket Expense Calculator provides cost estimates and patient
out-of-pocket charges for all products, including lenses and frames, sold to patients
participating in the VSP Signature Choice plan and VSP Signature plan. All
information is provided in real time so that you can help patients decide what products
are right for them before they make their final purchases. If your patient changes his
ot her mind and wants to select other products, simply update the order or fee slip and
recalculate the out-of-pocket expenses.

Note You must be using the OfficeMate VSP Interface to use the OfficeMate
Patient Out-of-Pocket Expense Calculator.

1 From within the Eyewear Order, Soft Lens Order, Hard Lens Order, or Fee Slip
windows, click Price Order to send product descriptions, fees, and wholesale
costs (when necessary) to VSP Web Services and retrieve copays, coverage
information, and patient out-of-pocket expenses.

Note For information about opening the Eyewear Order, Soft Lens
Order, Hard Lens Order, or Fee Slip windows, refer to the
following sections:

* Otrdering Eyewear, 139
* Otrdering Soft Contact Lenses on page 150
* Otrdering Hard Contact Lenses on page 159

* Creating & Opening Fee Slips on page 190

2 Review the out-of-pocket calculations with the patient. Click Print to print the
calculations as needed.

mPrice Order IS[=] E3
Item Description I Covered I Product Fee I Ins. Coveragel Co-Pay I Dut-of-PockelI Mon-Covered Reason |+
BF PLFT 22 Clr | [} 0.00
BFPLFT 22Cir WO 0.00
100 Lens Tx WO 60.00 0.00 0.oo 60.00 Mat Covered
-
Sub Totals 60.00 .00 0o £0.00
Disclairmer: o
This calculator is provided for illustrative purposes only, Although we Vit E0
believe the calculations are accurate, we cannot guarantee accuracy,
The WSP Family of Companies disclaims any liability or responsibility For
calculation errors, Final expenses wil be determined when the claim is Print | Close |
subrnitted,

3 Click Close when you are finished reviewing the out-of-pocket calculations with
the patient.

4 If the patient changes his or her mind, perform the following steps

a.  Update the Eyewear Order, Soft Lens Order, Hard Lens Order, or Fee Slip
window as needed.

b.  Repeat steps 1-3.

eyefinity;/OfficeMate
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VieWing Rx This section tells you how to view the status of eyewear, soft contact lens, and hard
contact lens orders that you’ve already recorded.

Order y )

Statu ses 1 Open the Rx Order Status window using one of the following methods:

— Click the Rx/Orders icon and select Rx Status.

- Click Tasks on the main window toolbar, select Rx Orders, and then
select Rx Status.

2 Click the Spectacle, Soft Contact, or Rigid Contact tab.
3 Search for the status of Rx orders using one of the following methods:
—  Select an order status from the Status drop-down menu.
—  Type or select an order entry date in the Entry Date text box.
—  Click Today’s Orders to view the status of today’s orders.
—  Type or select an order promise date in the Promised Date text box.

—  Click Promised Today to view the status of orders promised today.

= Ryt Order Status - all orders that have not yet been delivered. (]
Spectacle jSoft Contact Rigidl Contact
IStatus [T - | | p— ‘ [erevoae | ] | & | [fremses e | EEE] | | Bl |
Frik Grid
RyID Biled | Patient Name DayPhone | Promised Date | Tray Number Lab Name Stabus FitDate | COrder. Date | Revd, Date ZI

1 ¥ |Michael cray (549) Sa&-8663 [05i11/2007 44646 Gmega Optical | Crdered 0s/11j2007 or
3 I |shetlock Holmes Fitted Dr:
5 V¥ |3ames Jones 543 Fitted e
53 ¥ |adam ant (949) 951-3034 Fitted e
54 ¥ |adam ant (949) a51-3034 Fitted e
56 T |adamant (949) 951-3034 Fitted e
67 ™ |3ames Jones 543 Fitted Dr:
59 I~ [Jackson abbot Fitted Dr:
57 [1 Adam ant (949) 951-303 Fitted

[« | _>|j

Total Orders: 9

|

Notes ¢ Click Refresh to refresh the Rx Order status grid that is displayed.
* Click Print Grid to print the Rx Order Status grid displayed in the

window.

* Click the green and white arrows next to the Entry Date and
Promised Date text boxes to move forward or backward one day and
display that new date’s Rx order statuses.
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CHAPTER 5

For more
information on
creating,
modifying, and

deleting recall
schedules, see the
“OSSU 102
Customizing
OfficeMate” and
“OSSU 202
Checking In
Patients” iTrains.

Creating New
Recall
Schedules

eyefinity/OfficeMate

Recalling Patients

In this chapter:

Creating New Recall Schedules, 173
Moditying Recall Schedules, 175
Deleting Recall Schedules, 175
Assigning Recall Dates to Patients, 176
Creating Recall Letters, 177

Printing Recall Correspondences, 180

Recall schedules describe when a patient will be selected for a recall and, if they do not
respond, how often and when to make other recall attempts.

b R~ W

On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.

Click the Recall tab.

Click New Recall.

Type the name of the new recall schedule in the Recall Type text box.

Type the number of months until the patient will be recalled in the Months to
Next Recall text box.

Type the number of weeks or months between the patient’s recall date and the
notice that you are creating in the Renewal Notice Mailing Schedule # column.

Select Month(s) or Week(s) from the Period column drop-down menu.

Select After or Before from the When column drop-down menu.
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Creating New Recall Schedules Chapter 5 Recalling Patients

9  Select the type of recall letter or postcard to print from the Print
Letters /Postcard column drop-down menu.

£ Customization

Service Agreement I Duplication Fees I Procedure Codes i ]
List Box Selections I Diagnosis Codes I ZIP Code Shortcuts Recall
Select Recall Type | SRR ~| Delete Recal

| Recall Type |24 Month Mew Recall ||
Recall Motice Mailing Schedule I Manths ta Hext Recall ‘ 18 ﬂ
# | Period | ‘Wwhen | ‘Wwhat Date | Print Letters/Postcard =

1 24 Manth(s) - |Before - |Recall Date 2 Years - Adulk -

2
13|
-+
= |
& |

7 -

4 + Insert Line Delete Line | Compose Letter |
OF Cancel
Note If there is no appropriate letter or postcard to select from the Print

Letters/Postcard column drop-down menu, click Compose
Letter to open CARE or the Maintain Documents window and
compose a letter.

10 Repeat steps 3-9 to create additional new recall schedules.
OR

Click OK to close the Customization window.

Note To insert a new blank line above a completed line, select the
completed line that you want to insert a new blank line above and
click Insert Line.
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Modifying
Recall
Schedules

Deleting
Recall
Schedules
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Modifying Recall Schedules

On the OfficeMate main window, click Setup, and select Customization.
The Customization window opens.
Click the Recall tab.

Select a recall type from the Select Recall Type drop-down menu.

£ Customization

Service Agreement I Duplication Fees I Procedure Codes I Marketina ]
List Box Selections Diagnosis Codes ZIP Code Shortcuts Recal

Select Recall Type J Delete Recall|

12 Month
Mew Recall

18 Month Adult
24 Months -
Recal Maotice Mailing CL recheck - & months s to Mext Recall o <

Recal Type 24 Month

Diabetic 12 th

# Pei G::u:olrcna man | Print Letters/Postcard |}
Lasik Followup T

4

-

4+ + Insert Line Delete Line

Compose Letter |

OF Cancel

Modify the Recall Type and Months to Next Recall.

See Creating New Recall Schedules on page 173, steps 5-9, to modify the
information in the Recall Notice Mailing Schedule table.

To delete a mailing schedule, select a line and click Delete Line.

To insert a new blank line above a completed line, select the completed line that
you want to insert a new blank line above and click Insert Line.

Repeat steps 3—7 to modify additional recall schedules.
OR

Click OK to close the Customization window.

Note You can only delete recall schedules that are 7of linked to patients.

—

On the OfficeMate main window;, click Setup, and select Customization.
The Customization window opens.

Click the Recall tab.

Select a recall type from the Select Recall Type drop-down menu.

Click Delete Recall.

The Delete Warning window opens.
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Assigning
Recall Dates
to Patients

For more
information on
recalling patients,
see the “OSSU 202
Checking In
Patients” iTrain
and the OSSU
200-1, “Checking
In Patients,”
training course.
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5 Click Yes to continue.

O

Service Agreement I Duplication Fees I Procedure Codes i ]
List Box Selections I Diagnosis Codes I ZIP Code Shortcuts Recall
Select Recall Type 112 Month L] Delete Recall |

Delete Warning x

Recall Type 12 Mol

| Recall Natice Mailing Sched 'E You are about ko delete this data, 12 =

# | Period < Do you wank to continue? Postcard |
N E =
1 2 | 1 Month(s) E b Mo J
| 3 | 2 Monthis) Hult
| 4 | & Manthis) After Recall Date 15 Mths - Mo Resp- Adult
| 5 | 12 Month(s) After Recall Date 2 ‘fears - Mo Resp- Adult
| & | 18 Month(s) After Recall Date 2 ‘fears - Mo Resp- Adult

7 -

li i{ Inserk Line Delete Line Compose Letter 1

oK Cancel j

6 Click OK to close the Customization window.

You can assign up to three recall schedules to a patient in the Patient Demographic
window.

Note Before you assign recall schedules to a patient, see Creating New Recall
Schedules on page 173 to create a new recall schedule or Modifying
Recall Schedules on page 175 to modify an existing recall schedule.

1 Open a patient record. For more information, see Creating & Opening Patient
Records on page 79.

2 Click the Recall tab in the Patient Demographic window.

Note You can view the recall history for the patient in the Recall
History box.

3 Select recall types from the Recall Type drop-down menus.
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Chapter 5 Recalling Patients Creating Recall Letters

4 To change the recall date, type or select the number of months until the next
recall in the Months to Recall text box or type or select a recall date in the
Next Recall text box.

Note If the patient has an insurance plan with an eligibility period, the
number of eligible months between exams will appear in the
Eligibility (months) text box after you select a recall type.

£+ Patient: Steven Davis 55 {949) 555-7463 [NOTES] Balance: $0.00

o Patient #
Dermographic I Insurance I Marketing I Motes, | Recall |IEinancia| Infor I Correspondence Hx I HIPAAMate I eDocuments I

Recall For Steven Davis g
Recall Type Months to Recall  Mext Recall Eligibility {months) m
[12 Month = [ 1E | osiosizoos -] | oK
| Glaucama = | el | ozowzos -] |
| = oE ] 5 EEEE
Mew
Recall History
Frint Date Recall Type Document Printed Motice #  + | F2 Find
130/, isbetic 12 month iabetic
g;’ggéggg giahetw[ i mnn:h giahe:i[ f f Letters
0101 /2002 L recheck - & months Cantack Lens Recheck 2 PC z
09/29/2001  |CL recheck - & months Contact Lens Recheck 1 PC 1 Loty
05022001 Glaucoma Glaucoma & 7
05/02/2001  |Disbetic 12 month Diabetic 2 z - Lael
ExamWRITER
Find Appts
Charges
Creati ng This section tells you how to create recall letters to send to your patients including how
Reca” Lette IS J To create a new recall letter, 177
. To modify a recall letter, 179
For more » To create a new recall letter
information on . . o .
. 1 Select a recall schedule and click Compose in the Customization window’s
creating recall . . B .
. Recall tab. For more information, see Creating New Recall Schedules on page
letters using the
. . 173.
Maintain
Documents OR
W'n_dow’ 90 to Click Tasks on the main window toolbar and select Maintain Documents.
Maintaining . L i
Documents on The CARE from OfficeMate or Maintain Documents window opens.
page 495. 2 Click Setup and select Text Files.

The Text Files window opens.

3 Click the OfficeMate Documents folder.
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4 Click the Recall folder.

£

Text Files

4k 23Beqginnings and Endings
4k C3Contact Lens Wear and Care
4k CFrame & Lens Wear and Care
4= CIMy Documents
4 My Templates
= [ErOfficeMate Documents

4k 1 Appointrient

1k CABirthday

1= CaDelinquent

4k CAExam FaormgRouke Slhip

1= CMarketing

-+ m Recall

4k COReferral Thank You

4k C15ervice Agreement

1= CWelcome Thank ¥ou Patient
4k £3Patient Relations
1= CIPrimary Care
4k £3Third Party Cormmunication

5 Click File on the CARE from OfficeMate or Maintain Documents window
toolbar and select New.

The New Text File window opens.
6  Type atitle for the new text file in the Title box.
7  Click OK.

= MNew Text File

Module | J
#

Topic |

Title |Minu:ur--6 Moniths|

(0] 4 Cancel |

o]

Type the letter in the word processing window.

9 Click File on the CARE from OfficeMate or Maintain Documents window
toolbar and select Save.
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Creating Recall Letters

To modify a recall letter

Select a recall schedule and click Compose in the Customization window’s

Recall tab. For more information, see Creating New Recall Schedules on page
173.

OR

Click Tasks on the main window toolbar and select Maintain Documents.
The CARE from OfficeMate or Maintain Documents window opens.
Click Setup and select Text Files.

The Text Files window opens.

Click the OfficeMate Documents folder.

Click the Recall folder.

Click on the name of the text file that you want to modify.

Test Files 3]

4k CABeqinnings and Endings -
9k (3 Contact Lens Wear and Care
4k COFrame & Lens Wear and Care
3k CaMy Docurments
4 My Templates
= [ZridfficeMate Documents
4k C1Appointment
1k COBirthday
1 CaDelinguent
9 CIExam Form/Route Slip
1 CaMarketing
= [ERecal
11 Year - Adult
Bi 1 ‘ear - Minor
[E11 ¥r - Mo Resp - Adult
[ 15 Months - Adult
[ 15 Months - Minor
[3118 Mths - Mo Resp- Adult
B2 vears - Adult
B2 Years - Mo Resp- Adulk
&3 year adulk no response
[ Diabetic 1
(=) Diabetic 2
B aGlaucoma 1
[F Glaucoma 2 v

" Merge
Edit the text in the word processing window.

Click File on the CARE from OfficeMate or Maintain Documents window
toolbar and select Save.
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Printing Recall You can print recall correspondences any time that it is convenient. Follow the
Co rresponden instructions below
ces . To print recall correspondence, 180

. To print a list of patients that you want to recall, 183

. To print labels for patients that you want to recall, 185

» To print recall correspondence

Note Print recall correspondence using 8'2” x 117 paper stock or office
letterhead, or postcard stock with four cards on 82 x 117 sheets. You
can purchase postcards from Medical Arts Press at 1.800.328.2179 or
www.medicalartspress.com or from Marchon Eyewear at
1.800.645.1300.

1 Click Tasks on the OfficeMate main window toolbar and select
Correspondence.

2 Select Recall.

The Process Recalls window opens.

Note * Click History to view the recall correspondence printing
history.

* Click Printer Setup to set up the printer or select a printer
other than the default OfficeMate printer. For more
information on setting up the printer, see Setting Up the Printer
on page 31.

3 Type or select dates in the Selection Range From and To boxes.

4 Select the Last Name or ZIP Code Order By radio button to sort the patients
alphabetically by last name or numerically by ZIP code.
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Chapter 5 Recalling Patients Printing Recall Correspondences

5 Select the Select all names check box if you want to print recall
correspondence for all of the patients in the date selection range.

OR

Deselect the Select all names check box and enter a letter (if you are ordering
patients by last name) or number (if you are ordering patients by ZIP code) in
the Starting Last text box to print recall correspondence for patients meeting
your selection criteria. For example, if you type “G” in the Starting Last text box,
OfficeMate will print recall correspondence for patients with last names that
begin with G-Z.

2 Process Recalls

From To Order By
(v Last Mame

Selection Range
g tzjosje004 | fazposjzoos | o S
Additional Printing
[~ Labels [ Listing Crder By: {# Last Mame ¢ ZIP Code
Print | Patient Mame | Print Letter/Postcard |;

-

| Do Mok Prink Letters | Poskcards Tokal Selected:
| [~ select all names  Starting Last |G|

Start Selecti0n| Print | Cancel | Histary | P[interSetup|

6  Click Start Selection.
A list of patients meeting your selection criteria is displayed.

7 Click Print.

2 Process Recalls

Fram To Order By
Selection Range [tzfozjzo04]  «| [1zjosfzoos | il
(" ZIP Code
Additional Printing
[ Labels [ Listing Order By: ¢ Last Mame ¢ ZIP Code
Print | Patient Mame | Print: Lekter fPostcard IL
¥ Cole, Harper 2 Years - Mo Resp- Adulk 0202172005
¥ Davis, Steven Diabetic 2 12/29/2004
¥ Davis, Steven 1 ¥r - Mo Resp - Adulk 11/29/2005
¥ Davis, Steven Contact Lens Recheck 1 PC 04/22(2005
¥ Davis, Steven Conkact Lens Recheck 2 PC 05/29/2005
#  Davis, Steven Contact Lens Recheck 2 PC 06/29/2005
¥ Davis, Steven Glaucoma 1 01/25/2005
¥ Davis, Steven Glaucoma 2 03/07)2005
¥ Davis, Skeven Glaucoma 2 04/25/2005
¥ Mikchel, Henry 2 Years - Mo Resp- Adulk 0202172005
¥ Radmore, Michelle 1 Year - Postcard 03202005 -
[ Do Mok Print Letters | Postcards Total Selected: I—ZD
Jv Select all names
Stark Selection | I Brink | Cancel | Hiskory | Printer Setup |

The Report Printer Selection window opens.
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&  Click one of the following buttons:
—  Print to print the recall letters for the selected patients.
—  Skip to skip the current print selection and go to the next print selection.
—  Test Print to print a sample recall letter.

—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.

— Options (for postcards) to select a printing method.

#: Report Printer, Selection

Ready to Print  Letters Print

Skip

Test Prink

Insert paper Stock into Printer,

Click. Printer Setup ko Change the Printer.

e |

9 Click OK in the Job Completed window.

Job Completed

-
\!‘) The merging of data has been completed.

10 Click Yes in the Cotrespondence Printing Warning window if you are finished
printing this group of recall correspondence and you want to update the patient
demographic information and recall history.

Correspondence Printing Warning

"j Correspondence printing completed,
L

Do wou wank ko clear all patients and update history?
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» To print a list of patients that you want to recall

Note Print lists using 8'2” x 117 paper stock.

1 Click Tasks on the OfficeMate main window toolbar and select
Correspondence.

2 Select Recall.

The Process Recalls window opens.

Note * Click History to view the recall correspondence printing
history.

* Click Printer Setup to set up the printer or select a printer
other than the default OfficeMate printer. For more
information on setting up the printer, see Setting Up the Printer
on page 31.

Type or select dates in the Selection Range From and To boxes.
4 Select the Additional Printing Listing check box.

5 Select the Last Name or ZIP Code Order By radio button to sort the patients
alphabetically by last name or numerically by ZIP code.

6  Select the Do Not Print Letter/Postcards check box if you only want to
print a list of patients and not the actual letters and postcards.
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Select the Select all names check box if you want to print a list of recall
correspondence for all of the patients in the date selection range.

OR

Deselect the Select all names check box and enter a letter (if you are ordering
patients by last name) or number (if you are ordering patients by ZIP code) in

the Starting Last text box to print a list of recall correspondence for patients
meeting your selection criteria. For example, if you type “G” in the Starting Last
text box, OfficeMate will print a list of recall correspondence for patients with

last names that begin with G-Z.

2 Process Recalls

From To Order By
Selection Range [tzfo9jz004 =] |izfosrzoos -] e
" ZIP Code
Additional Printing
7 Labels v Listing Order By: (% Last Mame ¢ ZIP Code
Prink | Patienk Marne | Prink Letter Postcard I;
-
[w Do Mot Print Letters | Postcards: Tokal Selected:
7 Select allnames  Starting Last |G
Start Selection | Prink | Cancel | History Printer Setup |

Click Start Selection.

A list of patients meeting your selection criteria is displayed.

Click Print.

Process Recalls

Fram To Order By
Selection Range [1zpogjz004]  +| fizfospzoos - B
" ZIP Code
Additional Printing
7 Labels | Listing Crder By: (% Last Mame { ZIP Code
Print | Patient Mame | Prink LetterfPostcard IL
¥ Mitchel, Henry 2 Years - Mo Resp- Adult 024212005
¥ Radmore, Michelle 1 Year - Postcard 03f20/2005
¥ Radmore, Michelle 1 Year - Adul: 05/20/2005
#  Radmore, Michelle 1 %r - Mo Resp - Adult 08/20/2005
¥ Radmore, Michells 18 Mths - Mo Resp- adult 10/20/2005
¥ Radmore, Michelle Contact Lens Recheck 2 PC 12/20/2004
¥ Ressler, Margaret 18 Mths - Mo Resp- adult 0173072005
¥ Ressler, Margaret Z Years - Mo Resp- Adult 07/30/2005
¥ Underwood, Jennifer |18 Mths - Mo Resp- adule 0173002005
¥ Underwood, Jennifer 2 Years - Mo Resp- Adult 07/30/2005
¥ Underwood, Tracy 2 Years - Mo Resp- Adulk 020212005 -
| Do Mot Print Letters | Postcards Total Selected: | 11
™ Select all names  Starking Last |G
Start Selection || Erint I Cancel | History | Printer Setup |

The Report Printer Selection window opens.
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10 Click one of the following buttons:
—  Print to print the list of selected patients.
—  Skip to skip the current print selection and go to the next print selection.
—  Test Print to print a sample list.

—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.

#% Report Printer Selection

Ready ko Print
Listing

Test Prink

Insert paper stock into printer,

I

Ptinter Setup

Click, Printer Setup ko change the printer

e |

11  Click Yes in the Cotrespondence Printing Warning window if you are finished
printing this group of recall correspondence and you want to update the patient
demographic information and recall history.

Correspondence Printing Warning

"j Correspondence printing completed,
L

Do wou wank ko clear all patients and update history?

» To print labels for patients that you want to recall

Note Print labels using Avery 5260 compatible white rectangular labels. You
can purchase these labels from Medical Arts Press at 1.800.328.2179 or

www.medicalartspress.com.

1 Click Tasks on the OfficeMate main window toolbar and select
Correspondence.

2 Select Recall.

The Process Recalls window opens.

Note * Click History to view the recall correspondence printing
history.

* Click Printer Setup to set up the printer or select a printer
other than the default OfficeMate printer. For more
information on setting up the printer, see Setting Up the Printer
on page 31.

3 Type or select dates in the Selection Range From and To boxes.

4 Select the Additional Printing Labels check box.
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Select the Last Name or ZIP Code Order By radio button to sort the patients
alphabetically by last name or numerically by ZIP code.

Select the Do Not Print Letter/Postcards check box if you only want to
print patient labels and not the actual letters and postcards.

Select the Select all names check box if you want to print labels for all of the
patients in the date selection range.

OR

Deselect the Select all names check box and enter a letter (if you are ordering
patients by last name) or number (if you are ordering patients by ZIP code) in
the Starting Last text box to print labels for patients meeting your selection
criteria. For example, if you type “G” in the Starting Last text box, OfficeMate
will print labels for patients with last names that begin with G—Z.

2" Process Recalls

Order By

e Last Mame
[1zfosjzo04 =] [1zjoofeons  ~| ~ ZIP Code

Selection Range

Additional Printing
[v Labels | Listing

COrder By: @ Last Mame (& ZIP Cade

Print | Patient Mame | Print LetterfPostcard I;

[w Do Mok Prirk Letbers | Postcards:
Starting Last 5

Tokal Selecked: |

I~ Select all names

§tartSeIection| Print | Cancel | History P[interSetup|

Click Start Selection.

A list of patients meeting your selection criteria is displayed.

eyefinity/OfficeMate
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10

11

Click Print.

2 Process Recalls

Printing Recall Correspondences

From To Order By
Selection Range lzfosjzans  w| [iziogfzoos = Bl
(" ZIP Code
Additional Printing
[v Labels [ Listing Order By: ¢ Last Mame ¢ ZIP Code
Print | Patient Mame | Print Letter/Postcard I:
w Mitchel, Henry Z ‘Yfears - Mo Resp- adulk 02212005
¥ Radmore, Michele 1 Year - Postcard 03/20/2005
¥ Radmore, Michele 1 Year - Adult 05/20/2005
¥ Radmore, Michels 1 ¥r - Mo Resp - Adult 06/20/2005
¥ Radmore, Michels 13 Mths - No Resp- Adult 10/20/2005
¥ Radmore, Michels Contact Lens Recheck 2 PC 12/20/2004
¥ Ressler, Margaret 18 Mths - Mo Resp- Adult 01}30/2005
¥ Ressler, Margaret 2 ‘ears - Mo Resp- Adulk 07/30/2005
¥ Underwood, Jennifer | 18 Mths - Mo Resp- Adult 017302005
¥ Underwood, Jemnifer 2 Years - Mo Resp- Adulk 07/30/2005
¥ Underwood, Tracy 2 Years - Mo Resp- adulk 022112005 -
v Do Mok Print Letters | Postcards Total Selected: l_ll
™ Select allmames  Starking Last |G
Start Selection | I Print I Cancel | Histary | Printer Setup |

The Report Printer Selection window opens.
Click one of the following buttons:

— Print to print the list of selected patients.

—  Skip to skip the current print selection and go to the next print selection.

— Test Print to print a sample list.

—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.

—  Options to select a printing type.

#* Re port Printer Selection

Ready ko Print
Labels

Insett paper stock inko printer. Test Prink

Click Printer Setup to change the printer | Printer Setup

rexrme |
s |

Optians. ..

Click Yes in the Correspondence Printing Warning window if you are finished
printing this group of recall correspondence and you want to update the patient

demographic information and recall history.

Correspondence Printing Warning

"j Correspondence printing completed,
L]

Do you want ko clear all patients and update history?
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CHAPTER 6

For more
information on
creating and
recording fee slips,
see the “OSSU 203
Checking Out
Patients” iTrain
and the OSSU
200-2, “Checking
Out Patients,”
training course.

eyefinity;/OfficeMate

Creating & Recording Fee

Slips

In this chapter:

. Creating & Opening Fee Slips, 190

. Recording Information on Fee Slips, 193

. Holding Fee Slips, 201

. Recording Fee Slips & Printing Receipts, 202
. Voiding Fee Slips, 202
. Viewing & Printing CMS 1500 Forms, 203

After you sell a product or service, record the charges and payments for the product
ot service on a fee slip.

Notes

Before you begin recording charges and payments on a fee slip, complete
the following tasks:

Set up insurance information. For more information on setting up
insurance information, see To modify or add insurance information
on page 58.

Set up products and services. For more information on setting up
products and services, see Recording Product Information on page
121.

Set up fee slip preferences. For more information on setting up fee
slip preferences, see To define and change other preferences on page
9.
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Creat!ng & Note If you want to change the fee slip’s posting date to backdate the fee slip,
Oper"ng Fee go to Changing the Posting Date on page 30.

Slips

1 Open the Fee Slip window using one of the following methods:
—  Click the Fee Slips icon.
—  Click Tasks on the main window toolbar and select Fee Slip.

—  Right-click on a patient in the OfficeMate Information Center window and
select Fee Slip.

- Right-click on the Patient Demographic, Eyewear Order, Hard Lens
Otder, Soft Lens Otrder, Receipts & Adjustments, or Patient Ledger
window title bar and select Fee Slip.

— Click on a patient’s name in the OfficeMate Information Center window
and drag and drop the patient on the Fee Slip icon.
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Notes e« Ifyousetup your preferences to display a pop-up Patient Open

Charges window in the Fee Slip window, a Patient Open
Charges window opens if the patient has open charges. Click on
the red check marks to deselect items that you do not want to
add to the fee slip or delete and then click Post to add the
selected open charges to the fee slip or click Close out to delete
the selected open charges. If you do not want to post or delete
the open charges, click Exit to close the Patient Open Charges
window. Deselected items will continue to appear in the Patient
Open Charges window until they are posted to a fee slip or
deleted. For more information on setting up your pop-up
Patient Open Charges preferences, go to To define and change
other preferences on page 69. For more information on
recording prescription charges, go to Ordering & Tracking
Prescriptions on page 139.

If you are an ExamWRITER user and you record an exam with
a lab order and schedule an examination, the scheduled orders
are displayed in the Patient Open Charges window in
OfficeMate. Select the provider or staff member who you want
to schedule the orders, select the orders to schedule, and click
Post to Task List to post the scheduling orders task to the
Task Manager. For more information about using the Task
Manager, go to Using the Task Manager on page 473.

% Patient Open Charges E\
Open Charges
+] Date | Description [ order# Juntprice | qty | Total | cPT | kD9 [ Insurance [ <]
04/30/2009 Executive 5 0,00 1 000 0 77
(¥ 04/30/2009 Executive B 0.00 1 0.00 o
7 04/30/2009 | AR Coating s 000 1 0w o
[+ 04/30/2009 Lens Add On B 0.00 1 0.00 o
=
E
=
B -
< | ]

Post Close out Exit

Orders to be
BN e, Daicls Marie:

[ Description Type
7 Schedule on or about 04/30/2010; Examination: Cantact Lens Examination Examination
¥ Schedule on or about 0430/2010: Examination: ©S: Contact Lens Dispensing Examination
E

E -
Post to Task List
o s e B B i b e R R

Type a fee slip number in the Fee Slip # text box and click Get
Slip to view other fee slips for the patient, if available.

The RFR box is color coded to quickly notify you of the
patients’ identify safeguard information. For more information
on the RFR column and box, go to To record financial
information on page 94.

eyefinity/OfficeMate
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2 Enter search information in the Last and First name text boxes and click F2
Find to find the patient for which you want to create a new fee slip.

Notes

* Ifyou set up your preferences to display a pop-up Patient Open

Charges window in the Fee Slip window, a Patient Open
Charges window opens if the patient has open charges. Click on
the red check marks to deselect items that you do not want to
add to the fee slip or delete and then click Post to add the
selected open charges to the fee slip or click Close out to delete
the selected open charges. If you do not want to post or delete
the open charges, click Exit to close the Patient Open Charges
window. Deselected items will continue to appear in the Patient
Open Charges window until they are posted to a fee slip or
deleted. For more information on setting up your pop-up
Patient Open Charges preferences, go to To define and change
other preferences on page 69. For more information on
recording prescription charges, go to Ordering & Tracking
Prescriptions on page 139.

If you are an ExamWRITER user and you record an exam with
a lab order and schedule an examination, the scheduled orders
are displayed in the Patient Open Charges window in
OfficeMate. Select the provider or staff member who you want
to schedule the orders, select the orders to schedule, and click
Post to Task List to post the scheduling orders task to the
Task Manager. For more information about using the Task
Manager, go to Using the Task Manager on page 473.

4 Patient Open Charges 3

Open Charges

+] Date | Description [ orders  [untprice | Qv | Toral | 1 [ 1cDg | Insurance [ =
04{30/2009 Exeritive 0.0 0o o
7 04/30/2009 Executive o o
4 muj30/2009 AR Coating oo o
4 0430/2003 Lens Add On 000 0

0.00
0.00

1
1
1
0.00 1

s
H
s
H

= EEEE

0

Post. Close out Exit

Orders to be Scheduled
Send to; e

Description Type |~
[+ Schedule on or about 04/30/2010: Examination: Contact Lens Examination Examination
¥ Schedule on or about 04/30f2010: Examination: OG: Contact Lens Dispensing Exarrination
H
=
= -

Post ko Task List
i ———————————————————— |

Type a fee slip number in the Fee Slip # text box and click Get
Slip to view other fee slips for the patient, if available.

The RFR box is color coded to quickly notify you of the
patients’ identify safeguard information. For more information
on the RFR column and box, go to To record financial
information on page 94.

3 Select the patient’s provider from the Provider drop-down menu.
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Recording
Information

on Fee Slips
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4

Recording Information on Fee Sljps

Select the name of the provider or staff member who is creating the fee slip from
the Recorded By drop-down menu if this field is not locked.

Note

You can assign a default Recorded By user and identify the logged

in user as the default person who is recording transactions in the

System Preferences and User Security for Employee windows. For
more information on defining a default Recorded By user and
identifying his or her security level, go to To define and change
patient preferences on page 68 and Customizing Security
Preferences on page 62.

B Fee Slip - Patient Mame: Steven Davis [ALERT]

Last |Daws

First |Staven

F2 Eind

Reference # ‘343 34 3579

Provider |Ru|z, M.D., Raymond

L] Recorded By

x
FeesSip#[ 0 Getslp
Frankline, Helen j Date | J

Duncan, Tom

Product Mame/Code.., | CPT 09, Insurance by | Fee ‘ Franiling, Helen ristaff Member | = |
- - ~|_|
Fuiz, M.0., Raymond
IThomas, ©.0., David
-
Patient Total 0,00 Payments Patient Charges .00 Record 1
Discount .an
Paymenks [ 0.00 Check | Cash Other Sales Tax ) Hold
Adjust e 1
L il Amount 0.00 Patient Total 00 Recal
Total i Check # Ins. Charges 00 M5 -1500 1
Cther Open Items 1,350.98 i ’7 Ins. Sales Tax [ o0 Charges $% ]
Credit 0.00 Ins. Total | .00
Patient Balance | | 350,93 Total Charges .00
. Total Payments Ey
Slip(s) on Hold === Delete Line | Ling Add'l Data ‘ Ledger Discount

This section tells you how to record information on fee slips, including how

To delete items from fee slips, 198
To record payments, 198
To apply discounts, 200

To update recall information, 200

To record product & service information, 194
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» To record product & service information

1 Create or open a fee slip. For more information on creating and opening fee
slips, go to Creating & Opening Fee Slips on page 190.

2 Select product names and codes using one of the following methods:

—  Type the product name or code in a Product Name/Code empty cell.

Notes ¢ Ifyou type the product name and code in the Product
Name/Code cell and you assign the item to an insurance cattiet,
you will not be able to produce an accurate CMS 1500 form.

* 'The information that you type in the Product Name/Code cell
will be available in the Handwritten/No Category section in
your Production reports.

—  Type a few letters or numbers of the product name or code in a Product
Name/Code empty cell and then click the Product Name/Code
column button to open the Find Product window and search for and
select a product.

#¢ Find Product PT(‘
Selections
Hame ’57 Designer ’7 DBL Size ,7
Calar Product Cade Temple Size
IManufacturer Eve Size upc
Product Name/Code ‘ Prink Mame ‘ Calar | Ewe | DEL | Trpl ‘Brdg‘ BC ‘ Dia ‘Spherel Cyl |Ax|s |Add |On Hand‘ UPC =]
Acuvue [73390510035; Multipack Acuv 8.80 14.000 -4.50 0.00 0.00 1}
Acuvue [73390510037 Multipack Acuy 8.80 14.00 -4.75 0.00 0 0,00
Acuvue [F339051003% Multipack Acuy 8.80 14,000 -5.00 0.00 0 0,00 1} B
Acuvue [73390510041: Multipack Acuy 8.80 14.00 -5.25 0.00 0 0,00 a
Acuvue [73390510043 Multipack Acuy 8.80 14.00 -5.50 0.00 0 0,00 4
Acuvue [F3390510045 Multipack Acuv 8.80 14,000 -5.75 0.00 0 0,00 1}
Acuvue [73390510047 Multipack Acuy 8.80 14.00 -6.00 0.00 0 0,00 4
Acuvue [73390510051 Multipack Acuy 8.80 14,00 -6.50 0.00 0 0,00 a
Acuvue [73390510055 Mulkipack Acuy 8.80 14.00 -7.00 0.00 0 0,00 a
Acuvue [73390510059 Multipack Acuy 8.80 14.00 -7.50 0.00 0 0,00 a
Acuvue [F3390510063 Multipack Acuy 8.80 14,000 -8.00 0.00 0 0,00 1}
Acuvue [73390510067: Multipack Acuy 8.80 14.00 -8.50 0.00 0 0,00 a -
4] | o[
Total Products 203 F2 Find ‘ Select I Clear | Add Praduct ‘ Cancel |

—  Type ? in a Product Name/Code empty cell and then click the
Product Name/Code column button to open the Find Product
window and search through all of your products and select one for the fee
slip.

—  Type % and any of the letters of the product name in the Product
Name/Code empty cell and then click the Product Name/Code
column button to open the Find Product window and search through all
of your products that contain the letters that you typed and select one for
the fee slip.
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Place your cursor in a Product Name/Code empty cell and then press
the F5 key to open the Product Quick List window and select a product
or service that you frequently use. For more information on setting up
products and services, see Recording Product Information on page 121.

Click the Product Name/Code column heading to open the Find
Product window and search for and select a product.

Place your cursor in a Product Name/Code empty cell and press the
Ctrl and P keys at the same time to open the Find Product window and
search for and select a product.

Place your cutsor in a Product Name/Code empty cell and scan
product names and codes into the Fee Slip window using your barcode
scanner.

Note After you find and select a product code or name, information

associated with the product (product name/code, CTP code, fee
amount, patient amount, and providet/staff membet) is recorded
in the Product Name/Code, CPT, Fee, Patient, and Provider/Staff
Member columns.

Place your cursor in the ICD-9 cell and select an ICD-9 code using one of the
following methods:

Select a code from the drop-down menu (if available).

Press the Ctrl and D keys at the same time to open the Select Diagnosis
Codes window and search for and select a diagnosis code.

Place your cursor in the ICD-9 cell and press the F5 key to open the
Select Diagnosis Codes window in the QuickList Items view.

B Select Diagnosis Codes
1C0-9 Code Sort By

Find i+ Code  Description Selected

Diagnosis

ithout S

053.21 Keratoconjunctivitis, Herpes Zoster
053.22 Iridocyclitis, From Herpes Zoster
053.29 Herpes Zoster W/ Ophthalmic Complic:
054,40 Herpes Simple:x: W Ophthalmic Caompli ﬂ

054,41 Lids: Dermatitis, From Herpes Simple:x

054,42  Keratitis, Dendritic, From Herpes Simpl

054,43  Keratitis, Disciform, Fram Herpes Simp Select
054,44  Iridocyclitis, From Herpes Simplesx (highlight}
055,71  Keratoconjunctivitis, From Measles ahia

056.9  Rubella, Without Menkion OF Complical th[;aprlljn;‘:ir;
076.0  Trachoma, Initial Stage &
076.1  Trachoma, Active Stage (v

'y i ickLi

* Show All QuickList Items oK o
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4 Select an insurance carrier from the Insurance column drop-down menu, if

applicable.

B Fee Slip - Patient Name: Steven Davis [ALERT] E‘
Last |Davis First [steven F2 Find Fee Slip # ’—U Get Slip
Reference # |343 34 3579 Provider ‘RulzJ M.D., Raymond j Recorded By |Frankline, Helen j Date ‘ J

Product MamefCaode.., [ CPT IC0-9, ., Insurance Qky | Fee | Cov% | Patient [ Insur | Provider/Staff Member |« |
93204 99204 [367.1 - - 1| 120.00 0] 1z0.00 Ruiz, M.D.,Raymond - | |

Medical Eve Setvices

-
Patient Total 120,00 Payments Patient Charges | 120.00 Record J
Discount £.00)
Payments [ 0.00 Check Cash Other Sales Tax oo Hold 1
Adjustments 0.00 el oo Patient Total 120.00 Recal
Total 120.00 Crescs [ e I = s -1s00 |
Other Open Ttems 1,350,598 il ’7 Ins. Sales Tax | .00 Charges §% I
Credit 0,00 Ins. Total | .00
Patient Balance [ 1 470,98 Total Payments Total Charges 120.00 (S
ancel ]
Slip(s) on Hold === Delete Line | Ling Add|Data | Ledger | m

Type the quantity of the item that you sold in the Qty cell.

6  If you want to modify the fee amount, coverage percentage, patient amount, or
insurance amount, type new numbers in the Fee, Cov%, Patient, and Insur
cells.

Note If the insurance type for the item is VSP and you want to record a
negative amount in the Fee or Patient column, type a minus sign in
front of the amount in the Fee or Patient cell. For more
information on setting up insurance types, go to To modify or add
insurance information on page 58.

7 If you want to select a different provider or staff member for the item, select a
provider or staff member from the Provider/Staff Member column
drop-down menu.

8  If a product does not have a CPT code ot if you want to add item modifiers,
remove the sales tax, keep the item from printing on the fee slip receipt, or
record additional information for an item on the fee slip, select an item on the
fee slip and click Line Add’l Data or press the F4 key to open the Fee Slip
Item Additional Data window and follow the instructions below:

—  To apply a discount to an item, select the discount type from the
Discount Type drop-down menu, type the discount amount in the
Discount text box, and select the Amount or Percent radio button (if
available).

Note You can only discount items that are billed to patients.

—  Toremove sales tax for tax exempt items, delete numbers in the Sales Tax
% and 2nd Tax text boxes.

—  To add sales tax to an item, type amounts in the Sales Tax % and 2nd
Tax (if applicable) text boxes.
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—  To select a CPT/HCPCS code for an item, select an approptiate
CPT/HCPCS code from the CPT/HCPCS drop-down menu.

—  To record insurance codes that justify overcharges or undercharges for an
item, select modifiers in the Modifier(s) box.

—  To change the name of the provider for the item, select a provider from
the Provider drop-down menu (if available).

—  To change the service dates for the item, type or select dates in the Service
Date text boxes.

—  To add your own comments to the item, type text in the Item Narrative

text box.
Note The text that you type in the Item Narrative text box appears in
electronic claims files and in place of box 19 on the printed CMS
1500 form.

—  Ifyoudo not want to print the item on the fee slip, select the Do not print
on patient statement check box (if available).

Notes ¢ Seclecting the Do not print on patient statement check box
temporarily effects balances on the financial statement.

* You must select the Yes radio button in the System Preferences
window’s Statements tab to select the Do not print on patient
statement check box in the Fee Slip Item Additional Data
window. For more information on selecting Statements system
preferences, go to To define and change statement preferences
on page 72.

Product [101 COACH ASTOR. (679516719029)

Discount Type | J

Discount fu ~
Sales Tax %% 03000 2nd Tax 0.1500

CPTIHCPCS |U202E| Designer Frame ﬂ

Modifieris) 21 Prolonged Evaluation & Managere A
22 Unusual Service
24 Unrelated Eval & Mgt Svc by Same
25 5ig, Sep Ident Eval & Mgt Same Dr

Provider | J
serviceDate  |ngrzopeoos w| Ta |osyzzfzons |
Mote Reference | j

Item Marrative

[~ Do not print on patient statement

Ok Cancel

eyefinity/OfficeMate
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» To delete items from fee slips

Note You must have two or more items recorded on a fee slip before you
can delete an item.

1 Open a fee slip that contains items that you want to delete. For more
information on opening fee slips, go to Creating & Opening Fee Slips on page
190.

2 Select an item to delete.

Click Delete Line.
The Line Delete Warning window opens.

4 Click Yes to delete the item from the fee slip.

Line Delete Warning

'j You are about ko delete this fee slip line.

D you wank bo conkinue?

e hio

» To record payments

Check, cash, and other payments can be accepted on fee slips. Payments can only be
applied to items recorded on fee slips. If a payment amount exceeds the fee slip
amount, the excess amount is either recorded as a credit or applied to any previous fee
slip balances, depending on your preferences. For more information on fee slip
preferences, go to To define and change other preferences on page 69.

1 Create or open a fee slip. For more information on creating and opening fee
slips, go to Creating & Opening Fee Slips on page 190.

2 Record product and service information on the fee slip. For more information
on recording product and service information, go to Recording Information on
Fee Slips on page 193.

eyefinity/OfficeMate
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3 Click the Check, Cash, or Other tab and follow the instructions below for the
payment method that you selected.

Note You can select multiple payment methods; however, in order to
avoid double-posting payments, you must correct any errors that
you make when you enter the payment amount before you click
another payment tab and enter additional payment amounts.

- If you are recording a check payment, type the amount, check number, and
bank number in the Amount, Check #, and Bank # text boxes.

Payments

Check T Zash T Other

Arnounkt 100,00

Check # 123

Bank # 123456759
Total Payments 100,00

- If you are recording a cash payment, type the payment amount and the
amount tendered in the Amount and Tendered text boxes.

Pavments

Check T

Cther
Amounk 150,00

Tendered 200,00

Change
Toktal Payments 150,00

—  If you ate recording another payment type, type the payment amount in
the Amount text box and select the payment type from the Type
drop-down menu.

Pavments

Check. T Zash T Other

arnaunt 100,00
e | <]

Discover
Gift Certificate
Masker Card
Money Order
YWisa

Total Payments

eyefinity;/OfficeMate
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» To apply discounts

Notes ¢ This section instructs you on how to discount an entire fee slip. To
apply discounts to a single item in a fee slip, go to step 8 in To record
product & service information on page 194.

* You can only record discounts on fee slips on which patients are

billed.

1 Open a fee slip that contains items to which you want to apply discounts. For
more information on opening fee slips, go to Creating & Opening Fee Slips on
page 190.

2 Record product and service information on the fee slip. For more information
on recording product and service information, go to Recording Information on
Fee Slips on page 193.

3 Click Discount.
The Fee Slip Discount window opens.

4 Select a discount type from the Type drop-down menu.

Type a percentage amount in the Percent text box.

%]

Twpe Iarketing Discount

Percent 10.00

(] 4 Cancel

6  Click OK.

» To update recall information

Note If the service(s) that you are recording on the fee slip are set up to display
an automatic recall reminder when you record a fee slip, a Recall
Reminder window opens asking if you want to update or set the patient’s
recall information. For more information on setting up recall reminders
for services, go to To add or modify services on page 131.

1 Create or open a fee slip. For more information on creating and opening fee
slips, go to Creating & Opening Fee Slips on page 190.

2 Click Recall.
The Recall window opens.

3 Select recall types from the Recall Type drop-down menus.
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4 Type or select the number of months until the next recall in the Months to
Recall text box or type or select the next recall date in the Next Recall text

box.
¥¥ Recall For, Steven Davis E|
Recall
Recall Type Months to Recall  MNext Recall Eligibility {months)

Diabetic 12 manth | 2B | 11z9iz004 -]
|cL recheck - & months - | 3B | o4zsizoos +|
|Glaucoma ~ [ 1E | oziodizoos -

Recall History

Print Date Recall Type Daocument Prinked Motice # |
05)30,2002 Diabetic 12 month Diabetic 2 z
03)28/z002 Diabetic 12 maonth Diabetic 1 1
01)01/2002 CL recheck - &6 months Contact Lens Recheck 2 PC 2
09)29/2001 L recheck - & months Contact Lens Rechedk 1 PC 1
05)02/2001 Glaucama Glaucama 2 z
05)02 /2001 Diabetic 12 month Diabetic 2 z -

| ol | Cancel|

5 Click OK.
Hold”‘]g Fee 1 Create or open a fee slip. For more information on creating and opening fee
S|IpS slips, go to Creating & Opening Fee Slips on page 190.

2 Click Hold.

Notes ¢ To view fee slips on hold, select the All or Current Patient radio
button and click On Hold. The Slip(s) on Hold options are
located in the bottom left corner of the Fee Slip window.

* To track fee slips on hold, create the Fee Slips on Hold report. For
more information on the Fee Slips on Hold report, go to Fee Slips on
Hold on page 421.
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Recording Fee
Slips &
Printing
Receipts

Notes * Print receipts using 8'2” x 117 paper stock.

*  Mail receipts using #10 single window envelopes or #10 standard
envelopes. Use #9 standard envelopes as return envelopes.

* Print CMS 1500 forms using Single Laser Sheet Claim Forms.
OfficeMate recommends ordering CMS 1500 forms from the U.S.
Government Bookstore at
http:/ /bookstore.gpo.gov/actions/GetPublication?stocknumber=0
17-060-00655-2. You can also purchase CMS 1500 forms from
Dependable Business Products at 800.747.7210.

1 Create or open a fee slip. For more information on creating and opening fee
slips, go to Creating & Opening Fee Slips on page 190.

2 Record product and service information on the fee slip. For more information
on recording product and service information, go to Recording Information on
Fee Slips on page 193.

3 Click Record and follow the instructions below to record the fee slip and print
a receipt or CMS 1500 form.

—  Click Print Fee Slip to print a receipt.
—  Click Print CMS to print the CMS 1500 form.

—  Click Printer Setup to set up the printer or select a printer other than the
default OfficeMate printer. For more information on setting up the
printer, go to Setting Up the Printer on page 31.

- Click Close to close the Print Fee Slip and CMS window.

" Print Fee Slip and CMS

BorBare Byl Fullp3 10
[ ] ]

P ip.i
nm— R Prinkt M5
Er— — Close
Click Printer Setup to change the printer Frinter Setup

Voiding Fee
Slips

For more 1 Open a patient’s ledger. For more information on opening a patient’s ledger, go
information on to Opening a Patient’s Ledger on page 295.

voiding T‘ee ships, 2 Select the fee slip that you want to void.

see the “How To - . o

Void a Fee S“p" 3 Click Edit Sllp

iTrain. The Fee Slip window opens.
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Viewing &
Printing CMS
1500 Forms

eyefinity/OfficeMate

[\

Click Void.
The Fee Slip Void Warning window opens.
Click Yes to void the fee slip.

Fee Slip Void Warning X

"_-. Do wou wish to void this Fee slip?
L

Deposit Summary:
Patient depasit #; 80 Amount: $105,00
Patient depasit #: 78 Amount: $75.00

Note If payments are recorded on a voided fee slip, the payment amount
is added to the patient or insurance company credit balance.

Create or open a fee slip. For more information on creating and opening fee
slips, go to Creating & Opening Fee Slips on page 190.

Record product and service information on the fee slip. For more information
on recording product and service information, go to Recording Information on
Fee Slips on page 193.

Click CMS-1500.
The CMS 1500 form opens.

If you want to add, edit, or delete information on the form, type text into the
text boxes. For more information on modifying the CMS 1500 form, go to
Recording Additional Information on the CMS 1500 Form & ANSI File on page
349.

If you want to update the form with new information that you recently entered
into OfficeMate, click Refresh.

Note If you typed text into text boxes on the form, the information that
you entered will be deleted when you click Refresh.

Click Print to print the form.

Notes ¢ To adjust the margins on the CMS 1500 form, go to To adjust
CMS 1500 form margins on page 357.

* Print CMS 1500 forms using Single Laser Sheet Claim Forms.
OfficeMate recommends ordering CMS 1500 forms from the
U.S. Government Bookstore at
http://bookstore.gpo.gov/actions/GetPublication?stocknumb
er=017-060-00655-2. You can also purchase CMS 1500 forms
from Dependable Business Products at 800.747.7210.

Click OK to close the CMS 1500 form.
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Scheduler
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Scheduling, Moving, &
Cancelling Appointments

In this chapter:

. Opening & Viewing the Appointment Scheduler, 205
. Setting Up the Appointment Scheduler, 208

. Searching for Appointments, 223

. Scheduling Appointments, 226

. Recording Patients Shows and No Shows, 235
. Moving Appointments, 236

. Copying Appointments, 237

J Cancelling Appointments, 238

. Deleting Appointments, 239

J Confirming Appointments, 240

. Printing Patient Welcome Forms, 243

Schedule, move, change, and cancel new and existing patient appointments using the
Appointment Scheduler’s daily, work week, and monthly views.

This section tells you how to open the Appointment Scheduler and modify your
viewing options, including how

. To open the Appointment Scheduler, 206
. To view resources in the Appointment Scheduler, 206

. To modify viewing options in the Appointment Scheduler, 208

Note Click Refresh to refresh the Appointment Scheduler at any time with
the most up-to-date appointment information.
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206

» To open the Appointment Scheduler

Use one of the following methods to open the Appointment Scheduler:

Click the Scheduler icon.
Click Tasks on the main window toolbar and select Schedule.

Right-click on a patient in the OfficeMate Information Center window and
select Schedule.

Right-click on the Patient Demographic, Hard Lens Order, Soft Lens Order,
Eyewear Otrder, Fee Slip, Receipts & Adjustments, or Patient Ledger window
title bar and select Schedule.

Click on a patient’s name in the OfficeMate Information Center window and
drag and drop the patient on the Schedule icon.

Note After you open the Appointment Scheduler, leave it open throughout

the day to schedule, move, and cancel appointments. Closing and
reopening the Appointment Scheduler many times throughout the day
will negatively impact the speed of the OfficeMate Appointment
Scheduler.

To view resources in the Appointment Scheduler

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Click View and select Resources.
OR
Click the Resources button on the Appointment Scheduler toolbar.

The Select Resources window opens.

eyefinity/OfficeMate
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Fullerton Store - Select Resources

Opening & Viewing the Appointment Scheduler

Select the resources that you want to view on the daily, work week, and monthly
views and click OK.

Resources

| selectan |

D Miller, Mia

O Tran, tMatt
Doctar, Johnny
O Cullen, Carlisle
[ walker. Phemel
O Mouse, Mickey
O Farina, Dernis
[ MOUSE. MINNIE
O Chapman, Patti
[ ABEDI, SHAHALA
D Erdmann, Karl
O Duck, Donald
O Reddy, &

O Lopez, Rachael

™ Fit resources on dizplay.

Ok

| Cancel |

The Appointment Scheduler views will display the resources that you selected.

Note To view a resource that you selected in the monthly view, click the
down arrow next to the resource’s name in the top left corner of
the window and select the resource that you want to view.

& scheduler - OfficeMate Software Solutians

Ver. B.5.11

et v T o T | oo
e [T T T = sarces
e Edi... |l Priek Dy Wik Wik, | 7] Morithly |5 Tecdyy | [, 12 & ! Brdresh
Schedus || DifcaMate Software Solutions 15375 Bastanca Phwy
4 2008 ¥ < Wedneiday, Sugust 05, 08 » |
M IWI TES S Auathel 00 Marc: Davd 0.0, Ressares
E:] 12
I4[56 T8RS
ALALRFAEALRURLY
LERLR LY. Fil ]
HEXETADN
n
Fatrd Indermabin
No Fatend Seinctad
-
[ DificeMate Software Solutions |
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Setting Up the
Appointment
Scheduler

208

» To modify viewing options in the Appointment Scheduler

s To view resource availability exceptions, click View and ensure that the
Resource Availability Exceptions options has a check mark next to it; if it
does not have a check mark next to it, select it.

% To modify your Appointment Scheduler view, click View and select Daily,
Work Week, or Monthly. You can also modify your Appointment Scheduler
view by clicking the Daily, Work Week, and Monthly buttons in the
Appointment Scheduler toolbar.

% To hide the calendar in the top left corner of the Appointment Scheduler, click
the thumbtack (Auto Hide) icon.

Scheduler

4 December 2007 P
SMTWTFS
2RAE27T 282330 1
2] 456738
101112131415
1617181320 21 22
23R ST 2B AT
A 1T 2344

Before you begin using OfficeMate to schedule, move, change, and cancel patient
appointments, set up the Appointment Scheduler. This section tells you how to set up
the Appointment Scheduler, including how

. To set up preferences, 209

. To set up services, 211

. To set up services, 211

. To set up service groups, 212

. To set up provider & resource hours, 213

. To set up service templates, 215

. To set up provider & resource exceptions, 218
. To set up service reminders, 219

. To set up insurance reminders, 221

. To set up appointment icons, 222

Note You must set up the Appointment Scheduler before you begin
scheduling appointments.

eyefinity/OfficeMate
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To set up preferences

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Click Tools and select Scheduler Preferences.
The Scheduler Preferences window opens.

Select one of the following options from the Phone # box to denote your
preference for recording patients’ phone numbers when scheduling
appointments:

—  Not Required
—  Warn if Missing
—  Always Required

Select one of the following options from the Insurance box to denote your

g op y
preference for recording patients’ insurance information when scheduling
appointments:

—  Not Required
—  Warn if Missing
—  Always Required

Select one of the following options from the Patient for appointment box to
denote your preference for recording patients when scheduling appointments
(for example, if you select “Not Required,” then you will be able to schedule time
for non-patient appointments, such as office meetings and breaks):

—  Not Required
—  Warn if Missing
—  Always Required

If you want to change the colors used to denote appointments and available time
periods, click Change next to Closed, Available, or Not Available, in the System
colors box. Select a color from the Color window and click OK.

Select a starting day for the calendar in the top left corner of the Appointment
Scheduler from the Calendar starting day box.

If you want to allow scheduling overrides, select one or more of the following
overrides from the Overrides box:

- Overbook limits

Note If you allow overbook limit overrides, you can schedule
appointments even if the overbooking limit has been exceeded. If
you want to allow overbooking for select providers, go to To set up
provider & resource hours on page 213.

- Closed/unavailable times
— Service warnings

- Insurance warnings
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9  Select one of the following default scheduling views from the Default
schedule view box:

—  Daily view
- Weekly view
Scheduler Preferences fz|
Fhore number Inzurance Fatiert for appaintment
) Mot required ) Mot required ) Mot required
(%) Wam if mizsing (%) Wam if mizsing ) wam if missing
) Always required ) Always required (%) Always required
Syztem calors Calendar starting day

Clozed ) Sunday [Nomal]
(%) Monday

Available | Change... |
Z
Mot available ) Wednesday

() Thursday
Overides O Friday
Oerbook, limits
: : () Saturday
Clozed/unavailable times
Service warmings Default schedule view
Ihgurance warnings (& Daily view
3 Wwheekly view
[ (1]4 ] [ Cancel
10 Click OK.
» To set up office hours
1 Open the Appointment Scheduler. For more information on opening the
p PP pening

Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

2 Click Tools and select Office Houtrs.
The Office Hours window opens.

3 Select the location for which you want to set up office hours from the
Locations list.

4 Select Closed? check boxes next to days that the office is closed.

eyefinity/OfficeMate
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5 Select ot type the hours that the office is open in the Open from and Open to

text boxes.
Dffice Hours
Locations Closed? Opzn front Open to
F Sundsy  J1m00sM = | FooPM =5
Trabuco Canyon Store X = . =]
e I Monday | &308M == | go0PM =5
Amy's World I Tuesdsy | 3008M == | gooPM =5
Dave Test
LaJolla I wednesday | 3008M == | g00PM =2
Haller DO NOT USE - -
Champion Store -1DONOTUSE I Thusdsy | 2008M == | 200PM ==
Washington Eye Care ; - -
Derver Run - stare = r Friday I 9:00 AM :‘ I 5:00 P :‘
I mmiiim b limiam] Chmrm
1] | ¥ Satwdsy  |10002M = | 7ooPd =
a4 I Caricel
6 Click OK.
» To set up services
Note
1 Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.
2 Click Tools and select Services.
The Service Setup window opens.
3 Select the check boxes in the Available column next to services for which you

want to schedule appointments.
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4 If you want to select a color to represent a service, click on the ... (ellipse)
button next to the service in the Color column, select a color from the Color
window, and click OK.

Service Setup
Available || Mame Drezcription
532002 Exam Inter., Mew
92012 Exam Inter. . Established
92004 Exam Cornp., Hew
32014 Exam Comp.. Established
99201 Lewvel |, Exam Brief New
O 33202 Level 11, Exam Limited Mew
O 95203 Lewvel [Il, Office Wizt New =)
O 99204 Level 1%, Exam Comp. Mew =
O 99205 Level ', Exam Comp. Mew =4
O 93211 Lewel |, Exam Brief E stablizhed _
O 33212 Lewel 1. Exam Limited Established =)
O 95213 Lewel I, Office Yisit Establish )
O 93214 Lewvel [, Exam Cormp. Established o v |

5 Click OK.

» To set up service groups

1 Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

2 Click Tools and select Service Groups.

The Service Group Setup window opens.

3 Click New to create a new service group.
OR
Select a service group from the list and click Edit to modify and existing service
group.
— Service Groups

285976 Service Template Mew...

CL group ;

Exam Group Edit |

RS Mew Test

Delete |
ok | Cancel |

The Service Group Detail window opens.

4 Type a name for the group in the Group Name field.

eyefinity/OfficeMate
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5

6

eyefinity;/OfficeMate

Select the check boxes for the services you want to add to the service group.

Notes ¢ Only services that are available to schedule appear in the Service
Group Setup window. For information on making services
available, go to To set up services on page 211.

* At least one service must be selected to create a service group.

Click OK to save the service group.

Service Group Detail [ =]

Group Mame: | SEEIEIS

Services: e =« | Description -

E5205 Remove Foreign Body, External Lid
Ewxam Inter., Mew

S2004 Exam Comp., New

92mz2 Exam Inter., Established

92014 Exam Comp., Established

92226 Both Retinal Exam W/Drawing, Subsequen
99201 Lewvel |, Exam Brief New

99202 Levwel II. Exam Limited New

99203 Lewel lll, Dffice Visit New

99204 Lewvel ¥, Exam Comp. New

Cataract PO ﬂ

0K Cancel

KRR OR
@
]
=
=
=

OOCORO®

Click OK on the Service Group Setup window when you are finished.

To set up provider & resource hours

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Click Tools and select Providers and Resources.
The Resource Setup window opens.
Select the Available check box next to resources that are available.

Select the Allow Overbooks check box next to resources if you want to allow
the Appointment Scheduler to overbook appointments for the resource.

If you selected the Allow Overbooks check box for a resource, select the
maximum number of overbookings that are allowed in each time period for that
resource from the Maximum Overbooks column.

Select the number of minutes in which the Appointment Scheduler should
increment appointments for the resource from the Minute Increments
column.
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7 Select the Active check box next to resources that are active.
Resource Setup
— Resource Information
Available | Resource Mame | Allows Overbooks | Maximurn Overbooks | Minute Increments Active |+
O ... A O 0 15
ABEDI, SHAHALA O 1] 15
Chapman, Patti i
O Clark, Diane O
Cullen, Carlisle
O DEMO, DR O
Doctar, Johnny O
] Draves, Lyle O
O DirLast, First O
Duck, Danald O
O Ediths, Ediths O
Erdmann, K.arl O
Farina, Denniz O
O Grey, Meredith O
O Jessy, More O j

[ ox ]

]
[
=1
=}
o

a5
o
=
=

8 Select a resource and then click Hours to set up location hours for the
resources.

The Location Hours window opens.

9 Select a location from the list of Locations.

Note If you are scheduling a provider or resource at more than one
location, you must set up the hours for each resource at each
location individually.

10 Select an available date range from the Description drop-down menu.

Note * The default date range is Normal Hours, which is not limited by
a beginning date or an ending date.

* Select another date range only for temporary adjustments to the
normal schedule such as holiday hours, limited hours due to
renovation, etc.

* To add a date range, click Range Setup.

eyefinity/OfficeMate
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11 Click and drag your mouse cursor over the day and time that you want to mark
the resource as being available and then complete one of the following actions:

—  Right-click the schedule grid and select Add Availability.
—  Click the Add Availability button.

Notes ¢ The office must be open duting the days and times you select in
order to set up location hours and times.

* To delete location hour availability for resources, select the
currently available day and time and then either right-click and
select Delete Availability or click the Delete Availability

button.
Location Hours for Doctor, Johnny
¢ Locations ——————————————
Resource Hours Setup | Resource Templates Setup |

Locations -
A Vicio Stors Avalable Date Range
Anita's Optical Description. [Normal Hours [*]  RangeSetup |
Chapman Optical
Covington Eye Designs Statt Daste: Mo Start Date End Date: [N End Date

Diane's Dapper Eyewear
Fullerton Store
Grapevine Boutique Store
Ivine Optical

Jessicas Store

Laguna Beach Optical
Mission Yiejo Stare
Optical Shop

FPhemnells 40

Fioopa Store

Signature Choice
Signature Store

Ted's Optical

Teresa Optical
Z_Laguna Miguel Store

I Add Availability I
Delete Svailabifity

Legend

Available

ak Cancel

12 Click OK to close the Location Hours window.

13 Click OK to close the Resource Setup window.

» To set up service templates

Use appointment templates to restrict the types of services that can be scheduled for
a given provider during specific days and times. Templates created for one provider

evefinity/OfficeMate
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can be copied to other providers, enabling you to quickly create complex scheduling
restrictions or recommendations.

1

10

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Click Tools and select Service Template Setup.

The Service Template Setup window opens.

Note You can also open the Service Template Setup window from the
Resource Template Setup tab of the Resource Hours window. For
information about setting up resource hours, go to To set up
provider & resource hours on page 213.

Select a store from the Location drop-down menu.

Select a provider or resource from the Resource drop-down menu.

Note If the provider or resource is not listed in the Resource drop-down
menu, ensure the Available check box is selected on the Resource
Setup window. For information on setting up providers and
resources, go to To set up provider & resource hours on page 213.

Select a range from the Availability Date Range drop-down menu.
Click New to create a new template.

OR

Select an existing template and click Edit.

The Service Template Detail window opens.

Note To copy a template that was set up for another provider or
resource, click Copy Template on the Service Template Detail
window.

Type a name in the Display Name field.
Type a description in the Description field.

Click Service Group to select the services that may be scheduled during the
template hours. For more information about creating service groups, go to To
set up service groups on page 212.

Select the Restrict Template to Service Group check box to force
appointments scheduled within the time frame of the template to be restricted
to only those services included in the selected service group.

Note If you do not select the Restrict Template to Service Group check
box, appointments will not be restricted to only those services
included in the service group. The services in the group will appear
in bold to indicate that they are recommended when the
appointment is being made.

eyefinity/OfficeMate
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11 Under Template Pattern Setup, select the check box next to the days of the week

in which the services are available.
12 Enter the Start time(s).

13 Enter the End time(s).

14  Enter the number of minutes allocated for the service in the Duration field.

15  Enter the number of minutes between appointment start times in the Interval

field.

Note
minutes in the Interval field than the Duration field.

To schedule down time between appointments, enter more

Service Template Detail
[~ Select Resource Deetais
lLaeatfen [Fullrton Store =l
Fiesource, [Dostor, Johnny =l
Axvailable Date Fange: |Nu.ma\ Hours =l
- Resource Avaiable Hours:
Honday | Tuesday Wednesday | Thursday Fiiday Satuday | Sunday
£:00 AM - 5:00 PM £:00 M - 5:00 PM 8:00AM - 300 PM 800 AM - 200 PM £:004M - 5:00 PM
— Template Info:
Display Mame: |Examinations Service Group: | [Exams Onlp
Description: [Exams Orly I¥ Restrict Tempiste to Service Group
-~ Template Pattem Setup
Days of Wesk Start Time End Time Duration [minutes] Interval (minutes]
0 A 12:004M 1200 4M 0 = =
O Sunday 12Z004M 12004M 1) 1)
O Monday 120040 1200 M 0 0
O Tuesday 1200 AM 1200 M 0 0
“wednesday 9:00 A 1200 PH 15 a0
O Thursday 1200 &M 1200 4M 1) 1)
O Friday 1200 &M 1200 4M 1) 1)
O Saturday 12Z004M 12004M 1) 1)
CoppTemplate || ok | cancel
16  Click OK when you are finished.
17 Click Close to close the Service Template Setup window.
. , .
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When you are finished adding templates, click Close on the Template Setup
window.

The template(s) you added now appear on the provider or resource’s schedule in
the Location Hours window.

Location Hours for Dactor, Johnny
locations | -
Resaurce Hours Setup [Figsolice Tempiates Setip }
Localions
Aliva Viej Store dvailable Date Fiange
Arita's Optical Deseription. [Normal Hours &
Chapman Optical
Covington Eye Designs Stant Daste:  [Mo Start Date EndDate: [MoEnd Date

Diane's Dapper Epewear
EDITHS OFTICAL - TEST
Fullerton Store
Grapevine Boutique Store

aon Tue wed Thu Fri Sat e Service Template
Setup
Remoye Semvice
Template

Irvine Optical
Jessica's Store
Laguna Beach Oplical
Hission Vicio Stare
Optical Shap
Phemells 40
Floopa Stare
Signature Choice
Signaturs Store
Ted's Optical
Teresa Optical

2_Laguna Niguel Store

Exams On

Legend

| Available

0Ok Cancel

» To set up provider & resource exceptions

Notes ¢ You must set up resource hours before you set up resource

exceptions. To set up resource hours, go to To set up provider &
resource hours on page 213.

¢ If you allow closed and unavailable time overrides, you can schedule
appointments even if the office is closed or the provider is

unavailable. To allow overrides, go to To set up preferences on page
209

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Click File and select New Schedule Exception.

OR

Right-click on the time grid and select New Schedule Exception.
The Resource Availability Exception window opens.

Select whether the new resource availability exception type denotes time that is
Available or Not Available.

Select the resource for which you are scheduling the availability exception from
the Resource drop-down menu.

Select the starting date of the availability exception from the Start Date
drop-down menu.

eyefinity/OfficeMate
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6  Select the start time of the availability exception from the Start Time box.

7 Select ot type the duration of the availability exception in the Duration text

box.

Resource Availability Exception

Exception Type

() Awailable

() Mot Available

Exception Dietails

Rezource: | David 0.0, Roseanna b

Start [ ate: |W’ednesda_',', August 05,2003 v

Stark Tirne: 3:00 A kS

Mo recurence

Reaszan: |Vacation w |
[ ak. l [ Cancel ]

&  If you want to record a recurrence of this resource availability exception, click

Recurrence and follow the instructions below; otherwise, go to step 10:

a.  Select daily, weekly, or monthly recurrence options from the Recurrence

box.

b. Select the range of the recurrence from the Range of Recurrence box.

c. Click OK.
i Recurence
= MNone

€ Daiy
0 wieekly
 Monthly

Recur every |1 3: week(s] on:
r Sunday r Monday r Tuesday r Wednesday
r Thursday I~ Friday r Saturday

" Endby:

—Range of Recunence
' NoEnd Date

© End After: |1 3: OCCUNMENCES

Friday , Movember 30, 2007 ;I

Cancel

9  Type or select a reason for the resoutrce’s exception in the Reason text box.

10 Click OK to save the resource availability exception.

» To set up service reminders

Set up service reminders to restrict scheduling appointments for patients who are
scheduling a specific service. If you set up your preferences to allow overrides for
service warnings, you will still be able to schedule appointments despite any service
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reminders and restrictions. For more information on allowing overrides, go to To set
up preferences on page 209.

1 Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

2 Click Tools and select Reminders.
The Reminders window opens.

3 Select a resource from the Resource drop-down menu.

Note If you want to delete a service reminder, select the service, click Delete
Line, and click Yes on the Delete Warning window.

4 Click Add to add a service reminder.

5 Select a service from the Service column drop-down menu.

Reminders @

Service Reminders | Insurance Reminders |

Resource: |Austhof 0.0, Marc e ||
Service How Per FReminder

Contact Lens Exam a -1 Check Capitalization. Name and &ddress
Fallowup Contacts ea

ease remind patient to we:
Check Capitalization. Name an
68761 Lacrimal Plug Inseition E IIENTEF; FATIENT INFO INTO OFFICE MATENI
92083 Vizual Field, Extended PP :
32225 Retinal E xam W/Drawing, Iniia Enter patient nfa into Difice Mate
92250 Fundus photo w/ interpretation
Contact Lens Exam
Fol 5
Followup Other b

Note To add or delete services in OfficeMate, go to To set up services
on page 211.

6  Select or type the maximum number of times that you want to schedule the
service in the How Many box.

7 Select Week, Day, or Month from the Per drop-down menu.

&  Type the message that you want to appear in the service reminder in the
Reminder box.

9 Click OK.

10 Select a resource from the Resource drop-down menu.

Note If you want to delete an insurance reminder, select the insurance plan,
click Delete Line, and click Yes on the Delete Warning window:.

11  Click Add to add an insurance reminder.

eyefinity/OfficeMate
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12 Select an insurance plan from the Insurance drop-down menu.

Reminders

Service Heminde[sl Insurance Reminders I

Resource: | David 0.D.. Roseanna b
Insurance How Many
Actna 2

¥

AARP Health Care Options
Advantia

Aetna

American Medical Security
Anthem Blue Cross Blue Shield

Bankers Lite & Cazualty

Elug Care Network b

TR —

Per
Day

Reminder
Get 55N

Add

Note

To add insurance plans in OfficeMate, go to To modify or add

appointment schedule resources on page 77.

13 Select or type the maximum number of times that you want to schedule the
insurance plan in the How Many box.

14 Select Week, Day, or Month from the Per drop-down menu.

15 Type the message that you want to appear in the insurance reminder in the
Reminder box.

16 Click OK.

» To set up insurance reminders

Set up insurance reminders to control the scheduling of appointments for patients
who are covered by a specific insurance plan. If you set up your preferences to allow
overrides for insurance warnings, you will still be able to schedule appointments
despite any insurance reminders and restrictions. For more information on allowing

overrides, go to To set up preferences on page 209.

1 Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler

on page 205.
2 Click Tools and select Reminders.

The Reminders window opens.

Click the Insurance Reminders tab to set up insurance reminders.

4 Select a resource from the Resource drop-down menu.

Note

If you want to delete an insurance reminder, select the insurance plan,

click Delete Line, and click Yes on the Delete Warning window.

5 Click Add to add an insurance remindet.

eyefinity;/OfficeMate
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Select an insurance plan from the Insurance drop-down menu.

(] Reminders rz|

Service Hemindelsl Insurance Reminders I

Resource: | David 0.D.. Roseanna b

Insurance Haow Many Per Rerinder
Agtna 2 Day Get S5

v e B
AARP Health Care Options

Advantia

Aetna

American Medical Security

Anthem Blue Cross Blue Shield

Bankers Lite & Cazualty

Elug Care Network b

Note To add insurance plans in OfficeMate, go to To modify or add
appointment schedule resources on page 77.

Select or type the maximum number of times that you want to schedule the
insurance plan in the How Many box.

Select Week, Day, or Month from the Per drop-down menu.

Type the message that you want to appear in the insurance reminder in the
Reminder box.

Click OK.

To set up appointment icons

You can set up appointment icons to use when you are scheduling patient
appointments to denote new or established patients, the status of a patient in the
office, patients who need more attention, etc. To assign icons to patient appointments,
go to Scheduling Appointments on page 220.

1

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Click Tools and select Appointment Icons.

The Icon Setup window opens.

eyefinity/OfficeMate
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3 Complete one of the following tasks:

— Click New, select an icon from the OfficeMate\Icons folder, and click
OK to add the icon to your list of available icons to use when scheduling
appointments.

- Select an icon, click Edit, and rename the selected icon.

- Select an icon, click Delete, and click Yes to delete the icon from your list
of available icons to use when scheduling appointments.

Icon Setup [ x|

 loonz

Descriptian I MHew...

WS CHEC

Fil Edit |
? gll_FD LKz Delete |
@ PHG

H Sample

ak. I Cancel

4  Click OK to close the Icon Setup window:

Searchi ng for This section tells you how to search for appointments in the Appointment Scheduler,
Appointments ~ including how

. To search for an available new appointment time, 223

. To search for an existing appointment time, 225

» To search for an available new appointment time

1 Click Tools and select Open Appointment Search.
OR
Click the Find Available button in the Appointment Scheduler toolbar.
The Open Appointment Search window opens.

2 Select a resource from the Resource drop-down menu.

eyefinity;/OfficeMate
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Select a service from the Service drop-down menu.
OR

Type the number of minutes normally reserved for the appointment for which
you are searching in the Duration text box.

Note Your services should be set up with a duration already defined. If
you have not set up your services and corresponding durations, go
to To add or modify services on page 250.

If the patient has insurance, select an insurance provider from the Insurance
drop-down menu.

Select one or more of the following search criteria:

—  Number of months or weeks until the appointment will be scheduled in
the Appoint in text box and the Weeks or Months radio button.

—  Month from the Month drop-down menu.
—  Morning, Afternoon, or Evening from the Period(s) box.
—  One or more days of the week from the Day(s) of Week box.

Open Appointment Search @

Search Criteria Search Results

Resouce 0] v| Beginning Time Fesaurce Name

Service:
Duration;
Insurance:

Appoint In 2 2] ® wesks O Months

Maonth: v |

Period(s): [ Morring
Afternoon
[ Evening

Dayls) of Week. '
[ Tuesday
[ wednesday
[ Thursday
[ Friday
[ Saturday
[ Sunday

TR

Click Search to search for available appointment times that meet your search
criteria.

Note Click Stop to stop the search if you have found an available
appointment time that meets your search criteria. To resume your
search, or to view additional available appointment times, click
More Openings.

Select an available appointment time that meets your search criteria and click
Select or double-click on it to open the Appointment Detail window and

eyefinity/OfficeMate
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Searching for Appointments

schedule an appointment in that time slot. For more information on scheduling
appointments, go to Scheduling Appointments on page 226.

Open Appointment Search

~Search Criteria [~ Seaich Results
Lacation: |4 store | Resource Mame Location Name Beginning Time
I = | Mouse, Minne 0D AV store Tuesday, June 10, 2002 300 P
[EEaUEE 1A Mouse, Minnie 0D Y store Tuesday, June 10, 2008 310 PM
Service: [3200z Exam e New =] Mause, Minnie 00 AV store Tuesday, June 10, 2002 320 PM
| Mouse, Minnie 0D AV store Tuesday, June 10, 2008 330 PM
Duration: 15 = Mause, Minnie 00 AV store Tuesday, June 10, 2002 340 P
| Mouse. Minnie 0D AV store Tuesday. June 10. 2008 350 PM
Insuianee: :I' Mouse, Minnie 0D AV stare Tuesday, June 10, 2002 4:00 PM
appaint In [f = € Weeks © Moris || [Mouse, Minne 00 AV store Tuesday, June 10, 2008 210 PM
Mok [ |
Period(sk O Morning
Afternoon
[ Evening
Dayis) of Week: [ Monday
Tuesday
O wednesday
Thursday
Friday
O Saturday
O Sunday
Search Siop More Openings

To search for an existing appointment time

Click Tools and select Existing Appointment Search.

The Existing Appointment Search window opens.

If you want to search for a specific patient’s existing appointment, follow the

instructions below:

a.  Click F2 Find.

b.  Enter search criteria in the Find Patient window and click F2 Find.

C. Select a patient and click Select or double-click on the patient.

i Search Criteria
Last MName: IAaIbsrs City: F2 Find
First Mame: I Home Phone: Clear |

Social Securty No: I
Address: I
I jv

Diate of Birthe

Diefault Location

Patient Number: I New |

Cancel

Chart Humber. I

™ Include Inactive Patiznts

Mame - | Address/City

Home Phane S5M DoB Pati

Location

Aalbers, Beatrice 416 E Birchwood Stre... | [309) 5551212 072-71-9600 Fi271980 v Haller Store -...
Aalbers, Lawrence 416 E Birchwood Stre... | [309]555-1212 74141992 =] Haller Stare -...
Aalbers, Renae Address Line 2, Ciy (605) 853-2842 - 895-63-2147 10/11/1993 ] Haller Store ...

|3 Patients Found
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3 Select appropriate search criteria from the Search Criteria box.

Existing Appointment Search E

— Search Criteria
Find I

FoPatiend | Aalbers, Beatiice | Dayls) of Wesk: [ Meorday
Lacatian: I j' il

I 'I [
Resource: hursday

Friday
Appointment Date: pod ¥ O Saturday
Duration I[I 3: O sunday
I Include Past Appaintments in Search Nates: l—
i Search Results
ltem .. = | Start Time Name Resource Location Home Phone Notes Cancelled Deleted

Exdit | Clase

4 Click Search to search for existing appointment times that meet your search
criteria.

5 Select an appointment and click Edit to open the Appointment Detail window
and edit the existing appointment in that time slot. For more information on
modifying appointments, go to To modify scheduled appointments on page 234.

Existing Appointment Search

— Search Criteria

F2 Patient | Aalbers, Beatrice | Drap(z]) of Week:

Lacation: j'
Resource. j'

Appointment D ate: s -
Diratian: 1] 3:
™ Include Past Appointments in Search Notes:

7 Search Results

Item ~ | Start Time ame Resource Location Haome Phone: Nates Cancelled Deleted -
12/7/2009  1:00 PM Lalbers, Practitioner, J.. : Haller Too [309) 5BA-1212 pre app. | bl
4/3/2008  11:00 AM Aalbers, ... : Practitioner, J... | Haller Stare..,  [309) 555-1212 every fr... 4 b
4/3/2008  11:00 &M Aalbers, ... : Practitioner, J...  Haller Stare.., - [309) 5661212 O ]
432008  11:254M Aalbers, ... r Store,. | [309) 555-1212 O o
3/28/2008 © 10:00 AM Lalbers, .. r Store.,. | [309) 555-1212 eveny fr... O ]
3/28/2008 © 10:00 AM Aalbers, Practitioner, J... : Haller Stare..  [309) BB5-1212 | [l
/2172008 10:00 AM Aalbers, ... : Practitioner, J... : Haller Stare..,  [309) 555-1212 everyfr.. 4 b
3/21/2008 10:00 &AM Aalbers, ... : Practitioner, J... © Haller Stare..,  [309) 555-1212 O ]
3/14/2008 © 10:00 A Aalbers, Practitioner, J... ¢ Haller Store.. * [309] B66-1212 every fr | b
3/14/2008  10:00 &AM Aalbers, ... : Practitioner, J... | Haller Stare..,  [309) 555-1212 O b
2079008 Annn Ak A b, Cronbitionms | Uallae Chonn | (9001 ERE A4 e b [ ] j

41 Iterns Found

SChedU”ng You can schedule, move, change, and cancel appointments for patients using the
- ointment Scheduler’s Daily, Work Week, and Monthly views. This section tells you
Appointments 2o Scheduler’s Daily, Work Week, and Monthly views. This section tells y

how to schedule appointments, including how
. To schedule a new appointment, 228

. To modify scheduled appointments, 234

eyefinity/OfficeMate
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Notes ¢ You must set up the Appointment Scheduler before you begin
scheduling appointments. For more information on setting up the
Appointment Scheduler, go to Setting Up the Appointment
Scheduler on page 208.

* Click Refresh to refresh the Appointment Scheduler with the most
up-to-date appointment information.

eyefinity;/OfficeMate
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To schedule a new appointment

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler

on page 205.

To find a patient for whom you want to schedule an appointment, follow the
instructions below; otherwise, go to step 3.

a.  Click Tools and select Search for Patient or click the F2 Find button
in the bottom left corner of the Appointment Scheduler to open the Find

Patient window.

b. Enter search criteria and click F2 Find.

Note

If you want to add a new patient to OfficeMate, click New and go

to Recording Patient Information on page 190 to record the
patient’s demographic, insurance, and financial information.

C. Select a patient and click Select or double-click on the patient.

— Search Criteria
Lasgt Mame: IAaIbers City, I F2 Find
First Mame: I Home Phone: I Clear |
Social Security Mo: I Patient Mumber: I New |
Address: Chart Mumber:
! '
Drate of Birth: I ™ Include Inactive Patisnts
Cancel
Default Location: I hd
MName + | Address/City Home Phone L DOB Pati Location

Aalbers, Beatrice 416 E Birchwood Stre...

[309] 5551212

O72-71-9600

TA2F960

B Hialler Store -

Aalbers, Lawience 416 E Birchwood Stre,

309) 558-1212

74113852

W Haller Stere -

K&

Aalbers, Renae Address Line 2, City

B05) 532842

895-63-2147

10411419593

Haller Stare:

|3 Patients Found

Note

After you select a patient, you can click on the following buttons in the

bottom left corner of the Appointment Scheduler to complete other

patient-related tasks.

* If you want to view, open, or edit other appointments that have been
scheduled for the patient, click Find Appts, select an appointment,

and click Edit.

* If you want to edit the patient’s demographic information, click Pat.
Demo. and go to Recording Patient Information on page 190 to
record the patient’s demographic, insurance, and financial

information.

* If you want to clear the patient’s information and select another
patient, click Clear Patient.

* If you want to select another patient, click F2 Find.

OfficeMate User’'s Guide
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Search for and select an available new appointment time. For more information
on searching for available appointment times, go to To search for an available
new appointment time on page 223

OR

Click and drag your mouse cursor over an available time slot on the time grid.

Notes ¢ To quickly advance the Appointment Scheduler to a future
month, type the number of months that you want to advance
the Appointment Scheduler in the text box next to the
Advance (Months) button on the toolbar and then click the
Advance (Months) button.

* You can also advance the Appointment Scheduler by clicking
the right arrow in the top right corner of the Appointment
Scheduler in the Daily and Work Week views or by clicking the
scroll bar on the right side of the Appointment Scheduler in the
Monthly view.

* To view today’s Appointment Scheduler, click the Today
button on the Appointment Scheduler toolbar.

Click File or right-click on the schedule and select Schedule Selected
Patient (if you selected a patient in step 2) or New Appointment (if you did
not select a patient in step 2.

OR
Click the New button on the Appointment Scheduler toolbar.
The Appointment Detail window opens.

Select a resource from the Resource drop-down menu, if the correct resource
is not already selected.

Type or select a start date for the appointment from the Start Date drop-down
menu.

Type or select a starting time for the appointment from the Start Time text
box.
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8  Type or select the duration of the appointment (in minutes) in the Duration
text box.

Appointment Detail | x|

i Patient Information

I~ Appaintment Information

Resource: I Hart, Jill j F2 Patient | |
Location: IAV store j Service Tppe I j
Start Date: I Monday |, December 08, 2008 LI Insurance: I j

1:00 P j Duration: |20 3: minutes
Mo recurmrence

Start Time: I~ Pre-Appontment

i Confirmation |nformation

Motes:  Corfimmed
) Left Meseage
€ Mot Availztle

. . & Hone

[ Appointment Timestamp

Creation: Friday, December 07, 2007 11:16:03 AM Iniiels: [

DEVO3
Maodification:

Friday, December 07, 2007 11:16:03 &M
DEVD3

FindAvaiI...l leons... |

Shiovs Status
’7@ Hone 7 Mo Show € Show ‘

oK | Cancel |

9  If you want to record a recurrence of this appointment, click Recurrence and
follow the instructions below:

a.  Select daily, weekly, or monthly recurrence options from the Recurrence
box.

b.  Select the range of the recurrence from the Range of Recurrence box.

c. Click OK.
— Recumence
" None Recur every |1 = wesk(s] on:
© Daiy T Sunday I Monday [ Tuesday [ ‘Wednesday
& weskly r Thursday I~ Friday r Saturdap
= Manthly
—Range of Recunence
& NoEnd Date
© End After: |1 3: OCCUMTENCEs
 Endby | Fiday . November 30.2007 x|

Cancel

10 If you want to add notes to the patient’s appointment, type text into the Notes
text box.

eyefinity/OfficeMate
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To find a patient for whom you want to schedule an appointment, follow the
instructions below; if you already selected a patient in step 2 above, go to step 13.

a. Click F2 Patient.

b. Enter search criteria and click F2 Find.

Note

If you want to add a new patient to OfficeMate, click New and go

to Recording Patient Information on page 190 to record the
patient’s demographic, insurance, and financial information.

C. Select a patient and click Select or double-click on the patient.

[~ Search Criteria
Last Name: IAaIbers City I F2 Find
First Mame: I Home Phone: I Clear |
Sacial Security No: I Patient Mumber: I New.. |
Address: Chart Number:
A '
Drate of Birth: ™ Include Inactive Patisnts
Cancel
Default Location: I -
MName + | Address/City Home Phone 55N DOB Pati Location
Aalbers, Beatice 416 E Birchwood Stre... © [309] 5551212 - 072-71-9600 42T 9E0 vl W Failer Store -
Aalbers, Lawrence 41B E Birchwood Stre...  [309] 555-1212 741115852 vl Haller Stare -
Aalbers, Renae Address Line 2, City [B05) 853-2842 | 895632147 104111993 [l Haller Stare

|3 Patients Found
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Select a service from the Service Type drop-down menu.

Note

* To set up the services that you want to schedule, go to To set up

services on page 211.

If not all services are available, a template may be applied to the
provider’s or resource’s schedule that restricts the types of
services available. If the service you want to select is not
available, choose a different time or a different provider. If you
must schedule a service that is unavailable, click the lock icon to
select services outside of the prescribed service groups. A
username and password with sufficient security access is
required for each override.

— Patient Infarmation

F2 Patient | Patien, Sally
Sevie T R |
Insurance: IAetna of Califarnia j

u Fre-A4ppointment

* Bold services listed in the Service Type drop-down menu are

services that are recommended, but not required, by a template
or they are services within the prescribed groups while an
override is in place.

— Patient Information

F2 Patient | Patient, Sally |

Service Type: | = | %
92004 Exam Comp., Mew -
Insurance: 92014 Exam Comp. . Established

99201 Levell. ExamErief New
ExamofW¥1.0 39F xamof¥1.0.39

E5205 Remove Foreign Body, External Lid

i Confirnation Infd 92226 B oth Retinal Exam W /Drawing, Subsequen
 Confimmed | 39202 Level ll, Exam Limited New

33203 Level lll, Office Visit Mew -

" Left Mezzag
' Mot Available
& Mone

Iitialz: I

* For information about creating and modifying appointment

templates, go to To set up service templates on page 215.

OfficeMate User’'s Guide

If the patient has insurance, select the patient’s insurance provider from the
Insurance drop-down menu.
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If you are pre-appointing an appointment, select the Pre-Appointment check

box.

A (p) appears next to the patient’s name in the Appointment Scheduler and a
check mark appears in the Pre Appt box on the Confirmation tab to notify you
that this appointment has been pre-appointed.

Appointment Detail E

— Appaintment [nformation
Resource: I Hart, Jill j
Location: IA\u" store j
Start Date: IWednesday, December 05, 2007 LI

Start Time: I .00 Ak j‘ Diuration: IEU j minutes

Recunence | Mo recumence

Notes:

— &ppaintment Timestamp

Creation: ‘Wednesday, December 05, 2007 4:59:27 P
DEV03

Modification: ‘Wednesday, December 05, 2007 4:59:27 P
DEV03

|- Patient Information

F2 Patient | Aalbers, Lawrence |
Service Type:
Insurance: IAIA Insurance Inc j

r Pre-4ppaintment

i Confimmation [nformation
" Corfirmed

" Left Message
Mot Available

* None

Iritials: I

Show Statuz
’Vf: Mone ¢ NoShow & Show ‘

Find Avail... | leons. . | ﬁ E

Cancel

If you did not select an available new appointment time in step 3 above, click
Find Avail and go to To search for an available new appointment time on page

223 to find and select an available new appointment time.

If you want to select icons to represent this appointment, click Icons, select
icons on the Select Icons window, and click OK.

Note To add icons in OfficeMate, go to To set up appointment icons on
page 222.

Select up to three icons for this appointment;

O " CHECKMRK
Aokt

O & cinckoz
0= &F

& ruG

O HSample

Cancel
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Click OK to save the new appointment details.

The patient’s name appears on the time grid in the Appointment Scheduler and
in the OfficeMate Information Center window on the day the appointment is
scheduled. If the appointment was scheduled for a patient, it will have a blue
border; if it was scheduled for a vendor (no patient was selected), it will have a

purple border.

[ chesduler Version 1L0.750 - WCA-PARKTR

Bl Bl vew Tk He e [ Ll e
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Notes e After you schedule an appointment, right-click on the appointmentin

the time grid and then click Edit to open the Appointment Details
window and view information about the creation and modification of
the appointment.

* To schedule an appointment for an existing patient’s linked family
member, click on an appointment that you have already scheduled in
the time grid and then double-click on a family member’s name in the
Family Members box or right-click on a family member’s name and
select Select as Active Patient in the Family Members box.

To modify scheduled appointments

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Find an existing appointment. For more information on finding an existing
appointment, go to To search for an existing appointment time on page 225.
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Recording
Patients
Shows and No
Shows
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Select the existing appointment that you want to edit and complete one of the
following tasks:

—  Click Edit and select Edit Selected Item.

—  Click Edit on the Appointment Scheduler toolbar.
—  Right-click on the appointment and select Edit.
The Appointment Details window opens.

Edit appointment information using the instructions in steps 5—18 in To
schedule a new appointment on page 228.

Appointment Detail [ x|
— Appointment Information — Patient Infarmation
Resource: IHart, Jill j F2 Patient | Aalbers, Lawrence |
Lacation: IAV store j Service Type: b
Stark Date: IWednesday, December 08, 2007 ;I Insurance: IA‘A Insurance Inc j
Start Time: I 9:00 A j Dwration: |20 3: minutes r Pre-Appaintment
Recurence | Mo recurrence . .
i~ Confirmation Information
Motes: "~ Confirmed
" Left Message
Mot Available
. * MNone
i Appointment Timestamp
Creation: “Wednesday, December 08, 2007 4:5%:27 PM Initials: I
DEVO3
Madif Wednesday, D ber 06, 2007 4:53:27 PM Shov Status
odification: DEB\J'S;S oy, December 05, 165 ’VG Nome € MoShow  Show ‘

Find Avail... | lcons. .. |_ﬂ @ Cancel |

Note To print a report of all no show appointments, go to Cancellations And

No Shows on page 584.

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Find an existing appointment. For more information on finding an existing
appointment, go to To search for an existing appointment time on page 225.
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3 Select the appointment that you want to denote as an appointment where the
patient showed or did not show and complete one of the following tasks:

— Click Edit and select Show or No Show.

— Right-click on the appointment and select Show or No Show.

Note You can also denote when a patient showed or did not show at his
or her appointment by finding and selecting the appointment,
right-clicking on the appointment and selecting Edit, and
selecting appropriate options in the Show Status box on the
Appointment Detail window.

An (ns) or (s) appears next to the patient’s name.
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Moving 1 Open the Appointment Scheduler. For more information on opening the
App0|ntments Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler

on page 205.

2 Find an existing appointment. For more information on finding an existing
appointment, go to To search for an existing appointment time on page 225.
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Copying

Appointments
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1

Copying Appointments

Select the appointment that you want to move and complete one of the
following tasks:

— Drag it to a new time in the time grid.
—  Click Edit and select Move Appointment.

—  Right-click on the appointment and select Move Appointment.
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If you did not drag the appointment to a new time in the time grid, click on a
new time in the time grid to move the patient’s appointment to the new time and
complete one of the following tasks:

— Click Edit and select Paste.

—  Right-click on the appointment and select Paste.

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Find an existing appointment. For more information on finding an existing
appointment, go to To search for an existing appointment time on page 225.
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3 Select the appointment that you want to copy and complete one of the following
tasks:

—  Click Edit and select Copy Appointment.

—  Right-click on the appointment and select Copy Appointment.
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4 Click on a new time in the time grid to which you want to copy the patient’s

appointment and complete one of the following tasks:
—  Click Edit and select Paste.

—  Right-click on the appointment and select Paste.

Canc_elllng Note To print a report of all cancelled appointments, go to Cancellations And
AppOIntmentS No Shows on page 584.

1 Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

2 Find an existing appointment. For more information on finding an existing
appointment, go to To search for an existing appointment time on page 225.
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3 Select the appointment that you want to cancel and complete one of the
following tasks:

—  Click Edit and select Cancel Appointment.

—  Right-click on the appointment and select Cancel Appointment.
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4  Click OK to cancel the appointment.

Delet_l ng Note Deleted appointments are 7ot tracked in OfficeMate. If you want to track
Appomtments appointments that you are removing from the Appointment Scheduler,
to go Cancelling Appointments on page 238.

1 Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

2 Find an existing appointment. For more information on finding an existing

appointment, go to To search for an existing appointment time on page 225.

eyefinity;/OfficeMate
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Chapter 7 Scheduling, Moving, & Cancelling Appointments

Select the appointment that you want to delete and complete one of the
following tasks:

— Click Edit and select Delete.

— Right-click on the appointment and select Delete.
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Click OK to delete the appointment.

You can view and print a list of patient appointments that need to be confirmed using
the Appointment Scheduler’s Confirmation button.

Note Click Refresh to refresh the Appointment Scheduler with the most

up-to-date appointment information.

Open the Appointment Scheduler. For more information on opening the
Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Click the Confirmation button on the Appointment Scheduler toolbar.
Select a location from the tabs at the bottom of the window.

Select a date from the calendar.

OR

Click the Today button on the Appointment Scheduler toolbar to view today’s
appointment schedule.

eyefinity/OfficeMate
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5

Click the Print button on the Appointment Scheduler toolbar to print a list of
appointments scheduled for the date that you selected.

Note If you do not want to print all of the columns displayed in the
window, right-click on the confirmation grid and select Choose
Columns. Then, drag and drop the grey columns from the
confirmation grid (for example, Chart No.) into the Columns Not
Displayed window.

Call the patients on the printed list and confirm their appointments.
Complete one or more of the following tasks:

—  Select the Confirmed check box if you confirmed the patient’s
appointment.

— Select the Msg check box if you left a message for the patient.

—  Select the N/A check box if you wete unable to confirm the patient’s
appointment.
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Type your initials in the Init. text box.
Type notes in the Notes text box, if necessaty.

To verify a patient’s insurance eligibility, double-click the row in which the
patient’s name appears.

The Insurance Detail window opens. If you need to make any changes to the
patient’s insurance information, go to To record detailed insurance information
on page 198. Close the Insurance Detail window when you are finished.
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11 To denote a patient’s appointment as being confirmed, complete the following

tasks:

a. Find the existing appointment. For more information on finding an
existing appointment, go to To search for an existing appointment time on
page 225.

b.  Select the appointment that you want to confirm.

c. Click Edit and select Confirm.
OR

Right-click on the appointment and select Confirm.

Note You can also denote a patient’s appointment as being confirmed by
finding and selecting the appointment, right-clicking on the
appointment and selecting Edit, and selecting appropriate options
in the Confirmation Information box on the Appointment
Detail window.

A (c) appears next to the patient’s name.
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Chapter 7 Scheduling, Moving, & Cancelling Appointments Printing Patient Welcome Forms

Printing The patient welcome form displays basic patient demographic and insurance
Patient information. A patient welcome form is printed for each patient with a confirmed
appointment on a given day. Follow the instructions below to print patient welcome
Welcome forms,
Forms
Note OfficeMate prints patient welcome forms only for appointments that
have been confirmed. For information about confirming appointments,
go to Confirming Appointments on page 240.
1 Open the Appointment Scheduler. For more information on opening the

eyefinity;/OfficeMate

Appointment Scheduler, go to Opening & Viewing the Appointment Scheduler
on page 205.

Click Tools and select Print Patient Welcome Forms.
The Print Patient Welcome Forms window opens.

Select your store from the Location drop-down menu if it is not selected
already.

Type or select a date in the Appointment Date field.

mPrint Patient Welcome Forms | ]

Location Appointment Date

TR < [z -

Print Patient Welcome Forms

Exit |

Click Print Patient Welcome Forms.
The Preview Window opens.
Complete one or more of the following tasks:

—  Click the Print Report icon to open the Print window and print the
patient welcome forms.

—  Click the Export Report icon to open the Export window and choose a
format and destination for your exported patient welcome forms.

Note If you are exporting the report to a Microsoft Windows
application, such as Excel, select the MS Excel 97-2000 (Data
Only) format and Disk file destination in the Export window
and click OK. Select the Column width based on objects in
the Details radio button and 4/ the check boxes in the Excel
Format Options window and click OK.

Close the Preview Window.

Click Exit to close the Print Patient Welcome Forms window.
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CHAPTER 8

For more
information on
receipts and
adjustments, see
the “OSSU 401
Receipts” iTrain
and the OSSU
400-3, “Receiving
Patient &
Insurance
Payments”
training course.

Opening a
Patient’s
Receipts &
Adjustments
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Recording Receipts &
Adjustments

In this chapter:

. Opening a Patient’s Receipts & Adjustments, 245

. Applying Payments to Patient Receivables, 246

. Applying Insurance Payments to Open Balances, 254
. Recording Insurance Payments Using Electronic Remittance Advice, 257
. Recording Insurance Chargebacks, 267

. Adjusting, Transferring, & Writing Off Charges, 271

. Moditying Payments Using the Receipt History, 291

After you create and record fee slips you can apply payments from patients and
insurance companies, make adjustments to charges, apply credits, and transfer unpaid
balances to patients and insurance companies.

1 Open a patient’s receipts and adjustments using one of the following methods:

Click the Receipts icon.
Click Tasks on the main window toolbar and select Receipts.

Right-click on the Patient Demographic, Hard Lens Order, Soft Lens
Otder, Eyewear Order, Fee Slip, or Patient Ledger window title bar and
select Receipts.

Right-click on a patient in the OfficeMate Information Center window and
select Receipts.

Click on a patient’s name in the OfficeMate Information Center window
and drag and drop the patient on the Receipts icon.
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Applying Payments to Patient Receivables Chapter 8 Recording Receipts & Adjustments

2

Enter search information in the Patient Last/First name text boxes and click F2
Find to find and select a patient.

Notes ¢ If the patient has been sent to collection, the Collection
Warning message appears. You can remove the patient from
collection after you record a payment and click Yes on the
Collection Message window.

* The RFR column and box is color coded to quickly notify you
of the patients’ identify safeguard information. For more
information on the RFR column and box, go to To record
financial information on page 94.

Note Click Ledger to open the Patient Ledger window and review the ledger.

For more information on reviewing the ledger, go to Using the Patient
Ledger on page 295.

App|y|ng This section tells you how to apply payments to patient receivables, including how

Payments to .
Patient .
Receivables .

246

To apply payments to patient receivables, 246
To record prepayments, 248

To pay open items with credit amounts, 250

To apply payments to patient receivables

Open a patient’s receipts and adjustments. For more information on opening a
patient’s receipts and adjustments, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Select one of the following payment Method radio buttons:

—  Check

—  Cash

—  Other

Type the payment amount in the Amount Paid text box.
Apply the payment amount using one of the following methods:

—  If you are applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

- If you are applying a cash payment, type the cash amount tendered in the
Tendered text box. The change amount (if applicable) appears in the
Change text box.

—  Ifyouare applying another type of payment, select the payment type from
the Type drop-down menu.
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Applying Payments to Patient Receivables

5 Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

6  If you want to apply this payment amount to other family members, select the
All With Same Guarantor check box to view information on all of the
guarantor’s family members.

Notes

* The payment will be recorded on the patient’s receipt history.

* To automatically select the All With Same Guarantor check box,
select the Yes radio button next to the Default All Same
Guarantor other system preference. For more information on
modifying other system preferences, go to To define and change
other preferences on page 69.

7 Apply the amount in the Total to Apply text box using one of the following

methods:

Click Apply to Oldest to apply the amount to the oldest item.

Click in an item’s Payment text box to apply the amount to a specific

item.

Notes

* The amount is applied to the item as soon as you click in the
item’s Payment text box.

* Typing a partial payment amount in the Payment text box will
display an amount in the Balance box next to the item. The next
time you open the Receipts & Adjustments window for this
patient, this item’s remaining balance and any new fee slip
charges are displayed.

¥ Receipts & Adjustments Patient:Sally Carter. [ALERT] DOB:10/08/1956

| Apply ko Patient Receivable | Apply ko Insurance I SlzERER)
Patient: LaskFirsk |Carter |Sa\|y F2 Eind | Dake J
Method @ Check  Cash " Other Receipt Mo 0
Amount Paid $10.00 Type Unapplied $110.00
Armount Applisd | $10,00 Check # |1256 Al With Sarne Guarantor [ Apply to Oldest

Refunded Amount $0.00 Bank# |258926 To Apply $0.00
Tokal ko Apply | $0.00 Recorded By |FranH|n, Helen j
Date | Slip # | Patient | CodejMame Cipen I Payment | Balance | Refund | & |
01/20f2005 83 Sally Carter Test 10.00] oo 1
ay

Totsls | 1oo0]  10.00] i) .00

Hiskary Record ‘ Print | Cancel | Hew | Adj ‘ Ledger |

&  If you want to adjust a charge, go to Adjusting, Transferring, & Writing Off

Charges on page 271.

9  Click Print if you want to print the list of patient receivables.
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248

10 Click Record and follow the instructions below to record the payment and print

a receipt.
—  Click Print Receipt to print a receipt.

—  Click Printer Setup to set up the printer or select a printer other than the
default OfficeMate printer. For more information on setting up the
printer, go to Setting Up the Printer on page 31.

- Click Close to close the Patient Receipt window.

Note After you record a payment, the payment is assigned a receipt
number. To view and change payments, click History. For more
information on viewing and changing payments, go to Modifying
Payments Using the Receipt History on page 291.

% Patient Receipt

= 5
e — P Close

Click. Printer Setup ko change the prinker  Printer Setup J

» To record prepayments

A prepayment results in a credit (or unapplied payment) on the patient’s account.

Note * To use all or part of the prepayment credit to pay open charges, go to

To pay open items with credit amounts on page 250.

* To automatically apply unapplied patient amounts from fee slips to
new fee slip charges in the Fee Slip window, select the Yes radio
button next to the Apply patient unapplied amount from fee slip
other system preference. For more information on modifying other
system preferences, go to To define and change other preferences on
page 69.

Open a patient’s receipts and adjustments. For more information on opening a
patient’s receipts and adjustments, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Select one of the following payment Method radio buttons:
—  Check

— Cash

—  Other

Type the payment amount in the Amount Paid text box.
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4 Apply the payment amount using one of the following methods:

If you ate applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

If you are applying a cash payment, type the cash amount tendered in the
Tendered text box. The change amount (if applicable) appears in the
Change text box.

If you are applying another type of payment, select the payment type from
the Type drop-down menu.

# Receipts & Adjustments Patient:Sally Carter [ALERT] DOB:10/08/1956

| Apply to Patient Receivable | Apply o Insurance I Open Co44

Patient Last/First [Carter [sally F2 Find | Date [ozjiojzo0s— +]
Method @ Check O Cash  Other Receipt No '70
Amaunt Paid o0 Tvee Unapplied [ §110.00
Amount Applied | $10,00 Check # 'T Al With Same Guarantor [ Apply to Oldest
Refunded Amountlm Bank # 'W To Apply ’W
Total to Apply | $0,00 Recorded By |FrankJin, Helen j
Date | Slip # | Patient | CodejMame Open |Payment | Balance | Refund | = |
01/20{2005 83 sally Carter Test 10.00 o 2
-
Totals | ioo0] 1o.00) .00 .00

History Record ‘ Print | Cancel | Mew | Adj ‘ Ledger |

5 Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

6  Click Print if you want to print the list of patient receivables.

eyefinity/OfficeMate
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Click Record and follow the instructions below to record the payment and print
a receipt.

Note If you applied a partial payment amount, the Receipts Payment
Warning window opens. Click Yes to create a patient credit or
click No to apply the payment to a fee slip.

—  Click Print Receipt to print a receipt.

—  Click Printer Setup to set up the printer or select a printer other than the
default OfficeMate printer. For more information on setting up the
printer, go to Setting Up the Printer on page 31.

—  Click Close to close the Patient Receipt window.

The prepayment is displayed in the Credit box in the Patient Ledger window and
in the Unapplied box in the Receipts & Adjustments window.

Notes ¢ After you record a payment, the payment is assigned a receipt
number. To view and change payments, click History. For
more information on viewing and changing payments, go to
Moditying Payments Using the Receipt History on page 291.

* View the prepayment in the Receipt History window and on the
Patient Receipt History tab in the Patient Ledger window.

#f Patient Receipt

Femsishn Jusk T

e Close
Click Printer Setup to change the prinker  Prinker Setup J

» To pay open items with credit amounts

Note To automatically apply unapplied patient amounts from fee slips to new

fee slip charges in the Fee Slip window, select the Yes radio button next
to the Apply patient unapplied amount from fee slip other system
preference. For more information on modifying other system
preferences, go to To define and change other preferences on page 69.

Open a patient’s receipts and adjustments. For more information on opening a
patient’s receipts and adjustments, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Click History.

The Receipt History window opens.
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Select a receipt with an unapplied balance and click Select.

2 Receipt History for: Sally Carter

Rec. No | Date | Amount | Check # | Type | Unapplied | Refunded =]
a3 02/10/2005 30,00 Check .00 .00
92 01/19/2005 100,00 Cash 100,00 .00
s oo leen | ool M
5 10.00 Cash .00 .00
37 01/17(2005 100,00 Cash .00 .00
36 01{14/2005 10.00 Cash .00 10,00
69 02{12(2002 75.00 Cash 000,00 ek
| [
| Select | Print | Close |

The Receipts & Adjustments window is populated with information from
the unapplied balance.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

If you want to apply this payment amount to other family members, select the
All With Same Guarantor check box to view information on all of the
guarantor’s family members.

Notes ¢ The payment will be recorded on the patient’s receipt history.

* To automatically select the All With Same Guarantor check box,
select the Yes radio button next to the Default All Same
Guarantor other system preference. For more information on
modifying other system preferences, go to To define and change
other preferences on page 69.
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6  Apply the amount in the Total to Apply text box using one of the following
methods:

—  Click Apply to Oldest to apply the amount to the oldest item.

—  Click in an item’s Payment text box to apply the amount to a specific
item.

Note Typing a partial payment amount in the Payment text box will
display an amount in the Balance box next to the item. The next
time you open the Receipts & Adjustments window for this
patient, this item’s remaining balance and any new fee slip charges
are displayed.

# Receipts & Adjustments Patient:Sally Carter [ALERT] DOB:10/08/1956

| Apply ko Patient Receivable | Apply ko Insurance I m
Patient Last/First [Carter [sally F2 Find | Date |
Method @+ Check { Cash " Other Receipt No 0
Amount Paid §10.00  T¥Pe Unapplied $110.00
Amount Applied | $10.00 Check # |1256 All With Same Guarantor [ Apply to Oldest
Refunded Amount $0.00 Bank # |258926 To Apply $0.00
Total ko Apply | $0.00 Recorded By |FrankJin, Helen j
Date | Slip # | Patient | CodejMame Open I Payment | Balance | Refund | = |
01/20{2005 33 Sally Carter Test 10.00] i} 1
-
Totals | ioo0] 1o.00) .00 .00
History Record ‘ Print | Cancel | Mew | Adj ‘ Ledger |

7 If you want to adjust a chatge, go to Adjusting, Transferring, & Writing Off
Charges on page 271.

&  Click Print if you want to print the list of patient receivables.
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9  Click Record and follow the instructions below to record the payment and print
a receipt.

—  Click Print Receipt to print a receipt.

—  Click Printer Setup to set up the printer or select a printer other than the
default OfficeMate printer. For more information on setting up the
printer, go to Setting Up the Printer on page 31.

- Click Close to close the Patient Receipt window.

Notes ¢ The amount in the Unapplied box is updated after you refresh
the Receipts & Adjustments window.

* After you record a payment, the payment is assigned a receipt
number. To view and change payments, click History. For
more information on viewing and changing payments, go to
Modifying Payments Using the Receipt History on page 291.

% Patient Receipt

Close

Click Printer Setup ko change the prinker  Printer Setup

I
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Open the Receipts & Adjustments window. For more information on opening
the Receipts & Adjustments window, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Click the Apply to Insurance tab.
Select an insurance company from the Insurance drop-down menu.

Type or select dates in the Date Range boxes if you want to view patients that
are reflected on date-specific EOBs.

Click Display Charges and select Display Summary View or Display
Detail View.

Notes ¢ Ifyou view the insurance charges in the summary view, you can
post payments by patient total balances.

* If you view the insurance charges in the detail view, you can post
payments by line item.

Select one of the following payment Method radio buttons:

—  Check

—  Other

Type the payment amount in the Amount Paid text box.
Apply the payment amount using one of the following methods:

—  If you are applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

—  Ifyouare applying another type of payment, select the payment type from
the Type drop-down menu.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.
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10

11

12
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Click in an item’s Payment text box and type the payment amount to apply the
amount to a specific item.

Notes e« Typing a partial payment amount in the Payment text box will
display an amount in the Balance box next to the item. If you
only record a partial payment, you can post the remainder of the
insurance payment at a later time.

* Click Adj to transfer the balance to another insurance company
or patient, adjust the amount, or write off the balance. For more
information on adjustments, go to Adjusting, Transferring, &
Writing Off Charges on page 271.

[g] Receipts & Adjustments Patient:Sally Carter [ALERT] DOB:10/08/1956
Apply to Patient Receivable | Apply to Insurance
Insurance |vision Service: Plan | Date [Ervzoe
Service DateRange  [os11/z005  «| [o5/11/2006  w|  Display Charges Receipt Mo 28
Amount Paid 20,00 Method % Check © Other Unapplisd $35.00
Armount: Applied $2000 | Tvee Ins. ChargeBack
Amaount Transf'd $0.00 Ched: # |5465
To Apply 0,00 Bank #  |4558256 Recorded By Franklin, Helen 2
Ref # Patient Mame Open Charges Payments Balance Transfed
= |carter, sally | 92,96 | 20,00 72,96
Service Date Patient Marne CPT Uniks Service Description Open Payments | Item Bal,
|o3jz4/z008  |carter, Sally |veszo | 1|mukipack fowvee | 3o} eoon| oo |
|o3jz0/z008 [carter, Sally lvenzo | 1 [anLock 7eost | ez ooof  ezos|
Tatals | 92,96 20,00 72,96 .00
Hiskary | | Global Adjustment | Record | Print | Cancel | New | Adj |

If you want to adjust a charge, go to Adjusting, Transferring, & Writing Off
Charges on page 271.

Click Print if you want to print the list of patient insurance receivables.
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13 Click Record and follow the instructions below to record the payment and print
a receipt.

Note If you try to record a payment on a line item in the detailed view
that is higher than the open charges, the Insurance Overpayment
window opens. Choose to adjust the open charges to match the
overpayment amount, transfer the over payment to the patient’s
credit, or not make the overpayment.

* If you adjust the open charges to match the overpayment
amount, OfficeMate automatically increases the balance to
match the overpayment. The amount in the Patient’s Ledger will
display “(ADJ)” next to it.

* If you transfer the overpayment to the patient’s credit, the
correct amount is credited to the line item and the overpayment
is transferred to the patient.

* If you do not make an overpayment, the payment will
automatically be corrected to be the same amount as the open
charges.

Insurance Overpayment

‘¥ou cannot apply an amount greater than the Open Charges.,
Please choose one of the following.

" Adjust the open charges to match the overpayment.
{7 Transfer the overpayment to the patient's credit,

{7 Do not make an overpayment

—  Click Print Receipt to print a receipt.

—  Click Printer Setup to set up the printer or select a printer other than the
default OfficeMate printer. For more information on setting up the
printer, go to Setting Up the Printer on page 31.

—  Click Close to close the Patient Receipt window.

Note After you record a payment, the payment is assigned a receipt
number. To view and change payments, click History. For more
information on viewing and changing payments, go to Modifying
Payments Using the Receipt History on page 291.

- Patient Receipt

Fully® T
Eue TR

e — Close
Click. Frinter Setup to change the printer Prinker Setup I

j
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Recording
Insurance
Payments
Using
Electronic
Remittance
Advice

Using the ERA, an
insurance check
that used to take
hours to record
and balance will
now only take you
about thirty
minutes or less!

eyefinity/OfficeMate

The Electronic Remittance Advice (ERA) feature saves time and improves the
accuracy of your billing records by automatically adjudicating payments,

overpayments, underpayments, write-offs, lab chargebacks, patient transfers, and

secondary insurance transfers.

This section tells you how to apply payments to insurance receivables through ERA,
including how

To open the Insurance Remittance Advice Entry window, 257
To review the ERA information, 259

To resolve nonexistent line items, 263

To resolve overpayments, 264

To resolve lab chargeback entries, 265

To resolve irreconcilable entries, 267

To open the Insurance Remittance Advice Entry window

Click the Receipts icon and select ERA.

OR

Click Tasks on the main window toolbar, select Receipts, and select ERA.
The Insurance Remittance Advice Entry window opens.

Click Load ERA File.

OfficeMate looks for available batch claim payments located in the
OfficeMate\DATA\EMC\ERA folder and displays the available claim
payments in the Select Remittance File window.

Select Remittance File |
Date o Provider Insurance Claims Payment
11/19/2008 |EYE ASSOCIATES DC BCBS/CAREFIRST 14 $1,380.53

(a4 I Cancel

Select a batch to process and click OK.

Notes ¢ You can select only one batch to process at a time.

* OfficeMate displays only those batches that have not been
processed.

OfficeMate analyzes the ERA file and matches the claims in the file to claims in
OfficeMate.
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4 Review any error messages that appear and perform the following steps:
a.  Click Yes to search for the patient.
The Find Patient window opens.

b.  Select the patient from the results list and click Select.

Note If you choose to not search for the patient, or if the patient cannot
be found in the Find Patient window, you can locate the patient
after adjudicating the payments for patients that can be found. For
information on processing the patients that could not be found, go
to To resolve irreconcilable entries on page 267.

The Insurance Remittance Advice Entry window populates with information
about the payment and lists all of the patients and claims covered in the payment.

[Z] insurance Remittance Advice Entry (Rev. 40) (o]

Insurance vsp - Locd ERA Fie Date 12/02/2008 o
Rt No

Unapplizd
Amount Paid $716.45 Method (¥ Check " EFT

Inkerest Paid $0.00 Selfck Accauri:; chetkw [ozezone Location  [al) -
Provider Adjustment $0.00 Seleck Accaur; Bank # - | Recorded By [octor, by 7]

gl | .00 Skpped [ i6.45 pppied [ $620.00 Undo | o Detail | AllGetai | Unchecked Detsil

[ pat# [Fessip| Ref# | Patienthame | Blled | PatPaid | Open | Alowed | Patient | Secinsur Payments| Adjust | ToPat | ToSec | Babnee | =
olF[e | | 27|izazessoon |ecsswexiy,mzoo | sssos|  ooo| ss3ss| 1zooo| oo ooof izo.00] 7esss|  ooo| oo oo
Service Date| CPT_| Units Description Biled | PatPad | Open | Alowed | Patient | Sectnsur |Payment | Adjust | ToPat | ToSec | Balance
fotpase [veozo | 1 [puday 13395 o0.0| 133gs| o] ooo| oo omo| i3mes| ool oo oo
Oy15/09 [oesil | 1 |9eEnn s=000)  oo0| soo0| teoo0| ooof om0 oo zom| om| oo oo
01f15/09 | v2520 | 1 |FoousDalles wom|  ooo| oo oo oo oo oo oo oo om| oo
~[oiasie [veszn | 1 [Foous Daes wooo|  ooo| 000 oo oo o000 ooof o] oo oo oo
0f15/09 | v27S6 | 1 |Eveglass Case 00| oo aom| o oo ww| ow| 2w o] ow;| ow
|| pat# |Fessip| Ref# | Patientame | Blled | PatPaid | Open | Allowed | Patient | Secinsur [Payments| Adust | Topat | ToSec | Balance |
gFle | a 14 [1732485500  [emcesp, kpsHE | 4ss.o0|  o.o0| 4ssoo| 13000  o.oof  ooo| 1so.o0| soseo|  ooo| oo oo
Service Date| CPT_| Units Description Biled | PatPad | Open | Alowed | Patient | Sectnsur |Payment | Adjust | ToPat | ToSec | Balance
oiigjos [esziz | 1 [sas 7so0| om0 ssoo| ool omo|  weo| o] ssm|  omo|  cm|  omw
01/14/09 | 2520 | 1 |Acuvue Oasys for Astigmatism | 19000 0.0 000 o000]  ooof o000 ooo| oo ooo| oo oo
1f14/09 | v2520 | 1 |AcuvueOssysfor Asugmatism | 1s0.00| 0.0 1s000) 1a0.00] oo0of o000 1woo| enoo|  ooo| oo oo
|S | pat# |Fessip| Ref# | Patientame | Blled | PatPaid | Open | Allowed | Patient | Secinsur [Payments| Adjust | Topat | ToSec | Balance |
=] I = 17 [1732486100 _ |cPExFMM, MBSIPO | 7es.00|  o.00| 74500 12000  o.o|  ooo| 1zo.00| ezsoo|  ooo| oo oo
Service Date| CPT_| Units Description Biled | PatPad | Open | Alowed | Patient | Sectnsur |Payment | Adjust | ToPat | ToSec | Balance
[otinsos [oszia | 1 foszia 7s00)  ooo| 7so0| omo| oo woeo| o] soo| ool ooo| oo |
|otj15/09 [verso |t [AR Coating (TwinGity) o000 ooof eom|  woo|  ooof  ooo| oo eooo| ooo|  ooo|  ooof | )
[ prie | adireeson | oeine | Becod | concel |
5 Review the information displayed in the Insurance Remittance Advice Entry

window. For more information on Reviewing the ERA information go to To
review the ERA information on page 259.

The claims with green check marks are fully adjudicated. The claims without
check marks could not be matched to items on fee slips and require manual
intervention. The line items that require attention are bold, and the text of the
line items are different colors, depending on the nature of the mismatch.

eyefinity;/OfficeMate
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6  Resolve any line items in bold text.

Notes ¢ For information on resolving line items, go to the appropriate
section for more information:

For this type of line item Refer to this section

Red, bold text To resolve nonexistent line
items on page 263

Black, bold text To resolve overpayments on
page 264
Green, bold text To resolve lab chargeback

entries on page 265

Red, bold text To resolve lab chargeback

entries on page 265

¢ Although nonexistent line items and lab chargebacks both
appear in red, bold text, you can easily tell the difference
between the two. The nonexistent line items will have a product
listed in the Description column, while lab chargebacks have
Lab Chargeback listed in as the description.

P To review the ERA information

1 Open the Insurance Remittance Advice Entry window and load an ERA file. For
information on opening the Insurance Remittance Advice Entry window and
loading an ERA file, go to To open the Insurance Remittance Advice Entry
window on page 257.

The Insurance Remittance Advice Entry window populates with information
about the payment in the upper portion of the window and lists all of the
patients and claims covered in the payment in the lower portion of the window.

2 Click the following buttons, as needed:

—  Click No Detail to view only the header of each claim, which gives a
summary of each claim as a single line. You cannot edit or adjudicate
claims within the header row.

—  Click All Detail to view the detail of each claim by showing all of the line
items.

—  Click Unchecked Detail to view the detailed line items for only those
claims that require your attention. Claims that do not require your
attention will display only the header row.
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3 Review the information in the header rows.

Note Use the following table to understand the information displayed in
the header rows and where the information comes from:

This column

Displays this information

check box

Indicates whether the claim was automatically
adjudicated. A green check mark indicates that
the claim was fully adjudicated. If the check box
does not have a green check mark, one or more
items in the claim require your attention.

Displays the status of the claim. Refer to the
following table to determine the status of the
claim.

Status  Meaning

P Primary
PX Primary crossover
S Secondary
I Informational
R Reversal
Denied

Pat #

Displays the patient number from OfficeMate.

Fee Slip

Displays the fee slip number associated with the
claim.

Ref #

Displays the reference number assigned to the
claim by the clearinghouse.

Patient Name

Displays the patient’s name.

Billed

Displays the amount billed on the claim in
OfficeMate.

PatPaid

Displays the amount the patient paid, as
recorded in OfficeMate.

Open

Displays the open charges for the claim, as
recorded in OfficeMate.
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Note,
cont. This column Displays this information
Allowed Displays the amount covered by insurance
according to the ERA.
Patient Displays the amount for which the patient is
responsible.
Seclnsur Displays the amount for which the secondary

insurance is responsible (crossover)

Payment Displays the insurance payment from the ERA.
This field can be edited.

Adjust Displays the amount of any adjustments that are
made to reconcile the payment to the amount
billed on the fee slip. this field can be edited.

To Pat Displays the amount that is assigned to the
patient according to the ERA. This field can be
edited.

To Sec Displays the amount that is assigned to the

secondary insurance. This field can be edited.

Balance Displays any amount that is not covered under
the Adjust, To Pat, and To Sec amounts.

eyefinity/OfficeMate
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4 Review the information in the claim detail rows.

Note Use the following table to understand the information displayed in
the detail rows and where the information comes from:

This column

Displays this information

Service Date

Displays the service date recorded on the fee
slip.

CPT

Displays the CPT code either from the fee slip
of, if the line is a nonexistent item, from the
ERA file.

Units

Displays the number of items billed with that
row’s CPT code.

Description

Displays the product description from the fee
slip.

Billed

Displays the amount billed on the claim in
OfficeMate.

PatPaid

Displays the amount the patient paid, as
recorded in OfficeMate.

Open

Displays the open charges for the claim, as
recorded in OfficeMate.

Allowed

Displays the amount covered by insurance
according to the ERA.

Patient

Displays the amount for which the patient is
responsible.

Seclnsur

Displays the amount for which the secondary
insurance is responsible (crossover)

Payment

Displays the insurance payment from the ERA.
This field can be edited.

Adjust

Displays the amount of any adjustments that are
made to reconcile the payment to the amount
billed on the fee slip. this field can be edited.

To Pat

Displays the amount that is assigned to the
patient according to the ERA. This field can be
edited.

To Sec

Displays the amount that is assigned to the
secondary insurance. This field can be edited.

Balance

Displays any amount that is not covered under
the Adjust, To Pat, and To Sec amounts.
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Click the button at the far right of the detail rows to view additional details and
remarks for individual line items.

Detail for ¥2220 |
Fee $130,00 Adjustments Amount  Reason

Allowed Amt, 0,00 Contractual Im l—
Deductible I $0.00 Pat. Responsibility I $0.00

Colns, Amount I $0.00 CorrectReversal: I $0.00

CoPay Amount I $0.00 Payor [nitiated: I $100,00 P42

Cpen Amounts

patient |—$D.DD Remarks: I W I I
Insurance I $190.00
Total I $190.00 eeandary: I

Close |

Resolve line items that are in bold text. For information on resolving
nonexistent line items in red, bold text, go to To resolve nonexistent line items
on page 263. For information on resolving overpayments in black, bold text, go
to To resolve overpayments on page 264. For information on resolving lab
chargebacks in red, bold or green, bold text, go to To resolve lab chargeback
entries on page 265.

To resolve nonexistent line items

Open the Insurance Remittance Advice Entry window and load an ERA file. For
information on opening the Insurance Remittance Advice Entry window and
loading an ERA file, go to To open the Insurance Remittance Advice Entry
window on page 257.

Review the information displayed in the Insurance Remittance Advice Entry
window. For more information on Reviewing the ERA information go to To
review the ERA information on page 259.

Nonexistent line items (i.e., items that appear in the ERA file, but were not
included on the original claim sent to the insurance company) are listed in red,
bold text.
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For each line item listed in red, bold text, click the Balance column to view the
available options.

—  Select Distribute to existing lineitems to distribute the payment to
open line items on the fee slip.

—  Select Look for other open insurance charges to apply the
overpayment to the open charges for the insurance carrier that may have
appeared on another fee slip. The Ledger history will be updated.

Note Select the Look for other open insurance charges option when two
or more fee slips are associated with one payment.

[£]1nsurance Remittance Advice Entry (Rev. 40) — (o] x]
Insurance = E Load ERA File Date 2022000 I
Reeceipt o
Unapplied
Amount Paid $650.25 Method ( Check (" EFT i
Interest Paid 0,00 Select Accounts Chocks# [eeonm | Location  [Embassy Opticians 2
Provider Adjustment: 40,00 Select Account; Bank # Recorded By |Dactor, Johnny =2
To Apply I o0 seeed [ gmos  aeeied [ g5 Undo | NoDetai | Al Detsl | Unchecked Detsi
[s | Paw [Feesip| Ref# | Ppatentrame | biled | Patpad | open | alowed | Patient | Secinsur [Payments| adiust | ToPat | Tosec | Balance | j
=i 12| 7[1752484600 |5, ENDL TPPO | 1108.95] o] 1193.95| 11340] 2soo|  ooo| soao| ossss| 1ioon|  ooo| too.oo|
Service Date | CPT | Units Descriptian Biled | PatPaid | Open | Alowed | Patient | Seclnsur | Payment | Adiust | ToPat | ToSec | Balance
0112/03  [v2199 | 1 |BFPL Blended 22 cIr sooo|  ooo| sooo|  ooo| ool oo oo ooo|  ooo|  omf somo
~[oijizios w2199 | 1 [6F PLBlended 22 cir seoo|  ooo| sooo|  ooo| oo oo  ooo|  ooof  ooo]  aoof oo
-[ouizios [oozis [ 1 |meis 7500 oo vsoo| ooo[ oo oo om| s oo om| oo
01/12/09 | vz213 | 1 |BF L Blended 22 CIr wwoon|  ooo| sooof  ooof  ooo|  woo|  ooof 1som 0| 000
01/12/09 [v2200| 1 [Lens - Bifocal 34000 o000 34000 2175] o0oo| oo0| 2175] siezs 0.00
-[oujizios [vezia | 1 |6F PLBlended 22 cir o] ooof 1sooo| zizs[ ooo|  om
0112/03 | vz7%9 | 1 |BF PL Blended 22 CIr woo| oo wo| oo ooo|  om
uifizfos [vzvel | 1 [soid Gold Mirrar wooo|  ooof oo ooo| oo wm|  co| wow|  eoo| oo o
-[ojizios [vz7es | 1 |6F PLBlended 22 cir woo| ooof ooo| ooo| oo wm| om| om| om| oo om
01/12/09 | v2718 | 1 |Press-On Prism soo[  ooo| soof om0 oo oo oo e oo om| oo
01/12/09 [v2799| 1 [Lab Charge Back 000 o000 ooo] ooof ooof oo -3soo| 3soo] ooo[ ooo| oo
011z [vzozo | 1 [puddy 5395  ooo| usss| erso| 2smo| oo 4zeo| -smes| nooo] oo oo
01/12/09 | V2756 | | |Eyeqlass Case o0 oo woo| 2o oo om| 2w | o] om| oo
[ Prive | AdiReasan | Otherins pecrd | cancel |

If you make a mistake, click Undo to undo your last action.

Resolve other line items that require attention. For information on resolving
overpayments in black, bold text, go to To resolve overpayments on page 264.
For information on resolving lab chargebacks in red, bold text, go to To resolve
lab chargeback entries on page 265.

Click Record when you are finished.

To resolve overpayments

Open the Insurance Remittance Advice Entry window and load an ERA file. For
information on opening the Insurance Remittance Advice Entry window and
loading an ERA file, go to To open the Insurance Remittance Advice Entry
window on page 257.

Review the information displayed in the Insurance Remittance Advice Entry
window. For more information on Reviewing the ERA information go to To
review the ERA information on page 259.

Nonexistent line items (i.e., items that appear in the ERA file, but were not
included on the original claim sent to the insurance company) are listed in red,
bold text.
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3 For each line item listed in black, bold text, click the Balance column to view
the available options.

—  Select Distribute overpayment to other charges to distribute the
overpayment to open line items on the fee slip. The overpaymentis applied
to each item on the fee slip, starting with the first item listed and moving
down, until the overpayment is exhausted.

—  Select Adjust the open charge amount to match the overpayment
to add an adjustment line item to the fee slip. The overpayment amount
moves from the Balance column to the Adjust column.

—  Select Transfer the overpayment to the patient’s credit to transfer
the overpayment amount to the patient’s account.

—  Select Look for other open insurance charges to apply the
overpayment to the open charges for the insurance carrier that may have
appeared on another fee slip.

[£] insurance Remittance Advice Entry (Rev. 40) = =15
Insurance = = D Date [EEET
Receptho [
: _—T Unapplied 0.00
P ] d850.25 Method (= Check © EFT i g
Interest Paid 40,00 Select Aceaunt) e | Location  [(al) -
Frovider Adjustment 40.00 Select Accaunty Bank # Recorded By [Dortar, Jahrmy 0
Tty I 000 Skpped | ss025  Appled | $570.00 Unido | Mo Detai | Al Detal | Unchecked Detail
|5 [ pat# [Feesip| Ref# | PatientMeme | EBiled | PatPad | Open | Alowed | Patient | Secinsur [Payments| Adist | ToPat | ToSec | Balance | —
cFe | s| 4[1782483000 _ [EPS, MESIF | eoooo| om0 sssoo| zoooo|  ooo|  ooo| zoooo| sssoo|  ooo|  ooo| oo
Service Date| CPT | Units Description Biled | PatPaid | Open | Alowed | Patient | Secinsur | Payment | Adjust | ToPat | ToSec | Balance
Jouitzros |wzsez | 1 |sunergEyes Mukifaca amoo| oo zesoo|  ooo|  ooo|  om|  ooof zesoo|  ooo| oo oo
[o1aeros [wes2z | 1 [synergEves Mukifocal s000]  oo0| sonoo| eonoo| ooo| o000 zoooo| toooo|  ooo|  oo0| oo
| s | Pat# |Feesip| Ref# | PatientMame | Biled | PatPaid | Open | Allowed | Patient | Sectnsur [Payments| adist | TaPat | Tosec | Balsnce |
= [e A 5 [1732484000_ [EPSE, HBSL | as57.9s]  noo| sezes| 1sosn| iowo|  ooo| a0 sosos| esoo| oo -snso)
Service Date| CPT | Lnits Description Biled | PatPad | Open | Alowed | Patient | Secinsur | Payment | Adjust | ToPat | ToSec | Balance |
o1zfos (99212 [ 1 [ogztz 00| ooo| sso0] 00| ooo| oo ooo| sseo| o000 oo om0
01/12/09 |v2781| 1 |PGPHI16D Adaptar Cir 10.00] o000 1000 a0zs| =l =L - N e
~[ovjizios |wzzzo | 1 |PGPHIED Adaptar i 6450 o000 6450| 0.00 st the open thar e ambunk to makch the overpayment
01/12/09 |v2781| 1 |PGPH160 Adaptar Cir 10.00] o000 1000] 4025 Transfer the averpayment to the patient's credic
~|onjizra [vzzzo | 1 |PaPHISD Adaptar i s450) o000 e+s0| 0.0 Look For other open insurance charges
01j1z03 | w2793 | 1 |Edge Costing a0 ooo| sooo| oo ooof oo ooo| sooo| oo  ooo|  ooo
~orjizpos [werez | 1 |PGPHI6D Adaptar i a0 ooo| 40| o000 ooof oo oo 4ooo| oo oo oo
041203 | v27s0 | 1 [Sharpuiew oo.00| ooo| sooo| o000 ooof o000 ooo| oooo| oo  ooo| oo
j1zf0s | varez | 1 |PGPHIG0 Adaptar Clr 40.00] ooo| 4ooo| o000 ooo  ooo| ooo| sooo| oo ooo|  ooo
-[01/12709 [v2799 | 1 |Lab Charge Back oo0| o00o] oo0o| o000 ooo| oo00[-13700] 13700] o000 o000] o000
04j1zos | w2020 | 1 |Kidco #6 ST e [ R I I e | -
[ Brive || AdjReason || Gther ns Record | Cancel |
4 If you make a mistake, click Undo to undo your last action.
5 For information on resolving nonexistent line items in red, bold text, go to To

resolve nonexistent line items on page 263. Resolve other line items that require
attention. For information on resolving lab chargebacks in red, bold text, go to
To resolve lab chargeback entries on page 265.

6  Click Record when you are finished.

» To resolve lab chargeback entries

1 Open the Insurance Remittance Advice Entry window and load an ERA file. For
information on opening the Insurance Remittance Advice Entry window and
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loading an ERA file, go to To open the Insurance Remittance Advice Entry
window on page 257.

Review the information displayed in the Insurance Remittance Advice Entry
window. For more information on Reviewing the ERA information go to To
review the ERA information on page 259.

For each line item listed in red, bold text, click the Balance column to view the
available options.

—  Select Distribute to existing lineitems to distribute the negative
amount across line items on the fee slip. Payments made to the other line
items in the fee slip will be reduced by the amount of the lab chargeback.

—  Select Insert as an insurance chargeback to add the chargeback as a
new line item to the fee slip. The line turns green and the Ledger history
is updated.

[£] insurance Remittance Advice Entry {Rev. 40) (o]

Insurance = B Load ERA Fis Date 12022008 %
Receipt Mo

1] lied 0.00
Amaurk Paid Sesnze Method (= check  EFT epple #

Tnterest Paid $0.00 Select Aczount Check# [ecoerm | Location [cAl) -
Pravider Adiustment 50,00 Select Account; Bark# [ Recorded By | Doctor, Johnny L2

Tty | 5000 Skiped | so0.zs  Aoied | $570.00 Undo | nioDetsil| Al Detai | Unchecked Detail

|5 | Pat# [Feeslp | Ref# | Patientheme | Giled | PatPaid | Open | Alowed | Patient | Seclnsur Payments| Adiust | ToPat | Tosec | Balance | zl
=[e | 3| 2z[1752483700  |orpepuatopT, ePse | szsso|  noo| si4so| 43so|  owo|  ooo| seso| 4veon|  ooo|  ooo| o)
Service Date| CPT | Units Description Biled | Patpad | open | Alowed | Patient | Secinsur | Payment | adust | Topat | Tosec | Balance
o1j1zjos [verst | 1 |PGPHIGD Accol O eso0| ooo| esoo| 4sso|  ooo| o000 <sso| zs0|  ooo|  ooof oo
01j1208  |v2220 | L[PG PHIGO Accol O 6450] ooo| e4s0| ooo|  ooof  ooo|  ooof eeso| oo oo  om
oyj1zjos |vezts | 1 [BFGLFTZ2Cl 16000 o000 wso0| oo0| ooo| ooo| ooof wsoo| ooo|  ooo|  ooo
O1j1zfos |vezis | 1 [BRGLFTZz ol 1000 o.00| ie0oo| 00|  ooe|  ooo|  ooo| wemoo|  ooo|  ooo| oo
|ovizios |wzzes | ¢ |sFLFTz2C 00| ooo| 1000 oo ooo| oo0| ooo| w000 o000 ooof ooo
oyjizjos  |verss | 1 [BrGLFTZzCl woo] ooo| 1000 ooo| ooo| ooo] ooo| woo| oo ooof  ooo
~|ovizpos |vzzss | 1 |v Costing zoo0| ooo| 2000] o000 oo o000 o000 2000 oo ooo| oo

011203 |versz | 1 |G PHIGO Accol O 4000] ooo| 40o0] oo ooo| o000 ooo| sooo| ooo|  ooof  ooof |
-|01/12/09 [vz739] 1 |Lab Charge Back 000 o00] ooof oo ooof ooo| - 0.00
|5 | pate |Feesip | Refe | Patintwame | Blled | PatPaid | Open | Alowsd | Patient | Secinsur [paym__ Insert as an insurance chargsbark ce |
e | at | 101732486500 |DIFTUOVU, kPBOO | op34s|  0.00| o9esds| 8695 2so0|  ooo| nos| sessof wosoo| oo oo
Service Date| CPT | Units Description Biled | PatPaid | Open | Alowed | Patient | Secinsur | Payment | adiust | ToPet | TaSec | Balance
|ovitaga |wzzst | 1 |pe PHIG0 Accol ci eso0| ooo| esoo| zroo| oo 000 zroo| seoo|  coo| ooo|  ooe
01j14j03 | vezz0 | 1 |G PHI6O Accol O 6450] 0.00| 6450] o000 o000 000 o000 e4s0|  ooo|  ooo| o000
ovnaps [vezis | 1 [FaLcrzsar oo oo 10| oo oo om| oo sem| ooo] oo om

Ooyj1ajos  |veets | 1 [BraLcTesch s50000] oo o [SRRRET (M oo0| oo oo ooo[non B

print | AdiReason | Giferins Record | cancel |

Note Lab chatrgeback entries that are in green, bold text do not require

your attention. The green, bold entry simply indicates that the
patient’s payment matches or exceeds the lab chargeback.

If you make a mistake, click Undo to undo your last action.

Resolve other line items that require attention. For information on resolving
nonexistent line items in bold, red text, go to To resolve nonexistent line items
on page 263. For information on resolving overpayments in bold, black text, go
to To resolve overpayments on page 264.

Click Record when you are finished.
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Recording
Insurance
Chargebacks

For more
information on
insurance
chargebacks, see
the “How To -
Recording
Insurance Charge
Backs” iTrain.
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» To resolve irreconcilable entries

Note Occasionally, OfficeMate cannot match claims in the electronic
remittance advice file to a fee slip. This mismatch is usually due to
the patient’s name being different in the insurance carriet’s records
than the name recorded in OfficeMate.

1 Open the Insurance Remittance Advice Entry window and load an ERA file. For
information on opening the Insurance Remittance Advice Entry window and
loading an ERA file, go to To open the Insurance Remittance Advice Entry
window on page 257.

2 Resolve the line items requiring attention. For information resolving line items,
go to To resolve nonexistent line items on page 263, To resolve overpayments
on page 264, and To resolve lab chargeback entries on page 265.

3 Click Record when you are finished and close the Insurance Remittance Advice
Entry window.

4 Open the Receipts & Adjustments window to record the irreconcilable entries.
For more information on opening the Receipts & Adjustments window, go to
Opening a Patient’s Receipts & Adjustments on page 245.

5  Click the Apply to Insurance tab.

6  Apply the insurance payments to open balances. For more information on
applying insurance payments to open balances, go to Applying Insurance
Payments to Open Balances on page 254.

Insurance audit procedures can result in a patient “chargeback” to collect a previous
insurance overpayment or lab fee, or pay an amount higher than a patient’s open
balance.

Note The patient’s insurance must have been billed through the Fee Slip
window before you post a chargeback to the patient’s account. An
overpayment or underpayment chargeback can be recorded for patients
with or without open balances. For more information on recording fee
slips, go to Recording Fee Slips & Printing Receipts on page 202.

1 Open the Receipts & Adjustments window. For more information on opening
the Receipts & Adjustments window, go to Opening a Patient’s Receipts &
Adjustments on page 245.

2 Click the Apply to Insurance tab.
Select an insurance company from the Insurance drop-down menu.

4 Type ot select dates in the Date Range boxes if you want to view patients that
are reflected on date-specific EOBs.

5  Click Display Charges and select Display Detail View.
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Select one of the following payment Method radio buttons:

—  Check

—  Other

Type the payment amount in the Amount Paid text box.
Apply the payment amount using one of the following methods:

—  If you are applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

—  Ifyouare applying another type of payment, select the payment type from
the Type drop-down menu.

If you want to record a payment for the amount in the Amount Paid text box
while you are recording the chargeback, click in an item’s Payment text box and
type the payment amount. For more information on applying insurance
payments to open balances, go to Applying Insurance Payments to Open
Balances on page 254.
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Recording Insurance Chargebacks

Right-click on a patient’s line item and select Insurance Charge Back.
OR

Click Ins. ChargeBack and find and select a patient from the Find Patient
window.

Note The selected patient must be assigned to the same insurance
company that you selected in step 3 above. For more information
on assigning insurance companies to patients, go to To record
insurance information on page 89.

H Receipts & Adjustments Patient:Sally Carter [ALERT] DOB:10/08/1956
Apply ko Patient Receivable i Apply ko Insurance
Insurance [wsian Service Plan ~| Date T
Service Date Range  [ns11/2005 ﬂ |0s/11/z006 ﬂ Display Charges Receipt Mo 28
Amount. Paid £20.00 Method ¢ Check © oOther Unapplied $35.00
Amount Applied $20.00 | Tvee Ins. ChargeBack
Amount Transf'd 0,00 Check # |5465
To Apply $0.00 Bank #  |4558256 Recorded By Franklin, Helen 5
Ref # Patient Mame Open Charges Pavments Balance Transf'ed
- | carter, sally | 9296 20,00 7296 |
Setvice Date Patient Marme CPT Units Service Description Open Payments | Ttem Bal.
|o3fz4/z008 | carter, Sally |veszn | 1 |Mutpack dcuvee | 30,00}
[o3/z0/z008[carter, Sally lvenzo | 1 [uRLOCK 7e0/1 | ez
Tatals | 0z, 06 | 20.00] 72.96 | .00
Histary | | Global Adjustment | Record | Prink | Cancel | Mew | adj |

The ChargeBack window opens.
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11 Complete one of the following tasks:

—  Delete the $ sign and then type a minus sign and a negative amount in the
Amount text box to record an insurance chargeback.

—  Delete the § sign and then type a positive amount in the Amount text box
to record an insurance overpayment.

ChargeBack - Carter, Sally El

Desc. |In5uraru:e Charge Back

Armounk -30.00

MOTE: Ins. ChargeBacks can not be Adjusted ar
Deleted frarm a FeaSlip!

Record Cancel 1

12 Click Record.

A chargeback is posted and displayed as a line item in the Receipts &
Adjustments and Fee Slip windows.

H Receipts & Adjustments Patient:Sabina Horigan DOB:03/29f1975
Apply ko Patient Receivable | Apply ta Insurance
Insurance | Medicare =] Date [o5A1/2008
Service Date Range | ﬂ | ﬂ Display Charges Receipt Mo 30
Amount Paid $20.00 Method % Check  Other Unapplied $0.00
Amount Applied 30 Type Ins. ChargeBack
Amount Transf'd 0,00 Check #
To Apply 50,00 Bank # Recorded By Franklin, Helen i
Ref # Patient Mame Open Charges Payments Balance Transf'ed
- | carter, Saly | 6,00 -30.00 | 24,00
Service Date Patient Mame CPT Lnits Service Descripkion Cpen Payments | Item Bal.
|o3j242006  |carter, sally lvzszn | 1 [Multipack scvue | 24.00] | e400]
lospiifzone_[carter, Sally | | 1 |insurance charge | -ao.on]  -30.00] .00 ]
Tatals | -6.00 | -30.00| 24,00/ .0
History | | Global Adjustment | Record | Print | Cancel | [ew | |

13 Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

14  Click in the Payment text boxes and apply all or part of the amount in the To
Apply box to patients’ open balances.

15  Click Print if you want to print the list of patient insurance receivables.
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Adjusting,
Transferring,
& Writing Off
Charges
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16  Click Record in the Receipts & Adjustments window.

Notes ¢ Ifyou try to record a payment on a line item in the detailed view
that is higher than the open charges, the Insurance
Overpayment window opens. Choose to adjust the open
charges to match the overpayment amount, transfer the over
payment to the patient’s credit, or not make the overpayment.

—  If you adjust the open charges to match the
overpayment amount, OfficeMate automatically
increases the balance to match the overpayment. The
amount in the Patient’s Ledger will display “(AD])”
next to it.

— If you transfer the overpayment to the patient’s credit,
the correct amount is credited to the line item and the
overpayment is transferred to the patient.

= If you do not make an overpayment, the payment will
automatically be corrected to be the same amount as
the open charges.

Insurance Owerpayment

‘¥ou cannot apply an amount greater than the Open Charges.,
Please choose one of the following.

" Adjust the open charges to match the overpayment.
{7 Transfer the overpayment to the patient's credit,

{7 Do not make an overpayment

* After you record a payment, the payment is assigned a receipt
number. To view and change payments, click History. For
more information on viewing and changing payments, go to
Modifying Payments Using the Receipt History on page 291.

When you are recording payments you can adjust charges due to pervious entry errors,
transfer amounts, and write off amounts. All adjustments are recorded as separate
items and provide a complete history of the changes made to charges.

To adjust charges that have had payments made on them, use the Receipt History
window. For more information on using the Receipt History window, go to Modifying
Payments Using the Receipt History on page 291.

To adjust prior charges, use the Detail view in the Patient Ledger window. For more
information on using the Patient Ledger window, go to Using the Patient Ledger on
page 295.
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This section includes the following topics:
. Adjusting Charges, 272

. Transferring Charges, 283
. Writing Off Charges, 289

Adjusting Charges
This section tells you how to adjust charges, including how

. To add & modify adjustment types, 272

. To adjust patients’ charges, 273
. To adjust insurance charges, 276
. To adjust charges on receipts, 278
. To record insurance denials, 280
Note To adjust previous payments and charges, go to Modifying Payments

Using the Receipt History on page 291.

» To add & modify adjustment types

Note You can add and modify adjustment types from the Customization
window. For more information on adding and modifying adjustment
types from the Customization window, go to To add list box selections
on page 34 and To modify list box selections on page 34.

1 Open the Receipts & Adjustments window. For more information on opening
the Receipts & Adjustments window, go to Opening a Patient’s Receipts &
Adjustments on page 245.

2 Enter information into the Apply to Patient Receivable or Apply to
Insurance tabs.

3 Click Adj.
The Fee Slip Item Adjustment window opens.
4 Press F12.

The Maintain Adjustment Types window opens.
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Add or edit text in the Description text boxes.

*. Maintain Adjustment Type

Description NSF Code |+ oK
Patient Refund
Patient Write-OFf Cancel
Produck Rekurn
Transfer from Insurance ba Patient Default ‘
Transfer From Pakient bo Insurance
Transfer ko Anather Insurance
W3P - Insurance Charge Adj.
W3P - Lab Charge Adjustment

| -

Highlight an adjustment type and click Default to select the adjustment type as
the default type; or, click UnDefault to deselect the adjustment type as the
default type.

Click OK.

To adjust patients’ charges

Open a patient’s receipts and adjustments. For more information on opening a
patient’s receipts and adjustments, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Select one of the following payment Method radio buttons:

—  Check

— Cash

—  Other

Type the payment amount in the Amount Paid text box.
Apply the payment amount using one of the following methods:

—  If you are applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

—  Ifyou are applying a cash payment, type the cash amount tendered in the
Tendered text box. The change amount (if applicable) appears in the
Change text box.

—  Ifyouare applying another type of payment, select the payment type from
the Type drop-down menu.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

Click in the Payment text box for the item that you want to adjust.

OfficeMate User’'s Guide 273



Adjusting, Transferring, & Writing Off Charges Chapter 8 Recording Receipts & Adjustments

7

10

11
12

13

274

Click Adj.
#* Receipts & Adjustments Patient;Abby Dandan [ALERT] DOB:02/10/1975

Apply ko Patient Receivable I Apply ko Insurance I

Patient Last)First |Dandan |Abby FZ Eind Date J

Method (¢ Check " Cash " Other Receipt No ]

Arnount Paid g3000 Tee | Ed| Unapplied $0.00

Amount: Applisd 430,00 Check # 123654 Al \with Same Guarantor v Apply to Cldest

Refunded Amount $0.00 Bank # |997E54 To Apply $0.00

Total ko Apply 0,00 Recorded By |Frank|in, Helen j
Drate | Slip # | Patient | CodefMame Open | Payment | Balance | Refund | = |

02/10/2005 84 Abby Dandan 101 COACH ASTOR. 178,99 Ol  148.99 1

Totals | 17899 30.00] 14899 .00
Histary Record | Print | Cancel | Mew | | Adj I Ledger

The Fee Slip Item Adjustment window opens.

Select an adjustment type from the Adj. Type drop-down menu. For more
information on adding and modifying adjustment types, go to To add & modify
adjustment types on page 272.

Select the Increase or Decrease Balance Effect radio button.

Note To correct a negative balance, select the Decrease radio button.

Type the amount that you want to increase or decrease the item in the Amount
text box.

Type a reason for the adjustment in the Reason text box, if necessary.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

If applicable, select the Do not print on patient statement check box if you
do not want the adjustment to print on the Statements report.

Notes ¢ Seclecting the Do not print on patient statement check box
temporarily effects balances on the financial statement.

* You must select the Yes radio button in the System Preferences
window’s Statements tab to select the Do not print on patient
statement check box in the Fee Slip Item Additional Data
window. For more information on selecting Statements system
preferences, go to To define and change statement preferences
on page 72.
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14  Click Record.

Note After you record an adjustment, the adjustment is assigned a
receipt number. To view adjustments, click Ledger.

B Fee Slip Item Adjustment E|
Slip #/Tkem lw Balance liﬂlil
Adj. Type  |Billing Error |
Balance Effect { Increase * Decrease Balance
Amourt | 10.00
Reason |
Fecorded By |Fran|<:linJ Helen ﬂ

&

| Record || Cancel

15 Click Record on the Receipts & Adjustments window.
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To adjust insurance charges

Open the Receipts & Adjustments window. For more information on opening
the Receipts & Adjustments window, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Click the Apply to Insurance tab.
Select an insurance company from the Insurance drop-down menu.

Type or select dates in the Date Range boxes if you want to view patients that
are reflected on date-specific EOBs.

Click Display Charges and select Display Detail View.
Select one of the following payment Method radio buttons:

—  Check

—  Other

Type the payment amount in the Amount Paid text box.
Apply the payment amount using one of the following methods:

—  If you are applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

—  Ifyouare applying another type of payment, select the payment type from
the Type drop-down menu.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

Click in the Payment text box for the item that you want to adjust.
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Click Adj.
[£] Receipts & Adjustments
Apply ko Patient Receivable | Apply to Insurance
Insurance |Visinn Service Plan j Date ,7
Service Date Range |05;12;2005 j |05."12."2005 ﬂ Display Charges Receipt Mo 33
Amount Paid £30.00 Method % Check  Other Unapplied $135.00
Amount Applied $0.00 Type Ins. ChargeBack
Amount Transf'd $0.00 Check # 456
To Apply ¢30,00 | Bank# 5464 Recorded By |Franklin, Helen =
Ref # Patient Mame Open Charges Payments Balance Transf'ed
=l | carter, sally | 102,96 | 0.00| 102,96 | |
Service Date Patient Mame CPT Units Service Descripkion Open Payments | Item Bal,
|o3f24/2006  |carter, Sally |vesen | 1 |Mulipack scwue | 40,00 5] 4000
[o3fz0j2006 [carter, sally [venen | 1 [vrLock 7e0j1 | ezme]  oon|  szes|
Ref # Patient Mame Open Charges Payments Balance Transf'ed
S |Horigan, Sabina | 10.78] 0.00] 10,78
Setvice Dake Patient Marne CPT Units Setvice Description Open Payments | Item Bal.
[o5/11/2006  |Horigan, Sabina ozzrn | 1 |Beuvue | 1o78]  ooo| 10|
Totals ] 113,74 .00 | 113,74 ili]
Histary | | Global Adjustment | Record | Prink | Cancel | Mew i Adj

The Fee Slip Item Adjustment window opens.

Select an adjustment type from the Adj. Type drop-down menu. For more

information on adding and modifying adjustment types, go to To add & modify

adjustment types on page 272.

Select the Increase or Decrease Balance Effect radio button.

Type the amount that you want to increase or decrease the item in the Amount

text box.
Type a reason for the adjustment in the Reason text box, if necessary.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

If applicable, select the Do not print on patient statement check box if you
do not want the adjustment to print on the Statements report.

Notes ¢ Sclecting the Do not print on patient statement check box

temporarily effects balances on the financial statement.

* You must select the Yes radio button in the System Preferences
window’s Statements tab to select the Do not print on patient
statement check box in the Fee Slip Item Additional Data
window. For more information on selecting Statements system
preferences, go to To define and change statement preferences
on page 72.
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18 Click Record.

B Fee Slip Item Adjustment E|
slip #/Ttem | 95/751 Balance | 40,00
Adj. Tyre  |Billing Error ~|
Balance Effect { Increase * Decrease Balance
Amourit | 1000
Reason |
Recorded By |Fran|<:linJ Helen j

i

| Record || Zancel

19  Click Record on the Receipts & Adjustments window.

» To adjust charges on receipts
Follow the instructions below to adjust an item that has already been paid:

1 Open a patient’s receipts and adjustments. For more information on opening a
patient’s receipts and adjustments, go to Opening a Patient’s Receipts &
Adjustments on page 245.

2 Click History.

The Receipt History window opens.

3 Click on the payment receipt that you want to adjust, click Select, and select
Load Summary View or Load Detail View.

2 Receipt History for: Sally Carter

Rec. Mo | Date | Amount | Check # | Type | Unapplied | Refunded =+ |
93 02/10/2005 30,00 Check .00 .00
100,00 Cash 100,00 .00
os | ool e | omlo M
a0 01/17(2005 10.00 Cash .00 .00
g7 01/17/2005 100,00 Cash .00 .00
86 |01/14/2005 10.00 Cash .00/ 10,00
69 02/12/2002 75.00 Cash 007,00 X
il [
Select Print | Close |
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Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

Click in the Payment text box for the item that you want to adjust.
Click Adj.
The Fee Slip Item Adjustment window opens.

Select an adjustment type from the Adj. Type drop-down menu. For more
information on adding, deleting, or modifying adjustment types, go to To add &
modify adjustment types on page 272.

Select the Increase or Decrease Balance Effect radio button.

Type the amount that you want to increase or decrease the item in the Amount
text box.

Type a reason for the adjustment in the Reason text box, if necessary.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

If applicable, select the Do not print on patient statement check box if you
do not want the adjustment to print on the Statements report.

Notes ¢ Sclecting the Do not print on patient statement check box
temporarily effects balances on the financial statement.

* You must select the Yes radio button in the System Preferences
window’s Statements tab to select the Do not print on patient
statement check box in the Fee Slip Item Additional Data
window. For more information on selecting Statements system
preferences, go to To define and change statement preferences
on page 72.
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Click Record.

B Fee Slip Item Adjustment [‘5__<|
slip #/Ttem | 83(217 Balance | .00
Adj. Type |Bi||ing Errar j
Balance Effect © Increase ¢ Decrease Balance
Amaount | 10.00
Reason |
Fecorded By |Fran|<:linJ Helen j

&

| Record | Cancel

Click Record on the Receipts & Adjustments window.

To record insurance denials

Open the Receipts & Adjustments window. For more information on opening
the Receipts & Adjustments window, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Click the Apply to Insurance tab.
Select an insurance company from the Insurance drop-down menu.

Type or select dates in the Date Range boxes if you want to view patients that
are reflected on date-specific EOBs.

Click Display Charges and select Display Detail View.
Select one of the following payment Method radio buttons:

—  Check

—  Other

Type the payment amount in the Amount Paid text box.
Apply the payment amount using one of the following methods:

—  If you are applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

—  Ifyouare applying another type of payment, select the payment type from
the Type drop-down menu.
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Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

Click in the Payment text box for the item that you want to adjust.

Click Adj.

Receipts & Adjustments
Apply to Patient Receivable ] Apply to Insurance
Insurance |vision Service Plan ~| Date [o5izizoe
Service Date Range |05."12."2005 j |U5."12."2005 j Cisplay Charges Receipt Mo 33
Arnount Paid 30,00 Method % Check  Other Unapplied $135.00
Amourt Applied 40,00 | Tvpe Ins. ChargeBack
Amourt Transf'd 40,00 Check # |456
To Apply 30,00 Bank # |S464 Recorded By Franklin, Helen 20
Ref # Patient Mame Open Charges Payments Balance Transf'ed
= |Carter, Sally | 102,96 0.00] 102,96 | |
Service Date Patient Mare CPT Uniks Service Description Open Payments = Item Bal,
|o3tz4iz008  |carter, Sally |veszn | 1 [Multipack Acvue | 40,00 5] 4000
[o3/z0jz008 [carter, Sally lvenzo | 1 [uRLoCK 7e0/1 |  e2ms|  ooo[ 20|
Ref # Patient Mame Open Charges Payments EBalance Transf'ed
= | |Horigan, Sabina | 10.78| o.00] 10.78|
Service Date Patient Mare CPT Uniks Service Description Open Payments = Item Bal,
|o5/11/2006  |Horigan, Sabina o230 | 1 |acuvue | 1078  ooo] 1078
Tatals | 113,74 .00 113.74 oo
Histary | | Global Adjustment | Record | Print | Cancel | Mew I Adj

The Fee Slip Item Adjustment window opens.
Select Insurance Denial from the Adj. Type drop-down menu.
Type an amount in the Amount text box, or leave the text box blank.

Type a reason for the denial in the Reason text box, if necessaty.

Note If the Print reason for Ins denial statements selection criteria check
box is selected, the reason will print on the patient’s statement. For
more information on printing statements, o to Statements on

page 463.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.
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16  Ifapplicable, select the Do not print on patient statement check box if you
do not want the adjustment to print on the Statements report.

Notes ¢ Seclecting the Do not print on patient statement check box
temporarily effects balances on the financial statement.

* You must select the Yes radio button in the System Preferences
window’s Statements tab to select the Do not print on patient
statement check box in the Fee Slip Item Additional Data
window. For more information on selecting Statements system
preferences, go to To define and change statement preferences
on page 72.

17 Click Record.

B Fee Slip Item Adjustment LS
Slip 2 'Teerm | 11/23 Balance .00

Adi. Type |In5uran|:e Denial j

Balance Effect © Increase * Decrease Balance

Armaounk | 0,00 |

Reason Irvvalid Diagniosis Code|

Recorded By |Franklin, Helen j
iz

Record Zancel

18  Click Record on the Receipts & Adjustments window.

Note After you record an insurance denial, a line item note is displayed on the
Patient/Insurance tab in the Patient Ledger window. This note states
why the claim was rejected by the insurance carrier.
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Transferring Charges

This section tells you how to transfer unpaid balances between insurance companies
and patients, including how

. To transfer insurance charges, 283

. To transfer insurance charges to patients, 286

. To transfer unapplied insurance credits to patients, 287
Note You cannot transfer patient balances to other patients.

» To transfer insurance charges

You can transfer all or part of any unpaid insurance charges to another insurance
company or to a patient.

1 Open the Receipts & Adjustments window. For more information on opening
the Receipts & Adjustments window, go to Opening a Patient’s Receipts &
Adjustments on page 245.

2 Click the Apply to Insurance tab.
Select an insurance company from the Insurance drop-down menu.

4 Type ot select dates in the Date Range boxes if you want to view patients that
are reflected on date-specific EOBs.

5  Click Display Charges and select Display Detail View.

If a payment applied to an item creates an open balance and you want to transfer
the open balance, complete steps 6-8; otherwise, go to step 9.

6  Select one of the following payment Method radio buttons:
—  Check
—  Other
7 Type the payment amount in the Amount Paid text box.
8  Apply the payment amount using one of the following methods:

—  If you are applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

—  Ifyouare applying another type of payment, select the payment type from
the Type drop-down menu.

9  Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

10 Click in the Payment text box for the item you want to transfer.
11 Click Adj.

The Fee Slip Item Adjustment window opens.
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Select one of the following adjustment types from the Adj. Type drop-down
menu:

—  Transfer from Insurance to Patient if you are transferring the charge
to the patient.

—  Transfer to Another Insurance if you are transferring the charge to
another insurance company and select an insurance company from the
Insurance drop-down menu.

If you want to transfer part of the open balance, type the amount that you want
to transfer in the Amount text box.

Type a reason for the transfer in the Reason text box, if necessary.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

If applicable, select the Do not print on patient statement check box if you
do not want the adjustment to print on the Statements report.

Notes ¢ Sclecting the Do not print on patient statement check box
temporarily effects balances on the financial statement.

* You must select the Yes radio button in the System Preferences
window’s Statements tab to select the Do not print on patient
statement check box in the Fee Slip Item Additional Data
window. For more information on selecting Statements system
preferences, go to To define and change statement preferences
on page 72.

If you are transferring a payment to another insurance and you do not want to
create 2 CMS 1500 form in the Third Party Processing window, select the Do
not show on 3rd party check box.

Note To view and print the CMS 1500 insurance claim, open the
patient’s Demographic window, click the Insurance tab, and then
click the CMS Form button.
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18  Ifyou are transferring the charge to another insurance company, select the name
of the insurance company to which you are transferring the charge from the
Insurance drop-down menu.

Note The patient must have an additional insurance company recorded
in order for the insurance company to appear in the drop-down
menu. For more information on recording additional insurance
companies, go to To record insurance information on page 89.

B Fee Slip Item Adjustment rz|
Slip #/Ttem 95/251 Balance 40.00
Adj. Type |TransFer ko Another Insurance ﬂ

Balance Effect ¢ Increase * Decrease Balance

Amounk | 40,00

Reason Errar.

Recorded By |Franl«:linJ Helen j
Jiii

[v Do not show on 3rd party

Transfer Insurance

Insurance |

Record Zancel

19  Click Record.
20  Click Record on the Receipts & Adjustments window.
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» To transfer insurance charges to patients

You can transfer all insurance charges to a patient. If an insurance company does not
pay the full amount of one or more open items, you can transfer the unpaid open items
to which you applied payments. If you are transferring insurance charges to patients,
the difference between the amount owed and the amount paid is recorded as a general
Global Transfer to Patient adjustment. If you want to track what you are transferring
by each insurance company, set up an adjustment type for each company instead of
using the Transfer to Patient feature.

Note Consult with your insurance billing accountant to determine if
transferring insurance charges to patients is appropriate for your office.

1 Open the Receipts & Adjustments window. For more information on opening
the Receipts & Adjustments window, go to Opening a Patient’s Receipts &
Adjustments on page 245.

2 Click the Apply to Insurance tab.
Select an insurance company from the Insurance drop-down menu.

4 Type or select dates in the Date Range boxes if you want to view patients that
are reflected on date-specific EOBs.

5  Click Display Charges and select Display Summary View or Display
Detail View.

6  Select one of the following payment Method radio buttons:
—  Check
—  Other

7 Type the payment amount in the Amount Paid text box.
Apply the payment amount using one of the following methods:

- If you are applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

—  Ifyouare applying another type of payment, select the payment type from
the Type drop-down menu.

9  Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.
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10 Click in an item’s Payment text box and type the payment amount to apply the

11

12

amount to a specific item.

[g] Receipts & Adjustments Patient:Sally Carter [ALERT] DOB:10/08/1956
Apply to Patient Receivable | Apply to Insurance
Insurance |Visinn Service Plan j Date ,7
Service Date Range |05."11."2005 j |05."11."2005 j Display Charges Receipt Mo 28
Amount Paid $20.00 Method % Check  Other Unapplied $35.00
Amount Applied $z0.00  Tvpe Ins. ChargeBack
Amount Transf'd $0.00 Check # |5465
To Apply $0.00 Bank #  |4555256 Recorded By Frankin, Helen ]
Ref # Patient Mame Open Charges Payments Balance Transf'ed
= | Carter, sally | 92,96 | 20,00 72.96| |
Setvice Date Patient Marme CPT Units Setvice Description Open Payments | Ttem Bal.
[o3t24iz008  |carter, Sally [veszo | 1|MubipackAcuvue | @00} zooo] 1000
|o3sz0jz008 [carter, Sally [veozo | 1 [urLock 7eoft | eome ooo| ez
Totals | 02,96 | 20,00 | 72,96 | .00
Hiskory | ‘ Gobal Adjustment | Record | Print | Cancel | New | Adj |

Click Global Adjustment and select Transfer to Patient to transfer the
balance of the items to which you applied payments.

Note ¢ If you are transferring charges in the summary view, clicking
Transfer to Patient will transfer insurance balances for a// of
the patients displayed.

* If you are transferring charges in the detail view, clicking
Transfer to Patient will transfer insurance balances wizh
partially applied payments for all of the patients displayed.

The Transfer to patient confirmation window opens.
Click Yes to continue transferring the balances.

Balances that remained after you posted payments to them are transferred.
Balances with no applied payments are not transferred.

» To transfer unapplied insurance credits to patients

Note You cannot delete an insurance credit after it has been transferred.

Open the Receipts & Adjustments window. For more information on opening
the Receipts & Adjustments window, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Click the Apply to Insurance tab.
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Select an insurance company from the Insurance drop-down menu.

Type or select dates in the Date Range boxes if you want to view patients that
are reflected on date-specific EOBs.

Click Display Charges and select Display Summary View or Display
Detail View.

Click History.

The Receipt History window opens.

Select an item to transfer and click Transfer.

2 Receipt History for: Eye Care Plan Of America - Region 1

Rec. Mo Date Amount Check # Type Unapplied Transferred
3 s | toooof fCheck | 100,00{.00
12 01/14f2005 10,00 Check 10.00 .00
7 040zj2001 426,00 Check .00 .00
Totals 536,00 110.00 .00
Transfer Select Print Close

The Find Patient window opens.

Find and select a patient who has the same insurance carrier that overpaid and
to whom you want to transfer the amount.

The Insurance Transfer window opens.
Type the transfer amount in the Amount text box.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.

Click Record.

#: Insurance Transfer

Transferring an Insurance Unapplied Amount ko
Patient: Mr. Henry & Mitchell
DOB: 04/18/1935 SSN: 222-22-2222

Amaurkt Recorded By

$100.00  |Frankin, Helen |

Note You can view unapplied insurance credits that were transferred to
patients in the patient Receipt History tab on the Patient Ledger
window, the Receipts History window, and in the Transferred
Unapplied Ins. Amount report.
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Writing Off Charges

If an insurance company does not pay the full amount of one or more open items, you
can write off the unpaid open balances to which you applied payments. If you are
writing off charges, the difference between the amount owed and the amount paid is
recorded as a general Global Write-off adjustment. If you want to track what you are
writing off by each insurance company, set up an adjustment type for each company
instead of using the Global Write-off.

Note Consult with your insurance billing accountant to determine if writing
off charges is appropriate for your office.

1 Open the Receipts & Adjustments window. For more information on opening
the Receipts & Adjustments window, go to Opening a Patient’s Receipts &
Adjustments on page 245.

2 Click the Apply to Insurance tab.
Select an insurance company from the Insurance drop-down menu.

4 Type or select dates in the Date Range boxes if you want to view patients that
are reflected on date-specific EOBs.

5 Click Display Charges and select Display Summary View or Display
Detail View.

6  Select one of the following payment Method radio buttons:
—  Check
—  Other

7 Type the payment amount in the Amount Paid text box.
Apply the payment amount using one of the following methods:

—  If you are applying a check payment, type the check number for your
deposit ticket in the Check # text box and type the bank number for your
deposit ticket in the Bank # text box.

—  Ifyouare applying another type of payment, select the payment type from
the Type drop-down menu.

9  Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.
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10 Click in an item’s Payment text box and type the payment amount to apply the

11

12
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amount to a specific item.

[g] Receipts & Adjustments Patient:Sally Carter [ALERT] DOB:10/08/1956
Apply to Patient Receivable | Apply to Insurance
Insurance |Visinn Service Plan j Date ,7
Service Date Range |05."11."2005 j |05."11."2005 j Display Charges Receipt Mo 28
Amount Paid $20.00 Method % Check  Other Unapplied $35.00
Amount Applied $z0.00  Tvpe Ins. ChargeBack
Amount Transf'd $0.00 Check # |5465
To Apply $0.00 Bank #  |4555256 Recorded By Frankin, Helen ]
Ref # Patient Mame Open Charges Payments Balance Transf'ed
= | Carter, sally | 92,96 | 20,00 72.96| |
Setvice Date Patient Marme CPT Units Setvice Description Open Payments | Ttem Bal.
[o3t24iz008  |carter, Sally [veszo | 1|MubipackAcuvue | @00} zooo] 1000
|o3sz0jz008 [carter, Sally [veozo | 1 [urLock 7eoft | eome ooo| ez
Totals | 02,96 | 20,00 | 72,96 | .00
Hiskory | ‘ Gobal Adjustment | Record | Print | Cancel | New | Adj |

Click Global Adjustment and select Write Off to write off the balance of the
items to which you applied payments.

Notes ¢ If you are writing off or transferring charges in the summary
view, clicking Write Off or Transfer to Patient will write off
or transfer insurance balances for all of the patients displayed to
whom insurance payments were applied.

* If you are writing off or transferring charges in the detail view,
clicking Write Off or Transfer to Patient will write off or
transfer insurance balances on all of the line items displayed to
which partial insurance payments were applied.

The Write-Off Confirmation window opens.
Click Yes to continue writing off the balances.

Balances that remained after you posted payments to them are written off.
Balances with no applied payments are not written off.
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Modifying Payments Using the Receipt History

OfficeMate assigns each payment a receipt number. The payments from a patient or
insurance company can be viewed in the Receipt History window.

This section tells you how to modify payments using the Receipt History window;,
including how

To refund unapplied patient credits, 291
To delete payment receipts, 293
To modify recorded payments, 294

To pay open items with credit amounts, 294

To refund unapplied patient credits

Open a patient’s receipts and adjustments. For more information on opening a
patient’s receipts and adjustments, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Click History.

The Receipt History window opens.

Right-click on an item for which you want to refund an unapplied patient credit
and select Refund Patient Credit.

% Receipt History for: Sally Carter

| Rec, No | Date | Armount | Check # | Type | Unapplied | Refunded =+ |
5.00 Cash .00 .00 JlEs |
o | 000000 |
94 02/10/2005 500 Refund Patient Credit o000
93 02/10/2005 30,00 Check, .00 .00
92 01/19/2005 100,00 Cash 100,00 .00
a1 01/19/2005 10,00 Cash 10.00 .00
a0 01/17/2005 10,00 Cash 007,00 o
4 | o[
Seleck Print Close |

The Refund Patient Credit window opens.
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4  Complete the fields in the Patient Refund section.

< Refund Patient Credit f57|

Receipt Mo: 91

Dep. Date 01/19/2005

Patient lastiFirst  [Carter [ally
Arnount Paid $10.00 Check #
Appied Amourt [ sp00 Method ¢ Check (v Cash " Cther

Refunded Amount 50,00 Type =
Unapplied Amount $10.00 Bank #

Previous Refund Details

Date |ReFund Method Rafund Amount Reason Recorded By

Check# | Typa

1 Es

Patient Refund

Patient Balance |-45.00 Date |

& Check " cash O Other

Type ’—4|
Check # ’—25698
Refund Amourt W

Reason ‘

Recorded By Franklin, Helen A
Refund Cancel

5  Click Refund and follow the instructions below to record the refund and print
a receipt.

—  Click Print to print a receipt.

—  Click Printer Setup to set up the printer or select a printer other than the
default OfficeMate printer. For more information on setting up the
printer, go to Setting Up the Printer on page 31.

—  Click Close to close the Patient Refund Credit Receipt window.

Patient Refund Credit Receipt

[T — Fuips T
O34 Wi T T 380 Bui cATER
[ Prsshn dush T

T Sy e ERE T T

P — - Close

Click Printer Setup ko change the printer ~ Printer Setup

LG |
_Printer Setip |
Pl

Note To view a list of patient credit refunds, print the Patient Credit Refund
report. For more information on the Patient Credit Refund report, go to
Patient Credit Refund on page 448.
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» To delete payment receipts

Note Deleting receipt payment information does not remove all traces of the

receipt. The receipt amount is reset to zero and the charges that were
paid by the receipt are once again unpaid. The receipt remains in the
Receipts History window with an amount of zero.

4

5

Open a patient’s receipts and adjustments. For more information on opening a
patient’s receipts and adjustments, go to Opening a Patient’s Receipts &
Adjustments on page 245.

Click History.
The Receipt History window opens.

Select the payment receipt you want to delete, click Select, and select Load
Summary View or Load Detail View.

2 Receipt History for: Sally Carter,

Rec, No | Date | Amount | Check # | Tvpe | Unapplied | Refunded =+ |
93 02/10/2005 30,00 Check .00 .00
92 01{19/2005 100,00 Cash 100,00 .00
] wowl Jeesh | gl B
a0 01/17/2005 10,00 Cash .00 .00
g7 01/17/2005 100,00 Cash .00 .00
36 01/14/2005 10,00 Cash .00 10,00
69 02/12/2002 75.00 Cash 000,00 X
| [
| Select I Print | Close |

The receipt information and fee slip charges paid by the receipt appear in the
Receipts & Adjustments window.

Click Delete.
#¥ Receipts & Adjustments Patient:Anna Ahle DOB:05/26/1985
Apply ko Patient Receivable I Apply to Insurance I
Patient Last/First [ahle [anna F2 Find Date =l
Method (* Check (" Cash " Other Receipt No 95
Amount Paid 214,99 Type | J Unapplied $0.00
Amount Applied $214.99 Check # All wiiith Same Guarantor [ Apply to Oldest
Refunded Amaount 40,00 Bank # Ta Apply $0.00
Total ta Apply 40,00 Recorded By |Frank|in, Helen j
Date | Slip # | Patient | Code/Mame Open | Payment | Balance | Refund | *|
06012005 95 Anna Ahle VIRLOCK 7a0f1 214.99 214,99 .00 |
-
Totals | 214.99] 214.99] .00 | .00
Histary Record | Print | Cancel | Mew | Adi | Ledger

The Delete Warning message appears.

Click Yes to delete the payment receipt.
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» To modify recorded payments

1 Open a patient’s receipts and adjustments. For more information on opening a
patient’s receipts and adjustments, go to Opening a Patient’s Receipts &
Adjustments on page 245.

] pag

2 Click History.
The Receipt History window opens.

3 Select the payment receipt you want to modify, click Select, and select Load
Summary View or Load Detail View.

2 Receipt History for: Sally Carter,

Rec, No | Date | Amount | Check # | Tvpe | Unapplied | Refunded =+ |
93 02/10/2005 30,00 Check .00 .00
92 01{19/2005 100,00 Cash 100,00 .00
ooviszoos | weol  lceh T |
a0 01/17/2005 10,00 Cash .00 .00
g7 01/17/2005 100,00 Cash .00 .00
36 01/14/2005 10,00 Cash .00 10,00
69 02/12/2002 75.00 Cash 000,00 X
| [
| Select I Print | Close |

The receipt information and fee slip charges paid by the receipt appear in the
Receipts & Adjustments window.

4 Modify the amount paid, method of payment, the way the payment was applied;
ot, adjust the charges on the receipt. For more information, go to To apply
payments to patient receivables on page 246 and Adjusting Charges on page 272.

» To pay open items with credit amounts

Go to To pay open items with credit amounts on page 250.
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CHAPTER 9

For more
information on
using the ledger,
see the “OSSU 402
Using Patient
Ledger” iTrain.

Opening a
Patient’s
Ledger
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Using the Patient Ledger

In this chapter:

Opening a Patient’s Ledger, 295

Viewing, Hditing, & Creating Fee Slips, 297

Viewing & Modifying Receipts, 300

Returning Products, 303

Adjusting Charges, 305

Adding Additional Data to Fee Slip Line Items, 306

Refunding Patient Credits, 307

Printing the Patient Ledger, 309

Viewing & Printing Statements, 310

After you create and record fee slips and apply payments from patients and insurance
companies, you can use the Patient Ledger to view all of a patient’s fee slips in
summary or detail. You can also edit fee slips, return products, and make adjustments
to fee slip charges.

Open the Patient Ledger window using one of the following methods:

Click the Ledger icon.
Click Tasks on the main window toolbar and select Patient Ledger.

Right-click on the Patient Demographic, Hard Lens Order, Soft Lens
Order, Eyewear Order, Fee Slip, or Receipts & Adjustments window title
bar and select Ledger.

Right-click on a patient in the OfficeMate Information Center window and
select Ledger.

Click on a patient’s name in the OfficeMate Information Center window
and drag and drop the patient on the Ledger icon.
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Opening a Patient's Ledger

Chapter 9 Using the Patient Ledger

2 Select the Open Only check box if you only want to view charges that are

unpaid.

3 Select the All With Same Guarantor check box to view information on all of
the guarantor’s linked family members.

4 Enter search information in the Last Name and First text boxes and click F2
Find to find and select a patient.

5 Click the Patient, Insurance, Patient/Insurance, or Patient Receipt
History tab.

6  Click Details to view the patient’s fee slip item details ot click Summary to
view a summary of the patient’s fee slips.

™ patient Ledger - Patient Name: Sally Carter [ALERT] DOB: 10/08/1956

Last Mame |Carter First [Sally FzEnd || OpenOnly [ all same guarantor Pat # 3
hatt # ‘ e
Patient I Insurance IgPatient]Insurance 1 Patient Receipt History
Fee Slp # | PostingDate | Tot Chrg | Pat Chrg | PatPmt | Pat Adj | PatBal | InsChrg | InsPmt | Ins Adj Ins Bal Tok Bal Patient Mam
= 9 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
DMP PostingDate Descripkion Reference Pat Amount Ins Amount Item Balance
| ™ |o4/20/2008  |mazez | | v.oo| v.00] 0.00
Fee Slp # | PostingDate | Tot Chrg | Pat Chrg | PatPmt | Pat Adj | PatBal | InsChrg | InsPmbt | Ins Adj Ins Bal Tok Bal Patient Mame
= | 95|n3/24j2nnﬁ | n.nn| E.l]l]| —zn.nn‘ zn.nn| 5.nn| —ﬁ.nn| 2n.nn‘ 1n.nn| 24.nn| 3n.nn|5ally Carter
DNP PostingDate Descripkion Reference Pat Amount Ins Amount Item Balance
™ |o3/24/2008 Multipack Acuvue Lenses ¥ision Service Plan 0.00 30.00 0.00
™ |nsii1j2008 Insurance Payment Check#! 5465 0.00 -20.00
[~ |osiizjz008 Insurance Overpayment [1] (AD2}-Vision Service Plan 0.00 20.00
7 |osiizjz008 Insurance Overpayment [I] (AD2}-Vision Service Plan 0,00 10,00
I” |nsi1e)2008 Insurance Payment Check# 0.00 -20.00
™ |osi1e/z008 Transfer from Insurance to [1] wision Service Plan - 0.00 -20.00
I~ |osite/z006 Transfer from Insurance to [P] ¥ision Service Plan - 20,00 0.00
™~ |osi17/2008 Patient Payment Cash -20.00 0.00
™ |o3/24/2008 Multipack Acuvue Lenses Medicare 600 24.00 30.00
7 |os/117/2008 Insurance Charge Back Medicare 0.00 -30.00 0.00
[~ |osg11/2008 Insurance Payment Checks 0.00 30.00
[~ |os/11/2006 Insurance Charge Back ¥ision Service Plan 0.00 -30.00 0.00
™ |nsi11)2008 Insurance Payment Check# 0.00 30,00 j
[+] i b
Credit Tokal Chrg Pat Chrg Pat Pmk Pat Adj Pat Bal Ins Chrg Ins Pmk Ins Adi Ins Bal Balance
| 1600 | 4075.06 | 394z.66 | -zEE4.z3 | -198s | 136885 | 13z4o [ tooo | -ti&d40 | 2400 | 130265
viewsip | MewSip | Receipts | | Rewns | Edesip | print | Statement
Notes ¢ The colot-coded hierarchal grids in the Patient Ledger window
displays red text for open items, blue text for fee slip line items, and
green backgrounds for payments.
* Click the + (plus) or - (minus) sign next to a fee slip to view or hide
the fee slip’s line items.
* Click on column headings to sort the summary and detail grids.
* A [P] in the Reference column in the Patient/Insurance tab denotes a
patient adjustment or return.
* An [I] in the Reference column in the Patient/Insurance tab denotes
an insurance adjustment or return.
L]

DNP (Do Not Print) check boxes display items that will not be
printed on the Statements report.
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Viewing,
Editing, &
Creating Fee
Slips
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This section tells you how to view, edit, and create fee slips from the Patient Ledger
window, including how

To view fee slips, 297
To edit fee slips, 298
To create fee slips, 300

To view fee slips

Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.

Select a fee slip and click View Slip or right click on the fee slip in the Patient,
Insurance, or Patient/Insurance tab and select View Slip.

M8 patient Ledger - Patient Name: Sally Carter [ALERT] DOB: 10/08£1956

Lask Name |Carter First [Sally FeEind |I OpenOrly [ all same guarantor pat#| 3 Details
Chart & [ 7E958
Patient I Insurance I Patient/Insurance I Patient Receipt History

Fee Slip # Posting Date Charges Payments Adjustments Balance Patient MName T
* & 0.00 0. y ter T
+ 006 6.00 -20.00 20.00 6.00 |Sally Carter
+ 006 225.00 -25.00 0.00 200.00 |Sally Carter
= :Z:;ISD‘LDS 006 190.00 0.00 0.00 190.00 |Sally Carter =
+ Retuns 006 26.99 0.00 62.96 89.95 |Sally Carter
=] | Edtsip o6 56.50 0.00 56.49 112.99 [Sally Carter
+ 90 (03/16/2006 170.04 0.00 8.95 178.99 |Sally Carter
+ 68 (03/13/2006 545.00 -120.00 0.00 425.00 |Sally Carter
+ &3 |03/06/2006 0.00 0.00 0.00 0,00 |Sally Carter
+ 62 (03/06/2006 230.08 -65.00 0.00 165.08 |Sally Carter
+ 80|03/01,/2006 112.99 -112.15 0.00 0.84 |Sally Carter
+ 79 (03/01/2006 50.00 -50.00 0.00 0,00 |Sally Carter
+ 68 [03/21/2002 480,85 -435.85 -45.00 0,00 |Harper Cole
+ 85 0zf1zf2002 75.00 -75.00 0.00 0,00 |Sally Carter
+ 57 |04/02f2001 480,85 -480.85 0.00 0,00 |Harper Cole
+ 51 (03/09/2000 75.00 -75.00 0.00 0,00 |Harper Cole
+ 48 (03/09/2000 0.00 0.00 0.00 0,00 |Sally Carter
+ 33 |06/10/1999 107.00 -107.00 0.00 0.00 |Harper Cole j

Credit Balance
[ 1600 [ 1368.85
Mew Slip ‘ Receipts | ‘ Returns | Edit Slip | Prink | Statement

The OfficeMate Fee Slip window opens.

Note Click the Print icon to print the fee slip or click the Export icon
to export the fee slip to another destination.
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Chapter 9 Using the Patient Ledger

» To edit fee slips

You can edit fee slip charges, delete fee slip charges, and void fee slips using the
instructions in this section.

Notes

If you edit or delete a fee slip charge using the Edit Slip button in the
Patient Ledger window, an audit trail will not be visible in the Patient
Ledger window; instead, view the transactions in the Daily
Transaction Audit report. For more information on the Daily
Transaction Audit report, go to Daily Transaction Audit on page 414.

Payments recorded on deleted fee slip charges are added to the
patient’s credit balance.

Do not edit a fee slip if you adjusted an item on the fee slip,
transferred a balance, or used an insurance write-off; instead, void the
fee slip and create a new fee slip with the correct items.

You can change the provider in a fee slip that has been recorded by
changing each line item’s provider. Simply changing the provider
name in the Provider box will not affect the transaction’s monetary
distribution.

If you reduce a fee slip charge with a previous recorded payment that
causes the original payment to be more than the amount of the fee
slip, the excess amount is transferred to the patient’s unapplied
balance. When the patient has new charges, the unapplied amount can
be used to pay the new charges. The unapplied amount can also be
refunded to the patient.

If you increase a fee slip charge and the fee amount is higher than the
original payment, the fee slip will have an open balance.

1 Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.

eyefinity/OfficeMate
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Select a fee slip and click Edit Slip or right click on the fee slip in the Patient,
Insurance, or Patient/Insurance tab and select Edit Slip.

% patient Ledger - Patient Name: Sally Carter [ALERT] DOB:10/08/1956

Last Mame |Carter First [Sally FzEnd | Openonly [ All same guarantor Pat # 3 Suirmime J Details 1

Chart # | 78958
Patient I Insurance ] Patient{Insurance I Patient Receipt Hiskary

Fee Slip # | Posting Date Charges | Payments | Adjustments Balance Patient Mame =1
+ 26 04 o0& 0.00 0.00 0.00 . Sally Carter =
] 95 |03/24/2006 6.00 -20.00 20.00 6.00 (Sally Carter e
+ 94 |03/23/2006 225.00 -25.00 0.00 200.00 |Sally Carter
+ 93 (037212006 Wiew Slip 0.00 0.00 190.00 |Sally Carter
&3 9z [03/20,2006 ew Sl 0.00 62.96 89.95 |sally Carter
+ 91 |03/16/2006 Ez:s:’?: 0.00 5b6.49 112.99 |sally Carter
+ 90 |03/16/2006 0.00 B8.95 178.99 |sally Carter
+ 88 |03/13/2006 -120.00 0.00 425.00 |5ally Carter
] 83 [0306/2006 0.00 0.00 0,00 |3ally Carter
+ &2 |03/06/2006 -65.00 0.00 165.08 |Sally Carter
+ 80 (03/01,2006 -112.15 0.00 0.84 [Sally Carter
+ 79 (030172006 -50.00 0.00 0,00 |Sally Carter
+ 68 08/21/2002 -435.85 -45.00 0,00 |Harper Cale
+ 65 02{12/2002 -75.00 0.00 0,00 |3ally Carter
] 57 |04f0zf2001 -480.85 0.00 0,00 |Harper Cole
+ 51 |03/09/2000 -75.00 0.00 0.00 |Harper Cole
+ 43 [03{09/2000 0.00 0.00 0.00 0.00 |Sally Carter
+ 33 (061071999 107.00 -107.00 0.00 0,00 |Harper Cale Li

Credit Balance
[ 16.00 [ 13ez.85

Mew Slip | Receipts { Aadjust i Returns H Edit Slip I Brink 1 Statement

The Fee Slip window opens.

Edit the fee slip using the instructions in Recording Information on Fee Slips on
page 193.
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To create fee slips

Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.

Select a fee slip and click New Slip or right click on the fee slip in the Patient,
Insurance, or Patient/Insurance tab and select New Slip.

88 patient Ledger - Patient Name: Sally Carter [ALERT] DOB:10/08/1956 rgl
Last Mame [Carter First: [zally FzFind | OpenOnly kv Allsameguarantor  pacg | 3 cunoer | Detals
Chart # | 78958
Patient I Insurance I PatientiInsurance I Patient Receipt History
Fee Slip # Pasting Date Charges | Payments | Adjustments Balance | Patient Mame i

+ 96 04, & 0.00 0,00 0.00 te ek

+ 95 [03,/24,/2006 6.00 -20.00 20.00 6.00 [Sally Carter 2

A 94 |03,/23/2006 225.00 -25.00 0.00 200.00 [sally Carter

-; 93|03/21/2006 190.00 0.00 0.00 190.00 |sally Carter

=+ 92 |03/2(__View Slj 26.99 0.00 62.96 89.95 (Sally Carter

[+ 91 DSIIIW 56.50 0.00 56.49 112.99 (Sally Carter

B 90 03,11 Recelpts 170.04 0.00 8.95 178.99 [Sally Carter

Returns

* 8803/1] gy sip 545.00 -120.00 0.00 425.00 [sally Carter

i+ &3 |03/06/2006 0.00 0.00 0.00 0,00 |3ally Carter

+ 82 |03/06,2006 230.08 -65.00 0.00 165.08 (Sally Carter

+ 80|03/01/2006 112.99 -112.15 0.00 0.84 |Sally Carter

[+ 79 |03/01/2006 50.00 -50.00 0.00 0,00 |Sally Carker

+ 65 |08/21/2002 450,85 -435.85 -45.00 0,00 |Harper Cole

+ 65 |02/1zf2002 75.00 -75.00 0.00 0,00 |3ally Carter

1+ 57 |04/0zf2001 480,85 -430.85 0.00 0,00 |Harper Cale

+ 51 |03/09f2000 75.00 -75.00 0.00 0,00 |Harper Cale

¥ 45 |03/09/2000 0,00 0,00 0,00 0,00 |Sally Carter

[+ 33 |06/10/1999 107.00 -107.00 0.00 0,00 |Harper Cole j

Credit Bialance
16,00 [ 1zem.es
[Cmensic | meceits | coieion Refums Edtsip | e | Statemert: |

The Fee Slip window opens.

Create a new fee slip using the instructions in Recording Information on Fee
Slips on page 193.

This section tells you how to view and modify receipts in the Patient Ledger window,
including how

To view receipts, 300
To modify payments on receipts, 301

To pay open items with credit amounts, 302

To view receipts

Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.
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2 Select a fee slip and click Receipts or right click on the fee slip in the Patient,
Insurance, or Patient/Insurance tab and select Receipts.

%% Patient Ledger - Patient Name: Sally Carter, [ALERT] DOB:10/08/1956

Last Mame: |Carter First [5ally Fzfind |I Opencnly [ All same guarantar et Y Details
Chart # | 780955
Patient I Insurance I PatientiInsurance I Patient Receipt History

Fee Slip # Pasting Date Charges Payments Adjustments Balance Patient Mame Tt
&3 !
+ 95 (03/24 2008 6.00 . 20.00 6.00 |Sally Carter 12!
+ 94 (03/23) :‘:::;II‘D 225.00 -25.00 0.00 200.00 |Sally Carter
+ 93 |03,/21 190.00 0.00 0.00 190.00 (Sally Carter
+ 92 |03/20, Returns 26.99 0.00 62.96 £9.95 (Sally Carter
Es 91 |o3/16| Edtslip 56,50 0.00 56.49 112.99 [sally Carter
+ 90 |03/16/2006 170.04 0.00 8.95 178.99 |Sally Carter
+ 68 (03/13/2006 545.00 -120.00 0.00 425.00 |Sally Carter
£ 83 (0306/2006 0.00 0.00 0.00 0,00 |3ally Carter
+ 82 (03/06,/2006 230.08 -65.00 0.00 165.08 |Sally Carter
+ 80 (03/01,/2006 112.99 -112.15 0.00 0.84 |sally Carter
+ 79 03012006 50,00 -50.00 0.00 0,00 |3ally Carter
+ B |08/21)2002 480.85 -435.85 -45.00 0,00 |Harper Cole
+ 65 (02/12j2002 75.00 -75.00 0.00 0,00 |Sally Carter
+ 57 04/02{2001 480,85 -480.85 0.00 0,00 |Harper Cole
+ 51 (0309} 2000 75.00 -75.00 0.00 0,00 |Harper Cole
+ 46 (03/09j2000 0.00 0.o0 0.00 0,00 |Sally Carter
+ 33 |06/10/1999 107.00 -107.00 0.00 0,00 |Harper Cole j

Credit Balance

16.00 [ 136885

’W‘ Hew Slip | | Receipts | ‘ Returns ‘ Edit Slip | Print ‘ Statement

The Receipts & Adjustments window opens.

» To modify payments on receipts

1 Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.

2 Select a fee slip and click Receipts or right click on the fee slip in the Patient,
Insurance, or Patient/Insurance tab and select Receipts.

™ patient Ledger - Patient Name: Sally Carter, [ALERT] DOB:10/08/1956 E
Last Mame |Carter First [Sally Fzfind | OpenOnly [ Al same guarantor pat#| 3 Details
Chart # | 76958
Patient l Insurance I PatientjInsurance I Patient Receipk History
Fee Slip # Posting Date Charges Payments Adjustments Balance Patient Marne =
- -
] 95 03/ MUOE. 6.00 -20.00 20.00 6.00 |Sally Carter )
+ 94 (03/23) :‘:::;Ii‘p 225.00 -25.00 0.00 200.00 |Sally Carter
+ 93 (03/21 190.00 0.00 0.00 190.00 |Sally Carter
+ 97 |03/20, Returns 26,99 0.00 62,96 89.95 (Sally Carter
- a1 |03/16 EditSlip 56.50 0.00 56.49 112.99 [sally Carter
+ 90 (03/16,/2006 170.04 0.00 8.95 178.99 |sally Carter
+ 88 (03/13/2006 545.00 -120.00 0.00 425.00 |Sally Carter
+ &3 |0306] 2006 0.00 0.0 0.00 0,00 |Sally Carter
+ 62 (03/06,/2006 230.08 -65.00 0.00 165.08 |Sally Carter
+ 80 |03/01/2006 112.99 -112.15 0.00 0.84 |Sally Carter
+ 7O |0E01} 2006 S0.00 -50.00 0.00 0,00 |Sally Carter
+ 66 (08/21j2002 480,65 -435.85 -45,00 0,00 |Harper Cole
+ 65 |02{12/2002 75.00 -75.00 0.00 0.00 |Sally Carter
+ 57 04f02{2001 480,65 -450.85 0.00 0,00 |Harper Cole
+ 51 (03/09/2000 75,00 -75.00 0.00 0,00 |Harper Cole
+ 48 (03032000 0.00 0.0 0.00 0.00 |Sally Carter
+ 33 [06/10/1999 107.00 -107.00 0.00 0,00 |Harper Cole j
Credit Balance
| 136a.85
Mew Slip | I Receipts | ‘ Returns ‘ Edit Slip | Brint ‘ Statement

The Receipts & Adjustments window opens.

eYefinity/OfficeMate OfficeMate User’s Guide 301



Viewing & Modifying Receipts

302

>

Chapter 9 Using the Patient Ledger

Modify payments using the instructions in Applying Payments to Patient
Receivables on page 246, Applying Insurance Payments to Open Balances on
page 254, or Modifying Payments Using the Receipt History on page 291.

To pay open items with credit amounts

Note Automatically apply unapplied patient amounts from fee slips to new fee

slip charges in the Fee Slip window by selecting the Yes radio button
next to the Apply patient unapplied amount from fee slip other system
preference. For more information on modifying other system
preferences, go to To define and change other preferences on page 69.

Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.

Select a fee slip and click Receipts or right click on the fee slip in the Patient,
Insurance, or Patient/Insurance tab and select Receipts.

%% patient Ledger - Patient Name: Sally Carter, [ALERT] DOB:10/08/1956 E‘
Last Name: [Carter First [Sally Fzfind | Openonly |v Allsameguarantor  pat# | 3 - | petais |
Chart # | 78058
Patient l Insurance I PatientjInsurance I Patient Receipt Hiskory
Fee Slip # Posting Date iCharges Payments | Adjustments | Balance | Patient Mame

0,00 0,00 0.00 I et

- 95 [03/24 /2005 5.00 -20.00 20.00 6.00 [sally Carter ]
5 94 [03/23] :‘::::III‘D 225.00 “25.00 0.00 200,00 |Sally Carter

- 93 [03/21] 190.00 0.00 0.00 190.00 |sally Carter

=+ 92 |03,/20, Returns 26.99 0.00 62.96 89.95 (Sally Carter

Es a1 03;/16 EditSlip 56.50 0.00 56.49 112.99 [Sally Carter

- 90 [03/16,/2006 170.04 0.00 8.95 178.99 |sally Carter

- 88 [03/13/2006 545.00 -120.00 0.00 425.00 |Sally Carter

- 3 |13/06/2006 .00 a.an .00 .00 [3ally Carter

- 52 [03/06,/2006 230.08 -65.00 0.00 165.08 |sally Carter

+ 0 [03/01/2006 112,99 -112.15 0.00 0.84 [sally Carter

- 73 0301 fz006 5000 0,00 .00 .00 [3ally Carter

- 66 |uafz1/z002 480,85 435,85 45,00 0,00 [Harper Cole

+ 65 0271202002 75.00 75,00 0.00 0.00 [Sally Carter

- 57 [n4fnzfzont 480,85 480,85 .00 .00 [Harper Cols

- 51 [0309/2000 75.00 7500 000 0,00 [Harper Cole

+ 45 03092000 0.00 .00 0.00 0.00 [Sally Carter

- 33 [0610/1999 107.00 10700 .00 .00 [Harper Cols =

Credit Balance
16.00 [ 1368.85.

g Slip I ew Slip “ Receipts I 2 1 Returns 1 Edit Slip 1 Print { Skatement

The Receipts & Adjustments window opens.

Pay the open item with a credit amount using the instructions in To pay open
items with credit amounts on page 250.
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Returning
Products

For more
information on
returning
products, see the
“OSSU 402 Using
Patient Ledger”
iTrain.
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Open the Fee Slip Item Return window using one of the following methods:

—  Open a patient’s ledger. For more information on opening a patient’s
ledger, go to Opening a Patient’s Ledger on page 295. Select a fee slip, fee
slip line item, or product refund line and click Returns or right-click on a
fee slip or product refund line in the Patient or Patient/Insurance tab and
select Returns or Return Item.

- Click Tasks on the main window toolbar and select Return Product.
Type a fee slip number in the Fee Slip # text box and click Get Slip.

W patient Ledger - Patient Name: Sally Carter [ALERT] DOB:10/08/1956 E|
Last Name [Carter First [Sally FzEind || OpenOnly |/ Allsame guarsntor  pst# | 3 Details
Chart # | FHI5E
Patient l Insurance | Patisnt{Tnsurancs ] Patienk: Receipt History
Fee Slip # Posting Date iharges Payments Adjustments Balance Patient Mame 7T |

- 0.00 0.0 0.00 [Sally Carter =

1 vewsio o 1 o e

| 94 |03,/23,/ 2006 Hew Slip -25.00 0.00 200.00 |Sally Carter

& 93 |03/21,/2006 ‘ .- 0.00 0.00 190.00 |Sally Carter

+ 92 |03/20,/2006 Tat = 0.00 62.96 89.95 |Sally Carter

+ 91 [03//16,/2006 5B.50 0.00 56.49 112.99 |sally Carter

+ 90 |03/ 16,/2006 170.04 0.00 8.95 178.99 |Sally Carter

+ 86 [03/13,/2006 545.00 -120.00 0.00 425.00 |Sally Carter

+ 83 |03/06/2006 0.00 0.00 0,00 0,00 |Sally Carter

+ 82 |03/06,/2006 230.08 -65.00 0.00 165.08 |Sally Carter

+ 80 |03/01,/2006 112.99 -112.15 0.00 0.84 (Sally Carter

+ 79 |03{01/2006 50.00 -50.00 0.00 0.00 |Sally Carter

+ 65 |08/21/2002 480,85 -435.85 -45.00 0.00 |Harper Cole

+ £5 |02)12/2002 75.00 -75.00 0.00 0.00 |Sally Carter

+ 57 |04j02/2001 480,85 -480.85 0.00 0.00 |Harper Cole

+ 51 |03{09/2000 75.00 -75.00 0.00 0.00 |Harper Cole

+ 45 |03/08/2000 0.00 0.00 0.00 0.00 |Sally Carter

+ 33 |08{10/1999 107.00 -107.00 0,00 0,00 |Harper Cole =

Credit Balance
[ 1600 [ 136885
Wiew Slip | Mew Slip Receipts | IR;tTI Edit Slip | Prink | Statement

Note Type a fee slip number in the Fee Slip # text box and click Get
Slip to view other fee slips for the patient, if available.

Select a product from the Product Returned drop-down menu.
Select a reason for the return from the Reason for Return drop-down menu.

Select the person recording the transaction from the Recorded By drop-down
menu, if this field is not locked. For more information on locking and unlocking
this menu, go to Customizing Security Preferences on page 62.
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Select the Do NOT update Inventory check box to return a product without
adding it back into an inventory list.

ee 5lip Item Return for: Sally Carter

Product Returned | Accuflex 225 - | Fee Slip No 11 Get Slip

Qty Returned Date Returned | Reason for Return Recorded by
| | HCan't use |Frank|inJ Helen ﬂ

[ Do MOT update Inventory

Patient Information Insurance Information
Patient Charge IW Insurance Charge liuu
Patient Return IW Insurance Return ligg
Patignt Payment m Insurance Paymenkt liuu
Patient Refund li Insurance Refund li
Patient Balance 0.00 NOTE: All Insurance Refunds are On Account.
I~

Non-Refundable Amount ,7000 Comments

Reason J

Patient Refund Method

O onhAccount O Check O Cash 0 Cther

Type [ =]

Check # li Record Cancel

If there is a non-refundable amount for this product, type the amount in the
Non-Refundable Amount text box and select a reason for not refunding the
entire amount from the Reason drop-down menu.

Note You can record a non-refundable amount even if the patient has
not made a payment. This record creates a patient balance for a
non-refundable amount and displays an amount in the Adjustment
column in the Patient Ledger window.

Select the patient refund method.

—  Ifyouselect the Check radio button, type the check number in the Check
# text box.

—  If you select the Other radio button, select a refund type from the Type
drop-down menu.

Notes ¢ Ifyou select the On Account radio button, the amount returned
is added to the patient’s credit balance.

* You can record a check number after you refund an amount.

If you are applying a refunded insurance amount to a patient credit, select the
Apply Refund to Patient (On Account) check box.

Type comments in the Comments box, if necessary.

Click Record.

eyefinity/OfficeMate
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Adjusting
Charges

eyefinity;/OfficeMate

All adjustments are displayed in the Patient Ledger window and provide a complete
transaction history of the changes made to fee slips. This section tells you how to
adjust charges, including how

>

4

To adjust charges, 305

To adjust charges

Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.

Click Details.

Select a blue fee slip line item or non-product line and click Adjustment or
right click on a fee slip line item or non-product line in the Patient,
Patient/Insurance, or Insurance tab and select Adjustments.

%8 patient Ledger - Patient Name: Sally Carter, [ALERT] DOB: 10/08/1956 E‘
Lask Mame [Carter First [Sally Fzfind | OpenOnly [ Al same guarantor Pat # 3 Summary
Chart # | 7958
Patient I Insurance I Patient/Insurance I Patient Receipt History
Fee Slip # Pasting Date Charges Payments Adjustments Balance Patignt MName g
= | S ‘mfznfznns | 0.00 D.DD| 0.00 0.00 |Sa||y Carter |
DMP Posting Date Description Reference Armount Item Balance
| T |ot/z0/2008  |a4zee | | u.00 v.00 |
Fee Slip # Posting Date Charges Payments Adjustments EBalance Patient Name
5 | 95 ‘n3/24jznns | 5.00 —zn.nn| 20.00 6.00 |5ally Carter |
DNP Posting Date Description Reference Armount Item Balance
[ |03/24/2006 Multipack Acuvue Lenses 0.00 0.00
[T |osiigfzone Transfer from Insurance ba Patient wWision Service Plan - Glabal Transfer 20.00
I |osji7j2008 Patient Payment Cash -20,00
[~ |03/24/2006 Multipack Acuvue Lenses 6.00 6.00
[ |os/11/2006 Insurance Charge Back 0.00 0.00
Return Ttem
Line Addit | Dat:
p Pasting Date e o2 5 Adjustments Balance Patient: Hame
= 94 |03/23/2006 -25.00 | 0.00 200.00 |sally Carter
DNP Posting Date Drescription Reference Armount Item Balance
[~ |o3/23/2006 92004 130.00 130.00
[~ [03/23/2006 92012 b5.00 b5.00
[~ |03/23/2006 Acuvue 30.00 5.00
I |osj17/z006 Patient Payment Cash -25.00 j
Credit Balance
1p.00 1368.85

Wiew Slip ‘ Mew Slip ‘ Receipts H gd]ustmentl Returns ‘ Edit Slip | Prink | Staternent

The Fee Slip Item Adjustment window opens.

Adjust the charges using the instructions in Adjusting Charges on page 272.
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Add"‘]g If a product does not have a CPT code or if you want to add item modifiers, remove
Add|t|0nal the sales tax, keep the item from printing on the fee slip receipt, or record additional
Data to Fee information for an item on the fee slip, follow the instructions in this section.

: : 1 Open a patient’s ledger. For more information on opening a patient’s ledger, go
Slip Line nap coge
to Opening a Patient’s Ledger on page 295.
Items

2 Click Details.

3 Select and right click on a fee slip line item in the Patient, Patient/Insurance, ot
Insurance tab and select Line Additional Details.

M Patient Ledger - Patient Name: Sally Carter, [ALERT] DOB:10/08/1956 ﬁ|

Laskt Name |Carter First [Sally FzEnd | OpenOnly [v All same guarantor Pat # 3 Summary
Chart # ‘ TEOSE
Patient I Insurance I PatientjInsurance I Patient Receipt Hiskary
Fee Slip # Pasting Date Charges Payments Adjustments Ealance Patient Mame ;'
= | 9% |0412012006 | 0.00 0‘00| 0.00‘ 0.00 |Sa\|y Carter ‘
DMP Posting Date Description Reference Arnount Item Balance
| I |o4szo/z006  |adesz | | 0.00 0.00|
Fee Slip # Pasting Date Charges Payments Adjustments Ealance Patient Mame
5 | 95 |l]3,-’24,i'2l]l]6 | 6.00 —zu.uu| 20.00 6.00 |5ally Carter ‘
DMP Posting Date Description Reference Arnount Item Balance
03/24;2006 Multipack Acuvue Lenses 0.00 0.00
05/16/2006 Transfer From Insurance to Patient Wision Service Plan - Global Transfer 20.00
051712006 Patient Payment iash -20.00

0324 /2006 Multipack Acuvue Lenses 6.00

Insurance Charae Back

Return Item

Insurance C)

Ling Additional Data

Fee Slip # Posting Date = Adjustments Balance Patient Mame
Adjustments
= | a4 |03/23/2006 | L oo I — 0.00 200.00 |Sally Carter
DMP Posting Date Description Reference Arnount Item Balance
[~ |o3/23/2006 92004 130.00 130.00
[~ |03/23/2008 92012 65.00 65.00
I~ |o3/23/2006 Acuvue 30.00 5.00
I~ “|ospi7ieo0s Patient Payment Cash -25.00 j
Credit Balance
16.00 1368.85
Yiew Slip ‘ Mew Slip | Receipts | Adjustrment | Returns ‘ Edit Slip | Print | Staterment

The Fee Slip Item Additional Data window opens.

4 Add additional data using the instructions in Recording Information on Fee
Slips on page 193.
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Refunding
Patient
Credits

For more ; ; .
information on Note You cannot delete a patient credit after it has been refunded.

refunding patient
credits, see the
“How To -
Refunding Patient 2 Click the Patient Receipt History tab.
Credits” iTrain.

1 Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.

Right-click on an item and select Refund Patient Credit.

%8 patient Ledger - Patient Name: Sally Carter [ALERT] DOB:10/0B/1956

Last Name |Carter First [Sally Fzfind || ©Openonly [ Al same guarantor Pat # 3
Chart & | 78958
Patient I Insurance I Patient/Insurance I Patient Receipk Hiskory
Rec. Mo ‘ Date | Amount Check # Type | Unapplied | Refunded
101 05{17/2006 25.00 Cash .00/.00
100 05/17/2006
99 05/17/2006
98 05/17/2006
97 05/17/2006
95 =3 00
94 05/12/2006 30.00 Cash 00,00
93 03/27 2006 200.00 Cash .00 /90,00
92 03/24/2006 150,00 Cash .00190,00
91 03/13/2006 20.00 Cash .00/10.00
a0 03/13/2006 i0.00 Cash .00 /10,00
89 03/13/2006 50.00 Cash 000,00
&6 03012006 50.00 Gift Certificate .00/.00
69 02/12/2002 75.00 Cash 001,00
47 03/09/2000 35.00 Check .00.00
45 03/09/2000 .00 DELETED Cash 007,00
g 05/19/1999 263.43 Cash 00,00
Tokals 1127.43 16.00/210.00
Select
Credit
16.00

Wiew Slip | Mews Slip | Receipts | | Returns | Edit Slip { Prink Statement

The Refund Patient Credit window opens.

eyefinity/OfficeMate
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4  Complete the fields in the Patient Refund section.

“n Refund Patient Credit

Receipk No: 91

Dep. Date 01/19/2005

Patient last{First  [Carter |sally
Amaunt Paid $10.00 Check #
Applied Amourt 0.0 Method  Check (¥ Cash i Other

Refunded Amount $0.00 Type =
Unapplied Amount £10.00 Bank #

Previous Refund Details

Date ‘Reﬁmd Method | Check# / Type | Refund Amount

Reason | Recorded By

1 L]

Patient Refund

Patient. Balance |-45.00 Date |

* Check  Cash © Other

Type ,——|
Check # [ e
Refund Amount W

Reason ‘

Recorded By Franklin, Helen A
Refund Cancel

5 Click Refund.

The refunded amount appears in the Refunded column on the Receipt History
tab and in the Patient Credit Refund report. For more information on the Patient
Credit Refund report, go to Patient Credit Refund on page 448.

eyefinity/OfficeMate
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Printing the 1
Patient
Ledger 2

eyefinity/OfficeMate

Printing the Patient Ledger

Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.

Click Print.

Patient Name: Sally Carter, [ALERT] DO 0/0BI1956 ]
Last Mame [Carter First [sally _F2find [ OpenOnly v Allsame quarantor  pat & 3| | summary || oetals |
Chart # | —E0EE
Patient I Insurance I iPatient/Insurance Patient Receipt Histary
Fee Slp # | Posting Date | Tok Chrg | Pat Chrg | PatPmk | Pat Adj | PatBal | Ins Chrg | InsPmt | Ins Adj Ins Bal Tot Bal Patient Marme
DMP PostingDate Description Reference Pat Arnount Ins Amounk Item Balance
| I |o4sz0/2008 |a4zez 0.00| 0.00| 0.00
Fee Slp # | Posting Date | TokChrg | Pat Chrg | PatPmk | PatAdji | PatBal | InsChrg | InsPmt | Ins Adj Ins Bal Tat Bal Patient Mame
= ‘ a5 |03/z4,fzuus | 0.00 | 6.00 | -20.00 | 20.00 | 6.00 | -6.00 | 20.00 | 10.00 | 24.00 ‘ 30,00 ‘Sally Carter
DMNP PostingDate Description Reference Pat Amount Ins Amounk Item Balance
[~ |03/24/2006 Multipack Acuvue Lenses ¥ision Service Plan 0.00 30.00 0.00
™ “|nsf11j2008 Insurance Payment (Check#: 5465 0.00 -20.00
[~ |osi1zizo0s Insurance Overpayment [1] {ADJ)-Yision Service Plan 0.00 20.00
7 |osi1zizo0s Insurance Overpayment [1] {ADJ)-Vision Service Plan 0,00 10,00
I |nsi1ejz008 Insurance Payment Check# 0,00 -20.00
™ |osfiejzoos Transfer From Insurance ta [1] Wision Serwice Plan - 0,00 -z0.00
™ |osi1sjzo08 Transfer From Insurance ta [FP] Wision Service Plan - 20,00 0.00
™ |osi17izo0s Patient Payment iZash -20,00 0,00
™ |o3/24/20086 Multipack Acuvue Lenses Medicare 6.00 24.00 30.00
[T |os/11/2008 Insurance Charge Back Medicare 0.00 -30.00 0.00
™ |osi11jzo08 Insurance Payment hecks 0,00 30,00
I~ |oss11/2006 Insurance Charge Back Wision Service Plan 0.00 -30.00 0.00
™ “|nsf11j2008 Insurance Payment Check# 0,00 30.00 ﬂ
[+] | ¥
Zredit Total Chrg Pat Chrg Pat Pk Pat Adj Pat Bal Ins Chrg Ins Pt Ins Adi Ins Bal Balance
| 1600 | 407508 | | 33426 | 255423 | 1958 | 13e@es [ 13240 10,00 -118.40 24,00 139285
wigw Slip | Mew Slip | Receipts | | Returns | Edit Slip | I Prinkt I Statement
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VI_eW_I ng & Notes * You cannot print a statement for a patient if the patient does not have

Prlntlng an open balance or if the patient has a bad address, the Send

Statements Statement check box selected, or the Sent to Collection check box
selected. For more information on selecting and de-selecting the Bad
Addr, Send Statement, and Sent to Collection check boxes, go to To
record demographic information on page 83 and To record financial
information on page 94.

* Statements viewed and printed from the Patient Ledger window
display 30 days of details. To display more details, view and print
statements from the Reports, Statements & Graphs window. For
more information on viewing and printing Statements reports, go to
Creating & Printing Statements on page 390.

1 Open a patient’s ledger. For more information on opening a patient’s ledger, go
to Opening a Patient’s Ledger on page 295.

2 Click Statement.

% Patient Ledger - Patient Name: Sally Carter [ALERT] DOB: 10/08/1956 El
Last Mame [Carter First [Sally FzFind | ©OpenOnly [ All same guarantor o Summary
Chart & [ 75955
Patient I Insurance I iPatient/Insurance ’i Patient Receipt History

Fee Slp # | Posting Date | Tok Chrg | Pat Chrg | PatPmk | PatAdj | PatBal | InsChrg | InsPmt | Ins Adj Ins Bal Tat Bal Patient Marme

NP PostingDate Description Reference Pat Amount Ins Amount Item Ealance
| I |ossz0/2006  |a4z62 | | 0.00| 0.00| 0.00
Fee Slp # | Posting Date | Tok Chrg | Pat Chrg | Pat Pmt | Pat Adji | PatBal | InsChrg | InsPmt | Ins Adj Ins Bal Tat Bal Patient Mame
= ‘ a5 |l]3,-’24,i'2l]l]6 | 0.00 | 6.00 | -20.00 | 20.00 | 6.00 | -6.00 | 20.00 | 10,00 | 24.00 ‘ 30,00 ‘Sally Carter
DrNP PostingDate Description Reference Pat Amount Ins Amount Item Balance
7 |o3724/2006 Multipack Acuvue Lenses Yision Service Plan 0.00 30.00 0.00
I “|osi11jzo08 Insurance Payment Check#: 5465 0,00 -20.00
[~ |osi1zizoos Insurance Overpayment [1] {ADJ)-Yision Service Plan 0.00 20.00
[~ |osi1zizoos Insurance Overpayment [I] {ADJ)-Vision Service Plan 0,00 10,00
I~ |ns{16j2008 Tnsurance Payment Check# 0.00 -20.00
™ |nsf16jz008 Transfer From Insurance ta [1] Wision Service Plan - 0.00 -20.00
[~ |osi1sjzo08 Transfer From Insurance ta [F] Wision Serwice Plan - 20,00 0.00
™ |osi17izo0s Patient Payment iZash -20,00 0,00
™ |o3/24/20086 Multipack Acuvue Lenses Medicare 6.00 24.00 30.00
[T |os5/11/2006 Insurance Charge Back Medicare 0.00 -30.00 0.00
™ |osi11jzo08 Insurance Payment Check# 0,00 30,00
7 |oss11/2008 Insurance Charge Back Yision Service Plan 0.00 -30.00 0.00
I “|osi11jzo08 Insurance Payment Check# 0.00 30.00 ﬂ
[« i b
Zredit Total Chrg Pat Chrg Pat Pk Pat Adj Pat Bal Ins Chrg Ins Pt Ins Adi Ins Bal Balance
[ 1600 [ so7sos | awezee [ -zs54z3 | 1958 [ 13eees | 13ee40 [ 1000 [ -11@s0 [ 2400 [ 139285

wigw Slip | Mew Slip | Receipts | | Returns | Edit Slip | Prinkt ‘

The OfficeMate Fee Slip window opens.
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3 Click the Print icon to print the fee slip or click the Export icon to export the
fee slip to another destination.

fficeMate Fee Slip

Hod [ T T

OfficeMate Software Salutiors a1
15375 Barranca Parkway

Building L

Irvine, CA 22618 Statement of Account

Date Printed (03/14/2005
Period Ending 03/14f2005
Provider Name
Phone Number 949-754-5000
i James Underwood
4E0E0 Pacific Heights Drive
Mission Wgio, CA 92692
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CHAPTER 10

Using FrameMate

In this chapter:

. Opening FrameMate, 313

. Using the FRAMES SPEX UPC CD-ROM, 314

. Using the FRAMES Quarterly CD-ROM, 316

. Using the Marchon Diskette, CD-ROM, & Download Sources, 317

. Transferring & Loading Frames into the OfficeMate Products Database, 320

. Viewing Frame Information, 323

. Deleting Manufacturers, 324
For more FrameMate allows you to use the electronic catalogs available from the FRAMES Data
information on SPEX UPC CD-ROM, FRAMES Data Quarterly CD-ROM, and Marchon Frames
using the FRAMES Diskette. Use FrameMate to view information about a product and transfer the
Data CD, see the information into OfficeMate.
“OSSU 105 Setting N ]
Up Products & ote Before you transfer frames into OfficeMate, set up your procedure

codes. For more information on setting up procedure codes, go to To
add procedure codes on page 45.

Services” iTrain.

Opening Open the FrameMate using one of the following methods:
FrameMate . Click the Products icon and select FrameMate.
. Click Tasks on the main window toolbar and select FrameMate
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Using the FRAMES SPEX UPC CD-ROM Chapter 10 Using FrameMate

U Sing the This section tells you how to use the monthly FRAMES SPEX UPC CD-ROM with
FRAMES SPEX FrameMate and OfficeMate, including how

UPC CD-ROM  *  Toopen the FRAMES SPEX UPC CD-ROM in FrameMate, 314

. To import manufacturers into FrameMate, 315

Note If you are looking for information on using the FRAMES
Quarterly CD-ROM, go to Using the FRAMES Quarterly
CD-ROM on page 316.

» To open the FRAMES SPEX UPC CD-ROM in FrameMate

1 Open FrameMate. For more information on opening FrameMate, go to
Opening FrameMate on page 313.

2 Click Tasks and select Select FRAMES Source.

The Catalog FRAMES Source window opens.

Insert the FRAMES SPEX UPC CD-ROM into your CD-ROM drive.
4 Select your CD-ROM drive from the Drive drop-down menu.
5 Click the FRAMES UPC Data CD radio button.

881 Catalop FRAMES Source f'5_<|

Drive ||§di j

" FRAMES Quarterly CD

{* FRAMES IUPC Data COi

" Marchon Frames

QK Cancel

[o)

Click OK.

7 Import manufacturers into FrameMate. For information on importing
manufacturers, go to To import manufacturers into FrameMate on page 315.
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Chapter 10 Using FrameMate Using the FRAMES SPEX UPC CD-ROM

» To import manufacturers into FrameMate

Note You must install manufacturers every fime you receive and install a
new Frames SPEX UPC CD. If you do not install manufacturers
every time you install a new Frames SPEX UPC CD, you will not
see updated manufacturer information in FrameMate and
OfficeMate.

1 Open the FRAMES SPEX UPC CD-ROM. For information on opening the
SPEX UPC CD-ROM in FrameMate, go to To open the FRAMES SPEX UPC
CD-ROM in FrameMate on page 314.

2 Click Tasks and select Install Catalog.
The Catalog Installation & Update window opens.
Select your CD-ROM drive from the Install From drop-down menu.
4 Select Frames Data SPEX UPC CD from the Available Catalogs box.

5 Click Install Manufacturers.

= Catalog Installation & Update E‘El

Installation Specifications

Install From @ d: -

Available Catalogs Select Manufacturers ko Install

Install Manufacturers

<

Select Al | Unselect Al
Instal Close

6  Click on the manufacturers that you want to install.

Notes ¢ C(Click Select All to select all of the manufacturers listed.

¢ C(Click Unselect All to unselect all of the manufacturers that
you previously selected.
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Using the FRAMES Quarterly CD-ROM

Using the
FRAMES
Quarterly
CD-ROM

316

7 Click Install.

B Catalog Installation & Update

Installation Specifications

Install From @d: -

Awallable Catalogs

Install Manufacturers

Select Manufacturers ko Inskall

<

Select Al Unselect All
Install Close

&  Click Yes on the Installation Warning window.

The installation begins.

Chapter 10 Using FrameMate

9  Click OK on the Installation Completed window.

10 Transfer product data from the FRAMES SPEX UPC CD-ROM into
OfficeMate. For information about transferring product data, go to Transferring
& Loading Frames into the OfficeMate Products Database on page 320.

This section tells you how to use the FRAMES Quarterly CD-ROM with FrameMate

and OfficeMate, including how

. To open the FRAMES Quarterly CD-ROM in FrameMate, 316

Notes

* If you are looking for information on using the monthly

FRAMES SPEX UPC CD-ROM, go to Using the FRAMES

SPEX UPC CD-ROM on page 314.

* Unlike the monthly FRAMES SPEX UPC CD-ROM, you are
not required to import manufacturers into FrameMate before

transferring frames into OfficeMate.

» To open the FRAMES Quarterly CD-ROM in FrameMate

1 Open FrameMate. For more information on opening FrameMate, go to
Opening FrameMate on page 313.

2 Click Tasks and select Select FRAMES Source.
The Catalog FRAMES Source window opens.
3 Insert the FRAMES Quarterly CD-ROM into your CD-ROM drive.

4 Select your CD-ROM drive from the Drive drop-down menu.

OfficeMate User's Guide
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Chapter 10 Using FrameMate Using the Marchon Diskette, CD-ROM, & Download Sources

5  Click the FRAMES Quarterly CD radio button.
88/ Catalog FRAMES Source E'

Drive ||-|—_"IE;Id: j

(¥ FRAMES Quarkerly CLi

(" FRAMES UPC Data CO

(" Marchon Frames

(o] Zancel

6  Click OK.

7 Transfer product data from the FRAMES Quatterly CD-ROM into OfficeMate.
For information about transferring product data, go to Transferring & Loading
Frames into the OfficeMate Products Database on page 320.

USing the This section tells you how to use the monthly FRAMES SPEX UPC CD-ROM with
M archon FrameMate and OfficeMate, including how
Di Skette, . To open the FRAMES SPEX UPC CD-ROM in FrameMate, 314
CD'ROM, & . To import manufacturers into FrameMate, 315
Download — T

te 7.0 or above and you downloade
Sources you are using iceMa

frames from the Marchon MVP Web site after June 2006, you must
use 2 CD-ROM to transfer the frames into FrameMate. If you

downloaded frames from the Marchon MVP Web site before June
2000, you can transfer the frames into FrameMate using a diskette.

» To open the Marchon Diskette & CD-ROM in FrameMate

1 Open FrameMate. For more information on opening FrameMate, go to
Opening FrameMate on page 313.

2 Click Tasks and select Select FRAMES Source.
The Catalog FRAMES Source window opens.

eyefinity;/OfficeMate
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3 Complete one of the following tasks:
—  Insert the Marchon Frames diskette into your floppy disk drive.
—  Insert the Marchon Frames CD-ROM into your CD-ROM drive.

—  Ifyou are installing Marchon frames that you have already downloaded to
your computer from the Marchon MVP Web site, skip this step and go to
step 4.

Note To request a Marchon Frames diskette or CD-ROM, call Marchon
Eyewear at 1.800.645.1300 and ask for the Excess Sales
Department or e-mail them at excesssales@marchon.com. You
can also go to the Marchon MVP Web site at
http:/ /www.marchonl.com/main.nsf/ MVPRD?OpenPage,
download the Marchon frames, and copy them on to a floppy disk
or CD-ROM or save them on to your computer.

4 Select your floppy disk drive, CD-ROM drive, or the drive where you saved your
previously downloaded Marchon frames from the Drive drop-down menu.

5 Select the Diskette, Data CD, or Download File radio button.

Note If you selected the Download File radio button, navigate to the
location where you saved your downloaded Marchon frames.

88| Catalog, FRAMES Source E|

Drive ||§'di j

" FRAMES Quartetly CD

" FRAMES UPC Data D

¥ Marchon Frames

Marchon Frames Data Source
i Diskette

" Downloaded File

oK, Cancel

6  Click OK.

7 Import manufacturers into FrameMate. For information on importing
manufacturers, go to To import manufacturers into FrameMate on page 319.
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» To import manufacturers into FrameMate

Note You must install manufacturers every fime you receive and install a
new Marchon diskette or CD. If you do not install manufacturers
every time you install a new Marchon Diskette or CD, you will not
see updated manufacturer information in FrameMate and
OfficeMate.

1 Open the Marchon Diskette, CD-ROM, or Downloaded Source. For
information, go to To open the Marchon Diskette & CD-ROM in FrameMate
on page 317.

2 Click Tasks and select Install Catalog.

The Catalog Installation & Update window opens.

Select your floppy disk drive from the Install From drop-down menu.
4 Select Marchon UPC from the Available Catalogs box.

5 Click on the manufacturers that you want to install.

Notes ¢ (lick Select All to select all of the manufacturers listed.

¢ C(Click Unselect All to unselect all of the manufacturers that
you previously selected.

o8 Catalog Installation & Update

Installation Specifications

Install From | &=20 5: j

Available Catalogs Select Manufacturers to Instal

Marchon UPC Diskette Calvin Klein
Frames Data SPERUPC CD

Select Al | unselect.ﬂll|

Install | Close |

6 Click Install.

7 Click Yes on the Installation Warning window.
The installation begins.

8 Click OK on the Installation Completed window.

9 Transfer product data from the Marchon Catalog into OfficeMate. For
information about transferring product data, go to Transferring & Loading
Frames into the OfficeMate Products Database on page 320.
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Transferring
& Loading
Frames into
the
OfficeMate
Products
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1

AN Wn B~ W

10
11

12

Open FrameMate. For more information on opening FrameMate, go to
Opening FrameMate on page 313.

Click Tasks and select Transfer Into OfficeMate.

The Transfer to OfficeMate window opens.

Select a manufacturer from the Manufacturer drop-down menu.
Select a designer from the Designer drop-down menu, if desired.

Select 2 Frame Criteria radio button.

Select the Detail check box if you want to include eye sizes, colors, and product
codes in the transfer.

138/ Transfer to OfficeMate

Marufacturer |Marchon ﬂ Fame Likena
. ¢ AllCurrent [ Discontinued © Mew  Price Changed

Designer |coacH atrLOCK =]

Style Mame | Calculate Fee. .. | Cross-reference. .. |
Sel Designer Style Name | Color | Eye | DBEL |Tm|3|| Cost | Fee I;
J R |
)
|
-

23

e

g

=

EE

=

%

23

ez

= -
| 1 Progress Load | i Cancel | Total Selected a

Click Calculate Fee.

The Fee Calculation Specifications window opens.
Type the markup in the Factor text box.

Type additional markup dollars in the Dollars text box.
Select the Round Up or Down check box.

Type the value in the Cents text box with which you want the price to end.

198 Fee Calculation Specifications ['5—(|

FEE == COST ¢ z $5.00
(Factor) (Dollars)
Round Up - Down [~ EndWith 0| Cents

Example: Fee = 20,00 ¥ 2 + 9.00
Round Up and Endin .49 = 49.49)

oK | Cancel \

Click OK.
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13  Click Cross-reference.

The Cross-Reference Catalog & OfficeMate Data window opens if an
exact match for the manufacturer selected for transfer cannot be found in the
OfficeMate database.

14  Click Add and then select a manufacturer from the OfficeMate Data
drop-down menu, if applicable.

159 Cross-Reference Catalog & OfficeMate Data

Catalog Data (OfficeMate Daka
Manufacturer Marchan IIMarchon Evewear, Inc. - || Add
: &leon
Designer COACH AIRLOCK | |Bausch & Lomb Add

Bienedick Optical

Essilor OF America, Inc.
In Cffice Lab
Marchon Evewe:
Specialty CLs
|istakon, Inc.

Tax Tvpe

4

Insurance Fee Type

Wendaor

Stocking Twpe

CPT Cade

Financial Group

Production Group

Lol Ll Led Led Led Le Le ] Lo

|
|
|
|
Unik of Measure |
|
|
|

oK | Cancel I

Notes ¢ Use the Cross Reference Catalog & OfficeMate Data window to
create new manufacturers in the OfficeMate database, select an
existing manufacturer that corresponds to the one you are
importing from the FRAMES Data catalog, and assign
OfficeMate-specific details to the products you are importing.

* The information that appears under the Catalog Data heading
lists the manufacturer and designer(s) you are importing from
the FRAMES Data Catalog,

* The information that appears under the OfficeMate Data
heading lists the manufacturers, designers, and
OfficeMate-specific details from your OfficeMate products
database. Use the Add buttons to add new manufacturers or
designers.

15 Click Add and then select designers from the Designer drop-down menus, if
applicable.
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16 Select the tax type, insurance fee type, vendot, stocking type, unit of measure,

17
18
19

20
21
22
23
24
25

CPT code, financial group (if necessary), and production group (if necessary)
from the appropriate drop-down menu.

88 Cross-Reference Catalog & OfficeMate Data

Catalog Data OfficeMate Data
Manufackurer 'V'Iarchon |March0n Evewear, Inc. ﬂ
Designet  [COACH AIRLOCK = v [~] add
-

Tax Type |Frames Eax j
Insurance Fee Type | GwrPwer +-8D5PH ME |
endor |March0n Evyewear, Inc, j
Stocking Type |Description only j
Unit of Measure |Each j
CPT Code |\u'2020 Core Frame j
Financial Group |C0nsultati0ns x

Production Group

4

Click OK.
Click Load.

Select or deselect frames by clicking Select All, Unselect All, or individually
selecting and deselecting Sel check boxes.

39 Transfer to OfficeMate

Manufacturer |Marchnn ¥ froile e
: & Al Current ( Discontinued ¢ Mew { Price Changed

Designer |concH amrLock ~|
Style Name | v Detail Calculate Fee... | Cross-reference. .. ‘

Sel | Designer Style Name | Color | Eye | DEL | Tmpl | Cost | Fee Ii

1 COACH AIRLOCK 305 COACH AMDREA ANTIQUE ROSE 50 o 135 9495 9500 |

¥ | COACH AIRLOCK 305 COACH AMNDREA GOLDEM MIST 50 o 135 94,95 95,00

¥ | COACH AIRLOCK 305 COACH AMDREA ORCHID 50 a 135 G4.95 95.00

M| COACH AIRLOCK 305 COACH ANDREA ROSE S0 o 135 54,95 95.00

| COACH AIRLOCK 305 COACH AMDREA TAN 50 o 135 84,95 95.00

W | COACH AIRLOCK 300 COACH FRAMKLIM - BLACK 51 o 140 94,95 95,00

¥ | COACH AIRLOCK 306 COACH FRANELTMN BLLE 51 a 140 G4.95 95.00

¥ | COACH AIRLOCK 306 COACH FRANKLIN BORDEALIX 51 o 140 54,95 95.00

¥ | COACH AIRLOCK 306 COACH FRANKLIN GUNMETAL 51 o 140 54,95 95.00

W | COACH AIRLOCK 306 COACH FRAMKLIM - TAN 51 o 140 84,95 95.00

W | COACH AIRLOCK 307 COACH CHRISTIME  |BLACK 49 o 135 94,95 95,00

¥ | COACH AIRLOCK 307 COACH CHRISTINE  BORDEALR 49 a 135 G4.95 95.00

¥ | COACH AIRLOCK 307 COACH CHRISTINE  GREEN 49 o 135 54,95 95.00

| COACH AIRLOCK 307 COACH CHRISTINE  PURPLE 49 1] 135 9495 9500 =
| Select Al Unselect All I Progress Transfer | Cancel |Total Selected 32

Type fees in the Fee text boxes, if applicable.

Ensure that the OfficeMate Products window is closed.
Click Transfer.

Click Yes on the Transfer Warning window.

Click OK when the transfer is complete.

Repeat these steps 3—24 for each manufacturer and designer that you want to
transfer into your OfficeMate Products database.
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Viewing I Click View.
Frame 2 Select a manufacturer from the Manufacturer drop-down menu.
Information 3

Select a brand name or designer from the Brand Name/Designer
drop-down menu.

4 Select one of the Frame Criteria radio buttons.

5 Click Load.

128 ¥iew Catalog b_(|
Manufacturer Marchon i Frame Criteria
i i
Brand Mame/Designer [RENY * Al Current Mew Frame
" Discontinued " Price Changed
Style Mame |
Manufackurer ‘ EBrand MameDesigner Skyle Mame {*} image =
] [
-
Load | ] Close Total Selected

6 Double-click on a frame.

OR

Select a frame and click View Details.

Note FRAMES Quatterly CD-ROM frame styles with an asterisk
include an image. Click on the frame image box to view the image.

The Frame Style View window opens.

eyefinity;/OfficeMate
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7 View the frame details using one or more of the following methods:
—  Click List SKUs to view the stock keeping unit numbers.

—  Click Price to open the Price Information window and view price
information.

—  Click Summary to view summary details.

— Click the arrow buttons to view information on other frames.

59 Frame Style View g|
Skyle Summary
Manufacturer }Q A OPTICAL Gender Female
Brand/Designer |Alexander Callection Material  Monel
Style Name Jaddison Mounk [
Bridge Size PD
Ikemn Type | Axis b

Ikem Usage '\’Ietal

Available Colors {*} image Available Sizes

Choco Eye A B ED DEL Temple | = |
Indigo
Silver

46 45.5 29.4 46.6 20 145

List SKU's |

| = | ==

Close |

&  Click Close to close the Frame Style View window:.

9 Click Close to close the View Catalog window.

» Deleting Manufacturers

Note You can only delete manufacturers from the FRAMES SPEX UPC
CD-ROM and the Marchon Diskette. You cannot delete manufacturers
from the FRAMES Quarterly CD-ROM.

1 Click Tasks and select Delete Manufacturers.
The Delete Manufacturers window opens.

2 Select a catalog from the Available Catalogs box.

324 OfficeMate User’s Guide eyefinity/OfficeMate



Chapter 10 Using FrameMate

eyefinity;/OfficeMate

Select or deselect manufacturers by clicking Select All, Unselect All, or
individually selecting and deselecting manufacturers.

Z* Delete Manufacturers

Available Catalogs

Select Manufackurers ko Delate

Viewing Frame Information

&

Marchon Cakalo

Luxattica Group

A 2 A OPTICAL
A-1 FYEWEAR

ALAMNCO & RAFAELE EYEWEAR.
{CELEBRITY
ALTAIR/DIAMONTITE MAGKNETICS

ﬁ% : i | Select Al | gnselectnlll

Delete |

Close

|

Click Delete.

Click OK on the Deletion Completed window.
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CHAPTER 11

For more
information on
maintaining
inventory, see the
“OSSU 303
Maintaining
Inventory” iTrain
and the OSSU
300-2,
“Maintaining
Inventory,”
training course.

Setting Up
Inventory

eyefinity/OfficeMate

Maintaining Inventory
Information

In this chapter:

. Setting Up Inventory, 327
. Recording Product Inventory Details, 330
. Maintaining Inventory Information, 332

Maintaining inventory information in OfficeMate allows you to track items that you
have in stock and “on hand.”

This section tells you how to set up inventory preferences in OfficeMate, including
how

. To begin maintaining perpetual inventory, 327

. To set up inventory preferences, 328

Note Press the F12 key when your cursor is in a drop-down box to open a
Maintain window and add new items to the drop-down menu
selections. For more information on using the F12 key, go to To add and
maintain list box selections (F12) on page 19.

» To begin maintaining perpetual inventory
1 From the OfficeMate main window, click Setup, and select Product Setup.
The Product Setup window opens.

2 Select one of the eight product types from the Product Type drop-down
menu.
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Ensure that the Maintain perpetual check box is selected.

Select the product type’s unit of measure from the UOM drop-down menu.

Select the inventory cycle from the Physical inventory cycle drop-down
menu.

- Product Setup

Product Type I Preferences ] GL Mumbers I Mass Change I Commission Class I
Product type |Frames j
ﬂ Commission method ¢ Gross®
Physical inventory cycle |nnnual Cycle ﬂ (* Margini
i
Tax 1 bype |Frames kax ﬂ Ll i e,
ommission rake ’—
Tax 2 bype 1 ﬂ .
2 Special incentive -Spiff $0.00
Stocking level 1—1 HMin 1—1
I
oK ] | | Print ] Cancel |

Type the stocking level in the Stocking Level text box. The default stocking
level is 1.

Type the minimum quantity of the product that you want to have in stock in the
Min text box. The default minimum quantity is 1.

Click Print to print the product type information, if desired.

Click OK to close the Product Setup window.

To set up inventory preferences

From the OfficeMate main window, click Setup, and select Product Setup.
The Product Setup window opens.

Click the Preferences tab.

Type or select the start date of the first period in your inventory calendar in the
Start date of first periods text box.

Note Typically, the start date is the date your fiscal year begins; check
with your accountant to confirm the start date of the first period
in your inventory calendar.

Type the current calendar year in the Current calendar year text box.

' , . eyefinity /OfficeMa
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Setting Up Inventory

5 Type the current inventory period in the Current inventory period text box.

Note The amount of time between the start and close of the inventory
is an inventory period. The length of the current inventory period
is entered only at the start of your inventory. The inventory period

is automatically advanced when you close the current inventory

petiod.

6  Type the number of periods in a year in the # of periods in a year text box.

7 Ifyou keep your inventory physical count by board location select the Yes radio
button next to Will physical count be stored by board location?

Note The board location is the location of an item within the dispensary.
For contact lenses and other items, the location could be a bin,

shelf, or drawer.

- Product Setup

Product Type GL Mumbers

These Preferences apply to ALL Product Types.

Start date of first periods — |01/01/2000 ﬂ

Current calendar wear 2004
Current inventory period 3

# of periods in a vear 1z

‘Wil physical count be stored by board location?  Yes ¢ po

] Mass Change ] Commission Class

Barcode Label Options
Description {1 Line, 1st 24 chrs.)

Description (split on two lines)
Manufacturer

Designer Series

Color Description

Board Location

Date Received

Fee

You may select 4 lines of data for barcode.

Columnonbar code ¢~ ypc & product Code

o
-
s
(s
-
-
e

i*

Yes
Yes (v
Yes
Yes
Yes (v
Yes (+
Yes (v
Yes

Bar Code Prinker |Sat0 Y208

Carnrr, Part for Barcode Printer |_D

|

o | |

| | Cancel |

8  Click OK to close the Product Setup window ot go to To set up barcode label
options on page 115 if you use a barcode printer to print barcode labels.
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Chapter 11 Maintaining Inventory Information

Before you begin maintaining inventory, record product information and inventory
details in OfficeMate. Complete the instructions in this section to record product
inventory details. Go to Recording Product Information on page 121 to record
product information.

Notes ¢ If you are using the FRAMES SPEX UPC CD-ROM, FRAMES

Quarterly CD-ROM, or Marchon Frames Diskette, go to Using
FrameMate on page 313 for instructions on how to use FrameMate
to transfer frame information into OfficeMate.

* Press the F12 key when your cursor is in a drop-down box to open a
Maintain window and add new items to the drop-down menu
selections. For more information on using the F12 key, go to To add
and maintain list box selections (F12) on page 19.

AN W B W N

|

10
11
12

Open the Products window. For more information on opening the Products
window, go to Setting Up Product & Service Information on page 113.

Select a product from the Product Type drop-down menu.

Select a product manufacturer from the Manufacturer drop-down menu.
Type a product name in the Product Name text box.

Click F2-Find to search for a product.

Double-click on a product for which you want to record product inventory
details.

Click the Product Details tab.

Click New to add new product details or select a line in the table to modify
product inventory details.

Type product sizes into the Product Sizes text boxes.

Type product sizes in the BC, Dia, Sph, Cyl, Axis, and Add text boxes.
Type ot select a color from the Color drop-down menu, if applicable.
Type the product code in the Product Code text box.

OR

Type the UPC code in the UPC Code text box.

Note If you transfer frame information from a FRAMES Data
CD-ROM into OfficeMate, the product UPC code is automatically
moved to the Product Code box and the UPC Code box is empty.
For more information on how to use FrameMate to transfer frame
information into OfficeMate, go to Transferring & Loading
Frames into the OfficeMate Products Database on page 320.
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14
15

16

17

18
19

Recording Product Inventory Details

Type the board location in the Board Location text box.

Products : Contact Lenses - Acuvue E‘
Broducts | Product Detais ]
i " Board | Stacking 7 - Save
Discortinued | BC | Dia ‘ Sph ‘ Cyl | s isdd | Colar | Product Code | UPCCode | 7300 | 7 0% [ Minium ‘ o
H 8.80 1400 550 733905100437 4 2 4| |
— 8.60 1400 575 733905100451 4 2
H 880 1400 -6.00 733005100475 1 z -4 e
H 8.60 1400 650 733905100512 6 2
H 8.60 1400 750 733005100595 [ 2
H .80 14.00 -&.00 733905100635 5 4 ey
I~ 8.60 1400 -GS0 733905100673 4 3
I 9.60 1400 -0.00 733005100710 G 2 Copy
rg e = O
; -
| | ]

Print Bar Cods

gl [ B [ oa [ sph | cd | mas | add |
| 543, 6.00  +6.00  +6.00 6 +e.00]
Dats last sold Last recaived sl
Color Brown 5 FTD D [ stodnglevel [ 1
Product Code [7go7ag Qy Sold 0 o o Min 1
L Gty Returned 0 0 ] d
ode t H

st amount Sold 0.00 0.00 0.0 o
Board Location ’7 OGS Sold 0.00 0.00 0.00 On Crder ’7
Discortinued [~ e 0.00 0.00 0.00 Recorded By

Type the stocking level in the Stocking level text box, if applicable.

Type the minimum quantity of the product that you want to have in stock in the
Min text box.

If this is a new product, type the quantity in stock in the Qty on Hand text box.

Note You can only record a quantity in the Qty on Hand text box if the
product is new. If you need to modify the quantity recorded in the
Qty on Hand text box, go to To adjust your inventory on page 332.

Select the staff member recording the inventory details from the Recorded By
drop-down menu, if this field is not locked. For more information on locking
and unlocking this menu, go to Customizing Security Preferences on page 62.

Click Print Bar Code to print a barcode for the selected product.

Click Save and select one of the following options:

—  Save to save the information and keep the Products window open.
—  Save and New to save the information and create a new product.

- Save and Exit to close the Products window.
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Maintaini ng This section tells you how to record inventory adjustments, purchase orders, physical
Invento ry counts, and period closes, including how
|nformat|0n J To adjust your inventory, 332

. To create & maintain purchase orders, 334

. To create & maintain purchase orders from fee slips, 336

. To receive purchase order inventory products, 338

. To manually count & record your physical inventory, 339

. To scan & record your physical inventory, 340

J To close inventory periods, 341

» To adjust your inventory

You must adjust your inventory in order to modify or delete the quantity of products
that you have stocked and “on hand.”

1 Click the Products icon, select Inventory, and then select Adjustments.
OR

Click Tasks on the main window toolbat, select Inventory, and then select
Adjustment.

The Inventory Adjustment window opens.

2 Select an adjustment type from the Adjustment Type drop-down menu, if
applicable.

Notes ¢ The Adjustment adjustment type allows you to enter a positive
or negative adjustment amount.

* The Receive Inventory adjustment type allows you to
increase your inventory.

* The Return to Vendor adjustment type allows you to decrease
your inventory.

3 Type or select a date from the Adjustment Date box.

4 Select the staff member recording the adjustment from the Recorded By
drop-down menu, if this field is not locked. For more information on locking
and unlocking this menu, go to Customizing Security Preferences on page 62.

5 Type comments in the Comment text box, if applicable.
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6  Select a product to adjust using one of the following methods:
—  'Type a product name ot code into a Product Name/Code text box.

—  Click on the Product Name/Code column heading to search for a
product. For more information on searching for products, go to Finding
Products & Services on page 119.

— Click Add Product to add a new product. For more information on
adding products through the Find Product window, go to Finding
Products & Services on page 119.

Note If you added a product or service in step 6, you must record
additional product or service information before recording the
product or service on a fee slip or maintaining inventory for the
product. For more information on recording additional product or
service information, go to Recording Product Inventory Details
on page 330.

7 Type the adjusted quantity in the Adj Qty text box.

Notes ¢ Type a minus (-) sign in front of the adjustment quantity to
record a negative adjustment.

* To remove a product from the inventory worksheet, type 0 in
the Adj Qty text box, ensute that 0 is recorded in the Qty on
Hand, On Otder, Stocking level, and Min text boxes on the
Product Details tab in the Products window, and select the
Inactive check box in the Products window. For more
information on the Product Details tab in the Products window,
go to Recording Product Inventory Details on page 330. For
more information on the Products window, go to To add or
modify products on page 122.

8  Type a new product costs in the Cost text box, if applicable, and select the
Update Item Cost check box.

eyefinity/OfficeMate
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Select a reason for the adjustment from the Reason drop-down menu.

== Inventory Adjustment

Adjustment Type | | Adiustment Date |04/12/2005 - |
Recorded By |Frank|in, Helen ﬂ [~ Update Item Cost
Comment |

On hand | Adj Qty | Cost Reason

Record

256986 -10 Irevenkary Adjustment ~|

Cancel

Add Product

e

Print Reqgisker

Click Print Register to review the inventory adjustment(s), if desired.
Click Record.

The Qty on Hand text box on the Product Details tab in the Products window
is updated.

To create & maintain purchase orders

Purchase orders (POs) help you manage your inventory items when products are
ordered from vendors. You can create purchase orders even if you do not maintain

inventory.

1 Click the Products icon, select Inventory, select Purchase Order, and select
Create/Maintain.
OR
Click Tasks on the main window toolbat, select Inventory, sclect Purchase
Otrder, and select Create /Maintain.
The Create/Maintain PO window opens.

Note To maintain an existing purchase order, type the PO number in the PO
No. text box, and click Get PO or click F2 Find to search for and
select a purchase order. After the purchase order is open, complete one
of the following tasks:

* Click Cancel Entire PO to cancel the entire purchase order.
* Click Print PO to print the purchase order.
* Click New to create a new purchase order.
2 Select a vendor from the Vendor drop-down menu.
3 Select the staff member creating or maintaining the purchase order from the

Recorded By drop-down menu, if this field is not locked. For more

eyefinity;/OfficeMate
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information on locking and unlocking this menu, go to Customizing Security
Preferences on page 62.

Type the vendor reference number in the Ref No text box, if applicable.
Type notes in the Note text box, if applicable.

Select products for the purchase order using one of the following methods:
— Type a product name or code into a Product Name/Code text box.

— Click on the Product Name/Code column heading to search for and
select a product. For more information on searching for products, go to
Finding Products & Services on page 119.

—  Click Add Product to add a new product. For more information on
adding products through the Find Product window, go to Finding
Products & Services on page 119.

Scan or type the number of items that you want to order in the Order Qty text
box, if necessaty.

Click on the Patient Name column heading to search for and select a patient
to link to the product, if applicable.

Select the Cancel check box if you do not want to order an item on the purchase
order.

<= CreatefMaintain PO

Yendor v Recorded By |Frank|in, Helen j Date ‘ PO Na. |

Mote

RemkTo Ship To IofficeMate Softwars Solutions ¢
15375 Barranca Pkivy, Bldg L Refho | status [ Open
rving CA 92615 ; | {

[ [T o
101 COACH ASTOR. [679516719155] 50 0 140 50 25.5 52| Marchon Eyewear, Inc i i z| 5995 W
WIKE 4062 [A7O516736521] 47 (1 135 46.5 76 46,5 DEMIM|Marchon Eyewear, Tnc i i 1| 89.95 it

—

—

—

—

—

—

i

i

=

—

—

| -

Record 1 | i Add Product Tatal Cast $119.90 Cancel

10 Click Record.

11

eyefinity/OfficeMate

The New PO Number window opens and information is updated on the
Product Details tab in the Products window.

Click OK.

The Purchase Order window opens.
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12 Click Print Order to print the purchase order.

@ Purchase Order

T e Close ]
Click Prinker Setup to change the printer  Prinker Setup l

Note Click Printer Setup to set up the printer or select a printer other
than the default OfficeMate printer. For more information on
setting up the printer, go to Setting Up the Printer on page 31.

» To create & maintain purchase orders from fee slips

Purchase orders (POs) help you manage your inventory items when products are
ordered from vendors. You can automatically create purchase orders for all vendors
from items sold on fee slips. You can create purchase orders even if you do not
maintain inventory.

1 Click the Products icon, select Inventory, select Purchase Order, and select
From Fee Slip.

OR

Click Tasks on the main window toolbat, select Inventory, select Purchase
Order, and select From Fee Slip.

The Create PO from Fee Slip window opens.
2 Select a vendor from the Vendor drop-down menu.

Click Yes in the Create PO from Fee Slip warning message window to load all
vendor items recorded on fee slips.

4 Select the staff member creating or maintaining the purchase order from the
Recorded By drop-down menu, if this field is not locked. For more
information on locking and unlocking this menu, go to Customizing Security
Preferences on page 62.

Type the vendor reference number in the Ref No text box, if applicable.
6  Type notes in the Note text box, if applicable.

7 Click on the Patient Name column heading to search for and select a patient
to link to the product, if applicable.

Note Click Cancel All to cancel the entire purchase order.

eyefinity;/OfficeMate
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8  Select the Cancel check box if you do not want to order an item on the purchase
order.

reate PO from Fee Slip

Wendar  |Marchon Eyewear, Inc, - Recarded By |Franklin, Helen - Date 1

Murnber of ling items

Remit To Ship To

FficeMate Software Solutions ;
15375 Barranca Pl Ref Mo | Status [ Open
uilding L

Cancel Al I |

Mote

Telon | THOn | Order

Product Name/Code wendor Hand | Order | gty

Cast: Cancel

VIRLOCK 76071 [679516691691] 53 0 140 53 37.5 55.5 GYMarchon Evewsar, Inc
101 COACH ASTOR [679516718916] 52 0 140 52 29,5 54|Marchon Eveweat, Inc
VIRLOCK 760/1 [679516691691] 53 0 140 53 37.5 55.5 GlYMarchon Evewsar, Inc
101 COACH ASTOR [679516719173] 52 0 140 52 29,5 54|Marchon Eveweat, Inc
101 COACH ASTOR [679516719173] 52 0 140 52 29,5 54|Marchon Eveweat, Inc
101 COACH ASTOR [679516719043] 52 0 140 52 29,5 54|Marchon Eveweat, Inc
102 COACH CLAIRE [679516775286] 42 0 135 0 0 0 LILAJMarchon Evewsat, Inc
101 COACH ASTOR [679516718916] 52 0 140 52 29,5 54|Marchon Evewsat, Inc
101 COACH ASTOR [679516719432] 52 0 140 52 29,5 54|Marchon Evewsat, Inc

89.95 [Anna Ahle

59,95 |Harper Cole
89,95 |Sally Carter
59,95 |Harper Cole
59,95 |Harper Cole
59,95 |Harper Cole
64,95 |Harper Cale
59,95 |Harper Cale
59,95 |Harper Cale

=1 [=1 =1 E3 1 0 E=0 =1 [=]

) 5 5 S e T

-

Recard ‘ Total Cost $394.70 Cancel

9 Click Record.

The New PO Number window opens and information is updated on the
Product Details tab in the Products window.

10  Click OK.
The Purchase Order window opens.

11  Click Print Order to print the purchase ordet.

Purchase Order

P —— P Close

Click Prinker Setup to change the printer ~ Prinker Setup

i

Note Click Printer Setup to set up the printer or select a printer other
than the default OfficeMate printer. For more information on
setting up the printer, go to Setting Up the Printer on page 31.

eyefinity/OfficeMate
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» To receive purchase order inventory products

After you receive products that you ordered, enter the quantity received on the
purchase order.

1

8
9

Click the Products icon, select Inventory, select Purchase Order, and select
Receive.

OR

Click Tasks on the main window toolbat, select Inventory, sclect Purchase
Otrder, and select Receive.

The Receive PO window opens.

Select the staff member creating or maintaining the purchase order from the
Recorded By drop-down menu, if this field is not locked. For more
information on locking and unlocking this menu, go to Customizing Security
Preferences on page 62.

Type the vendor reference number in the Ref No text box, if applicable.
Type notes in the Note text box, if applicable.

Type the PO number in the PO No. text box, and click Get PO or click F2
Find to search for and select a purchase order.

Type the number of items that you received in the Qty Received text box.

If the item was placed on back order, type or double-click to select the date the
back order will be available in the Back Order Date text box.

<= Receive PO

Yendor | J Recorded By | J Date ‘ PO M, ‘ 7 @t PO
Rermit Ta 155 Hub Drive Ship To officeMate Software Solutions
ehille, MY 11747 15375 Barranca Ply, Bidg L Ref b | Status [ Dpen
rving CA 92615 F2 Find
Mote ‘
Product Mame(Code Patient Name aky by Prey oy Cost BarsDicenl o

Ordered | Received | Received Date

101 COACH ASTOR [679516719432] 52 0 140 52 29.5 54.5 AlHarper Cole 59.95 f
102 COACH CLAIRE [679516775266] 490 135 00 0 LILAC Hatpet Cole 64,95
101 COACH ASTOR [679516719043] 52 0 140 52 29.5 54,5 GLHarper Cole 59,95 (11112005
101 COACH ASTOR [679516719173] 52 0 140 52 29.5 54.5 COHarper Cale 59.95

ololoe

==

Record Print Bar Code Cancel

Click Print Bar Code to print barcode labels, if applicable.
Click Record.

. , . evefinity;/OfficeMa
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>

To manually count & record your physical inventory

Follow the instructions below to manually count and record your physical inventory.

1

10

11

12
13

eyefinity/OfficeMate

Click the Products icon, select Inventory, and select Physical Count.
OR

Click Tasks on the main window toolbat, select Inventory, and select
Physical Count.

The Physical Count Entry window opens.
Select the Yes radio button to indicate that this is a new inventory cycle.

Select a manufacturer from the Manufacturer drop-down menu, if you are
recording your inventory by manufacturer.

Select an inventory count cycle from the Select a Count Cycle drop-down
menu.

All of your products that have stocking levels recorded are displayed. To record
stocking levels for products, go to Recording Product Inventory Details on page
330.

Type or select the inventory date in the Inventory Date box.

Select the user recording the physical inventory from the Recorded by
drop-down menu, if this field is not locked. For more information on locking
and unlocking this menu, go to Customizing Security Preferences on page 62.

Click Worksheet to print the inventory worksheet.
Click Record to save the inventory cycle.
Click Cancel to close the Physical Count Entry window.

Physically count your inventory and record your inventory counts on the
worksheet.

Click the Products icon, select Inventory, and select Physical Count.
OR

Click Tasks on the main window toolbat, select Inventory, and select
Physical Count.

The Physical Count Entry window opens.
Select the No radio button to indicate that this is not a new inventory cycle.

Select an inventory count cycle from the Select a Previous Cycle drop-down
menu.

All of your products that you recorded in step 8 above are displayed.
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14 Type the actual number of inventory items counted in the Count column.

== Physical Count Entry E|

i Manufacturer Inventory Date =l
T ¥es & Mo
Date Cyde  Status Recordedby [Fracki, felen o]
Click arid headings to sort... Select s Previous Cyele  |05/30/2006  #2  Open -
Number of items loaded = 6151
Location Manufacturer Product Mame/Code Product Size/Color Count | Onhand |¥ariance | Unit cost § Variance  * |
Marchon Eyewear, Ine. VIRLOCK 760[1 [A79516691691] |53 0 140 53 37,5 55.5 GUNMETAL a -2 2 89.95 179.590
Marchon Eyewear, Inc. 101 COACH ASTOR [679516718550 0 140 50 28,5 52.5 BLACK o o 59.95 0.00
Marchon Eyewear, Ine. 101 COACH ASTOR [679516718952 0 140 52 29.5 54.5 BLACK 2 2 58.95 119.50
Marchon Evewear, Inc. 101 COACH ASTOR [679516719050 0 14050 28,5 52.5 GUNMETAL 1 -1 2 59.95 119,90
Marchon Eyvewear, Inc, 101 COACH ASTOR [679516719052 0 140 52 29.5 54.5 GUNMETAL 4 4 59.95 239.80
Marchon Eyewear, Ine. 101 COACH ASTOR [679516719150 0 140 50 28.5 52.5 COFFEE 1 1 58.95 59.95
Marchon Eyewear, Inc. 101 COACH ASTOR [679516719152 0 140 52 29.5 54.5 COFFEE -1 1 59.95 59.95
Marchon Eyewear, Ine. 101 COACH ASTOR [679516719250 0 140 50 28.5 52.5 SAND a a 58.95 0.00
Marchon Evewear, Inc. 101 COACH ASTOR [679516719352 0 14052 29,5 54.5 SAND 1] 1] 59.95 0.00
Marchon Eyewear, Inc, 101 COACH ASTOR [679516719950 0 140 50 28,5 52,5 ANTIQUE BLUE o o 59.95 0.00
Marchon Eyewear, Ine. 101 COACH ASTOR [679516719452 0 140 52 29.5 54.5 ANTIQUE BLUE a a 58.95 0.00
Marchon Eyewear, Inc. 102 COACH CLAIRE [679516777{49 0 135 00 0 Demibrown o a o 64.95 0.00
Marchon Eyewear, Inc. 102 COACH CLATRE [679516777{51 0 135 00 0 BLACK a a 64.95 0.00
Marchon Evewear, Inc. 102 COACH CLATRE [E79516773149 0 13500 0 TAN 1] 1] 64.95 0.00
Marchon Eyewear, Inc, 102 COACH CLAIRE [679516778151 0 13500 0 TAN o o 64.95 0.00
Marchon Eyewear, Ine. 102 COACH CLATRE [679516775|49 0 135 00 0 SAND a a 64.95 0.00
Marchon Eyewear, Inc. 102 COACH CLAIRE [679516778|51 0 135 00 0 SAND o o 64.95 0.00
Marchon Eyewear, Inc, 102 COACH CLATRE [679516776149 0 135 000 LILAC a a 64.95 0.00
Marchon Eyewear, Inc. 102 COACH CLATRE [6795167768/51 0 135 00 0 LILAC 1] a 64.95 0.00 v
pecord | cancdl | worksheot | prin gorance |

15  Click Print Variance to print the Variance report.

The Variance report prints and displays the difference between what inventory

you actually have and what inventory OfficeMate reports you as having,

16 Click Record.

Note

If you do not have time to finish recording the actual number of

inventory items counted and print the Variance report, you must
still click Record. You can continue your work where you stopped
by selecting the inventory count cycle from the Select a Previous
Cycle drop-down menu.

17  Click Update On-Hand to update the quantity of inventory items that you
have on hand and close the inventory cycle.

» To scan & record your physical inventory

Follow the instructions below to scan and record your physical inventory.

1 Click the Products icon, select Inventory, and select Scan Count.

OR

Click Tasks on the main window toolbat, select Inventory, and select Scan

Count.

The Scanned Physical Count Entry window opens.

Select the Yes or No radio button to indicate if this is or is not a new inventory
cycle.

Select a manufacturer from the Manufacturer drop-down menu, if applicable.

Select an inventory count cycle from the Select a Count Cycle or Select a
Previous Cycle drop-down menu.

eyefinity;/OfficeMate
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Maintaining Inventory Information

Place your cursor in the Product Code text box.

IZ] scanned Physical Count Entry E|
 ves & Mo Manufacturer | Product Code |
Date Cyde  Status Recorded by | J
Select a Previous Cycle [0E/30/2006  #1 Open - S o A
Mumber of items Inaded = £151
lick grid headings to sort...
Lacation Manufscturer Product Name/Code | Product SizefColor Count | onhand [variance | Unitcost | § variance 4|
Marchon Eyewear, Inc, \IRLOCK 760/1 [679516691691] |53 0 140 53 37,5 55.5 GUNMETAL 0 -z z 69,95 179.90
Marchon Eyewear, Inc, 101 COACH ASTOR [679516718850 0 140 50 28,5 52,5 BLACK a a 59.95 0.00
Marchon Eyewear, Inc, 101 COACH ASTOR [679516715{1?2 0140 52 29.5 54.5 BLACK i 1] 59.95 0.00
Marchon Eyewear, Inc. 101 COACH ASTOR [679516719050 0 140 50 25,5 52,5 GUNMETAL 0 -1 1 59.95 53.95
Marchon Eyewear, Inc, 101 COACH ASTOR [679516719052 0 140 52 29.5 54.5 GUNMETAL a a 59.95 0.00
Marchon Eyewear, Inc, 101 COACH ASTOR s?gsls?lgi@ 0140 50 28.5 52.5 COFFEE 0 [i] 59.95 0.00
Marchon Eyewear, Inc. 101 COACH ASTOR [679516719152 0 140 52 29.5 54.5 COFFEE 0 -1 1 59.95 53,95
Marchon Eyewear, Inc. 101 COACH ASTOR [679516719250 0 140 50 28,5 52.5 SAND a a 59.95 0.00
Marchon Eyewear, Inc, 101 COACH ASTOR [£79516719352 0 140 52 29.5 54.5 SAND 0 1] 59.95 0.00
Marchon Eyewear, Inc, 101 COACH ASTOR [679516719450 0 140 50 26.5 52.5 ANTIQUE BLUE 0 [ 59.95 0.00
Marchon Eyewear, Inc, 101 COACH ASTOR [679516719<52 0 140 52 29,5 54.5 ANTIQUE BLUE a a 59.95 0.00
Marchon Eyewear, Inc. 102 COACH CLATRE [679516777{49 0 135 0 0 0 Demibrown 0 1] 1] 64,95 0.00
Marchon Eyewear, Inc, 102 COACH CLAIRE [679516777{51 0 13500 0 BLACK 0 0 64,95 0.00
Marchon Eyewear, Inc, 102 COACH CLAIRE 679516775'49 0135000 TAN a a 64,95 0.00
Marchon Eyewear, Inc, 102 COACH CLATRE 6795167?E_F1 0135000 TAN 0 [i] 64,95 0.00
Marchon Eyewear, Inc. 102 COACH CLAIRE [679516778|49 0 135 0 0 0 SAMD 0 0 64,95 0.00
Marchon Eyewear, Inc. 102 COACH CLAIRE 67951677§F1 0135000 SAND a a 64,95 0.00
Marchon Eyewear, Inc, 102 COACH CLATRE [679516778/49 0 1350 00 LILAC 0 [i] 64,95 0.00
Marchon Eyewear, Inc, 102 COACH CLAIRE [679516778/51 01350 00 LILAC 0 [ 6495 0.00 v

] ] o] J workshest ] Pr\ntyanarvtel ]

Use your barcode scanner to scan your inventory into the Scanned Physical
Count Entry window.

Click Print Variance to print the Variance report.

The Variance report prints and displays the difference between what inventory
you actually have and what inventory OfficeMate reports you as having,

Click Recozrd.

Note If you do not have time to finish recording the actual number of
inventory items and print the Variance report, you must still click
Record. You can continue your work where you stopped by
selecting the inventory count cycle from the Select a Previous

Cycle drop-down menu.

Click Update On-Hand to update the quantity of inventory items that you
have on hand and close the inventory cycle.

To close inventory periods

An inventory period accumulates until you specifically close it. Close your inventory
periods according to your normal accounting practices.

1

eyefinity/OfficeMate

Click the Products icon, select Inventory, and select Period Close.
OR

Click Tasks on the main window toolbat, select Inventory, and select Period
Close.

The Inventory Period Close window opens.

Select the Include year end close check box if you are at the end of your fiscal
year.
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3 Click Close Period.

== |Inwentory Period Close E'

Perind to close

Include year end closel v

Close Period Zancel |

Your period-to-date inventory numbers are moved to year-to-date numbers, or
if you included year-end numbers, your inventory numbers are moved to last
year in the products’ Product Details tab in the Products window.

eyefinity;/OfficeMate
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For more
information on
processing
insurance claims,
see the OSSU 403,
404, 405, and 406
Third Party
Processing iTrains
and the OSSU
400-1 and 400-2,
“Billing Insurance
Carriers,” training
courses.
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Processing Insurance Claims

In this chapter:

Opening the Third Party Processing Window, 345
Maintaining McKesson Carrier Information, 345
Selecting Insurance Claims, 346

Correcting Errors in Insurance Claims, 347

Recording Additional Information on the CMS 1500 Form & ANSI File, 349
Previewing & Printing Insurance Claims, 358

Exporting Insurance Claims, 358

Sending Insurance Claims to McKesson, 359

Receiving Insurance Claim Reports From McKesson, 361
Viewing McKesson Transferred Files, 362

Using the Billing History, 364

Releasing & Closing Claims on Hold, 366

You can print insurance claims on CMS 1500 forms to mail to insurance companies
and you can export claims to print image files, National Standard Format (NSF) files,
and ANSI files to send electronically to insurance companies. You must follow the
steps below to properly process printed and electronic insurance claims:

1

Select insurance claims. For more information on selecting claims, go to
Selecting Insurance Claims on page 340.

orrect errors in insurance claims. For more information on cotrecting errors
Correct errors in insur laims. For more informati rrecti r1ofrs,
go to Correcting Errors in Insurance Claims on page 347.

Record additional information on CMS 1500 forms. For more information on
recording additional information, go to Recording Additional Information on
the CMS 1500 Form & ANSI File on page 349.

Preview and print insurance claims. For more information on previewing and
printing insurance claims, go to Previewing & Printing Insurance Claims on page
358.
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5 Print or export electronic insurance claims. For more information on exporting
insurance claims, go to Exporting Insurance Claims on page 358.

6  Send insurance claims, if you are using the McKesson clearinghouse. For more
information on sending insurance claims to McKesson, go to Sending Insurance
Claims to McKesson on page 359.

7 Receive insurance claim reports, if you are using the McKesson clearinghouse.
For more information on receiving insurance claim reports from McKesson, go
to Receiving Insurance Claim Reports From McKesson on page 361.

8 View transferred insurance claim files, if you are using the McKesson
clearinghouse. For more information on viewing ANSI files sent to McKesson
and claim reports received from McKesson, go to Viewing McKesson
Transferred Files on page 362.

9 View insurance claim billing histories. For more information on viewing billing
histories, go to Using the Billing History on page 364.

Note Before you begin processing insurance claims, set up the following
information in OfficeMate:

* Insurance information. For more information on setting up insurance
carriers, go to To modify or add insurance information on page 58.
For more information on recording insurance information in a
patient’s record, go to To record insurance information on page 89.

* Provider information. For more information on setting up provider
information, go to To modify or add provider & staff names on page
50.

* Procedure codes. For more information on setting up procedure
codes, go to To add procedure codes on page 45.

* Products and services. For more information on setting up products
and services, go to Recording Product Information on page 121.

* Electronic claims clearinghouse. OfficeMate recommends using
VisionWeb, GatewayEDI, or McKesson to process your insurance
claims. For more information on VisionWeb, go to
http://www.officemate.net/officemate_va_VisionWeb.aspx. For
more information on GatewayEDI, go to
http:/ /www.officemate.net/officemate_va_GatewayEDILaspx. For
more information on McKesson, go to
http://www.officemate/officemate_va_McKesson.aspx.

In addition to setting up the information above, you must also have
recorded fee slips with insurance carriers. For more information on
recording fee slips, go to Creating & Recording Fee Slips on page 189.

eyefinity;/OfficeMate
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Chapter 12 Processing Insurance Claims Opening the Third Party Processing Window

Opening the Open the Third Party Processing window using one of the following methods:
Third Party e Click the 3rd Party icon and select EMC Third Party.

Processi ng *  Click Tasks on the main window toolbar, select Third Party Processing, and
WindOW then select EMC Third Party.

Maintaining This section tells you how to maintain carrier information if you are processing
McKesson insurance claims through McKesson. You must complete the instructions in this
Carrier section before sending insurance claims to McKesson.

Information 1 Open the Third Party Processing window. For more information on opening

this window, go to Opening the Third Party Processing Window on page 345.
2 Click the + (plus) sign next to Receiver(s).

Left-click and then right-click on McKesson - ANSI 837 and select Carrier
Maintenance.

(98]

Click Yes on the Process Warning window.
Type CLAIMSCH in the Receiver ID text box.
Type ECGCLAIMS in the Receiver Code text box.

~N O »n b

Type your username listed on the McKesson Filing Information Sheet in the
Senders Code text box. The first letter of your username must start with a

[IP ]

lowercase “c.

8  Ensure that the Carriage Return check box is #of selected.

& Third Party Processing

Status and Progress
Task |

EMC Options | | = Receiver(s)

NDCHealth - Stratus

#-Expart to File (NSF 3.0)

AMSL 837 Format Cartier Mame
- GatewayED] - ANSI 837 : :
Mckeseon - ANSL 837 Wersion Code-Mational [40104
| & Print CMSIs) ersion Code-Local 40104

Test/Prod Indicator ,TESTi
Receiver I0 JCLAIMSCH

Receiver Code W

Senders Code ’W

Cartiage Return [

Save Cancel

9  Click Save.
10 Navigate to your C:\OMATE32 folder.
11 Double-click and open the infoExchange.prop file in Notepad.

eyefinity/OfficeMate
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13

14

15
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Type your username provided by OfficeMate after the “emf.clientID="" text.
Your EMF login can be found on your McKesson filing information sheet under
your username. Your EMF login is a lowercase “c” followed by your six digit
submitter ID number.

Type your EMF client login password provided by OfficeMate after the
=" text. Your EMF login can be found on your McKesson
filing information sheet under password.

“emf.clientPassword

Type the appropriate information on the local.uploadDir and local.downloadDir
lines. Replace “C:\OMATE32\DATA” with the path to your OfficeMate data
directory.

local.uploadDir=C:\OMATE32\DATA\EMC\OutBound
local.downloadDir=C:\OMATE32\DATA\EMC\Inbound

Save and exit the file.

Selecting This section tells you how to select claims that you have not already processed.

Ins_urance 1
Claims

346

Open the Third Party Processing window. For more information on opening
this window, go to Opening the Third Party Processing Window on page 345.

Complete one of the following actions, depending on your situation:

- If you are printing CMS 1500 forms or creating print image files, click the
+ (plus) sign next to Print CMS(s).

—  Ifyouare exporting insurance claims to an electronic file, click the + (plus)
sign next to Receiver(s).

Left-click and then right-click on the receiver format (or Receiver(s)) or
insurance carrier (or Print CMS(s)) and select Select Claims.

& Third Party Processing &

Status and Progress
Task ‘

EMC Options | | = Receiver(s) ‘

MOCHealth - Stratus

B Export to File (MSF 3.00 Carrier Patient Name | Mo, | sipdate | errer |
ARSI §37 Format MEDICAL EYE SERVICES CARTER, SALLY 9l 03162006  Yes
GatenayEDD - ANSI 537 MEDICAL EYE SERVICES CARTER, SALLY 118 O7/26/2006  Yes
& Mckiesson - AMSL 537 MEDLCAL EYE SERVICES AL, STEVEN 75 OF[30)Z003 Mo
@ & Print CMS(s) MEDLZAL EYE SERYICES RLADMCRE, MICHELLE 7T OF[30)Z003  Yes
MEDICAL EYE SERYICES LINDERMCIO, TENNTFER: 76 OP[A0fE005 Mo
@ CM5 Margins

Create Print Image
Prink List

Send Files

';’] ; Receive Files

Save Cancel
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Correcting
Errors in
Insurance
Claims
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Correcting Errors in Insurance Claims

Click Yes on the Process Warning window to continue selecting insurance
claims.

The insurance claims are selected and displayed on the right side of the window.

& Third Party Processing
Status and Progress
Task. I
| EMC Opticns | | =-Receiver(s)
MDCHealkh - Skratus
@ Export to File (NSF 3.0) Carrier | Patient Nams [ M. ] slpdate [ Error |
ANSI 837 Farmat MEDLCAL EYE SERYICES CARTER, SALLY a1 0162006 Yes
GatewayED] - ANSL 837 MEDICAL EYE SERYICES CARTER, SALLY 118 07[26/2006  ‘Yes
- Mikesson - ANST 837 MEDICAL EVE SERVICES DAYIS, STEVEN 75 07(30/2003 Mo
@ MEDICAL EVE SERVICES RADMCRE, MICHELLE 77 07/30/2003  Yes
MEDICAL EVE SERVICES UNDERWOOD, JENNIFER. 76 07/30/2003 Mo
ENineED:
Save | Cancel

If you want to print a list of open insurance claims, right-click on an insurance
carrier, select Print List, and then click Print on the View File Data window.

If the insurance claims have errors, go to Correcting Hrrors in Insurance Claims
on page 347. If the insurance claims do not have any errors, go to Recording
Additional Information on the CMS 1500 Form & ANSI File on page 349,
Previewing & Printing Insurance Claims on page 358, or Exporting Insurance
Claims on page 358.

After you select insurance claims, you must correct any errors in the claims before you
export them and file them electronically. Although it is not required for you to correct
errors before printing and mailing insurance claims and creating print images, it is
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highly recommended that you do so. This section tells you how to correct errors in
your insurance claims.

Note Some errors in insurance claims may be caused by using improper short
dates. Ensure that your computer is using the MM/DD/YYYY short
date format.

1 Select insurance claims. For more information on selecting insurance claims, go
to Selecting Insurance Claims on page 346.

2 Right-click on an insurance claim with an error and select Error(s).

& Third Party Processing

Status and Progress

Task |

EMC Options | | = Receiver(s)

NDCHealth - Stratus
Export to File (N3F 3.0) Cartier Fatient Mame | Mo, | Slipdate | Errar |

ANSI 837 Format MEDICAL EYE SERVICES CARTER, SALLY 91 O3f16{2006  Ves
GatewayEDI - ANST 837 MEDICAL EYE SERYICES CARTER, SALLY 118 07/26/2006  Yes

Medical Eye Services MEDICAL EYE SERYICES Hold 2 76 07/30j2003 Mo
Eee Slip Detal

M3 Maintenance
Patient Detail

Print CM5
Refresh CMS

] #-Mckessan - ANSL 837 5 75
@ S Prink CMS(s) MEDICAL EYE SERVICES Close CM3 77 07/30/2003 Ves

Save Cancel

The Error(s) window opens.

3 View the list of errors and then click Cancel to close the Error(s) window.

Note Click Print to print the list of errors.

# ERROR(s) for: COLE, HARPER Fee Slip # B1
COLE, HARPER.

Insured Policy Tvpe is BlankiInvalid A
Patient Signature Source is Blark - Patient

Patient Relation to Insured is BlankfInwvalid - Patient
Insured Graup 1.0, is Blank/Irvalid

Provider Accept Assignment is Blank

Accept Assignment Ind. is BLANE-Provider Ins. Tab
HZFA Line Ikem Data MOT FOUND

Service From Date on Line Item is Blank =
Service To Date on Line Ikem is Blank - Fee Slip

Flace of Service on Line Ikem is Blank - Products

Procedure Code on Ling Item is Blank 3

Brint Cancel
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Recording
Additional
Information
on the CMS
1500 Form &
ANSI File

eyefinity/OfficeMate

Right-click on an insurance claim with errors and select one or more of the
following options:

—  Fee Slip Detail to open the Fee Slip window and correct procedure or
diagnosis code errors on the fee slip. For more information on recording
procedure and diagnosis codes on fee slips, go to To record product &
service information on page 194.

—  Patient Detail to open the Patient Demographic window and correct
demographic and insurance errors on the patient’ record. For more
information on recording patient demographic information, go to To
record demographic information on page 83. For more information on
recording insurance information, go to To record insurance information
on page 89.

Note Ensure that the Last Name, First Name, Address, Sex, Date of
Birth, Social Security, Marital Status, and Emp. Status fields in the
Patient Demographic window are correctly and completely
recorded. Also, ensure that a provider is selected and recorded in
the Fee Slip window.

—  Hold if you do not want to correct the errors on the insurance claim right
now and you want to put the claim on hold. For information on releasing
ot closing claims on hold, go to Releasing & Closing Claims on Hold on
page 360.

—  Close CMS to permanently remove the insurance claim from processing.

Right-click on an insurance claim or a group of claims and select Refresh CMS
or Refresh All to refresh the CMS 1500 form(s) and clear the errors.

If you want to record additional information on a CMS 1500 form, go to
Recording Additional Information on the CMS 1500 Form & ANSI File on page
349; otherwise, go to Previewing & Printing Insurance Claims on page 358 or
Exporting Insurance Claims on page 358.

You can record and modify information directly on the CMS 1500 form. You can also
record additional information in ANSI files. This section tells you how to record and

modify information on the CMS 1500 form and add information to the ANSI file,
including how

To record additional information on the CMS 1500 form, 349
To add additional information to the ANSI file, 357
To adjust CMS 1500 form margins, 357

To record additional information on the CMS 1500 form

Select insurance claims. For more information on selecting insurance claims, go
to Selecting Insurance Claims on page 346.

Correct any errors in insurance claims. For more information on correcting
errors, go to Correcting Errors in Insurance Claims on page 347.
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3 Left-click and then right-click on an insurance claim and select CMS

Maintenance.

Third Party Processing

Status and Progress
’7Task |

Create Claims

EMC Options || 5 Receiver(s)
MOCHealth - Stratus

| Patient Name | Mo, | Slipdate | Error |

Export to File (MSF 3.0) Carrier
ARSI 837 Format MEDICAL EYE SERVICES CARTER, SALLY 91 03[16/2006  Yes
GatewayEDI - ANSI 837 MEDICAL EYE SERVICES CARTER, SALLY 115  07/26/2006  ‘Yes

Mo

ES

MEDICAL EYE SER'
MEDICAL EYE SER
MEDICAL EYE SERVICES

YEs

i -McKesson - AMST 837

E-Print CMS{s)
Medical Eve Services

76 O7/30{2003 Mo

Erroris)
Print CMS
Refresh CMS

Save Cancel

The CMS 1500 form opens.
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4 Modify or add information to the CMS 1500 form.

Note The following boxes on the CMS 1500 form import information
from the corresponding OfficeMate fields. OfficeMate
automatically populates the appropriate form fields based on the
type of insurance.

* Box 1: Insurance Type drop-down menu on the Insurance tab
on the Business Names window

* Box 1A: Insurance tab on the Patient Demographic window

¢ Box 2 & Box 3: Name and Date of Birth fields on the Patient
Demographic window

* Box 4: Insured Party field on the Insurance tab on the Patient
Demographic window
Medicare: Blank if the Insured Party and Patient are the same.
Other Insurances: “SAME?” if the Insured Party and Patient are the
same.

* Box 5: Address fields on the Patient Demographic window

* Box 6: Relationship to Insured drop-down menu on the
Insurance tab on the Patient Demographic window

* Box 7: Insured Party field on the Insurance tab on the Patient
Demographic window (if Other or Guarantor is selected as the
insured party)

Medicare: Blank if the Insured Party and Patient are the same.
Other Insurances: “SAME” if the Insured Party and Patient are the
same.

* Box 8: Marital Status and Emp. Status drop-down menus on
the Patient Demographic window

* Box 9, 9A, & Box 9C: Insured Party field on the Insurance
tab on the Patient Demographic window (if Other or Guarantor
is selected as the insured party). This field can be manually
edited on the CMS 1500 form or can be automatically populated
by selecting the “Populate current insurance in box 9 on the
CMS” check box on the Insurance tab on the Patient
Demographic window.

¢ Box 9D: Insurance Name field on the Insurance tab on the
Patient Demographic window

* Box 10: The default is NO, but you can change it.

* Box 11: Policy Group No drop-down menu on the Insurance
tab on the Patient Demographic window

evefinity/OfficeMate
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Note,
cont.

Boxes 11A—C: Insured Party field on the Insurance tab on the
Patient Demographic window (if Other or Guarantor is selected
as the insured party)

Medicare: Blank if the Insured Party and Patient are the same.
Other Insurances: Box A populates if the Insured Party and the
Patient are different; if they are the same, box B remains blank
if no employer is recorded but is populated if an employer is
recorded, and box C remains blank.

Box 11D: The default is NO, but it is automatically changed to
YES if there is another insurance carrier selected in box 9D.

Box 12: Signature Source drop-down menu on the Insurance
tab on the Patient Demographic window

Box 13: Signature Source drop-down menu on the Insurance
tab on the Patient Demographic window. If the guarantor is not
a patient, NO SIGNATURE ON FILE will be displayed in box
13. You can edit this box if necessary.

Box 14, Box 15, & Box 16: You can edit these boxes.

Box 17: Name of referring professional (if one is selected) in
the Referred Name field on the Patient Demographic window.
You can set up a preference to automatically populate this box
from the CMS tab on the System Preferences window or you
can edit the referring doctor’s name directly on the CMS 1500
form.

Box 17A: Qualifier and Other ID fields on the Referring Dr.
tab on the Business Names window

Box 17B: NPI Number field on the Referring Dr. tab on the
Business Names window

Box 18: You can edit this box.

Box 19: You can edit this box. If you are submitting an ANSI
file to an insurance company, the text that you type in the Item
Narrative text box on the Fee Slip Line Additional Data window
appears in electronic claim files and in place of box 19 on the
printed CMS 1500 form.

Box 20: You can edit this box.

Box 21: Diagnosis code in the ICD-9 field on the Fee Slip
window

Box 22 & Box 23: You can edit these boxes.

OfficeMate User’'s Guide
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Recording Additional Information on the CMS 1500 Form & ANSI File

Note, CMS 1500 form boxes 24A—24] are divided horizontally to

cont. accommodate the submission of both the NPI number and
another/proprietary identifier during the NP1 transition and to
accommodate the submission of supplemental information to
support the billed service. The top area of the six service lines is

shaded and is the location for reporting supplemental information;
it is not intended to allow for the billing of 12 lines of service.

Box 24A: Posting date on the Fee Slip window or service dates
on the Fee Slip Item Additional Data window

Box 24B: Place of Service drop-down menu in the CMS - 1500
Additional Information box on the Products window

Box 24C: EMG field on the Products window

Box 24D: CPT code on the Fee Slip window. Modifiers for
services are extracted from the Products window or the Fee Slip
Item Additional Data window and modifiers for all other
product types are extracted from the Fee Slip Item Additional
Data window.

Box 24E: Diagnosis pointer (1 2 3 4 or any combination of
these numbers) referencing the line number(s) from box 21.
Reference the primary diagnosis code first, then the secondary
diagnosis code, and so on.

Box 24F: Displays charges from the Products window if the
Yes radio button is selected next to the “Use ‘Product Fee’ on
CMS” option on the CMS tab in the System Preferences
window; otherwise, displays charges from the Fee box on the
Fee Slip window.

Box 24G:Quantity column on the Fee Slip window. If you
are required to report NDC units, click on the arrow on the
right side of box 24] and type the appropriate qualifier in the
Box 24 Supplemental Information text box
(F2=International Unit; ML= Milliliter; GR=Gram,;
UN=Unit).

Box 24H: EPSDT field on the Products window. If there is
a requirement for you to report a reason code for EPDST, click
on the arrow on the right side of box 24] and select the
appropriate reason code from the EPSDT Codes drop-down
menu (AV=Available; S2=Under Treatment; ST=New Service
Requested; NU=Not Used; Y=Yes; N=No).

evefinity/OfficeMate
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Note,
cont.

* Box 241I: Type drop-down menu on the Insurance tab on the

Business Names window, if the type is different than what is
already recorded in box 33B. Based on your selection from
the Type drop-down menu on the Insurance tab on the
Business Names window, the following qualifiers will be
populated in the shaded section of the box: Blue Cross—1A,
Blue Shield—1B, Medicare—1C, Medicaid—1D, Champus—1H,
Commercial-G2, Other—1G.

If required or needed, enter or modify information in box 241
by clicking on the arrow on the right side of box 24] and
selecting a qualifier from the drop-down menu.

Box 24]: The submitter ID field or, if that is not available, Pin
#, on the Insurance Information window (Provider/Staff tab
on the Business Names window) is populated in the shaded
section and the NPI Number field on the Provider/Staff tab on
the Business Names window is populated in the unshaded
section of the box, if this information is different than what is
already recorded in box 33A.

In order to preview this box populated with information in
OfficeMate or record supplemental information, you must click
on the arrow on the right side of the box. The information will
automatically display in the box when you create a print image
file or print the CMS 1500 form. Type supplemental
information in the Box 24 Supplemental Information text
box if you are required to report information not already
recorded. Follow payer instructions for using qualifiers; when
reporting a service that does not have a qualifier, type two blank
spaces before typing the information. Do not enter a space
between the qualifier and the number/code/information. Do
not enter hyphens or spaces within the number/code. To record
more than one supplemental item, type the first item, three
blank spaces, and then the next item.

If required or needed, enter or modify information in the
shaded portion of box 24] by typing the rendering provider ID
in the Box 24] Rendering Provider ID text box.

Any supplemental information that you record is populated in
the shaded sections of boxes 24A—24G.

[ Box 24 Additianal Information X

Box 24 Supplemental Information

| 7 Begin 1245 End 1415 Time 90 minutes

EPSDT Codes

[t El
Box 247 Rendering Provider ID

1C v| |re97453q]
oK
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evefinity/OfficeMate

Recording Additional Information on the CMS 1500 Form & ANSI File

Note,
cont.

Box 25: Tax ID field on the Provider/Staff tab on the Business
Names window

Box 26: Patient # on the Patient Demographic window

Box 27: Accept Assign? and Don’t Accept Assign? fields on the
Insurance Information window (Provider/Staff tab on the
Business Names window)

Box 28: Total Charges field on the Fee Slip window

Box 29: You can edit this box. Any amounts paid by the patient
do not impact this box.

Box 30: Total Charges field on the Fee Slip window

Box 31: Business Names window. This box is blank if the
assignment indicator is not checked on the Insurance
Information window (Provider/Staff tab on the Business
Names window).

Box 32: Place of Service tab on the Business Names window or
Business tab on the Business Names window (if the Print
Business Address in Box 32 check box is selected on the
Insurance tab on the Business Names window)

Box 32A.: If the Print Business Address in Box 32 check box is
selected on the Insurance tab on the Business Names window,
then the NPI Number field on the Business tab on the Business
Names window is populated. If the Print Business Address in
Box 32 is not selected on the Insurance tab on the Business
Names window, then you must select the NPI number that is
recorded in the NPI Number field on the Place of Service tab
on the Business Names window from the Box 32A drop-down
menu.

Box 32B: If the Print Business Address in Box 32 check box is
selected on the Insurance tab on the Business Names window,
then the Qualifier and Facility ID fields on the Business tab on
the Business Names window are populated. If the Print
Business Address in Box 32 is #o selected on the Insurance tab
on the Business Names window, then you must select the
qualifier and facility ID that are recorded in the Qualifier and
Facility ID fields on the Place of Service tab on the Business
Names window from the box 32B drop-down menu.

Box 33: Business tab on the Business Names window

Box 33A: NPI Number field on the Business tab on the
Business Names window
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Note, * Box 33B: Group # (or Pin # if there is no Group #) on the

cont. Insurance Information window (Provider/Staff tab on the
Business Names window). If the insurance type is 70 Blue Cross
(1A), Blue Shield (1B), Medicare (1C), Medicaid (1D), Champus
(1H), or Commercial (G2), the UPIN # on the Provider/Staff
tab on the Business Names window is populated instead of the
Group #.

5 Ifyouare processing an ANSI insurance claim and the insurance carrier requires
additional replacement information, supplemental information, or care dates,
click Addl Info to open the CMS - Additional Information window and follow
the instructions below:

a.  Select a replacement category and reason from the Replacement
information drop-down menus.

b.  Select the document/report type, transmission code, and attachment
control number from the Claim Supplemental Information
drop-down menus.

c.  Select the approptiate Assumed and/or Relinquished check box and,
if applicable, select or type dates in the date boxes.

d. Click OK.

83 CMS - Additional Information

Replacement information

Replacement Category Reason For replacement
|Spectacle Lenses - |Raplacement Due ko Breaking or Dama-Li

Replacement Category Reason For replacement
&l | |
Replacement Cakegory Reason For replacement

| | 2|

laim Supplemental Information

Document/Report Type |Cert\F|cat|nn

L L]

Transmission Code |By Fax

Aftachment Control #  [123557

Assumed and Relinguished Care Dates

v Assumed Date Wﬂ
™ Relinguished Date _]

O ‘ Cancel {

Note Do not click Refresh. Clicking Refresh will delete any new information
that you added, modified, or deleted on the CMS 1500 form.

6  Click Print to print the CMS 1500 form.

Note Print CMS 1500 forms using Single Laser Sheet Claim Forms.
OfficeMate recommends ordering CMS 1500 forms from the U.S.
Government Bookstore at
http:/ /bookstore.gpo.gov/actions/GetPublicationrstocknumber
=017-060-00655-2. You can also purchase CMS 1500 forms from
Dependable Business Products at 800.747.7210.
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Chapter 12 Processing Insurance Claims Recording Additional Information on the CMS 1500 Form & ANSI File

7 Click OK to save and close the CMS 1500 form.

&  If you want to preview or print insurance claims go to Previewing & Printing
Insurance Claims on page 358. If you want to create a batch file and export
claims, go to Exporting Insurance Claims on page 358.

» To add additional information to the ANSI file

If you are submitting an ANSI file to an insurance company and you want to include
line item notes or special instructions in the file, follow the instructions below:

1 Open the Fee Slip window and find and select the patient’s fee slip to which you
want to add additional information. For more information on opening fee slips,
go to Creating & Opening Fee Slips on page 190.

2 Click on a line item and then click Line Add’l Data.
The Fee Slip Item Additional Data window opens.

3 Select an appropriate option for the line item from the Note Reference
drop-down menu.

B Fee Slip ltem Additional Data x]
Product |101 COACH ASTOR (6795167190297
Discount Type | j
Discount 0.00 [ Amount ©+ Percent
Sales Tax % | 00000  2nd Tax 0.0000
CPT/HCPCS |V2020 Designer Frame j
Modifier(s) 21 Prolonged Evaluation & Manageme A

22 Unusual Service
24 Unrelated Eval & Mgt Svec by Same
25 Sig, Sep Ident Eval & Mgt Same Dr %

Provider | J
ServiceDate  |ngrotfeo06 w| Too fogrzijzone |
Mote Reference |Add't'

Ttem Marrative  JEe]

Goals, RehabPotentlaI,l’Discharge Flans
Payment
Third Party Organization Motes

™ Do not print on patient statement

[o4 Cancel

4 Type the additional information in the Item Narrative text box.
5  Click OK.

» To adjust CMS 1500 form margins

1 Select insurance claims. For more information on selecting insurance claims, go
to Selecting Insurance Claims on page 346.

2 Left-click and then right-click on the insurance carrier or Print CMS(s) and
select CMS Margins.

The Adjust Margins window opens.

eyefinity/OfficeMate
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Previewing &
Printing
Insurance
Claims

For more
information on
creating paper
insurance claims,
see the *OSSU 403
Third Party
Processing for
Paper Claims”
iTrain.

Exporting
Ins_urance
Claims

358
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Chapter 12 Processing Insurance Claims

Type or use the arrows to adjust the top and left margins.

% Adjust Margins

Adjust Top Margin

Adjust Left Margin

Save | Cancel |

Click Save.

Select insurance claims. For more information on selecting insurance claims, go
to Selecting Insurance Claims on page 346.

Correct any errors in insurance claims. For more information on correcting
errors, go to Correcting Errors in Insurance Claims on page 347.

Add additional information to the CMS 1500 forms. For more information on
adding information to a CMS 1500 form, go to Recording Additional
Information on the CMS 1500 Form & ANSI File on page 349.

Right-click on an insurance carrier and select Preview CMS(s) to review the
CMS 1500 forms.

Click No on the Do you want to move CMS records? window if you have
not printed or exported the insurance claim.

Right-click on an insurance claim or insurance carrier and select Print CMS to
print the CMS 1500 form and send it to your insurance carrier in the mail.

Click Yes on the Do you want to move CMS records? window if you have
already printed or exported the insurance claim and you are ready to move the
claim to the Billing History folder.

If you want to create a batch file and export claims, go to Exporting Insurance
Claims on page 358.

You can export claims to print image files, National Standard Format (NSF) files, and
ANSI files to send electronically to insurance companies. This section tells you how
to export insurance claims to send to insurance companies.

1

Select insurance claims. For more information on selecting insurance claims, go
to Selecting Insurance Claims on page 340.

Correct any errors in insurance claims. For more information on correcting
errors, go to Correcting Errors in Insurance Claims on page 347.

Add additional information to the CMS 1500 forms. For more information on
adding information to a CMS 1500 form, go to Recording Additional
Information on the CMS 1500 Form & ANSI File on page 349.
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For more
information on

creating insurance

claims for
GatewayEDI and
VisionWeb, see
the “OSSU 404
Third Party
Processing for
GatewayEDI
Clients” and
“OSSU 405 Third
Party Processing
for VisionWeb
Clients/Print
Image” iTrains.

Sending

Insurance
Claims to
McKesson
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Sending Insurance Claims to McKesson

If you are creating a print image file, follow the instructions below; otherwise,
go to step 5:

a.  Left-click and then right-click on the insurance carrier (or Print CMS(s))
and select Create Print Image.

b.  Click Yes on the Do you want to move CMS records? window to
move the claim to the Billing History folder.

C. Click Yes on the Print Image Created window after the print image is
created.

Note The print image file, Printlmg.txt, is located in the
OMATE32\DATA\EMC folder. Send the PrintImg;txt file to
your insurance carrier. A copy of the print image file is also located
in the OMATE32\DATA\EMC folder and identified by the first
two letters of the insurance carriet’s name, the date, and the .exp
extension.

If you are exporting insurance claims to an electronic file, left-click and then
right-click on the receiver format (or Receiver(s)) and select Create Claims.

Note The electronic file (NSFClaim.cnx, ANSIClaim.cnx,
MKANSIClaim.cnx, GWANSIClaim.cnx, or Nclreq.dat) is located
in the OMATE32\DATA\EMC folder. Send the NSFClaim.cnx,
ANSIClaim.cnx, GWANSIClaim.cnx, or Nclreq.dat file to your
insurance carrier. If you are sending insurance claims to
McKesson, go to Sending Insurance Claims to McKesson on page
359. A copy of the NSE, ANSI, or NDCHealth - Stratus file is also
located in the OMATE32\DATA\EMC foldet. The copy of the
NSF and NDCHealth - Stratus file is identified by the date and the
.e extension. A copy of the ANSI file is identified by the date and
the .ae extension. A copy of the GatewayEDI ANSI file is
identified by the date and the .ge extension.

To view the billing history of an insurance claim, go to Receiving Insurance
Claim Reports From McKesson on page 361.

Select insurance claims. For more information on selecting insurance claims, go
to Selecting Insurance Claims on page 346.

Correct any errors in insurance claims. For more information on correcting
errors, go to Correcting Errors in Insurance Claims on page 347.

Add additional information to the CMS 1500 forms. For more information on
adding information to a CMS 1500 form, go to Recording Additional
Information on the CMS 1500 Form & ANSI File on page 349.

Export electronic insurance claims. For more information on exporting
insurance claims, go to Exporting Insurance Claims on page 358.
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Sending Insurance Claims to McKesson Chapter 12 Processing Insurance Claims

For more
information on
creating insurance
claims for
McKesson, see the
“OSSU 406 Third
Party Processing
for McKesson
Clients” iTrain.

360

5

Left-click and then right-click on McKesson - ANSI 837 and select Send
Files.

& Third Party Processing
" Status and Progress

=-Receiver(s)
. MDCHealth - Stratus
seport to File (N3F 3.0) Carrier | Petient Name [ na. | Slipdste | Error |
~ ANSL 837 Format Wedicare Carter, Sally 95 03(24/2006  Yes

- GatewayEDI - ANSI 537
H=SE ok esson - ANST
- Print CMS(s)

v Select Claims
Create Claims
Refresh Al
Re-0pen Al
Batch Detail
Carrier Maintenance
CM3 Margins
Create Print Image
Prink List

Send Files

Receive Files

Save I Cancel I

A command prompt window and a McKesson Transfer window open while
the files are being sent to McKesson. After the files are sent, the File Transfer
window opens.

Click OK.

File Transfer

-
\'!‘f) The files were uploaded successfully to the Mokesson Website

Note The electronic file (MKANSIClaim.cnx) is located in the
OMATE32\DATA\EMC folder. A copy of the file is identified by
the date and the .me extension.

Go to Receiving Insurance Claim Reports From McKesson on page 361 to
receive insurance claim reports from McKesson. Go to Viewing McKesson
Transferred Files on page 362 to view the ANSI files transferred to McKesson
and the insurance claim reports you received from McKesson.
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Receiving
Insurance
Claim Reports
From
McKesson

For more
information on
McKesson reports,
see the “OSSU 407
McKesson
Reports” iTrain.

eyefinity/OfficeMate

Receiving Insurance Claim Reports From McKesson

Wiait at least one day after sending insurance claims to McKesson to receive insurance
claim reports.

4

Open the Third Party Processing window. For more information on opening
this window, go to Opening the Third Party Processing Window on page 345.

Left-click and then right-click on McKesson - ANSI 837 and select Receive
Files.

& Third Party Processing rgl

Status and Progress
Task ‘

EMC Options | | = Receiver(s) ‘

NDCHealth - Stratus

Export ko File (MSF 3.0)
AMSI §37 Format

Carrier Patient Name | No. | Slipdate ‘ Error |
Medicare Carter, Sally 95 O3F24/2006  Yes

v Select Claims
Create Claims
Reefresh All

Carrier Maintenance

Print List
Send Files
ve Files

Cancel

A command prompt window and a McKesson Transfer window open while
the files are being received from McKesson. After the files are received, the File
Transfer window opens.

Click OK.

File Transfer

-
\!‘) The files were successfully downloaded from the Mckesson Website

Go to Viewing McKesson Transferred Files on page 362 to view the reports you
received from McKesson.
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Viewing If you send insurance claims to McKesson and receive insurance claim reports from

McKesson McKesson, you can view the sent and received files by following the instructions
below:

Transferred

Files 1 Open the Third Party Processing window. For more information on opening

this window, go to Opening the Third Party Processing Window on page 345.

2 Click the Transferred Files icon.
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Viewing McKesson Transferred Files

3 Ifyouwant to view ANSI files that were sent to McKesson, click Sent Files. If
you want to view insurance claim reports received from McKesson, click

Received Files.

& Third Party Processing

= Receiver(s)
= Mekasson - ANSLE37

Sent Fles Type | Filetuame | Date | Size

Recerved Files Exechusion Claims Report ECOO0B98.AL  07/17/2006 4:27:02 PM 10824
Claims Print Image F4999392. AC O7f17/2006 4:27:01 P 8910
Front-End Level 1 HADITE9T. AM 07/17/2006 4:27:00 PM 320
Front-End 277 Claim Stakus R.., XJ999698.AG 07[17/2006 4:26:59 FM
Front-End Level 2 ¥S99989B.AM  O7/17/2006 4:26:59PM 528
Front-End 277 Claim StakusR... ¥PROSIBAG  O7/17/20064:26:58PM 1143
Mickesson Status of Transfer ... 07141513.00 07/17}2006 4:26:57PM 300
Exchusion Claims Report ECT99895.AK O7f17/2006 4:26:57 PM 10624
Claifts Acknicwdedge Report CASIIE0E, AK 07/14/20069:18:32 AM 10824
Claims Print Image F49998%5.AB O7f14/2006 9:18:31 AM 8910
Exchusion Clakns Report ECO09B9.A]  07/14/2006 9:13:30 AM 10824
Claims Acknowledge Report  CAS99898.A0  07/14j2006 9:18:28 AM 10824
Front-End Level 1 HABBATIIAA OFf14/2006 9:18:28 AM 320
Front-End 277 Claim Stabus R... XJ99389%5.AF O7f14/2006 9:18:27 &AM 553
Front-End Level 1 HATI9EIE. AL 07[14/2006 9:13:26 AM 320
Front-End Level 2 X3999353. AL 07[14/20069:18:26 AM 520
McKesson Status of Transer ... 0712111500  07/14/2006 9:15:25 &M 551
Front-End 277 Claim Status R.., YPOUSBSS.AF  07/14/2006 9:18:25 AW 1134
Exchusion Claims Report ECOaa5%5. AL O7/14/2006 9:13:24 AM 5412
Claims Report CA9E98. AT 07/11)2006 12:11:21 PM 10824
Exxchusion Claims Report ECH99893.AH 07112006 12:11:19FPM 5412
Claims Acknowdedge Report CAZIERE.4H 07[11/2006 12:11:18PM 10824
Front-End Level 1 FAOUGBSE.AK  O7/11J2008 1Z:11:14 M 320
Front-End 277 Claim Status R... XP9935%3, 07/11j2006 1Z:11:11PM 1142
Front-End Level 2 7i11 0 524
u s of Transfes ...
Front-End 277 Claim Status R... El?,fll.‘ZEDS
Mckesson Acknowledgement ... report 07[11/2006 12:11:08 PM 577
% ! 7 | g

S|

Note The insurance claim report types and associated filenames are

listed below. For more detailed information on these reports, go to
http://www.officemate.net/omkb/article.aspxrid=11244.

* Claims Acknowledge Report: Filename begins with “CA”
* Claims Acknowledge Report: Filename begins with “UA”
* Exclusion Claims Report: Filename begins with “UE”

* Exclusions Claims Report: Filename begins with “EC”

* Font-End 277 Claim Status Report: Filename begins with
((XP”

* Front-End 277 Claim Status Rejection Report: Filename
begins with “X]”

* Front-End Level I, McKesson 997 Report: Filename
begins with “XA”

* McKesson Acknowledgement Report: Filename is
“REPORT”

* McKesson Status of Transfer Report: Filename extension
is “.00”
* Payor Reports: Filename begins with “CR”

* Recreate Report: Filename begins with “FX”
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Using the Billing History Chapter 12 Processing Insurance Claims

4 Double-click a file or report to open the View File Data window and view and
print the claim or report.

U Sing the You can view details about the claims you have processed and reprocess claims using
il i the billing history function in the Third Party Processing window. This section tells
Billing History g mistory bl 8
you how to use the billing history function, including how

. To view insurance claim histories, 364

. To reprocess insurance claims, 365

P To view insurance claim histories

1 Open the Third Party Processing window. For more information on opening
this window, go to Opening the Third Party Processing Window on page 345.

1 Click the Billing History icon.
2 Complete one of the following actions, depending on your situation:

—  If you are viewing the history of print image files, click the + (plus) sign
next to Print CMS(s)/Date(s).

—  Ifyouare viewing the history of electronic files, click the + (plus) sign next
to Receiver(s)/Date(s).

Click the + (plus) sign next to the date that you want to view.

4 Left-click and then right-click on a receiver format or insurance carrier and
select Batch Detail.

i Third Party Processing

Status and Progress

Task |

EMC Options Receiver(s)iDate(s) | SRR

% E Printed CMS{s)jDatels)
: =-08/21/2002

) | Carrier Patient Mame | Na. | Slipdate | Error ‘
16:38=Eye Care Plan Of America - | | Medicare MITCHELL, HENRY 50 03(09/2000 Mo
16 edicar ey MITCHELL, HENRY 60 05/02/2001 Mo

Fee-Cpen Al
Eiatch Detail

B
- @ 16:37=Medical |
N

Send Files
Receive Files

Cancel
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Click View Data to view a receiver’s data file.
OR

Click View List to view and print a list of claims and charge amounts.

(3

& Third Party Processing
Status and Progress
Task |

Receiver(s)iDatels)
=-Printed CMS{s)fDate(s)
=-0gj21f2002 Eatch Detail
1 Eye re Plan OF America - | Gin o 000004

6:3?=Medya Services Transmission date08/21/2002
Insurance Mame Medicare

Total Batches 1

Total Claims 2

Total Charges  BO0.77

Data Filename  NOME
List Filename  Me082102.Jst “iew List

Template Mame HCFACHE
Status HCFA(s] Printed

Cancel

To reprocess insurance claims

Open the Third Party Processing window. For more information on opening
this window, go to Opening the Third Party Processing Window on page 345.

Click the Billing History icon.
Complete one of the following actions, depending on your situation:

—  If you are reprocessing a print image file, click the + (plus) sign next to
Print CMS(s)/Date(s).

—  If you are reprocessing an electronic file, click the + (plus) sign next to
Receiver(s)/Date(s).

Click on the + (plus) sign next to a date.
Click on a receiver format or insurance carrier.
Complete one of the following actions, depending on your situation:

—  Left-click and then right-click on an insurance carrier in the left side of the
window and select Re-Open All

- Left-click and then right-click on an individual claim on the right side of
the window and select Open CMS.

Go to Correcting Errors in Insurance Claims on page 347, Recording Additional
Information on the CMS 1500 Form & ANSI File on page 349, or Exporting
Insurance Claims on page 358 to revise and reprocess your claim.
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Releasing & This section tells you how to release and close claims on hold, including how to
CIOSing . To release claims on hold, 366
CIaImS on J To close claims on hold, 367

Hold

» To release claims on hold

1 Open the Third Party Processing window. For more information on opening
this window, go to Opening the Third Party Processing Window on page 345.

2 Click the Claims on Hold icon.
Complete one of the following actions, depending on your situation:

—  If you are releasing print image file claims that are on hold, click the +
(plus) sign next to Print CMS(s).

—  Ifyou are releasing electronic file claims that are on hold, click the + (plus)
sign next to Receiver(s).
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Complete one of the following actions, depending on your situation:

—  If you ate releasing a group of claims that are on hold, left-click and then
right-click on an insurance carrier in the left side of the window and select
Re-Open AlL

—  Ifyou are releasing one claim that is on hold, click on an insurance carrier
on the left side of the window, left-click on a patient on the right side of
the window, and then right-click on the patient and select Hold.

Note Press and hold the Ctrl or Shift key to select multiple patient
insurance claims.

& Third Party Processing
" Status and Progress ‘

Task | |

EMC Options | |# Receiver(s) : ; 8 Claims on Hold ( 3)
= =-Print CM3(s) : :
|_ [t )
5 5" - Medical Eye Services | Patient Hame | mo. | Slipdate |

Create Claims DAVLS STEE b ey e
aLLY ag 03/ 16/2006

7 ._‘ Fee Slip Detail
Billing History

CMS Maintenance

Patient Detail
Error{s)

Prink CMS
Refresh CMS

Transferred
Filzs

Cancel |

The insurance claim(s) can be selected again the next time you select claims for
processing. For more information on selecting insurance claims, go to Selecting
Insurance Claims on page 340.

To close claims on hold

Open the Third Party Processing window. For more information on opening
this window, go to Opening the Third Party Processing Window on page 345.

Click the Claims on Hold icon.
Complete one of the following actions, depending on your situation:

—  Ifyouare closing print image file claims that are on hold, click the + (plus)
sign next to Print CMS(s).

—  If you are closing electronic file claims that are on hold, click the + (plus)
sign next to Receiver(s).

Click on an insurance carrier on the left side of the window.
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Left-click on a patient on the right side of the window and then right-click on
the patient and select Close CMS.

Note Press and hold the Ctrl or Shift key to select multiple patient
insurance claims.

& Third Party Processing
" Status and Progress

Task |

@--Recewer(s)
=-Prink CM5(s)
- Medical Eye Services

| Patient Name | Mo, | Slipdate |
DAYIS, STEVEN

nTEn caly an 03

Carrier

w Hol
Eee Slip Detal
M3 Mainkenance

Patient Detail
Etroris)

Print M3
Refresh CM3

Cancel |

The insurance claim(s) are removed from the Third Party Processing window. 1f
you want to view or print a closed claim, open the CMS 1500 form from the Fee
Slip window or the Insurance tab on the Patient Demographic window. For
information on opening the CMS 1500 form from the Patient Demographic
window, go to To record insurance information on page 89. For more
information on opening the CMS 1500 form from the Fee Slip window, go to
Viewing & Printing CMS 1500 Forms on page 203.

Note You cannot edit and refresh closed insurance claims that you
opened through the Insurance tab on the Patient Demographic
window or Fee Slip window. To edit and refresh closed insurance
claims, reopen the claims from the Billing History. For information
on using the Billing History, go to Receiving Insurance Claim
Reports From McKesson on page 361.
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Creating & Printing Reports,

Statements, & Graphs

In this chapter:

Opening the Reports, Statements & Graphs Window, 370
Adding & Removing Reports From Tabs, 370
Creating & Printing Daily Reports, 375

Creating & Printing Weekly Reports, 377

Creating & Printing Monthly Reports, 380

Creating & Printing Yearly Reports, 384

Creating & Printing On Demand Reports, 386
Creating & Printing Internal Marketing Reports, 388
Creating & Printing Statements, 390

Creating & Printing Graphs, 395

Creating & Printing Business Analysis Reports, 397
Viewing the Report History, 398

List of Reports & Graphs, 401

You can create and print reports, statements, and graphs for analyzing your finances,

reviewing your marketing strategies, and viewing your sales. You can produce reports
daily, weekly, monthly, or on demand.

OfficeMate User’'s Guide

369



Opening the Reports, Statements & Graphs Window Chapter 13 Creating & Printing Reports, Statements, & Graphs

For more
information on
creating reports,
see the “OSSU 501
General Reports”
iTrain and the
OSSU 500-1,
“Creating Reports
& Processing
Documents,”
training course.

Opening the
Reports,
Statements &
Graphs
Window

Adding &
Removing
Reports From
Tabs

370

Notes ¢ Before you create and print reports, statements, and graphs, set up
your security preferences for reports. For more information on
setting up security preferences, go to Customizing Security
Preferences on page 62.

* OfficeMate suggests that you print the following audit reports on a
daily or monthly basis to help you effectively manage your practice’s
finances: Accounts Receivable Variance, Adjustment Register,
Applied Payment Register by Date, Daily Production Summary, Day
Sheet Details, Deposit Ticket, Discount Register, Fee Slip Detail,
Insurance Aging by Patient Detail, Monthly Production Summary,
Patient Aging - Detail, Production, Returns And Refunds, and
Unapplied Amounts.

* Print reports, statements, and graphs using 8'2” x 117 paper stock.

Open the Reports, Statements & Graphs window using one of the following methods:
. Click the Reports icon.

. Click Tasks on the main window toolbar and select Reports.

This section tells you how to add and remove reports from the Daily, Weekly, Monthly,
Yearly, On Demand, and Graphs tabs in the Reports, Statements & Graphs window,
including how

. To add reports to tabs, 370

. To remove reports from tabs, 374

» To add reports to tabs

Note You only need to add a report to a tab once; you do not need to add a
report to a tab every time open the Reports, Statements & Graphs
window.

1 Open the Reports, Statements & Graphs window. For more information on

opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

2 Click the Daily, Weekly, Monthly, Yearly, On Demand, or Graphs tab.
Click Add.
The Report Listing window opens.

4 Double-click on a report or select it and click Select.

eyefinity;/OfficeMate
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Adding & Removing Reports From Tabs

Note

Click the + (plus sign) next to the report category to view and

select the reports within the category. Press and hold the Ctrl or
Shift key to select multiple reports. The reports are located in the

following categories:

Aging

Insurance Aging by Patient Summary

Insurance Aging by Patient Detail
Insurance Aging Summary

Frame Aging

Patient Aging - Detail

Patient Aging - Summary

Commission

Conversion Exception

Provider Commission Detailed
Provider Commission Summary

Documents
Labels
Post Card

Financial Transactions
Accounts Receivable Variance
Adjustment Register
Applied Payment

Applied Payment Register by Date
Applied Payment Summary
Billing History

Daily Transaction Audit
Day Sheet Details

Day Sheet Summary
Deposit Ticket

Discount Register

Fee Slip

Fee Slip Audit

Fee Slip Detail

Fee Slips On Hold

Open Charges

Patient Credit Refund
Receipts Journal

Returns And Refunds

Sales Tax

Unapplied Amounts

Void Fee Slip Register

evefinity/OfficeMate
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Note, Graph
cont. Graph - Patients by Age
Graph - Patients by City
Graph - Patients by Gender
Graph - Patients by Insurance Type
Graph - Patients by Source
Graph - Patients by ZIP Code

Insurance Financial Transactions
Insurance Analysis

Insurance Audit

Insurance Chargeback

Insurance Revenue

Transferred Unapplied Ins. Amounts

Internal Marketing
Internal Marketing

Inventory

Inventory Adjustments
Inventory Profitability
Purchase Order Detailed
Purchase Order Summary
Order Recommendation
Product Transaction Details
Purchase Order

Stock Status

Lab Otrders

Lab Orders

Lab Orders Outstanding

Lab Orders Received & Notified
Lab Otrders Patient Notification
Lab Orders Patient Follow-Up
Re-Do Lab Orders

Lists

Contact Lens Listing
Diagnosis Code Listing
Frame Listing

Inactive Frames List
Ophthalmic Lens Listing
Other Product Listing
Service Listing

eyefinity;/OfficeMate
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Adding & Removing Reports From Tabs

Note,
cont.

Patient Demographics
Bad Address List

Deleted Patients

New Patient Demographics
Patient Demographics
Patient List

Referrals

Product Sales

Contact Lens Sales by Patient
Frame Sales Detail by Manufacturer
Frame Sales Summary

Products Sold

Top Selling Frames - Detail

Top Selling Frames - Summary

Quick List
Patients In Quick List

Recalls
Patients w/No Recall Date
Patients w/Past Due Recall

Scheduler
Appointment Schedule
Cancellations And No Shows

Setup Listings
Insurance Listing
Provider Listing
Vendor Listing

Statements
Statement
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&4 Report Listing

+ Aging T
+ Cornrmission
+ COnyersion

+ Documents
+ Financial Transactions
| Insurance Financial Transactions

Insurance Audit
Insurance Charge Back

Insurance Revenue
Transferred Unapplied Ins, Amounts

+ Inventory

+ Lab Orders

+ Lists

+ Patient Dernographics

+ Product Sales
+ Production

=]
il 1 ik

Lisks dates, insurance carrier names, product names, CPT codes,
amounts billed to insurance, amounts paid by insurance, and
insurance write-offs.

=

The report is added to the list of reports in the tab that you selected in step 2.

To remove reports from tabs

Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

Click the Daily, Weekly, Monthly, Yearly, On Demand, or Graphs tab.
Click Remove.
The Remove Reports window opens.

Click Yes.

Remowve Report

"j Current repott is: APPOINTMEMT SCHEDULE,
L

Is it OF to remove it from this tab?

The report is removed from the list of reports in the tab that you selected in step
2.

eyefinity;/OfficeMate
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Printing Daily
Reports
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Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

Add or remove reports from the list of reports. For more information on adding

and removing reports, go to Adding & Removing Reports From Tabs on page
370.

Click the Alphabetically or By Category radio button at the bottom of the
window to view the list of reports alphabetically or categorically.

Select a report to create and print using one of the following methods:

— Select the Prt check box next to the report that you want to create and
print.

—  Click Select All to select all reports.

Note Click Unselect All to deselect all reports.

¥ Reports, Statements & Graphs DIE'E‘
Daily | weedy | momny | vewly | onDemand | Ink Marketing | | Graphs [ eusiness analysss
Select Al | Unselect Al Date | 05/18iz006 Set Date
el Selection Criteria and Sort Order w
Prt Report Name [Dats =

] e Date =
1 Joaily Production Summary Frovider

Gl

| 57 | ity Transaction Audic B = (all =
1 Joay shest Summary Show All Time Slots = =
| 57 | Deposit Ticket
[ |Receipts Journal
¥ JSales Tax
Current Repart Printer |hp LaserJet 1300 PL 6 ~|

Current Report Paper  Btock, & 1/2x 11 in,

Lists all patients scheduled For an appointment on the specified day, Report can bs creatad For ans provider or for al praviders, with or withouE opsn e slats. Tt includes the time of the
lappts, patient names, services, and durations of the appts,

Add | Remove | History ‘ " alphabetically " By Category Preview ‘ Prink Cancel

Type or select a date from the Date box and click Set Date.

The date in the Date box is transferred to the reports that have selection dates.

Note The date in the Date box is automatically set to the current day.

Complete the Selections Criteria and Sort Order fields with appropriate
information. For more information on completing these fields for the report(s)

that you are printing, go to the report(s) in the List of Reports & Graphs on page
401.
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Select a printer or fax program from the Current Report Printer drop-down
menu.

¥ Reports, Statements & Graphs

Daily || weety | oty | veay | omDemend | It Marketing | Staements | Graphs | Business Analysis
Select Al | Unselect All Date |  05i13/z006 + Set Date
s Selection Criterls and Sort Order &L
Pit Report Name: i o= Josiejzoos
Appo t Scheduls Date <= 05/18/2006
| |Daily Production Summary Provider = Duncan, Tom -
¥ |Daily Transaction Audit Service = 11642 Excision, Malignant 1.1-2.0 CM -
L |pay sheet Summary |¥nw Al Time Slots = 1
47 [Deposit Ticket
11 |receipts Journal
¥ [Sales Tax
Current Report Printer |hp LaserJet 1300 PCL6 |
CUrret, Report Paper Bhack, 6 12 111,
Lists &l patients scheduled For an appointment on the specified day, Report can be created For one provider or For all providers, with or without open time slots, It incudes the time of the
appts, patient names, services, and durations of the appts
Add | Remove History | + plphabetically " By Cakegory Preview | Print ‘ Cancel |

Select a report and click Preview to preview the report. If you do not want to
preview reports, go to step 10.

The Preview Window opens.
Complete one or more of the following tasks:

—  Click the Print Report icon to open the Print window and print the
report using the current report printer.

—  Click the Export Report icon to open the Export window and choose a
format and destination for your exported report.

Note If you are exporting the report to a Microsoft Windows
application, such as Excel, select the MS Excel 97-2000 (Data
Only) format and Disk file destination in the Export window
and click OK. Select the Column width based on objects in
the Details radio button and 4/ the check boxes in the Excel
Format Options window and click OK.

—  Close the Preview Window.

Click Print to print or fax the report(s).

The Print Reports window opens.

Click Yes to print or fax all of the reports that you selected in step 4.
The Paper Change Notification window opens.

Select a printer or fax program from the Printer drop-down menu.
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Creating &
Printing
Weekly
Reports
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13

Complete one or more of the following tasks:
—  Click Test Print to print or fax a test page.
—  Click Print to print or fax the report(s).

—  Click Skip to skip printing or faxing the report and print or fax the next
report that you selected.

& Paper Change Notification

Report F\ppointment Schedule
Paper |5tc-ck, S1Zx1lin,
Printer  |hp LaserJet 1300 PCL 6 =]

Test Print | Skip 1 Cancel |

Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

Click the Weekly tab.

Add or remove reports from the list of reports. For more information on adding
and removing reports, go to Adding & Removing Reports From Tabs on page
370.

Click the Alphabetically or By Category radio button at the bottom of the
window to view the list of reports alphabetically or categorically.
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5 Select a report to create and print using one of the following methods:

Select the Prt check box next to the report that you want to create and
print.

— Click Select All to select all reports.

Note Click Unselect All to deselect all reports.

& = S
¥ Reports, Statements & Graphs {- HEI”'S?‘
‘ Daily | Weekly | Manthly ] Yearly ] On Demand I Int. Marketing I Statements ] iGraphs ] Business Analysis
Select All | - Unselsct Al Date | 05i1z/2006 »| 1o | 0sSi1s2008 =] Set Dates
Weekly Reports
. Selection Criteria and Sort Orcler o
Prt Report Name: [Adiustment Date 5= [ I
Adjustment Date |e= I 1
| | applicd Payment e & By Date =1
| 1 | canceliations And o Shows
1 Jiscount Register
| =1 | Fee Siip Audic
1 JFe= Slip etail
¥ JFee Slips On Hold
Current Report Printer |hp LaserJet 1300 PCL 6 ~|
Currert Report Paper  ftock, & 1/Zx 11in,
Lists adjustments to transactions in ascending date order. This report includes Fes slip umbers, patient names, adjustment dates, amounts, recorded by names, adjustment: types, and
adjustment reasons.
Add | REmove ‘ Histary | ' plphabetically " By Category Presview | Print ‘ Cancel |

6  Type or select dates from the Date and To boxes and click Set Dates.

The date in the Date box is transferred to the reports that have selection dates.

Note The date in the Date box is automatically set to seven days before

the current day. The date in the To box is automatically set to the
current day.

7 Complete the Selections Criteria and Sort Order fields with appropriate
information. For more information on completing these fields for the report(s)

that you are printing, go to the report(s) in the List of Reports & Graphs on page
401.
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Select a printer or fax program from the Current Report Printer drop-down
menu.

‘¥ Reports, Statements & Graphs El@@l
Daity weekly | wonthy | Vealy | onDemand | Int.Marketing | Statements |  Graphs | Business Analysis
select all | Unselect all Date | 05/12/2006 v | To| 0s/1sizo0e |
Witeekly Reports
e Selection Criteria and Sort Order e ‘
Prt Report Mame: [adiustment Date [z= 05/ 12/2006 |
Adjustment Date [e= [loss1z/z008 I
¥ |Applied Payment i E By Date_ =l
1 [Cancellstions And o Shows
1 |Discount Register
1 |Fee Slip Audit
1 |Fee Slip Detall
¥ |Fee Slips On Hold
Current Report Printer [hp Laserlet 1300 PCL6 JEa |
Current Report Paper  ftock, 8 1/2 x 11in.

Lists adjustments to transactions in ascending date order, This report includes fes slip numbers, patisnt names, adjustment dates, amounts, recorded by names, adjustment types, and
adhustment reasans.

Add ‘ Remove | Histary | & alphabetically " By Category

Preylew | Brint | Cancel ‘

Select a report and click Preview to preview the report. If you do not want to
preview reports, go to step 11.

The Preview Window opens.
Complete one or more of the following tasks:

Click the Print Report icon to open the Print window and print the
report using the current report printer.

Click the Export Report icon to open the Export window and choose a
format and destination for your exported report.

Note If you are exporting the report to a Microsoft Windows
application, such as Excel, select the MS Excel 97-2000 (Data
Only) format and Disk file destination in the Export window
and click OK. Select the Column width based on objects in
the Details radio button and a4/ the check boxes in the Excel
Format Options window and click OK.

—  Close the Preview Window.

Click Print to print or fax the report(s).

The Print Reports window opens.

Click Yes to print or fax all of the reports that you selected in step 5.
The Paper Change Notification window opens.

Select a printer or fax program from the Printer drop-down menu.
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Complete one or more of the following tasks:
—  Click Test Print to print or fax a test page.
—  Click Print to print or fax the report(s).

—  Click Skip to skip printing or faxing the report and print or fax the next
report that you selected.

& Paper Change Notification

Report F\djustment Reqister
Paper  ftock, 812 x 1100,
Printer | hp LaserJet 1300 PCL 6 |

Test Print |Pr|nt Skip 1 Cancel |

Creating & This section tells you how to create and print monthly reports, including how

Printing .
Monthly .
Reports

>

380

To create & print monthly reports, 380

To balance accounts receivable, 383

To create & print monthly reports

Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

Click the Monthly tab.

Add or remove reports from the list of reports. For more information on adding
and removing reports, go to Adding & Removing Reports From Tabs on page
370.

Click the Alphabetically or By Category radio button at the bottom of the
window to view the list of reports alphabetically or categorically.

. , . evefinity;/OfficeMa
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Select a report to create and print using one of the following methods:

—  Select the Prt check box next to the report that you want to create and
print.

— Click Select All to select all reports.

Note Click Unselect All to deselect all reports.

W Reports, Statements & Graphs E@g‘
[ Daly | weely |  Monthy | veay | onDemend | inkMarksting | Gtatements | Graphs | Business Analysis
Select All | Unselect All pate | 0152006 v | To| oSi1gizoos v Set Dates
I e Selection Criteria and Sort Order ﬂ

Prt Repart Name Period snd = [ T

Detail Insurance Co, = =z ~ |
¥ Jinsurance Aging by Patient Summary |Pravider = [Gally -]
1 Jnsurance aging Summary
| (47 [Marithly Production Summary
i |Patient Aging - Detail
' |Patient Aging - Summary
7 | Tap Selling Frames - Detail
¥ JTop Selling Frames - Summary
Sort Order

[ Sort Field Name | sotaz | sortza | ‘

[Insurance co. = 1 & |
Patient Name | ™ | @

Currert Report Printer |hp Laserlet 1300 PCL& ~|
Currert Report Paper  ftock, & 1/2x 11 in,

Lists patient insurance balances. This repart is organized by insurance company or patient name.

add | Remave ‘ History | (¢ alphabetically " By Category Preview | Print ‘ Cancel |

Type or select dates from the Date and To boxes and click Set Dates.

The date in the Date box is transferred to the reports that have selection dates.

Note The date in the Date box is automatically set to 30 days before the
current day. The date in the To box is automatically set to the
current day.

Complete the Selections Criteria and Sort Order fields with appropriate
information. For more information on completing these fields for the report(s)

that you are printing, go to the report(s) in the List of Reports & Graphs on page
401.
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8  Select a printer or fax program from the Current Report Printer drop-down

menu.

U.Repurts, Statements & Graphs E@@

Daily weely |  Monthly | wveady | onDemand | Ink.Marketng | Statements |  Graphs | Business Analyss

Select Al | Unselect Al Date | 0#/18/2006 =| To| 0Si1s2006 > | Set Dates
Monthly Reports
e Selection Criteria and Sart Order By
[Period end [e= [o5i18}2006 |
B 1rsurance Aing by Tnsurance Co. - Eye Care Plan OF Ametica - Region 1 -
Insurance Aging by Pat Frovider = [miler, 0.0, Michael -

Insurance Aging Summary
Monthly Production Summary
Fatient Aging - Detal
Patient Aging - Summary

Top Seling Frames - Detal
Top Seling Frames - Summary

EEREEER

Sort Order

Sort Field Name Sort A-Z Sort Z-4
Insurance Ca. ¥ =
Patient Marme e =

Current Report Printer |hp LaserJet 1300 PCL 6 ~|

Current Repart Paper ﬁtuzkj &1/2x11in,

Lists patient insurance balances, This report is organized by nsUrance company o patient name,

Erink: | Cancel

History ‘ & Alphabetically " By Category Preview ‘

add | Remove

9  Select a report and click Preview to preview the report. If you do not want to
preview reports, go to step 10.
The Preview Window opens.
10 Complete one or more of the following tasks:
—  Click the Print Report icon to open the Print window and print the
report using the current report printet.

—  Click the Export Report icon to open the Export window and choose a
format and destination for your exported report.

Note If you are exporting the report to a Microsoft Windows
application, such as Excel, select the MS Excel 97-2000 (Data
Only) format and Disk file destination in the Export window
and click OK. Select the Column width based on objects in
the Details radio button and 4/ the check boxes in the Excel
Format Options window and click OK.

—  Close the Preview Window.

11 Click Print to print or fax the report(s).
The Print Reports window opens.

12 Click Yes to print or fax all of the reports that you selected in step 5.
The Paper Change Notification window opens.

13 Select a printer ot fax program from the Printer drop-down menu.

eyefinity;/OfficeMate
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Complete one or more of the following tasks:
—  Click Test Print to print or fax a test page.
—  Click Print to print or fax the report(s).

—  Click Skip to skip printing or faxing the report and print or fax the next
report that you selected.

& Paper Change Notification

Report Ilnsurance Aging by Patient Detail
Paper  ftock, 8 1/2x 1100,
Printer | hp LaserJet 1300 PCL 6 |

Test Print |Pr|nt i Skip 1 Cancel |

To balance accounts receivable

Establish a “Beginning Balance” amount using the following instructions:
a.  Create the Patient Aging Summary report for the prior period.

b.  Create the Insurance Aging Summary report for the prior period.

c.  Add the totals from the Patient Aging Summary report and the Insurance
Aging Summary report for the prior period.

d.  Create the Accounts Receivable Variance report for the prior period and
add this total to the total from step c.

Create the Patient Aging Summary report for the current petiod.
Create the Insurance Aging Summary report for the current period.
Create the Accounts Receivable Variance report for the current period.

Add the totals of the reports you created in steps 2—4; this new total is the “New
Adjusted A/R Balance” amount.

Verify the new open A/R balance using the following instructions:
a.  Create the Monthly Production Summary report for the current period.
b.  Add the “Net Change to A/R” amount to the “Beginning Balance.”

c.  Ensure that the total from step b is the same as the “New Adjusted A/R
Balance” amount.
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Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

Click the Yearly tab.

Add or remove reports from the list of reports. For more information on adding

and removing reports, go to Adding & Removing Reports From Tabs on page
370.

Click the Alphabetically or By Category radio button at the bottom of the
window to view the list of reports alphabetically or categorically.

Select a report to create and print using one of the following methods:

— Select the Prt check box next to the report that you want to create and
print.

—  Click Select All to select all reports.

Note Click Unselect All to deselect all reports.

W Reports, Statements & Graphs [’._\['E|E\
[ Caly | weely | wmonthy | Yearly | onDemand | Ink.Marketng |  Statements |  Graphs | Business Anlysis
Select all | Unselect Al Date | 0518/2005 »| 1o | 0Si13/2008 ¥ | Set Dates

‘early Reports
G Selection Criteria and Sort Order et
Frt Report Name: Paiert Name =
Fes Sip Date =
[ 1 JFrame Listing Fee Slp Date =
1 Jinwentory Profitability EEah 7
1 [Products soid
1 JReferrals
1 |Stockstatus
Current Report Printer |hp LaserJet 1300 PCL & |
Currert Report Paper  Stock, & /2 x 11 in,
Lists transaction history by patients For the fee slip date range selected. This report is suitable for maling to patients.
Add | Remove Histary | " plphabeticaly " By Cakegory Presview | Print. ‘ Cancel |

Type or select dates from the Date and To boxes and click Set Date.

The date in the Date box is transferred to the reports that have selection dates.

Note The date in the Date box is automatically set to one year before the
current day. The date in the To box is automatically set to the
current day.

Complete the Selections Criteria and Sort Order fields with appropriate
information. For more information on completing these fields for the report(s)

that you are printing, go to the report(s) in the List of Reports & Graphs on page
401.

. , . eyefinity/OfficeMa
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Select a printer or fax program from the Current Report Printer drop-down
menu.

¥ Reports, Statements & Graphs ._\@\E|
[ baly |  weey | Moy |  veary | onDemand | Int.Marketing | Statements |  Graphs | Business Analysis
select &l | Unselect Al Date | 05i18/2005 »| Ta| 0Si1sizo06 +| Set Dates
Yearly Reports
e Selection Criteria and Sort Order Ea ‘
Prt Report Name: Patient Name = [Carter, Salt
Fee Siip Date = 05{15/2005
) |Frame Listing Fee Slip Date 2= 05/ 152006
11 |tnwentory Profitability By Fanily 7
" |Products Soid
] [Referrals
L |Stock Status
Current Report Printer |hp LaserJet 1300 PCL & ~|
Current Report Paper  [Stock, & 1/2x 11in,

Lists transaction history by patients for the fee slip date range selected. This report is suitable For mailing to patients.

add | Remove

Histary | + plphabetically " By Cakegory Preview | Print ‘ Cancel |

Select a report and click Preview to preview the report. If you do not want to
preview reports, go to step 11.

The Preview Window opens.
Complete one or more of the following tasks:

—  Click the Print Report icon to open the Print window and print the
report using the current report printer.

—  Click the Export Report icon to open the Export window and choose a
format and destination for your exported report.

—  Close the Preview Window.

Click Print to print or fax the report(s).

The Print Reports window opens.

Click Yes to print or fax all of the reports that you selected in step 5.
The Paper Change Notification window opens.

Select a printer or fax program from the Printer drop-down menu.
Complete one or more of the following tasks:

—  Click Test Print to print or fax a test page.

—  Click Print to print or fax the report(s).

—  Click Skip to skip printing or faxing the report and print or fax the next

report that you selected.

& Paper Change Notification

Report Filling History

Paper |St0ck, g12x11in.

Printer  |hp LaserJet 1300 PCL 6 |

Test Print Skip 1 Cancel |
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Creating & 1 Opeg the Repgrts, Statements & Qraphs window. For more inforfnaﬁon on
Prlntmg On ogemng this window, go to Opening the Reports, Statements & Graphs
Demand Window on page 370.

Re ports 2 Click the On Demand tab.

Add or remove reports from the list of reports. For more information on adding

and removing reports, go to Adding & Removing Reports From Tabs on page
370.

4 Click the Alphabetically or By Category radio button at the bottom of the
window to view the list of reports alphabetically or categorically.

5 Select a report to create and print using one of the following methods:

— Select the Prt check box next to the report that you want to create and
print.

—  Click Select All to select all reports.

Note Click Unselect All to deselect all reports.

‘W Reports, Statements & Graphs g@@
| Daly | wesdy | Moty | vealy | OnDemand | intmaretng |  statements | Graphs | BusinessAnabsis
Select All | Unselect Al
SlECEnel e Selection Criteria and Sort Order &
Frt Freport Name ]

[ManuFacturer = | ~
]

Inactive only | =i |
Discontinued only | B |

Frarne Listing

B
1 JLab Orders Received & hotified
¥ JLabels
1 Juew Patient Demograghics
| =7 Jophthalmic Lens Listing
¥ JOrder Recommendation
=
=

Purchase Order - Back Order
Service Listing

Current Report Printer |Canon IRS000-6000 PCLSe ~|
Current Report Paper |Stn(k, 81j2x 11 in,

Lists all contact lans manuFacturers and vendors and their inventary, This repert includes names of the contact lenses, CPT codes, BCs, diameters, spheres, cylinders, axis, addions, fess,
costs, aross profit percentages, and praduct numbers

add ‘ Remove

History | * plphabetically " By Category

Preyiew ‘ Print ‘ Cancel ‘

6  Complete the Selections Criteria and Sort Order fields with appropriate
information. For more information on completing these fields for the report(s)

that you are printing, go to the report(s) in the List of Reports & Graphs on page
401.
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7 Select a printer or fax program from the Current Report Printer drop-down

menu.
¥ Reports, Statements & Graphs El@gl
[ bay ] westy | moty |  veaty | onDemand | mntmarketng | statemenis | Graphs | Business Analysis
Select All Unselect All
e e Selection Criteria and Sort Order I _ e |

it | Report Name: | [ManuFacturer [= [Bausch & Lomb: -
7 |Biad Address List Inactive only I %
Discontinued only | E

Frame Listing
Lab Orders Received & Notified
Labels

hiew Patient Demographics

Ophthalmic Lens Listing
Order Recommendation
Purchase Order - Back Order
Service Listing

|

AEEE

RERE

Current Report Printer | Canon iRE00D-5000 PCL5E -]
Current Report Paper lﬁtntk, 81/2x 1in.

Lists all contact lens manufacturers and vendars and thelr inventary. This report inclides names of the contact lnses, CPT codes, BCs, diameters, spheres, cylnders, axis, addions, fees,
costs, grass profik percentages, and product numbers,

add ‘ Remave | o | il e o | print | e ‘

8  Select a report and click Preview to preview the report. If you do not want to
preview reports, go to step 10.

The Preview Window opens.
9 Complete one or more of the following tasks:

—  Click the Print Report icon to open the Print window and print the
report using the current report printet.

—  Click the Export Report icon to open the Export window and choose a
format and destination for your exported report.

Note If you are exporting the report to a Microsoft Windows
application, such as Excel, select the MS Excel 97-2000 (Data
Only) format and Disk file destination in the Export window
and click OK. Select the Column width based on objects in
the Details radio button and 4/ the check boxes in the Excel
Format Options window and click OK.

—  Close the Preview Window.

10  Click Print to print or fax the report(s).
The Print Reports window opens.

11 Click Yes to print or fax all of the reports that you selected in step 5.
The Paper Change Notification window opens.

12 Select a printer or fax program from the Printer drop-down menu.

eyefinity/OfficeMate
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13

Complete one or more of the following tasks:
—  Click Test Print to print or fax a test page.
—  Click Print to print or fax the report(s).

—  Click Skip to skip printing or faxing the report and print or fax the next
report that you selected.

£ Paper Change Notification

Report Fad Address Lisk
Paper |5tc-ck, S1Zx1lin,
Printer  |hp LaserJet 1300 PCL 6 =]

Test Print | Skip 1 Cancel |

Creating &
Printing
Internal
Marketing
Reports

Notes ¢ Print internal marketing reports using 8'2” x 11” paper stock.

* Print labels using Avery 5260 compatible white rectangular labels.
You can purchase these labels from Medical Arts Press at
1.800.328.2179 or www.medicalartspress.com.

* Print postcards using postcard stock with four cards on 8%2” x 117
sheets. You can purchase postcards from Medical Arts Press at
1.800.328.2179 or www.medicalartspress.com or from Marchon
Eyewear at 1.800.645.1300.

For more 1
information on
creating internal
marketing reports, 2
see the “OSSU 502
Process & Analysis
Reports” iTrain

and the OSSU

500-1, “Creating
Reports &

Processing
Documents,”

training course.

388

Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

Click the Internal Marketing tab.

eyefinity;/OfficeMate
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Complete the Selections Criteria and Sort Order fields with appropriate
information. For more information on completing these fields, go to Internal
Marketing on page 431.

Note Click Expand to expand the Selection Criteria and view the entire
list.
¥ Reports, Statements & Graphs g@@
[ Daily | weey | mohy | vealy | onDemand | Int.Marketing | statemerts |  Graphs | Businessnalysis |
Reduce
ARSI Selection Criteria and Sort Order I %
Prt Report Name Birth Manth = January ~ [~
Birthdate 5= [iz/1zj1980 r]
Eirthdate o= 12/12/1990 |
Cash Only = Mo =
CPT Biled I 66830 - Removal of Secondary Membrane =
66920 - ICCE, Remaoval of Lens/Intrapsular |
66940 - Unplanned Extrapsular Extraction |
67003 - Ankerior Vitrectomy, PartialjOpen &
Credit Card Expire: >= ]
Credit Card Expire: = |
Credit Card Type il Visa £
Credit Limit - o =
Diagnosis Code Filled I 7832
[378.42 =~
Current Report Printer|hp LaserJet 1300 PCL & ~|
Current Report Paper  Letterhead, 8 1/25 11in.

Lists names selected for marketing letters, |absls, and postcards.

‘ | History | Fraview ‘ Brint ‘ Cancel ‘

Select a printer or fax program from the Current Report Printer drop-down
menu.

Click Preview to preview the report. If you do not want to preview the report,
go to step 10.

The Preview Window opens.
Complete one or more of the following tasks:

—  Click the Print Report icon to open the Print window and print the
report using the current report printer.

—  Click the Export Report icon to open the Export window and choose a
format and destination for your exported report.

Note If you are exporting the report to a Microsoft Windows
application, such as Excel, select the MS Excel 97-2000 (Data
Only) format and Disk file destination in the Export window
and click OK. Select the Column width based on objects in
the Details radio button and a4/ the check boxes in the Excel
Format Options window and click OK.

—  Close the Preview Window.
Click Print to print or fax the report.
The Print Reports window opens.
Click Yes to print or fax the report.

The Paper Change Notification window opens.
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Creating &
Printing
Statements

For more
information on
creating
statements, see
the “OSSU 502
Process & Analysis
Reports” iTrain
and the OSSU
500-1, “Creating
Reports &
Processing
Documents,”
training course.

390

9  Select a printer or fax program from the Printer drop-down menu.
10 Complete one or more of the following tasks:

—  Click Test Print to print or fax a test page.

—  Click Print to print or fax the report.

—  Click Options to open the Print Options window and select or deselect
letter, listing, and label print options.

& Paper Change Notification

Report ilnternal Marketing
Paper '_etterhead, G1/2x11in.
Prinker |h|3 Laserdet 1300 PCL & ﬂ

Test Print i Options | Skip | Cancel 1

Note If you are printing letters, select a letter from the Correspondence
Choices window and click OK.

This section tells you how to create and print statements, including how
. To create & print Statements, 390

. To calculate finance charges, 394

» To create & print Statements

Notes ¢ To define and change your Statements report preferences, go to To
define and change statement preferences on page 72.

e Mail statements using #10 single window envelopes, #10 standard
envelopes, or the Envelope for OfficeMate Statements/Invoices. Use
#9 standard envelopes as return envelopes. You can purchase the
Envelopes for OfficeMate Statements/Invoices from Medical Arts
Press at 1.800.328.2179 or www.medicalartspress.com

1 Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

2 Click the Statements tab.
Type or select dates from the Date box and click Set Date.

The date in the Date box is transferred to the Statements report.

Note The date in the Date box is automatically set to the current day.

. , . evefinity;/OfficeMa
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If you ate calculating and applying late charges, follow the instructions below;
otherwise, go to step 5.

Note To define and change your late charge preferences from within the
System Preferences window, go to To define and change statement
preferences on page 72.

a.  Click the Calculate late charges check box.

b.  If youdid #otdefine your late charge preferences in the System Preferences
window, skip this step and go to step c. If you already defined your late
charge preferences, click Preview to view, print, and export the Late
Charge List; click Apply /Recotd to record the late charges on the Patient
Ledger window; and go to step 5.

c.  Type the late charge amount in the Late Charge Amount $ text box.

d.  Type the amount at which the late charge will be applied in the Apply if
Balance >= text box. Late charges will be applied if the balance is greater
than or equal to the amount in this text box.

e.  Type the number of grace period days in the Grace Period (# days) text
box.

f.  Type the late charge description in the Late charge description text
box.

g Select the Fee Slip Date or Transfer Date radio button to calculate late
charges for insurance transfers using the fee slip date or transfer date.

h.  Click Preview to view, print, and export the Late Charge List.

i.  Click Apply/Record to record the late charges on the Patient Ledger

window.
% Reports, Statements & Graphs m=E3
[ vaty | weky [ vty | veaty | onDemend | Dot Marketing | Statements | araphe Business Analysis
% Calculate late charges L T s

Late Charge Amount § $20.00 i

Apply f Balance 3= % 50.00 Selection Criteria and Sort Order _ x|
Grace Period (# days ) 30 [Patient Name = =

Last Mame S
Late charge description Biling Fes| Last Name == L
Calculate Lake Charges for Insurance Transfers Using By Famiy |
= Fee Slip Date " Transfer Date Feriod end = -

¥ Calculate finance charges

Mankhly Percentage ] i
Grace Period (# days ) a0 lSUrt Order

Sort Field Hame | sotaz | sotza |
Finance charge description  [Finance Charge Fatient ame & | = |
Calculate Finance Charges for Insurance Transfers Using ZIP Cods =5 T & |
¥ Fee Slp Date (" Transfer Date
Frint this message at bottom of Statement
Thank you far your confidence and trust.
Current Report Printer [hp Laserlet 1300 PCL & =

Current Report Paper  Ftack, 8 1f2x 11in,

Payment due date [08j21/2002  +

Prints statements for all patients with outstanding balances, Select to print the information on a 30, &0, or 90+ day delinquent statement. This report ists all charges that are still open. A
payment coupon is printed on the last page.

| I e | [ = |
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If you ate calculating and applying finance charges, follow the instructions
below; otherwise, go to step 6.

Note To define and change your finance charge preferences from within
the System Preferences window, go to To define and change

statement preferences on page 72.

a.  Click the Calculate finance charges check box.

b.  If you did not define your finance charge preferences in the System
Preferences window;, skip this step and go to step c. If you already defined
your finance charge preferences, click Preview to view, print, and export
the Finance Chatge List; click Apply /Record to record the finance
charges on the Patient Ledger window; and go to step 6.

c.  Type the monthly finance charge percentage in the Monthly Percentage
text box.

d.  Type the number of grace period days in the Grace Period (# days) text
box.

e.  Type the finance charge description in the Finance charge description
text box.

f.  Select the Fee Slip Date or Transfer Date radio button to calculate late
charges for insurance transfers using the fee slip date or transfer date.

g Click Preview to view, print, and export the Finance Charge List.

h.  Click Apply/Record to record the finance charges on the Patient Ledger

window.
 Reports, Statements & Graphs (=63
[ Daly | weeWy | Monthly | vealy | oOnDemand | Int.Merketing | Statements | craphs Business nalysis
¥ Calculate late charges Date [ 051872008 = Set Date:
Late Charge Amount § $20.00 Fiasia
Aoply F Balance >= # o Selection Griteria and Sort Order _ cha |
Grace Period (# days ) a0 Patient Name = =
Last Hame =
Lake charge description Biling Fee Lost Hame: <= L
Calculate Late Charges For Insuranece Transfers Using Ev Family |
¢ Fee Slip Date Transfer Date Period end = b
¥ Calculate finance charges
Manthly Ferceni:age 0 i
Grace Period (# days ) = Sart Order
[ Sort Field Name [ Sotaz [ Satza |
Finance charge description  [Finance Charge Patient Name = | & |
Caleulate Finance Charges for Insurance Transfers Using LRt [ & T & ]
% Fee Slp Date € Transfer Date
Print this message at bottom of Statement
Thank you for your confidence and trust.
Currenit Repart Frinter |hp LaserJet 1300 FCL 6 |
Current Repart Paper  Stock, 81/2 x 11in.
Payment due date [psjz1j2002 -
Prints statements for all patients with outstanding balances, Selsct ko print the information on a 30, &0, or 90+ day delinquent statement. This report liss ll charges that are still pern. A
payment coupon s printed on the last page.
\ I | | ==

Type the message that you want to print at the bottom of the Statements reports
in the Print this message at bottom of Statement text box.

Type or select the payment due date from the Payment due date drop-down
menu.

evefinity/OfficeMate
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12
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Complete the Selections Criteria and Sort Order fields with appropriate
information. For more information on completing these fields, go to Statements
on page 463.

‘U‘ Reports, Statements & Graphs Q@gl

[ Daily | Weekly || vearly | onoemand | ik marketng | Statements | raphs Business Andlysis
[ Calculate late charges Dote | Gof0/200 =] R
Late Charge Amount $ $20.00 Previen
Apply If Balance >=  § $50.00 Selection Criteria and Sort Order %
- —
Grace Period (# days ) . Fatient Name Z Carter, Sally -
Last Name: =
Late charge description T g
Calculate Late Charges for Insurance Transfers Using By Farnily 4
{* Fee Slip Date " Transfer Date Peried end = 05/30/2008 =
¥ Calculate finance charges
Monthly Percentage 10 —
Grace Period (# days ) = Sart Order
kil [ Sort Field Name [ sortaz | sotzs |
Finance charge description  |Finance Charge Patisnt Mame & | &
Calculate Finance Charges for Insurance Transfers Using ZIP Code [ & 1T & 1
+ Fee Sip Date € Transfer Date
Pint this message at bottom of Statement
Thank you For vour confidence and trust,
Current Report Prinker [hp LaserJet 1300 PCL 6 ~|
Current Repart Paper  ftack, 6102 x 11 in,
Payment dus date [DBjz1j2006 -
Prints statements for all patients with outstanding balances. Select to prink the information on & 30, 60, or S0+ day delinquent statement. This report lists all charges that are still open. A
paymert coupon is printed on the [ast pags.
| I | [ - |

Select a printer or fax program from the Current Report Printer drop-down
menu.

Click Preview to preview the report. If you do not want to preview the report,
go to step 12.

The Preview Window opens.
Complete one or more of the following tasks:

—  Click the Print Report icon to open the Print window and print the
report using the current report printer.

—  Click the Export Report icon to open the Export window and choose a
format and destination for your exported report.

Notes ¢ If you are creating an export file to submit to your vendor,
export the statement using the Separated Values (CSV) format.

* If you are exporting the report to a Microsoft Windows
application, such as Excel, select the MS Excel 97-2000
(Data Only) format and Disk file destination in the Export
window and click OK. Select the Column width based on
objects in the Details radio button and @/ the check boxes in
the Excel Format Options window and click OK.

—  Close the Preview Window.
Click Print to print or fax the report.
The Paper Change Notification window opens.

Select a printer or fax program from the Printer drop-down menu.
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14 Complete one or more of the following tasks:
—  Click Test Print to print or fax a test page.

—  Click Print to print or fax the report.

& Paper, Change Motification

Report IStatement
Paper  ftock, 8 1/2 % 11N,
Printer  |hp Laserlet 1300 PCL 6 ~|

Test Print 1 ] Skip | Cancel 1

» To calculate finance charges
Use the following example to learn how to calculate OfficeMate finance charges:
Parameters

Fee Slip Posting Date: 02/19/2005

(Monthly) Finance Charge: 7%

Grace Period: 30 days

Fee Slip Balance: $62.16

To calculate the finance charge on 12/19/2005:
1 Calculate the daily finance charge.

= (Percentage entered) * (# of Days Past Due - Grace Period - Days Excluded)
/ 30

= (7/100) * (303-30-0) / 30 = 0.637
2 Multiply the daily finance charge and the balance.
=0.637 * 62.16
= 39.59592
Rounded to 39.60

To calculate the number of days past due:

If the finance charge was never calculated on the past due item, subtract the number
of days between the posting date of the balance and the current date.

If the finance charge was already calculated on the past due item, subtract the number
of days between the date the finance charge was last calculated and the current date.

eyefinity;/OfficeMate
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Creating &
Printing
Graphs

For more
information on
creating graphs,
see the “OSSU 502
Process & Analysis
Reports” iTrain
and the OSSU
500-1, “Creating
Reports &
Processing
Documents,”
training course.
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Creating & Printing Graphs

Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

Add or remove graphs from the list of graphs. For more information on adding
and removing reports, go to Adding & Removing Reports From Tabs on page
370.

Click the Alphabetically or By Category radio button at the bottom of the
window to view the list of graphs alphabetically or categorically.
Select a graph to create and print using one of the following methods:

—  Select the Prt check box next to the graph that you want to create and
print.

— Click Select All to select all graphs.

Note Click Unselect All to deselect all graphs.

w¥ Reports, Statements & Graphs E‘@lgl
[ Daly | Vieekly | Vearly | onvemand | trMarketing | statements | Graphs | Bosiness anatysis |
Select Al | Unselect al

Graphs Reports Selection Criteria and Sort Order

Selection For Graph - Patients by Age

Frt Reeport Name

1 | araph - Patients by City

11 fGraph - Patients by Gender

7 | araph - Patients by Instrance Type
]

e

Graph - Patients by Source
(Graph - Patients by ZIP Code

Current Report Printer [hp LaserJet 1300 PCL 6 ]
Current Report Paper  fatock, 812 x 1110,

‘This araph compares the number of patients tis year ko the number of patients last year and is grouped by age categories.

add | Remove History @ Aphabeticaly (B Category A ‘ Cancel |
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5 Select a report and click Preview to preview and print the graph.

The Graph window opens.
L7 Graph - Patients by Age g‘

Graph - Patients by Age

Age Group | Last Vear | This Year | =

01-09 1
10-19
20-23

 Last Year

Patiert Count

M cCurrert Year

e & & & & AR SR R R
01-09 20-29 40- 49 60-69 a0+
< Age Group
Brint T

6  Click Print to print the graph using the current report printer.
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Creating &
Printing
Business
Analysis
Reports

For more
information on
creating business
analysis reports,
see the “OSSU 502
Process & Analysis
Reports” iTrain
and the OSSU
500-1, “Creating
Reports &
Processing
Documents,”
training course.

eyefinity/OfficeMate

Creating & Printing Business Analysis Reports

Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs
Window on page 370.

Click the Business Analysis tab.

Add or remove reports from the list of reports. For more information on adding

and removing reports, go to Adding & Removing Reports From Tabs on page
370.

Click the Alphabetically or By Category radio button at the bottom of the
window to view the list of reports alphabetically or categorically.
Select a report to create and print using one of the following methods:

- Select the Prt check box next to the report that you want to create and
print.

—  Click Select All to select all reports.

Note Click Unselect All to deselect all reports.

W Reports, Statements & Graphs g@|g|
[ Daly | weskly | Menty | vewy | oOnDemand | Int.Marketing |  Statements | Graphs | Business Analysis|
Selsct All | Unselect Al Date | 05i19/2006 = Set Date
Business Analysis Reports 4
" P Selection Criteria and Sort Crder B
Prt Report Name [Appointment Date = [ [
Appointment Date o= | |
21 JCapture Ratio Frovider = Jcal -
4 | &ross Profitabiity by Vendor
¥ Jinsurance Profitability
1 Jinventory Turnaver Report
= INEw Patient Growth Rate
1 JProduct Return Analysis
¥ Juitalkcin Sales
Current Report Printer |hp LaserJet 1300 PCL 6 |
Current Report Paper  Btack, 8 1/2 x 11 n.
Displays the % of time that is avallable to schedule a provider, The report is grouped by provider.
Add | Remove History: ‘ & plphabetically " By Category Preview | ‘ Cancel |

Type or select dates from the Date box and click Set Date.

The date in the Date box is transferred to the reports that have selection dates.

Note The date in the Date box is automatically set to one yeat before the
current day. The date in the To box is automatically set to the
current day.

Complete the Selections Criteria and Sort Order fields with appropriate
information. For more information on completing these fields for the report(s)

that you are printing, go to the report(s) in the List of Reports & Graphs on page
401.
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Viewing the Report History

Viewing the
Report History

398

8

9

Chapter 13 Creating & Printing Reports, Statements, & Graphs

Select a printer or fax program from the Current Report Printer drop-down

menu.

‘w¥ Reports, Statements & Graphs g@@
[ Daily | weekly [ v ] vearly | onpemand | k. marketng | statements | craphs | Business Analysis
select All | Unselect al Date | 05/13/2006 ¥ Set Date
Business Analysis Reports ; i 4
. t Selection Criteria and Sart Order e

Prt Report Hame [Aepointment Date [== [os/1asz006

B Apoointment Utiization Appointment Date. = |as/13i2006

11 |capture Ratio Provider = Ifllr, 0.0 richas] =

¥ |@ross Profitability by wendor

4 |Insurance Profitabilty

11 |Inventory Turover Report

1 [Mew Patient Growth Rate

1 |Product Return Analysis
Current Report Printer [hp LaserJet 1300 PCL 6 ~|
Current Report Papar ﬁtnckl B1j2x11in.

add ‘ Remove ‘ History |

 plphabetically

Displays the % of time that is available to schedule a provider, The report is aroupsd by provider.

O By Category Preyiew

BT

Select a report and click Preview to preview the report.

The Preview Window opens.

10 Complete one or more of the following tasks:

—  Click the Print Report icon to open the Print window and print the
report using the current report printet.

—  Click the Export Report icon to open the Export window and choose a
format and destination for your exported report.

- Close the Preview Window.

Follow the instructions below to view when a report was created and whether or not
the report was created successfully.

Open the Reports, Statements & Graphs window. For more information on
opening this window, go to Opening the Reports, Statements & Graphs

Window on page 370.
Click History.

The Report History Parameters window opens.

OfficeMate User’'s Guide
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Viewing the Report History

Select one of the following parameters in which to view the report:

—  History List by Report Name

—  History List by Report Cycle

—  Report Date Run

—  History List -

Errors Only

W. Report History Parameters E|

i+ History List by Report Namne

(" History List by Repart Cycle

(™ History List by Report Date Run
™~ Histary List - Errors Cnly

Report Mame

Report Cyele

24 e s

_ {.ﬁ.pplied Payment Li |

Display | i

Report Run Date
Sort Options
{* By Fun Date

" By Report Mame
" By Run Status

Cancel l

If you selected to view the history list by report name, select a report name from
the Report Name drop-down menu.

If you selected to view the history list by report cycle, select an appropriate
Report Cycle radio button.

If you selected to view the history list by date run, select or type a date in the

Date box.

Select an appropriate Sort Options radio button.

Click Display.

The History Display window opens.

OfficeMate User’'s Guide

399



Viewing the Report History Chapter 13 Creating & Printing Reports, Statements, & Graphs

9  Click Print to print the history.
OR

Click Cancel to close the History Display window.

W. History Display

Run Date | Report Mame From Date | ToDate Run Status
123002004 |[Biling History 12/30/2004 |12/30/2004 |Thete is no information to report in the
12/30/2004 '|Bad Address List 12302004 '|12/30/2004 | Thete is no information to report in the
121302004 | Applied Payment Register by Dat 12302004 |12/30/2004 |There is no information to report in the
10/18/2004 |Contact Lens Sales by Patient ~|10/18/2004 |10/18/2004
1071812004 | Contact Lens Listing 10/18/2004 |10/18/2004
1041872004 | Cancellations And Mo Shows 10/18/2004 | 10/18/2004
10/18/2004 |Appointment Schedule 10/18/2004 |10/18/2004
10/18/2004 | Applied Payment 10/18/2004 |10/18/2004
10/18/2004 | Adjustment Register 10/15/2004 | 10}15/2004

Print Cancel

Note Click Delete to delete the selected report history.

eyefinity;/OfficeMate
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List of Reports
& Graphs

evefinity/OfficeMate

List of Reports & Graphs

This section lists all of the reports that you can create and print from within
OfficeMate and the select criteria used to create them, including

Accounts Receivable Variance, 404
Adjustment Register, 405

Applied Payment, 405

Applied Payment Register by Date, 406
Appointment Schedule, 407
Appointment Utilization, 408

Bad Address List, 408

Billing History, 409

Cancellations And No Shows, 409
Capture Ratio, 410

Contact Lens Listing, 410

Contact Lens Sales by Patient, 411
Conversion Exception, 412

Daily Production Summary, 412
Daily Transaction Audit, 414

Day Sheet Details, 414

Day Sheet Summary, 416

Deleted Patients, 417

Deposit Ticket, 417

Diagnosis Code Listing, 418
Discount Register, 418

Fee Slip, 419

Fee Slip Audit, 419

Fee Slip Detail, 420

Fee Slips on Hold, 421

Frame Aging, 421

Frame Listing, 422

Frame Sales Detail by Manufacturer, 423
Frame Sales Summary, 423

Graph - Patients by Age, 423
Graph - Patients by City, 423
Graph - Patients by Gender, 424
Graph - Patients by Insurance Type, 424
Graph - Patients by Source, 424

OfficeMate User’'s Guide
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. Graph - Patients by ZIP Code, 424

. Gross Profitability by Vendor, 424

. Inactive Frames List, 425

. Insurance Aging by Patient Detail, 426
. Insurance Aging by Patient Summary, 426
. Insurance Aging Summary, 427

. Insurance Charge Back, 427

. Insurance Analysis, 428

. Insurance Audit, 428

. Insurance Listing, 429

. Insurance Profitability, 430

. Insurance Revenue, 431

. Internal Marketing, 431

. Inventory Adjustments, 432

. Inventory Profitability, 432

. Inventory Turnover, 433

. Lab Otrders, 434

. Lab Orders Outstanding, 435

. Lab Orders Patient Follow-Up, 436
. Lab Orders Patient Notification, 437
. Lab Orders Received & Notified, 438
. Labels, 438

. Monthly Production Summary, 439

. New Patient Demographics, 442

. New Patient Growth Rate, 443

. Open Charges, 444

. Ophthalmic Lens Listing, 444

. Order Recommendation, 444

. Other Product Listing, 446

. Patient Aging - Detail, 447

. Patient Aging - Summary, 448

. Patient Credit Refund, 448

. Patient Demographics, 449

J Patient List, 450

. Patients in Quick List, 450

. Patients w/No Recall Date, 450
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. Patients w/Past Due Recall Date, 451
. Post Card, 451

. Procedure Code Listing, 452

. Product Return Analysis, 453

. Product Transaction Details, 454

. Products Sold, 454

. Production, 455

. Provider Commission Detailed, 456
. Provider Commission Summary, 456
. Provider Listing, 457

. Purchase Order, 458

. Purchase Order - Back Order, 458

. Purchase Order Detailed, 459

. Purchase Order Summary, 459

. Receipts Journal, 460

. Re-Do Lab Orders, 460

. Referrals, 461

. Returns And Refunds, 462

. Sales Tax, 462

. Service Listing, 463

J Statements, 463

J Stock Status, 465

. Top Selling Frames - Detail, 466

. Top Selling Frames - Summary, 466
. Transferred Unapplied Ins. Amount, 466
. Unapplied Amounts, 467

. Vendor Listing, 468

. Void Fee Slip Register, 468

. Walk-in Sales, 469
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Accounts Receivable Variance

The Accounts Receivable Variance report lists backdated payments and adjustments
by a given date range. This information is needed to reconcile aging reports from
month to month. OfficeMate suggests creating this report on a monthly basis.

% To create the Accounts Receivable Variance report, set the date parameters.

06/01/2005 2:19:24 pm Accounts Receivable Variance Report
Period end <= 05/01/2005
FeeSlip Line Item Date Posting Date Amount Transackion Type System Date Recorded by
71 05/052005 04/05/2005 (40,00)  Patient Payment 05/05(2005  Franklin, Helen
Totd Backdated Tramsactiors w

- y . eyefinity/OfficeMate
OfficeMate User’s Guide Inity/OfficeMate



Chapter 13 Creating & Printing Reports, Statements, & Graphs List of Reports & Graphs

Adjustment Register

The Adjustment Register report lists adjustments to transactions in ascending date
order and includes fee slip numbers, patient names, adjustment dates, amounts,
recorded by names, adjustment types, and adjustment reasons. OfficeMate suggests
creating this report on a weekly basis.

B3

% To create the Adjustment Register report, set the date parameters and then select
a sort order type from the Type drop-down menu.

05/04/2005  4:34:19FM Adjustment Register
Adjustment Date >= 04,26/2005
Adjustment Date <= 05/04,/2005
Type = By Date

Fee Slip Patient Date Amount  Reason Type Recorded By
45 Radmore, Michelle 05,/04,/2005 (50,003 ADJ- Billing Error Franklin, Helen
86 Carter, Sally 05/04,/2005 (20.00) ADI- Insurance Write-Off Frarklin, Helen
Total for 05/04/2005 (70,007
Total Adjustments (70.00)

Applied Payment

The Applied Payment report lists money received by each provider or combined
providers and includes the total amount received for each service or product for the
selected period. This report is grouped by product types and financial groups and also
lists the total revenue percentage for the period and year-to-date totals. OfficeMate
suggests creating this report on a weekly basis.

B3

% To create the Applied Payment report, set the date parameters, select the By
Provider check box if you want to sort the report by provider, and select a
provider from the Provider drop-down menu.

05/04/2005  4:50:04PM Applied Payment Report
Date == 04,/28/2005
Date <= 05/04,/2005
By Provider
Period Year-To-Date
Product Name Description Amount '] Amount %
Miller, 0.D., Michael
Other
*No Finandal Group
&R anti-reflective Coating 61359 6561 61353 68361
TINTPG Tink - Plastic Gradient 28071 3139 28071 3139
Tota *No Finandal Group 594,30 100,00 894,30 100,00
Total Other §94.30 100.00 894,30  100.00
Totd Payments fpplied 594.30 100.00 59430 100.00
funds & Non refundabl
Patisnt Refund (75.00) (75.00}
Insurance Refund 0.00 0.00
Mon Refundable Adjustments 0.a0 0.a0
Applied w/ Refunds and N fundable Adjustments 819.30 819.30

eyefinity/OfficeMate
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Applied Payment Summary

The Applied Payment Summary report lists money received by each provider or
combined providers and includes the total amount received for each service or
product for the selected period. This report is grouped by payment method and also
lists the total revenue percentage for the period and year-to-date totals. OfficeMate
suggests creating this report on a weekly basis.

% To create the Applied Payment Summary report, set the date parameters.

0S5/05/2005  12:48:56PM Applied Payment Summary
By Provider
Posting Date = 04,29,2005
Posting Date <= 05/05/2005

Receipt Type Date Amount
Michael Miller, 0.D.

Checks 05/04/20035 204.20

Patient Refund (75.00)

Total for 05/04f2005 21030

Prowider Total $819.30

Report Total $819,30

Applied Payment Register by Date

The Applied Payment Register by Date report lists money received by each provider
or combined providers and the dates money was received. This report includes the
total amount received for each service or product for the selected period. It also lists
the total revenue percentage for the period and year-to-date totals. OfficeMate
suggests creating this report on a monthly basis.

% To create the Applied Payment Register by Date report, set the date parametets.

05/05/2005  10:36:39AM Applied Payment Register
By Posting Date

Posting Date »= 05/05/2004
Posting Date <= 05/05/2005

Patiert Fee Slip Remmipt Mo, Product Amount  Remrded By
Posting Date 05/ 04/ 2005
Patient Payments
Mitchell, Henry & 70 a7 AR 61359  Frankin, Helen
Underwood, Jennifer 76 g TINTPG 28071 Franldin, Helen
Total Patient Payments 89430
Patient Refunds
Carter, Sally = a 92014 (75.00)  FranKin, Helen
Total Patient Refunds (75.00)
Total for 05/04/2005 619,30
Report Total 219.20

eyefinity/OfficeMate
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Appointment Schedule

The Appointment Schedule report lists all patients scheduled for an appointment on
the specified day. This report can be created for one provider or for all providers and
with or without open time slots. It includes the time of the appointments, patient
names, services, and durations of the appointments.

% To create the Appointment Schedule report, set the date parameters, select a

provider from the Provider drop-down menu, select a service from the
Service drop-down menu, and select the Show All Time Slots check box if
you want all time slots to be displayed in the report. OfficeMate suggests
creating this report on a daily basis.

05/05/2005 1:32:48PM Appointment Schedule
Date >= 01/05/2005 Date <= 05/05/2005

Date & Time Pal # Name Phone Reason Min Insurance Schedule Notes Provider
0L/05,05 10:00 AM)
010505 10:30 AN
0L/05,05 11:00 AW
0L/05/05 11:30 AW
0 L/05,05 12:00 PW)
010505 12:30 PM)
01/05,/05 01:00 PM|
01/05,/05 01:30 PM|
01/05,/05 02:00 PM|
0170505 02130 PM|
0170505 03:00 PM)
01/05/05 03:30 PM|
03/11/0502:45 PM| 10 Harper Cle (343)GEE7896  |Urspecifed
01/05/05 04:00 P
0170505 04:30 P
0170505 05:00 P
0170505 05:30 P
010505 06:00 PM)
0 1/05,05 06130 P

vizion Service Flan Miller, ©.0., Michsel

Total Appointments 1
Total Estimated Minutes 15

eYeﬂr""-_;' OfficeMate
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Appointment Utilization

The Appointment Utilization report displays the percent of time that has been
scheduled for specific providers.

% To create the Appointment Utilization report, set the appointment date
parameters and select a provider from the Provider drop-down menu.

03/24/2006 3:08:50PM Appointment Utilization Report

Appointment Date >= 03/24 /2006
Appointment Date <= 03/24 /2006

o
=

oo
=

T

1)

0

30

I

% of time available for scheduling

=

oo =k PE
ok = B8
i3 E 2d
g € =
Provider Name
Provider Name # Hours #Hours #Hours % Scheduled
provider is provider is available for
available scheduled scheduling
Miller, 0.D., Michael &H OH 20M SH 30M 8.23
Ruiz, M.D., Raymond SH 45 OH 300 SH 15m 8.70
Thomas, 0.0, David 4H 30 2H 30r 2H 55.56

Bad Address List

The Bad Address List report lists all patients who have the Bad Addr check box
selected in the Patient Demographics window. This report includes patient names,
addresses, cities, states, Zip codes, and phone numbers. OfficeMate suggests creating
this report on demand.

05/05/2005 2:02:39PM Bad Address Listing

PatientName Address City StateZIP Code  Home Phone Day Phone
Carter, Sally 9696 Calle Dulce Sah Juan Capistraca 92675 (949 555-1236

Underwood, James 49060 Pad fic Heights Drive Mission vigio  CA 95692 (949) 595-8A31 949 555 7200
Underwood, Jennifer 49060 Padfic Heights Drive Mission vieio  CA 92692 (349) 555-8631

Underwood, Tracy 49060 Padfic Heights Drive Mission Viglo  CA 92592 (949 555-8631

Total Bad Addresses: 4
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Billing History

The Billing History report lists transaction history by patients for the fee slip date
range selected. This report is suitable for mailing to patients. OfficeMate suggests
creating this report on a yearly basis.

R/

% To create the Billing History report, set the fee slip date parameters, click in the
Patient Name field to find and select a patient, and select the By Family
check box if you want to sort the report by family name.

CfficeMate Software Solutiors

Page: |
15375 Barranca Plwy, Bldg L
Irvine, CA& 92518 R -
Billing History
Date Printed 05f12f2005
Statement Period (5/12/2004 thru 05/12/2005
Provider Name  Michad Miller, 0.0,
Phone Number 049 727 7080
License 4546-89
To: Sally Carter Tax ID BE-456572
9896 Calle Dulce TPA Number 345-9454-24
San Juan Capisirano, C& 92675
Fee Tramsacion ] Billed To-————
Slip No Date CPT Diagnosis Description Insurance Patient
Sally Carter
=] 04/02f2005 Adj: Billing Error (20,000
04/27f2005 99211 367.1 Level 1, Established 25.00
04/27f2005 92012 Exam - Intermediate Estab 65,00
04/27f2005 92012 367.1 Exam - Intermediate Estab 65.00
05042005 Tnsur ance Wiite-Off from Eye Care Plan Of Americ (20.00)
05/09f2005 Tnsurance Payment - Ck # (20,00
05/09f2005 Tnsurance Payment - Ck # (25.00)
a7 05/05/2005 A4262 052,22 Temporary Absorbable Flugs
B8 OSf05/2005 WOIDED 05/052005
9z 05/09f2005  w2men 054,42 WRLOCK 7a0f1 107,49 107.50
05/09/2005 Patient Payment - Cash (20.00)
Total Due: 67.50

Cancellations And No Shows

The Cancellations And No Shows report lists all patients who have cancelled
appointments or who did not show up for appointments. This report includes
appointment dates and times, patient names, phone numbers, services, and providers.
OfficeMate suggests creating this report on a weekly basis.

% To create the Cancellations And No Shows report, set the date parameters and
choose the appropriate Patient Name and Appointment Date sort order.

05/05/2005 2:41:41PM Cancellations and No Shows
Date = 04/29/2004  Date <= 05/05/2005

Cancelled Appointments

Patient Phore Service Provider Created Updated
03/1f050230p 10 Harper Cole (349 SEE7396  Lhwspecified Millr, 0.0, Michzel LAMEMTABLET 0374105 (9362 TAMCATZBLETY 0374105 03:37a

Total Cancelled Appointments 1

No Show Appointments

Appt. Patient Phone Service Provider Created Updated

OSMEMS05:dEp 3 Sally Carter (349 5551236 Lhspecified Villr, G0, Michzel My 05/0E05 02:41p MV 05/05/05 02:41p
Total No Show Appointments 1
Total Appointments 2
Total Estimated Minutes 30

eYeﬂr""-_;' DfficeMate
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Capture Ratio

The Capture Ratio report displays the ratio of products purchased within a given time
period after a service was performed.

R/

% To create the Capture Ratio report, type the number of days within which
products were purchased after a service was performed in the Purchase
within (# days) text box, select a time petiod from the Period for
Comparison drop-down menu, and select a provider from the Provider

410

drop-down menu.

11/28/2005

Capture Ratio by Product type

Product Sales within 45 days of service

120

100

i prure ratis = (Gouint of groduct sabes) Coust of Senvioes)*100
s poeile fs skectinl Captuie palis b cabdated dor Sopeis el le

2

E B0

g

S

B e

L]

(8]

20
g =
éﬂ £ 8 &
& ,Vg & & 4 & & #
e o 8 e
o & d{-" o o
Product Type B Lzst Month
W Current Manth
Last Month Current Month

Frames 29339, 37,508
Contact Lensas 37.339 20,008
Opthalmic Lenses 86,67, 105,008
Other 16.00g;, 20,000
Plano Sunglasses 2679 5,008
Ready Readers 0.00%; 0.00%,
Lens Treatments 0.00;, 0.00eg,
Accessories 2.67a;, 2.500;,

Pege 1of i

Contact Lens Listing

The Contact Lens Listing report lists all contact lens manufacturers and vendors and
their inventory. This report includes names of the contact lenses, CPT codes, BCs,

OfficeMate User’'s Guide
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diameters, spheres, cylinders, axis, additions, fees, costs, gross profit percentages, and
product numbers. OfficeMate suggests creating this report on demand.

R/
0.0

To create the Contact Lens Listing report, select a manufacturer from the
Manufacturer drop-down menu, select the Inactive only check box if you
only want to display inactive contact lenses, and select the Discontinued only
check box if you only want to display discontinued contact lenses.

05/19/2006 10:524M Contact Lens Listing

Manufacturer:

Name Description ot BC Dia Sph oA auis  add Fee  Cost GPo% ProductNo Active D
Acuwue Gas Perm Rigid Contact Lenses Blanc True Fase
Rigid Bitoric Flano True False
Manufacturer: Bausch & Lomb

Name Description ot BC Dia Sph €A awis  add Fee  Cost GPOs ProductNo Active D
Acuvus Multipack Acusue Lenses 92370 88 140 -9.00 s000  s0.00 44.4 733905100710 True Fase
Acuvue Multipack Acuwse Lenses S2370 88 140 -850 soo0  s0.00 444 733905100673 True Faise
Acureos Multipack fouwue Lenses 92370 88 140 -8.00 20,00 S0.00 4.4 F3IFO0S10063S True Fase
Acurvoe Multipack &cuvie Lenses 92370 848 140 -7.50 90,00 50.00 4.4 733905100598 True False
Acurvoe Multipack fouvue Lenses 92370 84 140 -6.50 20,00 S0.00 4.4 73F05100512 True False
Acuvoe Multipack #&cuvue Lenses 92370 848 140 -6.00 90,00 50.00 444 733905100475 True Fase
Acuvoe Multipack &cuwue Lenses 92370 8.8 140 -575 90.00 50.00 44.4 733905100451 True Fase
Acuvoe Multipack Acuwue Lenses 92370 88 140 -5.50 a0.00 50.00 44.4 733905100437 True False
Acuvoe Multipack Acuwue Lenses 92370 88 140 -5.25 a0.00 50.00 44.4 733905100413 True False
Acuvue Multipack Acuwse Lenses s2370 88 140 -5.00 soo0  s0.00 444 733905100390 True Faise
Acureos Multipack fouwue Lenses 92370 88 140 -4.75 20,00 S0.00 4.4 F3IFOOS100376 True Fase
Acurvoe Multipack &cuvie Lenses 92370 848 14.0 -4.50 90,00 50.00 4.4 733905100352 True False
Acurvoe Multipack fouvue Lenses 92370 848 140 -4.25 20,00 S0.00 4.4 73F05100333 True False
Acuvoe Multipack #&cuvue Lenses 92370 848 14.0 -4.00 90,00 50.00 444 733905100314 True Fase
Acuvoe Multipack &cuwue Lenses 92370 8.8 140 -375 90.00 50.00 444 733905100291 True Fase
Acuvoe Multipack Acuwue Lenses 92370 88 140 -3.50 a0.00 50.00 44.4 733905100277 True False
Acuvoe Multipack Acuwue Lenses 92370 88 140 -3.25 a0.00 50.00 44.4 733905100253 True False
Acuvue Multipack Acuwse Lenses s2a70 88 140 -3.00 soo0  s0.00 444 733905100239 True Faise
Acureos Multipack fouwue Lenses 92370 88 140 -27% 20,00 S0.00 4.4 F3FO0S100Z15 True Fase
Acuvus Multipack Acusue Lenses 92370 88 140250 s000  s0.00 44.4 733905100192 True Fase
Acuvoe Mulipack fouwue Lenses 92370 2.8 140 -2.25 20.00 S0.00 S4.4 F3FI0S100173  True Fase

Contact Lens Sales by Patient

The Contact Lens Sales by Patient report lists fee slip dates, patient names, fee slip
numbers, contact lens descriptions, and prices. OfficeMate suggests creating this
report on demand.

R/
0.0

To create the Contact Lens Sales by Patient report, set the fee slip date

parameters.

Sales Date
03/L0/2005
03/L0/2005
03/10/2005
03/10/2008
03/11/2005
03/11/2005
03/14/2005
03/14/2005
03/16/2005
03/16/2005

05/05/2005 3:19:44PM

Ref No Patient Name

234 34 5797 Cole, Harpar
234 34 5797 Cole, Harpar
23434 5797 Cole, Harpar
234 34 57497 Cole, Harper
234 34 5797 Cole, Harpar
234 34 5797 Cole, Harpar
234 34 5797 Cole, Harper
234 34 5797 Cole, Harper
234 34 5797 Cole, Harpar
23434 5797 Cole, Harpar

Contact Lens Sales by Patient

Fee Slip Date >= 05/05/2004
Fee Slip Date <= 05/05/2005

FeeSlip# Oty CL Description

79 1 Multipack Ao Lenses
79 1 Multipack Ao Lenses
79 1 Biteric RGP

79 1 Bitoric RGP

82 1 Multipack Ao Lenses
82 1 Multipack Ao Lenses
LE 1 Multipack Acine Lenses
LE 1 Multipack Acine Lenses
33 1 Anavue

13 1 Anavue

SalePrice Discount Net Total
3000 0.00 30,00
3000 0.00 30,00
140.00 0.00 140 00
140,00 0.00 140 00
3000 0.00 30,00
3000 0.00 30,00
3000 0.00 30,00
3000 0.00 30,00
3000 0.00 30,00
3000 0.00 3000
520,00 0.00 520,00
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Conversion Exception

The Conversion Exception report lists posting errors in backdated or changed fee
slips. This report displays the actual dates on which items were recorded and the
posting dates. OfficeMate suggests creating this report if you are upgrading from
version 3.x.

% To create the Conversion Exception report, set the fee slip date parameters and

select a sorting type from the Type drop-down menu.

Daily Production Summary

The Daily Production Summary lists a daily production summary organized by
production category, discounts and adjustments, and collections and refunds. This
report also includes today's fees and percentage total and month-to-date fees and
percentage total. OfficeMate suggests creating this report on a daily basis.

% To create the Daily Production Summary report, set the date parameters, select

the By Provider check box if you want to sort the report by providers, and
select a provider from the Provider drop-down menu.

eyefinity;/OfficeMate
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05/05/2005  4:12:09PM Daily Production Summary

Selected D ate 05,/05 /2005
By Provider

Today's amount % of Total MTD Amount %% of Total
Miller, 0.D., Michael
Fee Summary by Production Groun
Existing Fatient Refractions 69.00 100.00 69.00 100.00
Handwritten & No Group

Gross Fees Invoiced £9.00 100,00 £9.00 100,00
Discounts, Adjiustments & Returns

Adjustments (70.00%
Returns (75.00%
Total Discounts, Adjustrments & Returns (145.00%

Net Fees
Met Fees Invoiced 59,00 (76.00)

Refunds
Refunds (75,00}
Total Refunds (75.00)
Met Receipts 0.00 (75.00%

Notes ¢ The Gross Fees Invoiced amount matches the Fee Slip Detail and

Production reports.

* The Adjustments amount matches the Adjustment Register and
Production reports and the Day Sheet report’s Total Adjustments
amount.

* The Discount amount matches the Discount Register report.

* The Returns amount matches the Product Return column on the
Returns and Refunds report and the Sales Tax on Return amount
minus the Discount on Return amount on the Daily Production
report.

* The Sales Tax amount matches the Fee Slip Detail and Production
repotrts.

¢ The Sales Tax on Return amount is also available on the Production
repott.

* The Net Fees Invoiced amount matches the Production Summary
and Fee Slip Detail reports.

* The Deposits amount matches the Day Sheet, Deposit Ticket, and
Production reports.

¢ The Refunds amount matches the Returns and Refunds and
Production reports.

eyefinity;/OfficeMate
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Daily Transaction Audit

The Daily Transaction Audit report lists all activity on a specific date. This report can
display transactions grouped by providers. It includes patient names, fee slip numbers,
transaction descriptions, and amounts. OfficeMate suggests creating this report on a
daily basis.

% To create the Daily Transaction Audit report, set the date parameters, select the

By Provider check box if you want to sort the report by providers, select a
provider from the Provider drop-down menu, and select a recorded by user
from the Recorded by drop-down menu. Also, choose the appropriate
Insurance Co / Patient Name sort order.

11/13/2006  2:44:18PM Daily Transaction Audit
Date = 11/13/2005
Date <= 11/13/2006
Insurance Co / Fee Slip/
Patient Name Deposit No Description Recorded By Amount
Patient
Carter, Sally M 79 Patient Payment - CashiQ) Franline, Helen (50.00)
85 Acuue(0) Franking, Helen 30.00
86 Acuwue(C) Frarkine, Helen 30,00
97  AIRELOW.R AF EVOO1S(0) Franline, Helen 180,99
85 9z020(0) Frankine, Helen 25.00
88 92070(0) Franking, Helen 0.00
88 92012(0) Frarkine, Helen 65,00
22 92014(0) Frankine, Helen 120.00
85 9z020(0) Frankine, Helen 25.00
85 Multipack aoavue Lerses(0) Frankine, Helen 60.00
88 Multipack Aouvue Lerses(O) Frarkine, Helen 60,00
22 92020(0) Frankine, Helen 25.00
298 92091(0) Frankine, Helen 15.00
88 92070(0) Franking, Helen 0.00
88 92015(C) Frankine, Helen 20,00
22 9o204(0) Frankine, Helen 120.00
89  Patient Deposit - Cash(D) Frankine, Helen 50.00
89  Patient Deposit - Cash (L) Franking, Helen 50.00
90 Patient Deposit - CashiO) Frarkine, Helen 10,00
a0 Patient Deposit - Cash (L) Frankine, Helen 10.00
91  Patient Deposit - Cash(0) Frankine, Helen 20.00
91  Patient Deposit - Cash (L) Frankine, Helen 20.00
Cole, Harper 63  Patient Payment - CashiQ) Franline, Helen (50.00)
Posting Date 03/10/2006
Patient
Mitchell, Henry & 85 Patient Deposit - Unapplied Insurarnce Trans  Frankine, Helen 5.00

Note  An “O” appears next to original transactions and a “U” appears
next to updated (modified) transactions.

Day Sheet Details

The Day Sheet Details report lists each patient or insurance transaction made on the
selected posting date. Use this report to view money collected, fee slip charges made
to patients and insurance, returns, refunds, and adjustments. This report is based on
providers on fee slip line items. OfficeMate suggests creating this report on a daily
basis.

% To create the Day Sheet Details report, set the date parameters, select the By
Provider check box if you want to sort the report by providers, and select a

eyefinity/OfficeMate
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provider from the Provider drop-down menu. Also, choose the appropriate
Insurance Co / Patient Name sort order.

05/06/2005  9:39:184M

Provider

Miller, O.D., Michael

Day Sheet Details

(Based on provider on feeslip line item)
selected D ate 05,/06,/2005

. 3 3 Appli Applied Patient ) .
Insurance Co / Receipt; Applied  Insurance Patient Insurance Patient Insur. Refumi Palient Receipl
Patient Name Fee Slip Receipts Charge Charge  Payment Payment Adijust. Adjust  Refund Type

Mitchell, Henry & 89 80,00 20,00

Report Total 0.00 30,00 2000

Totd Charges 100.00

Totd Applisd Ins. & Pat, Payments 0.00
Totd Adjustments & Returns 0.00
Totd Patient Returns 0.00
Totd Parient Adjustments 0.00
Totd Adjusiments

Notes

The Applied Receipts column lists the deposit amounts during the
day. This column matches the Deposit Ticket, Product, and Daily

Production Summary reports.

The Insurance Charge column lists fee slip charge amounts that were

incurred by insurance companies.

The Patient Charge column lists fee slip charge amounts that were

incurred by patients.

The Applied Insurance Payment column lists insurance check

amounts that were applied to fee slips.

The Applied Patient Payment column lists patient payment amounts

that were applied to fee slips.

The Insur. Adjust. column lists insurance adjustment amounts

including product returns.

The Patient Return & Adjust. column lists patient adjustment

amounts including product returns.

The Patient Refund column lists amounts that were refunded to

patients.

The Total Charges amount matches the Fee Slip Detail report.

The Total Applied Ins. & Pat. Payments amount matches the Applied

Payment report.

The Total Patient Returns amount matches the Returns And Refunds

report’s Product Return total.

The Total Adjustments amount matches the Adjustment Register and

Daily Production Summary reports.
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Day Sheet Summary

The Day Sheet Summary report lists each patient or insurance transaction made on
the selected posting date. Use this report to view money collected, fee slip charges
made to patients and insurance, returns, refunds, and adjustments. This report is based
on providers on fee slips. OfficeMate suggests creating this report on a daily basis.

% To create the Day Sheet Summary report, set the date parameters, select the By

Provider check box if you want to sort the report by providers, and select a
provider from the Provider drop-down menu. Also, choose the appropriate
Insurance Co / Patient Name sort order.

05/06,/2005  4:08:26PM Day Sheet Summary

(Based an provider on feeslip)
Selected D ate 05/06 /2005

) Appli Applied Patient } )
Insurance Co / Insurance Patient Insurance Patient Insur. Retum & Palient Recei)
Provider Batient Name Fee Slip Receipts Charge Charge  Payment Bayment Adjust. Adjust.  Refund Type
Miller, 0.0., Michael Mitchell, Henry & 89 80,00 20000
Report Total 0.00 80.00 2000 0.00 0.00 0.00 0.00 0.00

Totd Charges 100,00

Tatd Applied Ins. & Pat, Payments 0.0
Totd Adjustments & Returns 0.00
Totd Patient Retuns 0.00
Totd Patient Adjustments 0.00
Totd Adjustments

Notes e« The Applied Receipts column lists the deposit amounts duting the
day. This column matches the Deposit Ticket, Product, and Daily
Production Summary reports.

* The Insurance Charge column lists fee slip charge amounts that were
incurred by insurance companies.

* The Patient Charge column lists fee slip charge amounts that were
incurred by patients.

* The Applied Insurance Payment column lists insurance check
amounts that were applied to fee slips.

* The Applied Patient Payment column lists patient payment amounts
that were applied to fee slips.

* The Insur. Adjust. column lists insurance adjustment amounts
including product returns.

* The Patient Return & Adjust. column lists patient adjustment
amounts including product returns.

¢ The Patient Refund column lists amounts that were refunded to
patients.

* The Total Charges amount matches the Fee Slip Detail report.

* The Total Applied Ins. & Pat. Payments amount matches the Applied
Payment report.

¢ The Total Patient Returns amount matches the Returns And Refunds
report’s Product Return total.

* The Total Adjustments amount matches the Adjustment Register and
Daily Production Summary reports.

eyefinity;/OfficeMate
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The Deleted Patients report lists all deleted patients. OfficeMate suggests creating this

report on demand.

% To create the Deleted Patients report, set the date parameters.

05/06/2005 4:29:30PM

Patient Name Address
Cartie, Darrechrode Morth Strest
Total Deleted Patients 1

Deleted Patient Listing

Date Deleted »>= 04/30/2005
Date Deleted <= 05/06/2005

City State ZIPCode
Helena CH 4335

Home Phone

Day Phone Date Deleted
(497 987-1111 C5/06/2005

Deposit Ticket

The Deposit Ticket report lists all deposits made on a particular day. This report

includes payments made by cash, check, or other methods and lists them by patient or
insurance company name. OfficeMate suggests creating this report on a daily basis.

% To create the Deposit Ticket report, set the date parametets.

03/06/2005  5:04:33PM

Insurance Company or
Patient Name

Checks

04,/05/2005
Radmore, Michelle

05/02,/2005
Mitchell, Henry &

05/03/2005
Carter, Sally

05/04,/2005
Mitchell, Henry &
Underwood, Jennifer

Cash
05/04,/2005
Carker, Sally

Deposit Ticket
Deposit Date == 05/06/2004
Deposit Date <= 05/06/2005

Receipt Mo Check Mo

Q0

91

g9

a7

&

Total Chedks

86

Total Cash

Total Deposit

BankNo

40.00

20,00

90.00

61359
260,71

1,044.30

20,00

20.00

1,064.30

Notes

Production reports.

e The Total Credit Card Refunds amount matches the Credit Card
Return amount on the Day Sheet report.

* The Total Deposit amount matches the Daily Production and
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Diagnosis Code Listing

The Diagnosis Code Listing report lists all diagnosis codes that are setup in the
OfficeMate Customization window. OfficeMate suggests creating this report on

demand.

R/

s To create the Diagnosis Code Listing report, select a diagnosis group from the

Diagnosis Group drop-down menu and choose the appropriate Diagnosis
Code and Diagnosis Description sort order preferences.

05/09/2005  10:13:304M Diagnosis Code Listing

Code Description Group

0s5z2.9 Chickenpox {varicella Yirus) Without Complications General/Symotoms/Confrib, Diseases
053,20 Lids: Herpes Zoster Dermatitis Evelids

053.21 Keratoconjunctivitis, Herpes Zoster Cornea

053.22 Iridocyclitis, From Herpes Zostar Anterior Chamber

053.29 Herpes Zoster W Ophthalmic Complications, Unspecifi Globe

054,40 Herpes Simplex W Ophthalmic Complications,unspecif General/Symotoms/Contrib, Diseases
054.41 Lids: Dermatitis, From Herpes Simplex Evelids

054,42 Keratitis, Dendritic, From Herpes Simplex Cornea

054,43 Keratitis, Disciform, From Herpes Simplex Cornea

054 .44 Iridocyclitis, From Herpes Simplex aAnterior Chamber

055,71 Keratoconiunctyitis, From Measles Carnea

0s6.9 Rubella, Without Mention Of Complication General/Sy mptoms/Contrib, Diseases
076.0 Trachorna, Initial Stage Cornea

076.1 Trachoma, Active Stage Cornea

076.9 Trachora, Unspecifisd Cornea

a77.0 Conunctivitis, Inclusion Conunctive & Sclera

077.1 Keratoconjunctivitis, Epidernic Cornea

077.2 Conianctivitis, Pharyngocon unctival Fever Conjnctive & Sclera

077.2 Caoninctivitis, Adenoviral Conjunctive & Sclera

077.4 ConJnctivitis, Epidemic Hemorrhagic Conpunctive & Sclera

a77.8 Conunctivitis, Yiral, Other Conunctive & Sclera

077.98 Conidnctivitis, Chlamydial, Unspecified Conjnctive & Sclera

077.99 Conunctivitis, Viral, Unspecified Conjunctive & Sclera

07s8.0 rolluscum Contagiosum Evelids

078.1 Yiral Warts Evelids

090.3 Keratitis, Svahilitic Interstitial Cornea

091.0 Syphilis, Primary General /Sy rptorms/Contrib, Diseases
091.2 Syphilis, Secondary General/Sy mptoms/Contrib, Diseases
091.50 Uweitis, Syphilitic, Unspecified Globe

091.51 Chorioretinitis, Syphilitic, Secondary Retina

091.52 Iridocyelitis, Syphilitic, Secondary Anterior Chamber

094,83 Retinochorioditis, Disseminated, Syphilitic Retina

094,04 Optic Nerve Atrophy, From Neurosyphillis Optic Merve

Discount Register

The Discount Register report lists fee slip numbers, patient names, transaction dates,
fee totals, discount amounts, who recorded the transactions, and the type of discount
that was recorded. OfficeMate suggests creating this report on a weekly basis.

% To create the Discount Register report, set the date parameters and select a sort

order type from the Type drop-down menu.

05/09/2005  10:37:084M Discount Register
Date >= 05/03/2004
Date <= 05/09/2005
Type = By Type
FeeSlip Patient Date Fee Discount Recorded By
Employee Discount
90 Radmore, Michelle 05/09/2005 100.00 €1.00%  Franklin, Helen
Total for: Employee Discount 1.00)
Total Discounts (1.00)
Note The Total Discounts amount matches the Daily Production Summary

and Fee Slip Detail reports.
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The Fee Slip report reprints a previously recorded fee slip. OfficeMate suggests
creating this report on demand.

R/

% To create the Fee Slip report, click in the Patient Name text box and search

for and select a patient, set the fee slip date parameters, or type a fee slip number
in the Fee Slip Number text box. After you click Preview, the Fee Slip
Comments Text window opens. Type appropriate descriptions in the text boxes
and click Save or OK.

OfficeM ate Software Solutions
16375 Barranca Pkwy, Bl L
Inving, CA 97618 Statement of Charges and Payments
Fee Slip Humber: 37
D ate Printed: 051092008
Provider: Michael Miller, 0.0
Office Phone: a00-269-3666
License: 4646-89
Tor Tax ID: BE-45687 2
o Sally Carter TPANumber:  345-454-234
49696 Calle Dulce
San Juan Capistrana, CA 92675 Patient: Sally Carter
Hext Appt:
Service Patient
Date Oty Description CPT Diagnosis Amount Balance
05052005 1 Temporary Absorbable Plugs AQ2E2 083.22 0.00
Balance Due 000
Other Open ltems (130 00)
CREDIT Do Mot Pay (13000

Fee Slip Audit
The Fee Slip Audit report lists in detail all fee slips recorded during a specific period.

OfficeMate suggests creating this report on a weekly basis.

% To create the Fee Slip Audit report, set the fee slip date parameters, select the
By Provider check box if you want to sort the report by providers, and select
a provider from the Provider drop-down menu.

05/09/2005 11:56: 104M

Service slip Patient

05i05/2005 87 Carter, Sdly

050312008 23 Carter, Sdly

05062005 89 Mitchdll, Henry

05i03/2005 90 Radrwore, Michdle

Product Name

A6z

WOIDED 06052005

Fee Slip Audit

Fee Slip Date >= 05/03/2005
Fee Slip Date <= 05/09/2005

Description Oty Insurance Co.  Coveraqge % [InsChg PatChg PatPmt  PatAdj PatBal
Terrparary fbsarb sble Plugs 1 Eye Care Flan CF merica - Region 100

1 0.00 0.00 0.00 0.00 000
0.00 0.00 0.00 .00 000

Terrparary fbsorbzble Plugs 1 bedoare 80 3000 20,00 (z0.00)
1 20,00 2000 (20.00) 0,00 000

Terrparary fbsarb sble Plugs 1 Medesl Bie Swvices 100 90.00 200 @.00)
1 30.00 .00 @00 0,00 000
Grand Total 3 170.00 23.00 (z9.00) .00 000
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Fee Slip Detall

The Fee Slip Detail report lists fee slips, patients, products, posting dates, fees,
discounts, sales tax, totals, and recorded by names. OfficeMate suggests creating this
report on a weekly basis.

% To create the Fee Slip Detail report, set the posting date parameters and select a

sort order type from the Type drop-down menu.

05/09/2005 12:21:45FM Fee Slip Detail Report
By Posting Date
Posting Date = 05/03/2005
Posting Date <= 05/09/2005
Grass Fees
Fee Slip Patient Product PostingDate  Irwoiced Discount Sales Tax Total Charges Recorded By
21 Radmore, Michele 00213 03052005 69.00 62,00 Miller, 0.0, Michagl
87 Carter, Sally 24262 05/05f2005 0.00 0,00 FranMin, Helen
Total Fee Sips £2.00 0.00 0.00 63.00
Adjustnents 0.00
Retrns 0.00
Met Feas Invdced £4.00
89 Mitchel, Henry & 24262 05/06f2003 100.00 100,00 Frankin, Helen
Total Fee Sips 100.00 0.00 0.00 100,00
Adijustments 0.00
Retrns 0.00
Met Feas Invdced 100.00
90 Radmore, Michele 2462 05/09f2005 100,00 (1.00) 99,00 FranKin, Helen
Total Fee Sips 100.00 (1.0 0.00 99.00
Adjustments 0.00
Retrns 0.00
Met Fess Invoiced 99,00
Report Total 260.00 (1.00) 0.00 262.00

Notes ¢ The Gross Fees Invoiced column matches the Production and Daily
Production Summary reports. This column does #ozinclude discounts
or sales tax.

* The Discount column matches the Discount Register report and the
discount amount on the Daily Production Summary report.

* The Sales Tax column matches the sales tax amount on the Daily
Production Summary and Production reports.

* The Total Charges column matches the total charges amount on the
Day Sheet report.
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The Fee Slips on Hold report lists fee slips that were placed on hold. Print this report
to review the fee slip status and check whether or not the fee slips on hold should be

on hold. OfficeMate suggests creating this report on a weekly basis.

>

% To create the Fee Slips on Hold report, select the By Provider check box if you

want to sort the report by providers and then select a provider from the

Provider drop-down menu.

05/09/2005 1:59:53PM Fee Slips On Hold

Service slip Patient Product Name  Description Oty Insurance Co. Coverage 9% [
05092005 91 Carter, Sdly AAzE2 Temporary bsorbable Plugs 1 Eye Care Plan Of dmerica - Region 100

PatChg PatPmt Patadi PatBal

50,00 50,00

1

Grand Total 1

50,00 0.00 0.00 50,00

50,00 0.00 0.00 50,00

Frame Aging

The Frame Aging report lists the dates frames were received and sold, the quantity on
hand, and the number of days since the last sale. OfficeMate suggests creating this

report on demand.

Note You will only be able to create the Frame Aging report if you are

maintaining inventory in OfficeMate.

Last Received Date sort order preferences.

% To create the Frame Aging report, choose the appropriate Product Name and

05/09/2005 25122 Frames Aging Report

PO

¥1D

PO Last Date Last Date Days Since  Qty On Qty Qty  Amount COGS

Qty Oty  Amount COGS  Gross
Sold Return Sold Sold Profit

Product Name |

Product Code Number  Received Sold Last Sold Hand Sold Return sold Sold

1[I1CGNCHASTOR]E7BEIB E DSIDBREIDS MO SALES 3 o o $0.00 £0.00 o o $0.00 $0.00 $0.00
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Frame Listing

The Frame Listing report lists all frame manufacturers and vendors and their
inventory. This report includes manufacturers, designers, frame names, colors, sizes
with temple lengths, genders, materials, fee costs, gross profit percentages, and
product numbers. OfficeMate suggests creating this report on demand.

@

% To create the Frame Listing report, select a manufacturer from the

Manufacturer drop-down menu, select the Inactive only check box if you
only want to display inactive frames, and select the Discontinued only check
box if you only want to display discontinued frames.

05/19/2006  11:02:454M

Manufacturer: Marchon Eyewear, Inc.
Designer:

Name cal Size

Frames

¥ C14 5UN GOLD WIRCSEITANG 46
0 C14 50N PLATINUM WILAYEND 46
0 05 5UN GOLD 44
0 05 5UN GOLD 46
0 05 5UN PLATIMLIM 44
0 05 5UN PLATIMLIM 46
& 85 CC GOLD 44
O G55 CC GOLD 46
O G55 CC PLATINUM 44
O G55 CC PLATINUM 46
O 6 SUN GOLD 4z
O 6 SUN GOLD 44
O 6 SUN PLATINUM 4z
o SUN PLATIMNUM 44
G5 CC EOLD 4z
G5 CC EOLD 44
G5 CC PLATIMNUM 4z
G5 CC PLATIMNUM 44
1565 DARK SILVER S0
1565 SATIM BLAK S0
X171S GUNMETAL fGREY 47
X171S SATIN BLACKJGREY 47
X1725 SATIM BLAK 46
X1745 HOCOLATE 59
X1745 DARK SILVER 59
X1745 SATIM BLAK ca
X1755 DARK CLIVE B3
X1755 SATIM AUBERGIME B3
X1755 SATIM BLAK B3
X1755 SLATEMALVE B3
1765 A THRACITE ca
F1765 COFFEE WROSE 59
F1765 COFFEE ‘W TAN 59
F1765 DARK SILVER 59
F1765 INDIGO 59

CooCoO0OoOO0O0OOOOOCOOO0OO0O0O0O0OCDOC0O0O0O0COOOOOO

140
140
140
145
140
145
165
165
165
165
140
145
140
145
165
165
165
165
140
140
140
140
135
135
135
135
125
125
125
125
135
135
135
135
135

Frame Listing

Gender Material

Unisex
Unisesx
Unisesx
Unisesx
Unisesx
Unisesx
Unisesx
Unisesx
Unisesx
Unisesx
Unisesx
Unisesx
Unisesx
Unisex
Unisex
Unisex
Unisex
Unisex
Unisex
Unisex
Unisex
Unisex
Women's

Women's
Women's
Women's
Women's
Unisex
Unisesx
Unisesx
Unisesx
Unisesx

322.99
322.99
322.99
322.99
322.99
322.99
334.99
334.99
334.99
334.99
32299
32299
32299
322,99
F34.99
F34.99
F34.99
F34.99
216,99
216.99
251.99
251.99
251.99
230.99
230.99
230.99
216.99
216.99
216.99
216.99
216.99
216.99
216.99
216.99
216.99

Cost GP % Product Code
12500 613 750773418650
12500 615 750773HE704
12500 615 750775186306
12500 615 750775186320
12500 615 750775186405
12500 615 750775186429
13000  61.2 750775156504
130.00  &1.2 7S077E186528
130.00  61.2 7SO77E186573
130.00  61.2 7SO77E186597
12500  61.53 750778192772
12500  61.53 750778192796
12500  61.53 750775192840
12500 61,3 750775192864
13000 61.2 7507758193663
13000 61.2 750778193687
13000 61.2 790775193731
13000 61.2 750778193755
700 636 TOO77OZ7245
7900 636 TSOTTSZZTIER
94.00 627 TSOTTOSG4497
94.00 627 TSOTTOSG4473
9400 627 TSOTT7ES01264
8500 632 TSOTT7O421665
8500 632 TSOT7S421G610
85.00 63.2 7S0773421919
79.00 B35 TSOT7S422084
79.00 636 TSOT7S421983
79.00 B35 TSOT7S422133
79.00 B35 TSOT7S422039
7900 636 TOOTTS425344
7900 636 7S0775425443
7900 636 7S077E425290
7900 636 7S0775425493
7900 636 7SO077E425399

Active

True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True
True

Discontinued

Fase
Fdse
Fdse
Fdse
Fdse
Fdse
Fdse
Fdse
Fdse
Fdse
Fdse
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Frame Sales Detail by Manufacturer

The Frame Sales Detail by Manufacturer report lists the dates all frames were sold and
sorts the frames by manufacturer. This report includes frame details, unusual fees,
actual fees, actual fees changed, gross profit percentages, and month-to-date and
year-to-date quantities sold. OfficeMate suggests creating this report on demand.

% To create the Frame Sales Detail by Manufacturer report, set the date

parameters.

03/08/2005 3:04:58PM Frame Sales Detail by Manufacturer

Date of Sale == 05/09,/2004
Date of Sale <<= 05/09,/2005

Manufacturer:  Marchon Evewsar, Inc.

Designer: Coach
Name Color Size Retail Actual Cost Profit GP% PTD YTD
101 Coach Aster BLACK 52 140 17899 178.99 59.95 11904 6651 1 1
101 Coach Aster GUNMETAL 52 140 17899 178.99 59.95 11904 6651 1 1
101 Coach Aster COFFEE 52 140 35798 357.98 11990 23508 6651 H H
101 Coach Aster ANTIQUE BLUE 52 140 17899 178,99 59.95 11904 6651 1 1
102 Coach dare LILAC 43 135 19099 190,99 64.95 126,04 6599 1 1
Designer: Marchon® Collection
Name Color Size Retail Actual Cost Profit GP% PTD YTD
hirleck 76041 GUNMETAL 53 140 21499 214.99 89.95 12504 5816 1 1

1,300.93 1,300.53 454 65 846,28 7

-

Frame Sales Summary

The Frame Sales Summary lists the number of frames sold. OfficeMate suggests
creating this report on demand.

% To create the Frame Sales Summary report, set the date parameters and select a

sort order type from the Type drop-down menu.

05/02/2005 3:15:24FM Frame Sales Summary by Age

Date of Sale >= 05/05/2003
Date of Sale <= 05/05/2005

Manufacturer Designer Age Units %
Marchon Eyewear, Inc. Coach 41-55 6 600,00
Totals [ 600,00

Graph - Patients by Age

The Patients by Age graph compares the number of patients this year to the number
of patients last year and is grouped by age categories.

Graph - Patients by City

The Patients by City graph compares the number of patients this year to the number
of patients last year and is grouped by city.

eyefinity/OfficeMate
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Graph - Patients by Gender

The Patients by Gender graph compares the number of patients this year to the
number of patients last year and is grouped by gender.

Graph - Patients by Insurance Type

The Patients by Insurance Type graph compares the number of patients this year to
the number of patients last year and is grouped by insurance types.

Graph - Patients by Source

The Patients by Source graph compares the number of patients this year to the
number of patients last year and is grouped by source of entry to your office.

Graph - Patients by ZIP Code

The Patients by ZIP Code graph compares the number of patients this year to the
number of patients last year and is grouped by ZIP codes.

Gross Profitability by Vendor
The Gross Profitability by Vendor report displays the gross profitability by vendor.

% To create the Gross Profitability by Vendor report, set the fee slip date
parameters, select a product type from the Product Type drop-down menu,
and select a vendor from the Vendor drop-down menu.

11/21/2005  11:33:504M Gross Profitability By Vendor

Fee Slip Date >= 01/01/2005
Fee slip Date <= 11/21/2005
Product Type = Contact Lenses

424

Magniclear Plus
Boston ES RGF's

*aRP=Average Realzed Price
Average Reslized Price = sumiQty X Realized Fiee) / Tolal Qty
Pessitle Product Fee Sales = Gty Sod X Pracuct Fee
Profit 4 = ARP - product cost / peoduct cosk

NOTE If szt the proft

$75.00
$22.00

the average profit calculated migh be enonenus.

$162.50
$89.50

,u

$146.25
$89.52

£325.00
$447.50

120
100
g
& a0 |
]
=
a a0
o
8 40
7
>
< 20
g
& E & o & o &
&P & & o
& & & . ' e o o
Vendor
Product Product Product Qty “ARP Possible Product Fee Profit %
Name Cost Fee Sold Sales
(vendor not selected)

BOSTON FRONT TORIC $0.00 $114.50 2 $114.50 £229.00 0.00 o,

purevision 6mo $31.00 $60.00 9 $52.00 $540.00 67.74 o

D2 TORIC COLOR $79.00 $150.00 2 $150.00 $300.00 69.87 o5

Average Profit % 52.54
Art Optical
Boston IV $0.00 $79.50 2 $79.50 £159.00 0.00 o

95.00 %
306.81 o,
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Inactive Frames L

ist

List of Reports & Graphs

The Inactive Frames List report lists all frames that are marked as inactive. OfficeMate
suggests creating this report on demand.

05/09/2005 4:24:58PM

Manufacturer: Marchon Eyewear, Inc.

Inactive/Discontinued Frame Listing

Designer: Coach
Product Name Product Code Color Eye DBL TMPLGender Material
Inacfive Frames
102 COBH LARE 579516777890 BLATK 43 135 thiomen's
102 COACH LARE 579516777913 BLATK 51 135 thiomen's
102 COMH ALARE 679516778415 BORDEAL 43 135 tiomen's
102 COMH ALARE 679516778439 BORDEAL 31 135 tiomen's
102 COAH ALARE 679516778286 LILAC 43 135 tiiomen's
102 COAH ALARE 679516778309 LILAC 31 135 tiiomen's
102 COAH ALARE 679516778156 SAND 43 135 tiiomen's
102 COATH AARE ET3S1EFFEIT0 SAMND 51 135 fifomen's
102 COMH ALARE 679516778026 TaN 43 135 tiomen's
102 COAH ALARE 679516772040 Tan 31 135 tiiomen's
106 COATH KAILEY 679516771331 BORDEAL 31 135 tiiomen's
106 COATH KAILEY 679516771355 BORDEALI 53 135 tiiomen's
106 COATH KAILEY 679516771201 LILAC 51 135 tiomen's
106 COATH KAILEY 679516771225 LILAC 53 135 tiomen's
106 COATH KAILEY 679516771072 SAND 51 135 tiomen's
106 COATH KAILEY 679516771096 SAND 53 135 tiomen's
106 COATH KAILEY 579516770945 TaN 51 135 thiomen's
106 COATH KAILEY 679516770969 Tan 53 135 tiiomen's

Fee

190,39
190,39
190,99
190,99
190,99
190,99
190,99
190,99
190,99
190,99
190,99
190,99
190,99
190,99
190,99
190,99
190,39
190,99

Cost

£4.35
£4.35
E4.95
E4.95
E4.95
E4.95
6495
£4.95
E4.95
E4.95
E4.95
6495
6495
6495
5495
5495
£4.35
6495
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Insurance Aging by Patient Detalil

The Insurance Aging by Patient Detail report lists patient insurance balances. This
report is organized by insurance company or patient name. OfficeMate suggests
creating this report on a monthly basis.

R/

s To create the Insurance Aging by Patient Detail report, set the period end date
parameter, select an insurance carrier from the Insurance Co. drop-down
menu, and select the Provider check box if you want to sort the report by

providers.
05/08/2005 4:31:57PM Insurance Aging by Patient Detail
Period end <= 05/09/2005
Insurance Co. = Eye Care Plan Of America - Region 1
Patient Guarantor Insured ID Feeslip Posted Total Current 31-60  61-90 91-120 =120 Unfpp  LastPmt

Eye Care Plan Of America - Region 1 - 800-426-5481

Carter, Sdlly Catter, Sdly 6 04f2772005 135.00 135.00
Cater, Sally Catter, Sally 42 05M3i2005 107.43 107.43
Mitchall, Henry A Mitchell, Heniry & 2 0302000 (44 (4.0 02212002
Radrere, ichelle Radmore, Mchelle 42 0zf03iz000 (500 (5.00) 0zfz1/2002
Ressler, Margaret Ressler, Margaret 19 06/02f1399 z.aog (2.00) 08j21/2002
Undeneood, Jennifer Uhdenneod, James 0 05/13i1993 (100.00) (100,001 0zfz1/2002
Insurance Company Total 12109 24243 0.00 0.00 0.00 (111,40
Report Total 131.09 24249 0.00 000 0.00 (iLeg

A/R Total w/Unapplied

Insurance Aging by Patient Summary

The Insurance Aging by Patient Summary report lists patient insurance balances. This
report is organized by insurance company or patient name. This report includes
patients, guarantors, insured ID numbers, and the total amounts outstanding,
OfficeMate suggests creating this report on a monthly basis.

% To create the Insurance Aging by Patient Summary report, set the petiod end

date parameter, select an insurance carrier from the Insurance Co. drop-down
menu, and select the Provider check box if you want to sort the report by
providers. Choose the appropriate Insurance Co. and Patient Name sort
order preferences.

05/08/2005 5:23:50PM Insurance Aging by Patient Summary
Period end <= 05/09/2005
Patient Guarantor Day Phone Insured ID $SN Total  Cureent 3160 61:90 91-120 120 Undpp LastPmt
Eye Care Plan Of America - Region 1 - 800-426-5481
Carter, Sy Camer, Sally 242,49 242,48
Insurance Company Total: 242,49 242 43 [ 0.00 [ .00
Percent of Total 100.00 000 0.00 000 0.00
Medical Eye Services - 818 456 8503
Deavis, Steven Dianis, Stewen 34334 3579 34334 3579 BE.00 BE.00 08212002
Radrrore, Mchelle Radrare, Michdle 0 150.00 a0.00 60.00 08212002
Ressler, Margsret Ressler, Margaret 3433097 34333 09F 57.00 67.00 812 1j2002
Undervwood, Jennifer Underwood, James 458 55 78 23000 230,00 nsiz1iz00z
Undarvwod, Tracy Undawood, James 450 55 76% 55.00 65.00 03i09iz000
Insurance Company Total: 77,00 a0.00 000 0.00 000 700
Percent of Total 16.00 000 0.00 000 84,00
Medicare - 310 555 6486
Gole, Harper ole, Harper (345) 433769 23434579 4,00 42,00
Witchell, Henr & Pitchell, Henry & 2432434 222-22-2222 134.40 0,00 54,40 naizjz00z
Insurance Company Total: 162.40 0.0 40,00 0.00 [ 4,40
Percent of Total 44.00 26,00 0.00 000 30.00
Vision Service Plan - 800 852-7600
Cole, Harper ole, Harper (a45) 433769 23434 579 39400 000
Insurance Company Total: 38400 00 38400 0.00 0.0 0,00
Percent of Total 0.00 100,00 0.00 000 0.00
Report Total 1,395.89 412 43 45200 0,00 000 5414
Percent of Total 30,00 3100 0.00 000 3900
A/R Total w/Unapplied
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Insurance Aging Summary

List of Reports & Graphs

The Insurance Aging Summary report summarizes the outstanding amount for each
insurance company. OfficeMate suggests creating this report on a monthly basis.

% To create the Insurance Aging Summary report, set the petiod end date

parameter and select a provider from the Provider drop-down menu.

05/09/2005 5:32:05PM

Insurance Company
Eye Care Plan OF America - Region 1

Medical Eve Services
Medicare

Wision Service Plan

Percent of Totd

Percent of Totd

Percent of Totd

Percent of Totd

Report Total
Percent of Total

Insurance Aging Summary
Period end <= 05/09/2005

242,49

577.00

15z.40

384.00

Current
24249
100,00
90.00
1560
&0.00
4386

48.00
2632
384.00
100.00

1,385.89

41749

4352.00

2976

3117

61-90 91-120 Over 120

lied Last Pmt

457.00
&d.40
54.40
23.82

541.40

39.07

A/R Tota w/Unapplied

08j21/2002

(2172002

Insurance Charge Back

The Insurance Charge Back report lists all the insurance charge backs in a given date
range. This report groups the charge backs by insurance name. OfficeMate suggests

creating this report on a monthly basis.

% To create the Insurance Charge Back report, set the posting date parameters.

05/09/2005  5:48:01PM Insurance Charge Back

Posting Date == 04/09/2004
Posting Date <= 05/09/2005

Patient Name FeeslipNo Posting Date
\Vision Service Plan

Cole, Harper 04 05,/09,/2005

Cole, Harper 94 05,/09/2005

Total Charge back for Yision Service Plan

Report Total

Charge Back Fee

20.00
50.00
80.00

80.00
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Insurance Analysis

The Insurance Analysis report lists dates, insurance carrier names, product names,
CPT codes, amounts billed to insurance, amounts paid by insurance, and insurance
write-offs. OfficeMate suggests creating this report on demand.

% To create the Insurance Analysis report, set the fee slip date parameters, select

an insurance carrier from the Insurance Co. drop-down menu, and choose to
group the report by insurance carrier or CPT code using the Group by
drop-down menu.

02005 &:51:104M Insurance Analysis Report
Fee Slip Date = 01/01/2004
Fee Slip Date <= 05/05/2005
Ins Write
Service Date Slip Patient Product Name  CPT Code oty ProductFee  Coverage9 InsChg PatChq InsPmt OF/Adi  ga5pal
Evye Care Plan Of America - F
04272005 86 Catter, Sdlly 9211 a1l 1 25.00 100 25.00 (55.00) (30,00
3 92012 92012 1 65.00 100 E5.00 (zo.00) 45,00
3 92012 92012 1 £5.00 100 £5.00 £5.00
3 15500 15500 0.00 G500 (zo0) 50,00
Grand Total for Eye Care Plan Of America- 3 155.00 155,00 0.00 (55.00) (z0.00) 50,00
Medicare
0162005 95 Qe Haper ouvue L2520 1 2000 80 2400 6.00 2400
i e \es20 1 30.00 &0 2400 600 (24.00)
z 50,00 4,00 12.00 2400 .00 2400
Grand Total For Medicare B £0.00 43.00 1Z.00 (24.00) 0.00 Z4.00
Vision Service Plan
0311005 30 Cole, Harper 39214 99284 1 105.00 100 105.00 105,00
1 10500 105.00 0.00 0.00 0.00 105,00
0112005 31 Cle, Harper 99213 99213 1 £9.00 100 £3.00 £9.00
1 63.00 53.00 0.00 0.00 0.0 63,00
03142005 83 Cole, Harper 99214 99214 1 10500 100 105.00 105,00
1 10500 105.00 0.00 0.00 0.00 105,00
031672005 94 Gle, Harper 99214 99214 1 105.00 100 105.00 105.00
1 105.00 105.00 0.00 0.00 .00 105,00
Grand Total for ¥ision Service lan 4 384,00 384,00 0.00 0.00 0.00 364,00
Grand Total k] 599,00 587.00 12.00 Fe.00)  (zoon) 488,00

Insurance Audit

The Insurance Audit report lists insurance payments, transfers, adjustments,
write-offs, and the patients to whom the transactions were applied. OfficeMate
suggests creating this report on demand.

% To create the Insurance Audit report, set the posting date parameters and select
an insurance carrier from the Insurance Co. drop-down menu.

O5/10/2005 2:05:444M Insurance Audit List
Insurance Co. = Eye Care Plan Of America - Region 1
Posting Date = 01/01/2004
Posting Date <= 05/05/2005

Dats Patient FesSlin CPT Product Type Ref # Amaount
05/04/2005  Carter, Sally 86 92012 2012 Tnsurance Wite-Off (20.00)
Total Activity (20.00)

eyefinity;/OfficeMate
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Insurance Listing

The Insurance Listing report lists all insurance companies. This report includes
names, addresses, contacts, phone numbers, and fax numbers. OfficeMate suggests
creating this report on demand.

To create the Insurance Listing report, select an insurance carrier from the

List of Reports & Graphs

Insurance Co. drop-down menu and choose an appropriate Insurance sort

order.

05/10/2005 10:11:2604M

Eye Care Plan Of America -
7776 5. Pointe Parkway \West
Suite 150

Phoenix, Arizona 25044

Insurance Company Listing

Reqgion 1 Contact
Phone
Fax

800-426-5481

Medical Eve Services
234 Highway 12

Arcadia, California 92567

Contact
Phone
Fax

813 456 3303

Medicare
2343 Wilshire Blvd.

Los Angeles, California 98565

Contact
Phone
Fax

Joann Wilsan
310 555 6486
310 555 6487

Vision Service Plan
2333 Quality Drive

Contact
Phone
Fax

Rancho Cordova, California 95670-7025

800 852-7600
916 831-4835

OfficeMate User’'s Guide
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Insurance Profitability

The Insurance Profitability report displays the percent of the amount received from
an insurance company versus the usual and customary product fee.

% To create the Insurance Profitability report, set the fee slip date parameters and
choose appropriate insurance company and profit percentage sort order options

from the Sort Order box.

11/21/2005 10:07:53AM

Insurance Profitability

Fee Slip Date >= 01/01/2005
Fee Slip Date <= 11/21/2005

2
g
=
2
o
4
5
2 |
E i
7} |
= |
i} & E z g 2
§ g3 g 5. : ¢
EE £ s g %
S8 B3I =< g z
[ & E 5 oy
= o]
= 3 Z 3
AETNA
ARKANSAS BEST CORP
BC/BS of MA
CHANGE TO BCBS MA/ dont delete
CIGNA

COLE MANAGED VISION

Eyemed Vision Care

HEALTHCARE VALUE MANAGEMENT
MEDEX

Medicare of MA

* Reimbursement ratio = Applied | Biled o Insurance
|1¥oTE: Due to sk of sgece grach may becoms legibie with mars than 30 insurances.

VISION

2 @ 5 w
g8 5 = 8 ¢
oS E2g g 5 =
e i 2 i} g
ws T 2 f
88 g & 3 B
=z £ g £ 5
5= £ = @ =
s} & = 2
Insurance Name
$1,384.50 $1,229.00
$95.00 $40.00
$12,513.00 $10,265.80
$409.50 $240.00
$585.00 $493.99
$14,899.00 $8,974.89
$10,995.00 $5,972.55
$1,481.00 $865.00
$142.00 $54.00
$1,328.00 $1,059.60

PLAN
HMQ/POS/EPO/TMC

AETNA

Superior Vision

Al
$595.77
$40.00
57,166.66
$88.50
$313.08
$3,147.50
$2,356.75
$726.00
$0.00
$331.20

CIGNA

BC/BS of MA

HEALTHCARE VALUE
MANAGEMENT

48.48
100.00
69.81
36.88
63.38
35.07
39.46
83.03
0.00
31.26

%
%
%
%
%
%
%
%
%
%

CORP

ARKANSAS BEST

Page 1 of 2

OfficeMate User's Guide

eyefinity;/OfficeMate



Chapter 13 Creating & Printing Reports, Statements, & Graphs List of Reports & Graphs

Insurance Revenue

The Insurance Revenue report lists the amounts billed to insurance companies and
patients. OfficeMate suggests creating this report on demand.

% To create the Insurance Revenue report, set the posting date parameters.

05/10/2005  10:46:504M Insurance Revenue Report
Posting Date = 01/01/2004
Posting Date <= 05/05/2005

Revenue Source Billed % of Total
Insurance Com pany

Eye Care Plan Of America - Redion 1 135.00 2381
Medcare 48,00 8.47
Wision Service Plan 384,00 67,72
Tatal Insurance Payments S67.00

Patient Payments

Patient Payment 6,128.83 100.00
Total Patient Pay ments 6,128.83

Report Total 6,695.83

Percentage Billed To Insurance 847 9%

Percentage Billed To Patient 9153 g

Internal Marketing
The Internal Marketing report lists names selected for marketing letters, labels, and

postcards. OfficeMate suggests creating this report on demand.

% To create the Internal Marketing report, select approptiate criteria from the
Selection Criteria and Sort Order box and choose appropriate patient sort order
options from the Sort Order box.

Note Click Expand to expand the Selection Criteria and Sort Order
box.

05/12/2005 Correspondence Report
Birth Month = January
Birthdate >= 01/01/1950
Birthdate <= 12/31/1970
Recall Date »= 01/01/1947
Recall Date <= 09,/13/2004
Pat# Last Name FirstName  Address City State Zip Day Phone Home Phone  email
4 Viega Valetie 16 Sandpiper Irvire [} 92718 (949) 525-4733
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Inventory Adjustments

The Inventory Adjustments report lists the adjustments that were made to inventory
through the Inventory Adjustment window. OfficeMate suggests creating this report
on demand.

% To create the Inventory Adjustments report, select a transaction type from the

Transaction Type drop-down menu, set the transaction date parameters, and
select a transaction reason from the Transaction Reason drop-down menu.

Thventory Adjustument Report - By 1ype
05/30/2006 143
/30/2 11:48:554M Transaction Date >= 05/01 /2006
Transaction Date <= 05/30/2006
Transaction Type  Sale
CreatedBy Helen Franklin
Product Product Code  Comment Size Color Date Quarkity Cost Reason Extended
101 COACH ASTCR B79S16719173 Transaction from Fee Slip 52,0,14052,29.5 545 COFFEE Sf11jz006 1 5995 Mew fee slip line item 59.95
Aervoe 789769 Transaction from Fee Slip 543.00,6.00,6.00,6.00,6,6 Brown Agua #1 5/11j2005 1 5000 Mew fes sip line item 50,00
Ao 789789 Transaction from Fee Slip 543.00,6,00,6.00,6,00,6,¢ Brown Agua #1 5/11/2008 1 5000 Mew fee slip line item 50,00
Bouvoe 789789 Transaction from Fee Slip 543.00,6.00,6.00,6,00,6,¢ Brown Aqua #1 5/16/2008 1 5000 Mew fes slip line item 50,00
Ao 733905100031 Transaction from Fee Slip §80,14.00,-0,50,0.25,0,1 tewt Aqua #1 /162008 1 5000 Mew fee slip line item 50,00
Beurvoe 733905100031 Transaction from Fee Slip .80,14.00,0,50,0,.25,0,1 tewt fqua #1 5/17 /2008 1 5000 Mew fes slip line item 50,00
CINDERELLA 679516757625 Transaction from Fee Slip 40,0,115,39,26,39.5 PINK 5/25i2005 1 4435 Mew fes siip line item 44,95
354,90
Report Takal 354.90

Inventory Profitability

The Inventory Profitability report displays inventory profitability by manufacturer.
OfficeMate suggests creating this report on a yearly basis.

B3

provider from the Provider drop-down menu.

% To create the Inventory Profitability report, set the date parameters and select a

05/10f2005  2:09:55RM Inventory Profitability Report
Selected Date 05/10/2005
Provider = Michael Miller, D.D.
Today's Totals Manth-To-Date Totals Vear-To-Date Totals
Tupe/MarufacturerMame ProdFes Patfee  Cost  Profit % iy ProdFee  patfe Cost Profit % @y  ProdFes PatFes Profit % iy
Cortact Lenses
Specislty CLs
Btk RGP 280 280 20 190 88 z
Tetdl Specialty Cls o T O ] T o o o CEE) T 280 230 B D 2
istakon, Inc.
Aot 50 50 32 FCI z
mynpack actune Leases 150 180 25 LTS 5
Totadl vistaken, Inc o [] [ o 0 [] o o o ) [] 240 20 128 2o 5
Totd Cortad Lenses [ [ ] LI [ [ [ [ o 0 [ 520 520 218 ELERH 10
Frames
Marchan Eyewesr, Inc.
A 215 215 20 125 58 i 215 215 20 125 58 i
101 oR 178 179 50 e 81 i 1074 1014 380 T 81 6
102 H CLAIRE 191 191 a5 126 86 i
Tetd Marchon Eyevesr, Ino o [ o o0 [ e 304 150 244 62 2 1450 1450 515 985 65 B
Totd Frames [ [ ] LI [ 301 EEN 150 244 82 2 1450 1450 515 285 85 ]
Ophthalmic Lenses
[no wendar ]
BFFT2528 250 100 2 1150 1150 50100 "
Totd (no vendar) o o o ] o e 250 100 2 EE] 1,750 o 750 100 i
Tetd Ophthalmic Lenses o o o - o 250 250 o 250 100 2 1150 1150 o 750 100 m
Other
[no wendor |
aR 138 1o 22 88 80 2 ss2 521 EH [ECRE] E
Total (o wender] o [ o ) [ 138 o 22 88 50 2 552 521 E ST B
Totd Other o [l a o o [l 138 1o 22 83 80 2 552 521 a8 [EE ) s
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Inventory Turnover

The Inventory Turnover report displays the inventory turnover for each vendor
within the given date range.

% To create the Inventory Turnover report, set the fee slip date parameters, select
the product type from the Product Type drop-down menu, and select the
Details check box to display products by vendor.

11/21/2005  1:34:50PM Inventory Turnover

Fee Slip Date >= 01/01/2005
Fee Slip Date <= 11/21/2005
Product Type = Frames

Product Name *Current Qty on *+Inventory Qty sold Realized Price Turnover % Turnover %
Hand value (Qty) (Realized
Price)
EAUSOLEIL
BEAU 0 56() 1 $279.00 1 $200.00 100.00 107.17
BEAU 0 56() 1 $279.00 1 $340.00 100.00 125.09
otal for BEAUSOLEIL 2 $558.00 2 $648.00 100.00 116.13

FLEAR./FISHER
FP EURO() 1 495.00 1 $95.00 100.00 100.00

*Mote: This repart s based on the aryon hand at the begining of

i Pt Page 1 of 4]
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Lab Orders
The Lab Orders report prints lab orders.

% To create the Lab Order report, set the order date parameters, click in the

Patient Name text box to search for and select a patient, type an order number
in the Order Number text box, and select an order type from the Type
drop-down menu.

Eyewear Order

CfficeMate Software Sclutions s 28
15375 Barranca Pluny, BldgL e
Trvire 8 92618 Eniry Date: 07 /20 /2003

Jstin R, rawford D.0S
800-26 32665

94972 77474

05 /10 2005

Essilor OF frerica, Inc, et f §
2400 118th Awa, M, verd 200-TheEyes
%, Petershurg, AL 33716 fervd

3200 | 3000 +3.25 225 120 | +2.25 100 100 I 2400 U

2400 | 2200 +2.28 =200 10 +0.25 1z.00 100 I 200 U

| (AR Arti+efledive Coatirg
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Lab Orders Outstanding

The Lab Orders Outstanding report lists the status of lab orders including patient
names, ages, phone numbers, job dispensers, and the dates the jobs were promised.
OfficeMate suggests creating this report on demand.

R/

% To create the Lab Orders Outstanding report, select the lab order status from
the Lab Order Status drop-down menu, select a vendor from the Order
From drop-down menu, set the promised date parameters, and select a lens type
from the Lens Type drop-down menu.

Note To create the Lab Orders Outstanding report, you must have a lab
selected in the Order Lens From box in the Eyewear Order
window and the Supplier box in the Soft Order or Hard Lens
Order window. To set up a vendor as a lab, go to To modify or add
vendor names on page 54. In addition to specifying the lab, you
must also record a promise date in the Promise Date box, select the
Fit By and Ordered radio buttons, and select a name and date from
the Name and Date drop-down menus in the Rx Order window.

05/10/2005  &28:36PM Lab Orders Outstanding
PromisedDate >= 01/01/2003
PromisedDate <= 05/05/2005

Lens Type = Eyewear

Patient Name Age  DayPhane Home Phane Lab Order # Di d By Dispensed Promised
Lab Name: In Office Lab
Phone:
Harper Cole B (49) 433-7996 (349) S55-7096 =) Tormn Duncan 03102005 03/17/2005
Harper Cole 5 (49)433-7996 (949) S55-7596 40 Torn Duncan 03f11/2005 03/18/2005
Harper Cole T (M49)433-7996 (049) 555-7096 42 Tom Duncan 03f14/2005 05/17/2005
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Lab Orders Patient Follow-Up

Use the Lab Orders Patient Follow-Up report to contact patients after their frames
have been delivered to ensure that their frames fit well. This report lists patient names,
phone numbers, dispenser names, and delivery names. OfficeMate suggests creating
this report on demand.

@

% To create the Lab Orders Patient Follow-Up report, select the lab order status
from the Lab Order Status drop-down menu, set the delivered date
parameters, select the person who delivered the order from the Delivered By
drop-down menu, and select a lens type from the Lens Type drop-down menu.

Note To create the Lab Orders Outstanding report, you must have a lab
selected in the Order Lens From box in the Eyewear Order
window and the Supplier box in the Soft Order or Hard Lens
Order window: To set up a vendor as a lab, go to To modify or add
vendor names on page 54. In addition to specifying the lab, you
must also record a promise date in the Promise Date box, select the
Fit By, Otdered, Received, Notified, and Delivered radio buttons,
and select a name and date from the Name and Date drop-down
menus in the Rx Order window.

05,/1042005 3:45:40PM Lab Orders Patient Follow-Up

Delivered Date ->= 01/01/2001
Delivered Date <= 05/05/2005
Delivered By = Tom Duncan
Lens Type = Eyewear

Patient Name Age Home Phone Day Phone Dispensed By Delivered By
Harper Cde 55  (949) 555-7896 (943 433-7896 Tom Duncan Duncan, Tom
Henry &, Mitchel 7O (949)583-6321 Tom Duncan Duncan, Tom

eyefinity/OfficeMate
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Lab Orders Patient Notification

Use the Lab Orders Patient Notification report to notify patients to pick up frames
that have been received. This reportlists patient names, phone numbers, receivers, and
dates received. OfficeMate suggests creating this report on demand.

R/

% To create the Lab Orders Patient Notification report, select the lab order status
from the Lab Order Status drop-down menu, set the received date
parameters, and select a lens type from the Lens Type drop-down menu.

Note To create the Lab Orders Outstanding report, you must have a lab
selected in the Order Lens From box in the Eyewear Order
window and the Supplier box in the Soft Order or Hard Lens
Order window. To set up a vendor as a lab, go to To modify or add
vendor names on page 54. In addition to specifying the lab, you
must also record a promise date in the Promise Date box, select the
Fit By, Ordered, and Received radio buttons, and select a name and
date from the Name and Date drop-down menus in the Rx Order

window.

05/12/2005  4:04:45PM Lab Orders Patient Notification

Received Date = 01/01/1997

Received Date <= 12/31/2000

Lens Type = Eyewear
PatientName Age Home Phone Day Phone Received By Received
Michelle Radmore 20 (949) SE5-2574 Tom Duncan 09/08/1999
DISPOSITION: [ Left Message [ o fnswer [ corfirmed

evefinity/OfficeMate
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Lab Orders Received & Notified

Use the Lab Orders Received & Notified report to review the inventory that you have
manufactured and about which you have notified patients, but that is still in your
office. Lists the patient names, ages, phone numbers, and notification dates.
OfficeMate suggests creating this report on demand.

@

% To create the Lab Orders Received & Notified report, select the lab order status
from the Lab Order Status drop-down menu, set the delivered date
parameters, select the person who received the order from the Received By
drop-down menu, and select a lens type from the Lens Type drop-down menu.

Note To create the Lab Orders Outstanding report, you must have a lab
selected in the Order Lens From box in the Eyewear Order
window and the Supplier box in the Soft Order or Hard Lens
Order window: To set up a vendor as a lab, go to To modify or add
vendor names on page 54. In addition to specifying the lab, you
must also record a promise date in the Promise Date box, select the
Fit By, Otdered, Received, and Notified radio buttons, and select a
name and date from the Name and Date drop-down menus in the
Rx Order window.

05/12/2005 4,21 /56PM Lab Orders Received & Notified

Received Date == 01/01/1995
Received Date <= 05/12/2005
Lens Type = Eyewear

Patient Name Age Home Phone Day Phore Notified By Notified
Henry &, Mitchell 70 (949)583-6221 Michad Miller, ©.D. 05/12/2005

The Labels report prints labels. OfficeMate suggests printing labels on demand. Print
labels using Avery 5260 compatible white rectangular labels. You can purchase these
labels from Medical Arts Press at 1.800.328.2179 or www.medicalartspress.com.

% To create labels, select a city from the City drop-down menu, select a state from

the State drop-down menu, select the One Per Family check box if you want
to print one label per family, and select a format type from the Type drop-down
menu. Choose appropriate Last Name and ZIP Code sort order options.

Mr. Harper Cole Dr. Justin Crawford Mr. Steven Davis

990 Pleasant Valley Run 1006 Carlota 343 Haverford Ave,
Laguna Miguel, TA 92653 Lake Farest, CA 92630 Laguna Miguel, ©A 92653
Mr. Henry Mitchell Miss Michelle Radmare M argaret Ressler

EB3 Tressle Way 343 Sierra Lane 33991 Festiva

Lake Forest, CA 92630 Mission Viejo, CA 92692 Mission Viejo, CA 92692

Miss Walerie Viega
16 Sandpiper
Irvine, CA 92718

eyefinity;/OfficeMate
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Monthly Production Summary

The Monthly Production Summary report lists each item sold with the total quantity,
amount, and percentage of total revenue for the period. This report includes

year-to-date totals and totals for discounts, adjustments, returns, taxes collected and
returned, and deposits. OfficeMate suggests creating this report on a monthly basis.

% To create the Monthly Production Summary report, set the date parameters,
select a production type from the Type drop-down menu, select a group from
the Group drop-down menu, and select the By Provider check box if you want
to sort the report by providers.
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Q571072005 5005 1590 Monthly Production Summary

Type = Financial Group
Date == 04107 2005
Date <= 05/ 107 2005
Period Wear-To-Dade
Brodudt Hams Dosonioieon Dby Amom X by Ammy  Iu

Total Handwritben & Mo Goup

SLrios
Consuliton

Tt Con sultabons
Contact Lens Foes
Tota Contect Lens o
Diagnastic Seraces Fees
LRl o Phoctoomy

U hoboorants on, Sooodar M
Total Dizgnostic Sereoes Foes
Exarminabon Fees

Total Examinaton Fees S 10 123 .0
Mo Gouo

Total Mo Group
Total Servioes SE00 5LE : O

Total Diphthalmic Matenials Subes
Conpa] Lens Feps

WL i ks A ] & 40000

Total Contct Lens Fees [T = 30008

Gross Fees Invaced TR T EEImoim
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0571072005 S:03:49PM MONthly Froducoon summary

Type = Financial Group
Date == 04/ 10/ 2005
Date <= 0510/ 2005
Period Year-To-Date
Producl Name Cescription oy Amount wo Oy Amount W

Total Discounts, Adjustments B Relurms

Sales Tax
Sales Tax (001 (0013

Total Sales Tax (001 (001}

Mel Fees Invoioed

Insurance Charge Gacks

Insurance Charge Backs HO.00 #0090
Total Insurance Charge Backs H0.00 A000
Applied Paymenis

lied Ingurance Payrmeants

i

. Refunds

Tolal Applied Payments (976 30

Mel Change o AFR

Deposils
Cazh

ahierh, Pery et

Total Cash

L Py rmert
Total Chacks
Tolal Deposils

114330
Refunds
Aefurds (75007 (7500}
Total Refunds (75007 CRE0)
Hel Receipls

Note The Net Change to A/R amounts, which is the difference between the
Net Fees Invoiced and Total Applied Payments, can be used to balance
your account receivables.

eyefinity/OfficeMate
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New Patient Demographics

The New Patient Demographics report lists all new patients entered during the
month. This report is categorized by age, Zip code, gender, insurance type, and city.
OfficeMate suggests creating this report on demand.

R/

Month Patient Added drop-down menu.

% To create the New Patient Demographics report, select a month from the

05/10/2005 5:20:35PM New Patient Demographics
Month Patient Added = May
This Year Last Year
Month Year Month Year
# ] # Yo # Yo # %
Age
30- 39 1 1m 1 1m0
Total Age 1 100 1 100
Gender
Male 1 10 1 1m
Total Gender 1 100 1 100
Source
Patient R.eferral 1 10 1 1m
Total Source 1 100 1 100
Insurance Type
(ncne) 1 1w 1 1w
Total Inswurance Type 1 100 1 100
City
Hendersan 1 100 1 100
Total City 1 100 1 100
ZIP Code
92048 1 100 1 100
Total ZIP Code 1 100 1 100

Change In Palients

Month Totals Year Totals
# %o # Yo
1 100 1 100
1 100 1 100
1 100 1 10
1 100 1 100
1 100 1 10
1 100 1 100
1 100 1 10
1 100 1 100
1 100 1 100
1 100 1 100
1 100 1 100
1 100 1 100
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New Patient Growth Rate

Graphs

The New Patient Growth Rate report displays the percentage of new patients versus

former patients.

12/00/2005  10:04:41AM New Patient Growth Rate
24 -
8
e 18
2
B
a 12
z
08
s
& 04 -
o
January February March April May June Ay August September October November December
Month W Lsstyesr
B Curent Year
Last Year Current Year
Month Hew patients Former Patients o of new patients New Patients [Former Patients % of new patients
January 1 667 16295 14 691 1999,
February 1 637 1700 12 585 2019,
March 7 789 0.88 05 11 762 1420,
Apiil 5 684 0.73 9 11 711 1529,
May 1 666 162 95 1 712 1529
June 12 762 155 6 651 091,
July 9 660 1350, 8 634 1250,
August 9 802 1119 12 825 1439,
September 8 689 1159 10 77 1.28¢,
October 6 717 0.83 05 6 554 1079,
Navember 6 729 0.82 95 0 0 0.009,
December 16 672 2339 0 0 0.00%,
+ i patent s considares acea
e s cate = e same as genent enay cats)
= e oalanial el osuanis

Page 1of 1

OfficeMate User’'s Guide

443



List of Reports & Graphs Chapter 13 Creating & Printing Reports, Statements, & Graphs

Open Charges

The Open Charges report displays outstanding open charges.OfficeMate suggests
creating this report on demand.

R/

% To create the Open Charges report, set the date parameters and click in the
Patient Name text box to search for and select a patient.

05f20/2006 2160180 Open Gja-ges
Date == 05/30/2005
Date <= 05/30/2006
PatientName = Sally Carter

Patient Name Date Description Order # Unit Price Oty Total
Sally Carter 03/23/2006 Exam 11111 a 0.00 1 0.00
Sally Carter 05/30,/2006 101 COACH ASTOR 44 178.99 1 175.99

Ophthalmic Lens Listing

The Ophthalmic Lens Listing report lists all ophthalmic lenses and their inventory.
This report includes manufacturer names, descriptions, CPT codes, fees, costs, gross
profit percentages, and product numbers. OfficeMate suggests creating this report on
demand.

% To create the Ophthalmic Lens Listing report, select a manufacturer from the

Manufacturer drop-down menu, select the Inactive only check box if you
only want to display inactive lenses, and select the Discontinued only check
box if you only want to display discontinued lenses.

05/30/2006 12:47:40PM Ophthalmic Lens Listing

Manufacturer;

Name Description CPT  Size BC Sph Cyl Add Fee Cost GP% ProductNo Active Discontinued
BFFT2528 Biforal Lers w2200 125.00 1000 783 True  False
CR39 Single Vision Plastic Len 6500 3200 508 True False
C5MF versize Lens w2780 56 True False
O55Y versize Single Wision Lers True False
PROSTD Progressive Stardard Lens w2200 True False
TFFT25-28 Trifocal Lens w2300 True  False
var Warilux Progressive w2200 9800 6500 261 True  False
vIP Sda vIP True  False
WSPMF Standard Plastic/Glass Le 50.00 100.0 True False
WSPSY Standard Plastic/Glass Lens 44,00 100.0 True False

Order Recommendation

Use the Order Recommendation report to order inventory. This report lists vendor
names, product descriptions, UPCs, sizes, colors, stocking levels, amounts on-hand,
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order quantities, unit costs, and extended costs. OfficeMate suggests creating this

report on demand.

% To create the Order Recommendation report, click in the Vendor Name text

box and select a vendor name.

—— - Order Recommendation Report
Mininwun
Stock On On Order
Level  Hand  Order Qty

Unit
Cost  Entended

Size Color

Product Product Code uec
Yendor Essilor Of America, Inc.
0.00,0.00,0 00 1 0 0 1

Progressive - K
Total Repert

OfficeMate User’'s Guide 445

eyefinity;/OfficeMate



List of Reports & Graphs

446

Chapter 13 Creating & Printing Reports, Statements, & Graphs

Other Product Listing

The Other Product Listing report lists all other products and their inventory. This
report includes manufacturers, names, descriptions, CPT codes, fees, costs, gross
profit percentages, and product numbers. OfficeMate suggests creating this report on
demand.

% To create the Other Product Listing report, select a manufacturer from the

Manufacturer drop-down menu, select the Inactive only check box if you
only want to display inactive products, and select the Discontinued only
check box if you only want to display discontinued products.

O5/30/2006  12:50:05PM Other Products Listing

Manufacturer:
Name Description CPT Fea Cost  GP % Product No A tive Discontinued
Accessories
11440 Exdsion, Benign 0.5 CM or Less 11440 True False
Other

Lnti-reflective Coating 69.00 11.00 841 True Falsa

Gift Certificate Gift Certificate True False
TINT Tirt - Plastic Sdid V2741 26.00 9.0C 65.4 True False
TINTRG Tint - Plastic Gradient 29,00 7.00 759 True False
Uy LW coating V2755 23.00 100.0 True False

eyefinity/OfficeMate
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Patient Aging - Detall

The Patient Aging - Detail report lists all patients with an outstanding balance aged
30, 60, 90, and 120 days. This report includes patient names, guarantor names, home
phone numbers, amounts owed, providers, and aged percentages outstanding.
OfficeMate suggests creating this report on a monthly basis.

@

s To create the Patient Aging - Detail report, set the period end date parameters,
select a provider from the Provider drop-down menu, and choose appropriate
Guarantor Name and Patient Name sort order options.

OSTT/2005 ST Z3AM Patient Aging Detail
Period end <= 05/10/2005

Patient Guarantor Day Phone FeeSlip  _Posted Torad Cunrent 3160 _ 6190 _91-130 _ > 10 Unfpp Last Pmt

Patient Total

Patient Total
I:lati.ent Total
Patient Total
Patient Total
Patient Total
Patient Total

Parient Total

Report Total =] =

Percent of Total

AR Total w /Unapplied
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Patient Aging - Summary

The Patient Aging - Summary report lists all patients with an outstanding balance aged
30, 60, 90, and 120 days. This report includes providers and aged percentages
outstanding, OfficeMate suggests creating this report on a monthly basis.

% To create the Patient Aging - Summary report, set the petiod end date

parameters, select a provider from the Provider drop-down menu, and choose
appropriate Guarantor Name and Patient Name sort order options.

05/11/2005 9:56:314M Patient Aging Summary
Period end <= 05/10/2005

Patient Guarantor Daytime Phone Flags Total  Current 31-60 61-90  91-120 120 Unfpp Last Pmt
Tartar, Sdlly Gartar, Sy Badpddr &7 50 EE] G000 O54jZ00E
ole, Harper ole, Harper (949) 433-7896 5.564.27 797,49 2,356.96 1,447 34 961,88 08f21j2002
awford DD, hstin R Grawdord, Jstin (543 4216000 40644 A6 44 07 /20/200%
Picchel, Henry & Mechell, Henry 187.45 167 45 0542008
Radmare, Michdle Radrore, Mchdlle (G000 G000 (4794 04d5/008
Ressler, Margarat Ressler, Margaret 1346 19,16 07 /30/200%
Underwnood, Jennifer Underwood, James BadAddr 12885 12865 05/04/2008
ega Walerie Wega Valerie 0.00 (2000

Report Total 634367 w489 235696 L44TS4 w00 2276 (25794

Percent of Total 12.75 3.4 2085 000 24
A/R Total w/Unapplied 6,685.73

Patient Credit Refund

The Patient Credit Refund report displays the credits and unapplied amounts that
were refunded to patients in the Patient Credit Refund window and allows you to
refund a patient credit. This reportis an audit of all credit refunds.OfficeMate suggests
creating this report on demand.

% To create the Patient Credit Refund report, set the refund date parameters, click
in the Patient Name text box and find and select a patient, and select the By
Provider check box if you want to sort the report by providers.

05/11/2005  10:40:454M Patient Credit Refund

Refund Date >= 01/01/2001
Refund Date <= 05/11/2005
Patient Name = Sally Carter

Refund Date Patient Name Dep no Refund Type Description ount  Reason Recorded By
05112005 Carter, Sally 89 Cash $90.00 Franklin Helen

eyefinity/OfficeMate
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eYeﬂr'“'-; DfficeMate

Patient Demographics

The Patient Demographics report lists all patients in your database and categorizes
them by age, Zip code, gender, source, insurance type, and city. OfficeMate suggests
creating this report on demand.

List of Reports & Graphs

Ane
10- 19
30-39
40 - 49
t0- 59
F0-79

Toral Age

Gender

Fernde

Mde
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Soume
Patient Refera
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Insurance Type
[nore]
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PFrinate Pay
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Patient List

The Patient List report lists all patients in your database including their cities, states,
Z1IP codes, home phone numbers, day phone numbers, patient numbers, and chart
numbers. OfficeMate suggests creating this report on demand.

R/

% To create the Patient List report, select ZIP code parameters from the ZIP Code
drop-down menus, select a city from the City drop-down menu, select the By
Provider check box if you want to sort the report by providers, and select a
provider from the Provider drop-down menu. Choose approptriate Last
Name, City, and ZIP Code sort order options.

05/11/2005 11:37:054M Patient Listing
Patient Name Address City State ZIP Code Home Phone  Day Phone Acct Chart #
Ahdul, Dandan 40388 County Road 2 Henderson MNE 92048 (8561 959-9999 14
Carter, Sally 98596 Calle Dulce San Juan Capistrano C& 92673 (949) 555-1236 3
Cale, Harper 920 Pleasant valley Run Laguna Miguel CA 02652 (949) 555-7206  (049) 433-7896 10
Crawford D.D.S, JustinF 1006 Carlota Lake Forest, CA 92620 (949 955-8523 (9491 421-6000 1z
Davis, Steven 343 Haverford Ave, Laouna Miguel Ca 02653 (949) 5565-7463 2
Mitchell, Henry & 663 Tressle Way Lake Forest A 92630 (949) 5E3-6321 1
Radmore, Michele 343 Sierra Lane Mission Wigio CA 9ZR9Z (949) 565-8574 2
Ressler, Margaret 33001 Festivo Mission Vigio Ca 02692 (949) 3652574 =]
Uniderwiond, Jennifer 409060 Padfic Heighits Drive Mission Wigio Ch 92652 (949) 55-8631 5 78070-97
Underwiood, Tracy 40060 Padfic Heights Drive Mizsion Wigio Cho 02602 (949) 556-8631 11
Wiega, Valerie 16 Sanchiper Irving A 92718 (949) 5254733 4

Total Patients: 11

Patients in Quick List

Use the Patients in Quick List report as an audit report to compare patients accessed
in OfficeMate to those charged during the day. This report lists all patients in the
OfficeMate Information Center window at the time the report is created and printed.
OfficeMate suggests creating this report on demand.

05/11/2005 11:47:214M Patients In Quick List
New Last Name First Name Initial Phone HIPAA Appt Time
Mo Abdul Dandan (356 969-9339 Mot Read

Patients w/No Recall Date

The Patients w/No Recall Date report lists patients in your database who do not have
recall dates. OfficeMate suggests creating this report on demand.

05/11/2005 Patients w /NO Recall Date 12:05 pm
Last Name First Name Initial Home Phone Day Phone
2boul Dandan (8561 9539999

eyefinity/OfficeMate
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The Patient w/Past Due Recall Date report lists patients in your database who have

recall dates that are past due.

% To create the Patient w/Past Due Recall Date report, set the recall date
parameters. OfficeMate suggests creating this report on demand.

05/11/2005 Patients with Past Due Recall 1:31 pm
Recall Date == 01/01/2001
Recall Date <= 05/10/2005
LastName First Name Initial Phone Recall Date  Recall Type
Crawford Justin R (343) 421-6000 05/16/2004 Glaucoma
Crawford Justin R (343) 421-6000 02/08/2005 12 Menith
Davis Steven 07/30/2004 Disbatic 12 manth
Witchel Henry a 08/21/200% 12 Menith
Radnore Wichelle 01/30/2004 <L recheck - & months
Radmeore Wichelle 07/30/2004 12 Menith
Ressler Margaret 07/30/2004 12 Morith
Underwood Jernifer 07/20/2004 12 Menith
Underwoed Tracy 08/21/2002 12 Morith
iegs Valerie 12/03/2001 12 Morith
Post Card

The Post Card report prints post cards. OfficeMate suggests creating post cards on
demand. Print postcards using postcard stock with four cards on 82" x 117 sheets.
You can purchase postcards from Medical Arts Press at 1.800.328.2179 or
www.medicalartspress.com or from Marchon Eyewear at 1.800.645.1300.

7

s To print post cards, select a city from the City drop-down menu, select a state

from the State drop-down menu, select the One Per Family check box if you
only want to print one post card per family, and select a printing type from the
Type drop-down menu. Choose appropriate Last Name and ZIP Code sort
order options. After you click Preview, type the post card text in the Post Card

Message window and click Save.

D ear Fatient:

Wour next appointmentis scheduled for 111105,
Flease call our office ifyou have a conflict with
this date. Thank you!

Candan Abdul
40388 County Road 2
Henderson, NE 92048
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Procedure Code Listing

The Procedure Code Listing report lists all procedure codes that are setup in the
Customization window. OfficeMate suggests creating this report on demand.

% To create the Procedure Code Listing report, select appropriate Procedure

Code and Procedure Description sort order options.

05142005 2:3335PM Procedure Code Listing
Code Description Type of Service Min Units Financia Group Production Group
11440 Ezcision, Benign 0.5 04 or Less Medical Care o 1
11441 Ezcision, Benign 0.6-1.0 09 Medical Care o 1
11442 Ezcision, Benign 1.1-2.0 04 Medical Care o 1
11443 Ezcision, Benign 2.1-3.0 4 Medical Care o 1
11444 Ezcision, Benign 3.1-4.0 04 Medical Care o 1
11446 Ezcision, Benign Cwer 4.0 09 Medical Care o 1
11640 Ezcision, Malignant 05 J4-Less Medical Care o 1
11641 Ezcision, Malignant 0.6-1.0 04 Medical Care o 1
11642 Ezcision, Malignant 1.1-2,0 04 Medical Care o 1
11643 Excision, Malignant 2.1-3.0 T Medical Care o 1
11644 Ezcision, Malignant 3.1-4.0 04 Medical Care o 1
11646 Ezcision, Malignant Cwver 4.0 J4 Medical Care o 1
11780 Eve Exam + Refraction Medical Care o 1
12001 Eve Exam [ Wears Glasses Medical Care o 1
12011 Repair Wound, Simple 25 04-Less  Medical Care o 1
12013 Repair Wound, Simple 2.6-5,0 04 Medical Care o 1
12051 Repair Wound, Inter, 2.5 J4-Less Medical Care o 1
12052 Repair Waound, Inter. 2.6-5.0 Medical Care o 1
12053 Repair Wound, Inter, 5.1-7.5 04 Medical Care o 1
12054 Repair Wound, Inter, 7.6-12.5 J4 Medical Care o 1
13141 Repair Wound, Complex 1,1-25 31 Medical Care o 1
13150 Repair Wound, Complex 1.0 J4-Less  Medical Care o 1
13152 Repair Wound, Complex 26-75 31 Medical Care o 1
13780 Eve Exam [ Does Mot Wea Glasses  Medical Care o 1
14060 Tissue Transfer, 10 sq J4-Less Medical Care o 1
14061 Tissue Transfer, 10.1-30 sq 04 Medical Care 1] 1
15250 Full Thick, Graft, 20 sq J4-Less Medical Care o 1
15261 Full Thick, Graft, Ea.Add. 20 sqC Medical Care o 1
15820 Blepharopl asty, Lower Lid Medical Care o 1
15821 Blepharopl asty, Lower Lid w Skin Medical Care o 1
15822 Blepharopl asty, Upper Lid Medical Care o 1
15823 Blepharopl asty, Upper Lid wf Fat Medical Care o 1
46625 Peripheral Iridectomy Medical Care o 1
46630 Repair Iris, B (dialvss) Medical Care 1] 1
46652 Subure Iris CB {SP) Medical Care o 1
65091 Evisceration, wfo implant Medical Care o 1
65093 Evisceration, w/ implant Medical Care o 1
65101 Enucleation, wio implant Medical Care 1] 1
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Product Return Analysis

The Product Return Analysis report displays the ratio of products returned to
products sold.

% To create the Product Return Analysis report, set the fee slip date parameters,
select a product type from the Product Type drop-down menu, and select a
vendor from the Vendor drop-down menu.

01/09/2006  10:44:53AM Product Return Analysis
Fee Slip Date >= 01/09/2006
Fee Slip Date <= 01/09/2006
18.00 [
1600 |
14.00
2 12.00
ﬁ x
ﬁ 10.00 W Marchon®Marchon®
E 800 I VISTAKON
é’ 6.00
400
200
0.00
Marchon@/Marchon® VISTAKON
Vendor
Product Oty Sold Oty Returned Return Ratio
Marchon®/Marchon®
A 20 2 10.00 o
Accuflex 124 30 5 16.67 o
Average Return Ratio 13.33 o
VISTAKON
Acuvue 30 5 16.67 o
Average Return Ratio 16.67 oy
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Product Transaction Details

The Product Transaction Details report lists product descriptions, UPCs, sizes, colors,
transaction dates, transaction types, quantities, costs, and extended costs. OfficeMate
suggests creating this report on demand.

% To create the Product Transaction Detail report, set the transaction date
parameters.
B/11/2005 256 4PM Product Transaction Detail Report
Transaction Date == 05/01/2005
Transaction Date <= 05/11/2005

Product Product Code/UPC Size Color D=te Type Gty Cost Extended
IRLOCK 7601 GTO516691691 530,140 53375555 CUNMETAL 05/08/2005  Sale 1 89495 8985
8095
01 COACH ASTOR  GB79516718302 420,14052 385545 SAND 05/08/2005  Adjustment 5 59 95 29975
01 COACH ASTOR 679516718284 40014050 385525 SAND 05/08/2005  Adjustment 5 5995 9975
01 COACH ASTOR GF9516719043 42.0,140,5239.5545 GUNMETAL 058/09/2005 Adjustment & 5995 20975
01 COACH ASTOR 670516718020 600,140,860 3286625 GUNMETAL 05/00/2006  Adjustment & 60 95 20075
01 COACH ASTOR  GBF951B718173 420,14052 385545 COFFEE 05/08/2005  Adjustment 5 59 95 29975
01 COACH ASTOR 670516710150 40.0,1405028552.9 COFFEE 05/00/2005  Adjustment 5 4995 10075
01 COACH ASTOR 670516718302 620140823206 645 SAND 0500/2006 Receiwe 3 60 95 17986
01 COACH ASTOR GBFO51B718016 52,0,140,5239.5 545 BLACK 05/09/2005  Sale 1 5995 $9.95
T zomean
INDERELLA BTOS1B757640 4201154138415  PINK 05/09/2005 Adjustment 1 4495 44.95
INDERELLA GTOS16747624 4001163026395 PINK 05/00/2005  Adjustment 1 4405 44.04
INDERELLA GTAS16T57601 3801103724375  PINK 05/08/2005 Adjustment 1 4495 4435
INDERELLA BFOS16757151 FB001037 34375 MOCHA 058/09/2005 Adjustment 1 4495 44.95
T mean
Reporttotal _ 230805

Products Sold

The Products Sold report lists the products that were sold for the entered date range.
OfficeMate suggests creating this report on a yearly basis.

% To create the Products Sold report, set the fee slip date parameters and select a
product type from the Type drop-down menu.

05/11/2005 3:10:21PM Contact Lenses Sold

Fee Slip Date >= 05/10/2004
Fee Slio Date <= 05/10/2005

Manufacturer: Specialty Cls

Vendor: Specialty Cls
Category: Rigid Bitoric Unit  Extended
Qty Name Unit BC Dia S_ph C_yl Axis n_dd Tint Product Code Cost Cost
2 Bitoric RGP Each Handling Tint 45,00 90.00
90.00

2

Manufacturer: Vistakon, Inc. [800-874-5278]

Vendor: Vistakon, Inc. [800-874-5278]
Category: Soft Sphere Disposable Unit  Extended
Qty Name Unit BC  Dia S_ph [:_yl Axis A_dd Tint Product Code Cost Cost
7 Adwvue Pack Clear 15.09 111.83
1 Aowue Pack 88 140 -lL00 Clear 733905100079 15.99 15.99
8

127.92
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Production

The Production report lists each item sold with the total quantity, amount, and
percentage of total revenue for the period.

% To create the Production report, set the date parameters, select a provider from
the Provider drop-down menu, select a sort order type from the Type
drop-down menu, and select a group from the Group drop-down menu.

0Bf11/2005  43L:35PM Production Report
Type = Financial Group
Date = 0403/ 2005
Date <= 05/ 05/ 2005
Product Name Description Duantity Amount i1
Services
Examination Fees
92012 Exam - Intermediate Estab 2 120000 G204
99211 Level I, Established 1 25.00 11,16
99213 Level IM, Established 1 £4.00 20.80
Total Examination Fees 4 22400 100,00
Mo Group
A2E2 Temnporary Sbsorb able Plugs 1 .00
Tatal Mo Group i 0.00
Total Services B 224,00 100,00
Gross Fees Invoiced 22400 100.000
Discounts, Adjustments & Retums
Billing Ervor (50.00)
Finance charge 2438 89
Insurance Write-Cff (20.00)
Late charge 100,00
Product Retum [[75.00)
Total Discounts, Adjustmients % Retums 2,393.69
Net Fees Invoiced 2,617.29
Deposits
Cash
Patient Pawnent 20.00
Total Cash 20.00
Checks
Patient Payment 1,044 30
Tatal checks 1.044.20
Total Deposits 1,064,320
Refunds
Refunds (75.00)
Total Refunds (75.00)
Met Receipts 959,30
Notes ¢ The Gross Fee Invoiced amount matches the Daily Production and

Fee Slip Detail reports.

The Total Discounts, Adjustments & Returns amount matches the
Daily Production Summary.

The Sales Tax amount matches the Daily Production Summary and
Fee Slip Detail reports.

The Sales Tax on Return amount matches the Daily Production
Summary.

The Net Fees Invoiced amount matches the Daily Production
Summary and Fee Slip Detail reports.

The Deposits amount matches the Day Sheet, Deposit Ticket, and
Daily Production Summary reports.

The Refunds amount matches the Returns and Refunds report.
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Provider Commission Detailed

The Provider Commission Detailed report lists provider names, products, fee slip
numbers, charges, flat commissions, commission percentages, spiffs, and total
commissions. OfficeMate suggests creating this report on demand.

% To create the Provider Commission Detailed report, set the fee slip date

parameters, select a provider from the Provider drop-down menu, and select
the 1 Provider per Page check box if you only want to print one provider per

page.
05/11/2005  4:40:34PM Provider Commission Report - Detailed
Fee Slip Date »>= 04/11/2005
Fee Slip Date <= 05/11,/2005
Flat Total

Provider Product Fee Slip Charge Comm Comm% Spiff Commission
Miller, 0.0, Michael VIRLOCK 76041 92 214,99 0.00 50,00 50,00
101 COACH ASTOR 93 178.99 0.00 5000 50,00
Anti-reflective Coating a3 41.00 0.00 5000 50,00
Anti-reflective Coating a3 69.00 0.00 5000 50,00
Bifocal Lens 93 125.00 0.00 50.00 50.00
Bifocal Lens 93 125.00 0.00 5000 50.00
Exarn - Intermediate Estab 26 65.00 0.00 50.00 50.00
Exarn - Intermediate Estab 26 65.00 0.00 50,00 50.00
Level I, Established a6 25.00 0.00 5000 50,00
Level 111, Established a3 69.00 0.00 50,00 50,00
Level 1Y, Established 93 105.00 0.00 50,00 50,00
Level IV, Established 93 105.00 0.00 5000 50,00
Temparary shsorbable Plugs a7 0.00 0.00 5000 50.00
Temporary Absorbable Plugs 89 100.00 0.00 50,00 S0.00
Termporary Ahsorbable Plugs o0 99.00 0.00  50.00 50.00
Temporary Absorbable Plugs a1l 200.00 0.00 5000 50.00
Temporary Absorbable Plugs o4 100,00 0.00 5000 50.00
Provider Subtotal: 350,00
Total: 830,00

Provider Commission Summary

The Provider Commission Summary report lists provider names, charges, and
commissions. OfficeMate suggests creating this report on demand.

% To create the Provider Commission Summary report, set the fee slip date
parameters, select a provider from the Provider drop-down menu, and choose
appropriate Provider and Product sort order options.

05/11/2005 5:12:23PM Provider Commission Report - Summary

Fee Slip Date >= 04,/05,/2005
Fee Slip Date <= 05,/05,/2005

Provider Charge Commission
Miller, ©.0. Michael 155.00 200.00

Total: 200.00

eyefinity;/OfficeMate
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The Provider Listing report lists all providers and their details that are setup in the

Business Names window. OfficeMate suggests creating this report on demand.

% To creating the Provider Listing report, select a provider from the Provider
drop-down menu and select an appropriate Provider sort option.

05/11/2005 5:20:37FPM Provider L isting

Name Duncan, Tam Tax Id No. Type

Phone UPIN No. NPI No.

Fax TPAMoO. EIN Mo.

License Sub Id HIPAA Officer Mo
Provider No Active es HIPAA Training Mo
Name Franklin, Helen Tax Id No. Type

Phone UPIN No. NPI No.

Fax TPAMNoO. EIN Mo.

License Sub Id HIPAA Officer Yes
Provider Mo Active Yes HIPAA Training Mo
Name Miller, ©.d., Michas! Tax Id No. 66-456872 Type Solo Practice
Phone 949 727 FOE0 UPIN No. 123646 NPI Mo.

Fax 949 F27 7479 TPAMNoO. 3459-4594-234 EIN Mo.

License 4£46-59 Sub Id HIPAA Officer Mo
Provider ‘es Active es HIPAA Training Mo
Name  Ruiz, M.d., Raymond Tax Id No. 234 33 4556 Type Corparation
Phone (949} 754-5000 UPIN No. 24332 NPI Mo.

Fax (249) 727-7479 TPAMoO. TCAZ3555554 EIN Mo.

License CAZ9751 Sub Id HIPAA Dfficer Mo
Provider ‘es Active es HIPAA Training Mo
Name Thomas, ©.d., Dawid Tax Id No. 454 77 1234 Type dinic
Phone 949 727 7060 UPIN No. 341343 NPI Mo.

Fax 949 727 7479 TPAMNoO. EIN Mo.

License 4524245 Sub Id HIPAA Officer Mo
Provider ‘es Aclive Yes HIPAA Training Mo
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Purchase Order

The Purchase Order report allows you to print or reprint a purchase order.
OfficeMate suggest printing or reprinting purchase orders on demand.

% To print or reprint a purchase ordet, set the PO date parameters.

03/11/2005 527 08PM Purchase Order

Ordered By : Purchase Order : 3
Reference No:
Helen Franklin
15375 Barranca Pkwy, Bldg L ACcountNo:
Irvine CA 02618 Date Lssued: 05,09/2005
Office Phone: 800-269-3666
To: ShipTo:
Marchon Evesear, Inc. OfficeMate Software Solutions
35 Hub Drive 15375 Barranca Pkwey, Bldg L
Melville, NY 11747 Irvine CA 92618
Nty Product Description Patient Unit Price Total
5| 101 G2ACH ASTOR, 679516719302, 52495 299,75
52,0,140,52,29.5,54 .5, SAMD
Totdl : $299.75

Authorized Signature :

Purchase Order - Back Order

The Purchase Order - Back Order report lists back ordered purchase orders.
OfficeMate suggests creating this report on demand.

o
% To create the Purchase Order - Back Order report, set the back order date
parameters.
05/11/2005 5333300 Purchase Order - Back Order Report
Back Order Date = 03/07/2001
Back Order Date <= 06/07/2005
Product
Vendor Product Code/UPLC Size Color Patient BO Date PO No Qty Cost Extended
Marchon Eyewear, Inc.
NRLOCK 7601 EFISIEEILEIL  53,0,140,53.375,555 GUMMETAL Dandan Abdul &/1/2005 4 1 29,95 8995
Total Vendor 89.95
Total Product 89,35
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Purchase Order Detailed
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The Purchase Order Detailed report lists purchase orders in detail. OfficeMate

suggests creating this report on demand.

R/

box to select a vendor, select a purchase order status from the PO Status

drop-down menu, and set the PO date parameters.

% To create the Purchase Order Detailed report, click in the Vendor Name text

51202005 2:36:134M Purchase Order - Detailed
All Orders
PO Date »= 01/01/2001
PO Date <= 05/11/2005
Vendor Name:  Marchon Eyewear, Inc.
OrderNo: 3
Note:
Status: I Process
Qty Qty
Product Product Code/UPC _ Size Color Ordered Received

Extended
Cost
Cost Value

OrderDate :  5/5/2005

Back
Order
Date __ Patient Name

101 COMCH ASTOR  B79516719302 52,0,140,52,295 545 SEND 5 3

59.35 29375

Vendor Name:  Marchon Eyewear, Inc. OrderDate = 5/11/205
Order No: 4
Note:
Status:  InProcess
Extended Back
Qty Qty Cost Order
Product Product Code/UPC  Size Color Ordered Received Cast yalue Date  Patient Name
WIRLOTE 7601 679516691691 53,0,140,53,37 5,555 GUMMETL 1 0 89.35 29.95  0B/01/2008 Dandan Abdul

Total Yendor

389.70

Total Report

389,70

Purchase Order Summary

The Purchase Order Summary report summarizes purchase orders. OfficeMate

suggests creating this report on demand.

% To create the Purchase Order Summary report, click in the Vendor Name text
box to select a vendor, select a purchase order status from the PO Status

drop-down menu, and set the PO date parameters.

05/12{2005 9:53:404M
All Orders
PO Date >= 01/01/2001

PO Date <= 05,/11/2005

Purchase Order - Summary

Order No  Order Date Yendor Status Tota Cost Note
3 5/9f2005 Marchan In Frocess $299.73
Eyewear, Inc.
4 5/11/2005 Marchan In Frocess $89.93
Evewear, Inc.
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Receipts Journal

The Receipts Journal report lists all payments received for the selected posting date
range. Payors (individuals or insurance companies) are listed in alphabetic order and
display the date, payment type description, and amount. OfficeMate suggests creating
this report on a daily basis.

% To create the Receipts Journal report, set the posting date parametets.

05/12/2005 10:04:504M Receipts Joumal

Posting Date = 05/01/2005

Posting Date <=05/11/2005
Payor Date Payment Type Check No Bank No Amount
ritchell, Henry & 05/02/2005  Check 20,00
Tatal for 05/02/2005 20,00
Carter, Sally 05/03/2005  Check 90.00
Total for 05/03/2005 90.00
Mitchell, Henry & 05/04/2005  Check 613,59
Underwond, Jennifier 05/04/2005  Check 280,71
Carter, Sally 05/04/2005  Cash 20.00
Carter, Sally 05/04/2005  Cther Credit Discover/Credit (75.00)
Total for O5/04/2005 829.30
Eye Care Plan Of Ametica - Regon 1 05/09/2005  Check 20,00
Eye Care Plan Of America - Regon 1 05/09/2005  Check 25.00
Medcare 05/09/2005  Check 24.00
Total for 03/09/2005 79.00
Report Tatal 1,023.30

Re-Do Lab Orders

The Re-Do Lab Orders report displays a list of lab orders that were redone.
OfficeMate suggests creating this report on demand.

% To create the Re-Do Lab Otrders report, set the order date parameters.

05/30/2006 2:24:02PM Re-Do Lab Order

Order Date = 05/30/2005
Order Date <= 05/30/2006

ReDo Of
Patient Name Order # Order Date (Order # and Date) Special Instructions
Carter, Sally 29 03f24/2006 34 03f24/2006
Carter, Sally 40 03f24/2006 34 03f24/2006
Carter, Sally 41 03f24/2006 33 03f24/2006
Davis, Steven 1 46 05/10f2006 43 05/10f2006
Davis, Steven 1 47 05/10f2006 46 05/10/2006  Mone.

eyefinity;/OfficeMate
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Referrals

The Referrals report lists all referrals to your office and who referred them.
OfficeMate suggests creating this report on a yearly basis.

% To create the Referrals report, select the month the patient was added to

List of Reports & Graphs

OfficeMate from the Month Patient Added drop-down menu and select a
sort order from the By drop-down menu.

05/12/2005 10:31:5324M

Referring Patient
Ressler, Margaret

Underwood, Jennifer

Total Referred

Referrals by Referring Patient

Month Patient Added = May

Month Year ToDate
Referred Patients Referred Patients
Cole, Harper

Davis, Steven

1} 2

Last Year
Referred Patients
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Returns And Refunds

The Returns And Refunds report lists all returns and refunds by product type, fee slip
date, or provider. OfficeMate suggests creating this report on demand.

% To create the Returns And Refunds report, set the return date parameters, select

the By Provider check box if you want to sort the report by providers, select a
provider from the Provider drop-down menu, and select a product type from
the Product Type drop-down menu.

05/12/2005  10:50:508M Returns And Refunds
RetrnDate == 05/12/2004
ReturnDate <= 05f12/2005

Fee  FeeSlip Patient Product Date of Product Refund/ Non-Ref Refund Retorded
slip No Date Name Retumed Oty Retum Type Retum Retum  Credit AmountMethod By
6502/12/2002  Sally Carter 92014 1 Damsged 05/04/2005 7500 75.00 Discover  Franklin, Helen
Report: Totals 7500 7500 0.00
Refund Total 7500
Credit Totdl 0.00

Notes ¢ The Product Return column total matches the Total Patient Return
amount on the Day Sheet report and the Returns amount on the Fee
Slip Detail report.

¢ The Refund Total amount matches the Refund Total amount on the
Daily Production Summary and Production reports.

Sales Tax

The Sales Tax report lists each item on which sales tax was collected for the selected
posting date range. This report includes fee slip numbers, dates, products, amounts
charged, tax 1, tax 2, and total tax. OfficeMate suggests creating this report on a daily
basis.

% To create the Sales Tax report, set the posting date parameters.

05/12/2005  11:07:504M Sales Tax Register
Posting Date »= 05/12 /2004
Posting Date <= 05/12/2005

Patient Insurance
Feeslp  Date  Product Charge Tan 1 Tax 2 Total Tan Charge Tan 1 Tax?  Tota Tax
ye Care Plan Of America - Region 1
92 05/09/2005  \IRLOCK 76041 107,50 107,50 (0.0t} a1
Total Eye Care Plan Of America - Reqion 1 107.50 0,00 0.00 000 10750 (001} 0.00 (0.01)
eport Total 107,50 0.00 0.00 0.00 107,50 (0.01} 040 0.01)

eyefinity/OfficeMate
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Service Listing

The Service Listing report lists all services and includes names descriptions, CPT
codes, fees, costs, and gross profit percentages. OfficeMate suggests creating this
report on demand.

% To create the Service Listing report, select the Inactive only check box if you

only want to display inactive services.

05/30/2006  L:0S:01PM Services Listing

Name Description CPT Fee Cost GP % Active
11441 Exrision, Benign 0.6-1.0 41 11441 True
11442 E:rision, Benign 1.1-2.0 34 11442 True
11443 Excision, Benign 2,1-3.0 41 11443 True
11444 Exxision, Benign 3.1-4.0 041 11444 True
11640 Exrision, Malignant 0.5 (1-Less 11640 True
11641 Exision, Malignant 0.6-1.0 T4 11641 True
11642 Exxision, Malignant 1.1-2,0 Q4 11642 True
11643 Exrision, Malignant 2.1-3.0 Cm 11643 150,00 10000 333 True
11643 Exrision, Malignant 2.1-3.0 Cm 11643 150,00 10000 333 True
11644 Excision, Malignant 3.1-4.0 T4 11644 True
11646 Exxision, Malignant Crer 4.0 4 11646 True
11750 Eve Exam + Refraction 11750 True
12001 Eve Exam | Wears Glasses 12001 True
12011 Repair Wound, Simple 2.5 04-Less 12011 True
12013 Repair Wound, Simple 2.6-5.0 Q4 12013 True
12051 Repair wound, Inter, 25 d1-Less 12051 True
12052 Repair wound, Inter, 2.6-5.0 04 12052 True
12053 Repait Wound, Inker, 5.1-7.5 (4 12053 Trus

Statements

The Statements report prints statements for all patients with outstanding balances.
Select to print the information on a 30, 60, or 90+ day delinquent statement. This
report lists all charges that are still open. A payment coupon is printed on the last page.
OfficeMate suggests creating this report on demand.

To create the Statements report, follow the instructions below:

1 Click in the Patient Name text box to find and select a patient.

Type the Last Name selection parameters.

Select the By Family check box if you want to sort the report by family.

Set the Period end date parameter.

[V B S VS I V]

Type the dollar amount at which you want to begin displaying balances in the
Display if balance text box.

6  Type the number of days for which you want to display details in the Display
details (# days) text box.

Note The Statements report can display up to 3650 days of details. If you
do not want to display details, type 0.

7 Select the Print Ins charges/payment check box if you want to print
insurance and patient payment and charge responsibilities.

OfficeMate User’'s Guide 463



List of Reports & Graphs Chapter 13 Creating & Printing Reports, Statements, & Graphs

8  Select the Print reason for Ins denial check box if you want to print the
reason for an insurance denial.

Note Select the Print reason for Ins denial check box if you recorded a
transfer from an insurance carrier to a patient.

9 Select the appropriate Patient Name and ZIP Code sort order options.

Officeiate Software Sdutions Page 1
15375 Barranca Fowy, BldgL
Irving, CA SE618

Statement of Account

Date Printed W/22{2005
Peried Ending O4/22/2005
ProviderName  Michad Miller, OD.
Phone Number 040 727 7050
Tai 2;(3’[’; A T’Iit\t{:'\r':" License 4e465-39
VESEIE Wy Tax ID 64565572
Lake Ferest, CA 52620 TPANumber H3-454-2H

Fee Transaction ---------Responsible Party---------
Slip No Date Qty  Description Fee Amount Insurance Patient

Henry A Mitchell

2 09/20f1992 1 Cornprebensive Exarn - Bst 200 S4.40 1260
05f19/1999 Late Charge 500 500
14 51941999 1 Exarn - Comp Mewy Patient &a.00 A0 1360
519/1999 1 Amuflex 225 2079 20179
05/21/1999 Finarce Charge 260
05/21f1999 Late Charge 500 500
il 05211999 1 Cornprehensive Exam - Bst 63,00 40 1360
5211999 1 Mutipack Aowue Lenses 2m 2580 540
24 5211999 1 Cornprehensive Exam - Bst 7=m 72
2 05221999 1 Comnprebensive Exarn - Bst 200 54,40 1360
5221999 1 F74 23740 12002 4748
5221999 1 WarilLy Progressive 109,34 15047 2E7
05021999 1 Arti-reflective Coating 0,00 50,00
06021999 1 AfusTrEnt: Froduct Retm (=000
28 0521999 1 Comprebensive Exam - Est 7300 7300
01999 1 MU tipack Aowie Lenses *m FZm
05/29/1999 Late Charge 300 300

Statements report created after typing a positive number in the Display details (# days)
selection criteria item box and selecting the Print Ins charges/ payment selection criteria item.
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Euilding L

Irvine, CA 92613

OfficeMate Software Solutions Pace 1
15375 Barranca Fowy, BldgL
Irving, CA S2518
Statement of Account
Date Printed Mf21/2005
Period Ending Mf21/2005
ProviderName  Michadl Miller, Q.0
Phone Number 040 727 700
Tor Harper Cole License 454689
==} Pleasgnt Walley Run Tax I e AS6ETE
Laguna Niguel, CA 92553
TPANumber H5-954-2H
Fee Transaction ---------Responsible Party---------
Slip No Date oty Description Fee Amount Insurance Patient
Harper Cole
Previols Balance thru O421/2005 432,00 382179
Total Due: 432.00 382179
Thank you For your confidence and trust.
Patient Agng: Current 31-60 Days 61-90Days 91-120Days Ower 120Days
37932
Total Due 379.32 Check # Credit Card # Codet
Amount Enclosed Type Exp Date Signature
Patient/ Guarantor Name Harper Cole Payment Due 0gjz 12002 Patient # 10
fficeMate Software Sdutiors
15375 Barranca Py Harper Cole

990 Pleasant Walley Run
Laguria Miguel, 6 92653

Statements report created after typing 0 in the Display details (# days) selection criteria item

box.

Stock Status

The Stock Status report lists the stocking status of all product types or a specific
product type. OfficeMate suggests creating this report on a yeatly basis.

% To create the Stock Status report, select a product type from the Product Type

drop-down menu.

05/12/2005  12:15:24PM Stock Status Report
Product Type = Frames
Product Product Code upc Size Color OnHand OnOrder  Cost value
Marchon Eyewear, Inc.
VRLOG 76001 679516691691 53,0,140,53,37 5,555 GUNMETAL -1 1 B995 (39.95)
101 COACH ASTOR 679516719159 50,0,14050,285525  COFFEE 5 0 5995 299.75
101 COACH ASTOR 679516719173 52,0,14052,28.5,545  COFFEE 3 0 5995 173,85
101 COACH ASTOR 679516719029 50,0,140,50,285525  GUNMETAL 5 0 9995 299.75
101 COACH ASTOR 679516719043 52,0,14052,205545  GUNMETAL 4 0 5995 239.80
101 COACH ASTOR 679516719289 50,0,14050,285525  SAND 5 0 5995 799.75
101 COACH ASTOR 679516719302 52,0,14052,295545  SAND 5 z 5995 479,60
CINDERELLA 679516757151 38,0,110,37,24,375 MOCHA 1 0 4495 44,95
CINDERELLA 679516757601 36,0,110,37,24,375 PINK 1 0 4495 44,95
CINDERELLA 679516757625 40,0,115,39,26,39.5 PINK 1 0 4495 44,95
CINDERELLA 679516757649 42,0,11541,28,41 5 PINK 1 0 4498 44,95
33 3 1,888.35
Totd 33 3 1,888.35
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Top Selling Frames - Detall

The Top Selling Frames - Detail report lists the top selling frames. This report includes

names, colors, sizes, numbers sold during the period, usual fees, actual fees charged,

costs, profits, and gross profits. OfficeMate suggests creating this report on a monthly

basis.

% To create the Top Selling Frames - Detail report, set the fee slip date parameters
and select a manufacturer from the Manufacturer drop-down menu.

05/12/2005 12:18:42PM Top Selling Frames - Detail

Fee Slip Date = 04,/12/2005
Fee Slip Date <= 05/12/2005

Designer Name Color Size Fee Actual Cost Profit GP% Units

Marchon Eyewear, Inc.
Coach 101 Coach Astor BLACK 52 140 178.99 172,99 5095 119.04 66.51
Marchon® Collectic \irock 76071 GUMNMETAL 53 140 214.99 214.99 89,95 125.04 58.16 1

Total for Marchon Eyewear, Inc.

-

Grand Total 393.98 393.98 149.90 244.08 2

Top Selling Frames - Summary

The Top Selling Frames - Summary report lists the top ten selling frames. This report
includes names, numbers sold during the period, usual fees, actual fees charged, costs,
profits, and gross profits. OfficeMate suggests creating this report on a monthly basis.

% To create the Top Selling Frames - Summary report, set the fee slip date
parameters and select a manufacturer from the Manufacturer drop-down

menu.
05/12/2005 12:22:11FM Top Selling Frames - Summary
Fee Slip Date = 04/12/2005
Fee Slip Date <= 05/12,/2005
Designer Name Fee Actual Cost Profit GP% Units
Marchon Eyewear, Inc.
Coach 101 Coach Astor 175.99 175.99 59,95 119.04 66,51 1
Marchon@® Collection  \jrlock 76041 214,99 214,99 80,95 125.04 58,16 1

Total for: Marchon Eyewear, Inc.

Grand Total 393.98 393.98 149.90 244.08 2

Transferred Unapplied Ins. Amount

The Transferred Unapplied Ins. Amount report displays insurance unapplied amounts
and patient credit transfers. You can transfer any insurance unapplied amount to a

eyefinity/OfficeMate
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patient that belongs to that insurance. OfficeMate suggests creating this report on
demand.

% To create the Transferred Unapplied Ins. Amount report, set the transfer date
parameters and select an insurance carrier from the Insurance Co. drop-down

menu.
05/12/2005  12:30:40PM Transferred Unapplied Insurance Amounts
Transfer Date >= 01/01/2001
Transfer Date <= 05/12/2005
Transfer Date Patient Wame Ins Dep no Trans Amount Recorded By
Medical Eye Services
03/12/2003 Michelle Radmore 16 £111.00 Franklin Helen

Unapplied Amounts

The Unapplied Amounts report lists patients and insurance companies that have an
unapplied credit amount on their account. OfficeMate suggests creating this report on

demand.

05/12/2005 2:09:22PM Patients and Insurance with Unapplied Amounts

Insurance Co /

PatientName Unapplied Amount

Patient

Carter, Sally 50.00

Radmore, Michelle 25894

Yiega, Yalerie 20.00
328.94

Insurance

Eye Care Plan Of America - Region 1 100.00

Medical Eve Services 111.00
211.00
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Vendor Listing

The Vendor Listing report lists all vendors. This report includes names, addresses,
phone numbers, fax numbers, account numbers, and types. OfficeMate suggests
creating this report on demand.

% To create the Vendor Listing report, select a vendor from the Vendor

drop-down menu and choose appropriate Vendor sort order options.

05/12/2005 2:24:56PM vendor List
Name Alcon AccounthNo
6201 S. Freeway Type Solutions Manufacturer fvendor
Frames? Mo
Fort \Worth, Texas 76134 Contactlens? Mo
Contact Blank lens? Mo
Phone 1  200-451-Eyes Other? Yes
Phone 2 Lab? Mo
Fax
Name Bausch & Lomb AccountNo
1400 M, Goodman Street Type Contact Lens Manufacturerfvendor
Frames? Mo
Rochester, Mew York 14692 Contactlens? ves
Contact Blank lens? Mo
Phone 1 g00-228-9030 Other? Yes
Phone 2 Lab? Mo
Fax
Name Benedict Optical AccountNo
341 Bennett Lane Type Lens Laboratory
Frames? Mo
Lewisville, Texas 75057 Contactlens? Mo
Contact Blank lens? Yes
Phone 1 200-823-2361 Other? Mo
Phone 2 Lab? Yes
Fax

Void Fee Slip Register

The Void Fee Slip Register report lists details from voided fee slips. The details of the
report are arranged by the date(s) the fee slips were voided and do not reflect the
original sale date(s). OfficeMate suggests creating this report on demand.

% To create the Void Fee Slip Register reportt, set the date voided parameters.

05/12/2005  2:27:53PM Voided Fee Slip Register

Date Voided == 01/01/2001
Date Voided <= 05/11/2005

Fee Siip Fee Slip Date Patient Date Yoided Amount
53 03/09/2000 Viega, Valeris 05i08/2001 0.00
88 05/03/2005 Carter, Sally 05i05/2005 120,00

eyefinity;/OfficeMate
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Walk-in Sales

List of Reports & Graphs

The Walk-in Sales report displays a count of retail sales only. A sale is a retail sale if
there were no services for the patient within a given number of days.

R/

% To create the Walk-in Sales report, type the number of days for which no service

was provided in the No Services for (# days) text box and select a time
period from the Period for Comparison drop-down menu.

11/28(2005

Walk-in Sales

Mo services 30 days prior to product sale

2906

ok

160K 1

g
-

Product Sales

2
=

Fra

B Last Year

B Current Year

o =
& &
VAR R A A Y
Product Type
Last Year Current Year
Accessories £104,209.90 $45,902.50
Contact Lenses 427.963.50 $23,725.50
Frames 459,279.07 $52,685.19
Lens Treatments 50,00 $0.00
Opthalmic Lenses £225,934.30 5176,514.00
Other 415.120.80 $15,890.00
Plano Sunglasses 448,368.40 $52,864.89
Ready Readers 5123.00 $0.00

Page 1of 1
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CHAPTER 14

Using the Task Manager &
OfficeMate Information

Center

In this chapter:
. Using the Task Manager, 473

. Using the OfficeMate Information Center, 477

U Sing the You can create, track, and assign tasks to specific providers and staff members in

Task Man ager OfficeMate. If you are an ExamWRITER user and you record an exam with a lab
order and schedule an examination, the scheduled orders are displayed in the Patient
Open Charges window in OfficeMate, which you can then post to the Task Manager.
This section tells you how to use the Task Manager, including how

. To open the Task Manager, 474
. To add new tasks, 474

. To update tasks, 475

. To change the date of tasks, 475
. To record completed tasks, 475
. To record open tasks, 476

. To delete tasks, 476
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» To open the Task Manager

Open the Task Manager window using one of the following methods:
. Click the QL/To Do icon and select To Do List.

. Click Tools on the main window toolbar and select Task List.

The Task Manager window opens.

Note Click Refresh to refresh the Task Manager.

» To add new tasks

1 Open the Task Manager window. For more information on opening the Task
Manager, go to To open the Task Manager on page 474.

2 Click New Task.
The New Task window opens.

3 Selecta provider or staff member to whom you want to assign and send the task
from the Send To drop-down menu.

Type or select a date for the task from the Action date field.
Type a task in the Subject text box.

Select a priority from the Priority drop-down menu.

N N »n B

Select the status (open or completed) of the task from the Task Status Group
drop-down menu.

&  Type notes in the Notes text box, if necessary.

New Task E]
From: ‘ J Iﬂl
Send To: ‘David .0, Roseanna M j Action date: [Dgjo4/z008 .|
Subject: ‘Ranew OfficeMate ASMA
Priodty; m Task Status Group: m

Motes: |

Save | ‘ Clear | | Exit

9 Click Save.

After a task is assigned to a specific provider or staff member, the task is visible
in the Task Manager window when the provider or staff member logs into
OfficeMate.
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To update tasks

Using the Task Manager

Open the Task Manager window. For more information on opening the Task

Manager, go to To open the Task Manager on page 474.
Select a task and click Edit.

Click Forward to forward the task to a new user, if desired.

The From field displays the current user and the Send To field is blank.

Edit the task using steps 4-9 in To add new tasks on page 474.

To change the date of tasks

Open the Task Manager window. For more information on opening the Task

Manager, go to To open the Task Manager on page 474.
Select a task.
Click Change Date.

Select a new date from the calendar and click OK.

To record completed tasks

Open the Task Manager window. For more information on opening the Task

Manager, go to To open the Task Manager on page 474.
Ensure that you are viewing the Open tasks.
Select an open task in the table.

Click Mark as Completed.

| & Task Ma Y
Task Status Group Subject
Open Schedule ~ 04/30/2010; Examination: ©5: Cantact Lens DispdFor patient: Smith, Mary M ID: 6740
Completed
Renew OfficeMate ASMA Don't forget ko renew ASMAL 04/24/2009 OVERDLE High
4| » ’L
From: Action Date: 04/30/2000
Subject:  Schedule ~ 04/20/2010; Examination: OS: Contact Lens Dispensing
Notes:
Action:  [ovakss complted] | polmerask | [ crengeoms | [ e |
[roron ] [ towra [ [ e |
The task is moved from the Open tasks table to the Completed tasks table.
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To record open tasks

Open the Task Manager window. For more information on opening the Task
Manager, go to To open the Task Manager on page 474.

Ensure that you are viewing the Completed tasks.
Select a completed task in the table.

Click Mark as Open.

Task Manager Tasks for: Carrie, Daniels

Task Status Group
Open

Completed

‘Yearly OFfice Manager Review

From: Cartie, Danigls Marie Action Date: 05/04/2009

Subject:  Interview MNew Office Manager

Notes:

Action: | Mark as Cpen I | Delete Task | | Change Date ‘ ‘ Edit |

‘ Refresh ‘ ‘ Mew Task | | Exit |

The task is moved from the Completed tasks table to the Open tasks table.

To delete tasks

Open the Task Manager window. For more information on opening the Task
Manager, go to To open the Task Manager on page 474.

Select a task.
Click Delete Task.
The Confirm Delete window opens.

Click Yes.
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Using the
OfficeMate
Information
Center
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You can use the OfficeMate Information Center to efficiently move patient
information from one window to another window in OfficeMate. You can also view
patient demographic (including the average dollar amount the patient spent in your
office per visit), ledger activity, appointment history, lab order, Rx history, patient
recall, family member, exam history, diagnosis list, procedures performed, and
medication information.

Patients are added to the OfficeMate Information Center each time you use their
records and when their appointments are scheduled on the current day. The
OfficeMate Information Center can be very beneficial to network users because every
time a patient’s record is accessed at one computet, it is added to the OfficeMate
Information Center and can be accessed at other computers in the network. This
section tells you how to use the OfficeMate Information Center, including how

. To open the OfficeMate Information Center, 478
. To add patients to the OfficeMate Information Center, 479

. To use the OfficeMate Information Center, 480
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For more
information on
using the
OfficeMate
Information
Center, see the
“OSSU 202
Checking in
Patients” iTrain
and the OSSU
100-2, “Setting Up
Business Names,
Preferences, the
Appointment
Scheduler, & the
Quick List,”
training course.
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» To open the OfficeMate Information Center

Open the Patient OfficeMate Information Center window using one of the following

methods:

. Click the QL/To Do icon and select Quick List.

. Click Tasks on the main window toolbar and select Quick List.

The OfficeMate Information Center window opens.

Notes

If you want the Patient OfficeMate Information Center to display
automatically when you open OfficeMate, select the Yes radio button
next to the Display quick list on startup Other system preference. For
more information on modifying Other OfficeMate preferences, go to
To define and change other preferences on page 69.

The HIPAA column and box is color coded to quickly notify you of
the status of the patient’s HIPAA documents. If the column is red, the
patient did not sign the HIPAA documents; if the column is green,
the patient read and understood the HIPAA documents; and if the
column is yellow, the patient read and modified the HIPAA
documents.

The RFR column and box is color coded to quickly notify you of the
patients’ identify safeguard information. For more information on the
RFR column and box, go to To record financial information on page

94.

To sort the list by patient, phone number, or appointment, click on
the column headings.

When a patient’s exam has been closed or finalized, the Room column
automatically displays the text “CLOSED.”

The Prov column displays the provider’s initials and provider ID
(which is also displayed in the ID # box next to the provider’s name
on the Provider/Staff tab on the Business Names window).

Although the OfficeMate Information Center automatically
refreshes, you can click Refresh QL to refresh the OfficeMate
Information Center manually.

To display patients with appointments only, select the Appts Only
check box and click Refresh.

To display patients who are assigned to all providers, select the All
Providers check box. To display patients who are assigned only to
the provider logged into OfficeMate, deselect the All Providers
check box. The All Providers check box is o7y active when a
provider is logged into OfficeMate. Staff members logged into
OfficeMate will see all providers listed in the OfficeMate Information
Center.

eyefinity/OfficeMate
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To add patients to the OfficeMate Information Center
Click the QL/To Do icon and select OfficeMate Information Center.

The Patient OfficeMate Information Center window opens.

Click F2 Find.

5]
Patent Insurance
[imary: [smith [m faetna
|89 South Bell [
[irvine [ca [asgas [
e oames Jas e Motes
[recwzaga [ o4fzaftore [0
[marysmith@smith.com

;@ Update Patent Photo | [JIFYEN ~=
43072000 123568

T\ [carrie, Danigls 4200
fiN| Auk '

Refresh OL Asofi 12:18:41 PM # of Items: 1 [ AL providers [ Appts Only

Ledger Activity i‘

Ut FeeSlp [Gefiazooy Paene Balince [“gugay Lastpaywan [ Latadummene [ Maurancs Balance [~ qgg Lt payment [ Listadpumman [

Histary
Brovider Sarvice Bre-sppt | Cancel | Confimn | Left g Jiie snawser] No show |
c - ] [ [
08 e Exam- = i i ) o s
06022008 1iSwe DG 92250-Fundus phota ve] interpretation = = = = - =
i i = = It i
I~ - = = = I
e 0 o i Lo i R
Lab Orders
R

Type

Exam Date_|Promised Date] Tray Number Leb Order Status Fit Date | Order Date | Recsived Order by Received by |4
0 0 e, Danisls

03
042412003 0472412003

SPEC

PRI

sPEC 04242009 04/24/2009 Carie, Dariels
SPEC 04f24[2003 D4f24f2009 Canrie, Daniels
spEC 04242009 04f24f2009 Cante, Danisls =l

The Add New Patient Record window opens.

Use the instructions in Creating & Opening Patient Records on page 79 to add
a new patient record or open an existing patient’s record.

The patient appears in the OfficeMate Information Center after you click OK
on the Patient Demographic window.
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P To use the OfficeMate Information Center

Use the OfficeMate Information Center in the following ways:

Click on a patient’s name in the Patient OfficeMate Information Center window
and drag and drop the patient on one of the OfficeMate icons to open an
OfficeMate window for the patient.

Right-click on a patient’s name and select an appropriate option to open an
OfficeMate window for the patient.

To view a patient’s information in the OfficeMate Information Center,
double-click the patient’s name in the Quick List.

To open a patient’s Patient window, double-click the patient’s name in the Quick
List and click Demographics.

To search for and view demographic information for a patient who is not listed
on the Quick List, click F2 Find.

To update a patient’s photo, double-click the patient’s name in the Quick List and
click Update Patient Photo.

To open a patient’s ledger, double-click the patient’s name in the Quick List and
double-click in one of the Ledger Activity boxes.

To open a patient’s lab order, double-click the patient’s name in the Quick List
and then double-click on a lab order in the Lab Orders table.

To open a patient’s recall information, double-click the patient’s name in the
Quick List and then double-click on a recall in the Patient Recalls table.

Right-click on a patient’s name and select Room to open the Patient Room
window, select the room in the office where the patient is currently located, and
click Save to denote the patient’s location on the Patient OfficeMate
Information Center.

Note To maintain a list of office room locations, go to To modify list box
selections on page 34 and modify the Room Entry Field Name.

OfficeMate Information Center [

Patient ki | - [Demographics Insurance

[First name: [Last ruame Inital [insurance

Service

atient
ExamWRITER

[acidress [insurance

R Orders > Gy e e
Fee Slip
Ledger Day Phone Hame Phone Hotes
Schedule S e | T
Receipts

e e

Label 3
Dacumerts b
Raom

pickname [ Hpas
E AN o] [ e

Alerts
Last Exam Chart.

'|l [Provider | avat

|
Refrash QL As of; 5:42:26 PM # of Ttems: 1 [~ AL providers [~ Appts Cnly

Ledger Activity il

LmPeesip [T Pamemialnce [T Lempayment [ Lawadumen [ Tnswance Balance [ Lastpaymene [ Lastadiumment [

Appointment History

Dae Tirne Provider Service Pre-appt | Cancel | Confimn | Left msa [Me answer] Mo show | =

[
|
|
|
|
|

s Bl b
(R ERE] B
[EHERER B
i e
N

Lab Orders
Type | R | Evam Date [Promised Date| Tray Mumber Lsb Order Status Fit Dat= | OrderDate | Received Fit by Order by Received by | =
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For more
information on
processing
correspondences,
see the “OSSU 503
Processing
Documents” iTrain
and the OSSU
500-1, “Creating
Reports &
Processing
Documents,”
training course.
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Printing Correspondences

In this chapter:

Printing Welcome & Thank You Correspondences, 482
Printing Referral Correspondences, 483

Printing Recall Correspondences, 485

Printing Birthday Correspondences, 487

Printing Appointment Reminders, 489

Printing Delinquent Correspondences, 491

Printing Service Agreement Renewals, 492

Notes e« Printletters and lists using 8'2” x 11" paper stock or office letterhead.

* Print labels using Avery 5260 compatible white rectangular labels.
You can purchase these labels from Medical Arts Press at
1.800.328.2179 ot www.medicalartspress.com.

* Print postcards using postcard stock with four cards on 8%2” x 117
sheets. You can purchase postcards from Medical Arts Press at
1.800.328.2179 or www.medicalartspress.com or from Marchon
Eyewear at 1.800.645.1300.

* For information on maintaining correspondences, go to Maintaining
Documents on page 495.
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Printing
Welcome &
Thank You
Corresponden
ces
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Chapter 15 Printing Correspondences

Click Tasks on the main window toolbat, select Correspondence, and then
select Welcome.

The Welcome/Thank You Processing window opens.

Notes ¢ Ifyou have a default welcome letter, the letter and new patients
are automatically added to your welcome correspondence list.
To send a different welcome letter, go to To select letters to
send to a patient on page 100. To modify your default letter
preferences, go to To define and change one-click document
preferences on page 70.

* Click History to view the welcome correspondence printing
history.

* Click Clear All to clear all patients from the welcome
correspondence list.

If you want to print labels and lists in addition to the letters, select the Labels
and Listing Additional Printing check boxes.

Select the Last Name or ZIP Code Otrder By radio buttons to sort the
documents that you are printing by last name or ZIP code.

2 WelcomefThank You Processing

Order By
Print Date [Erzeroms =] il e
" ZIP Code
Additi inti
s [ Listing |Order By: % Laskt Mame ( ZIP Code
Select &l | Unsslect &1 |
Prink | Patient Name | Print LetkerPostcard |;
#  phle, Anna “Welcome Mew Patient 1 |
¥ ahle, Anna ‘welcome Mew Patient
¥ Danda, Abdul ‘welcome Mew Patient
¥ Danda, Abdul ‘welcome Mew Patient
¥ | Obethauser, Cartie ‘welcome Mew Patient
-
[ Do Mok Print Letters § Postcards Tokal Selected: S
| Prrint | Cancel | History | Printer Setup | Clear All |

Select or deselect patients by clicking the red check box in the Print column.

Note You can also click Select All to select all patients or Unselect All
to deselect all patients.

If you do not want to print letters or post cards, select the Do Not Print
Letters/Postcards check box.

If you need to setup your printer, click Printer Setup to open the Print Setup
window. For more information on setting up your printer, go to Setting Up the
Printer on page 31.
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7  Click Print to print the correspondences.

If you are printing labels or lists, the Report Printer Selection window opens.
Click one of the following buttons:

— Print to print the welcome correspondences for the selected patients.
—  Skip to skip the current print selection and go to the next print selection.
— Test Print to print a sample welcome correspondence.

—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.

The Correspondence Printing Window opens.

8 Click Yes to clear all of the patients from the Welcome/Thank You Processing
window and update the correspondence history.

Printing 1 Click Tasks on the main window toolbat, select Correspondence, and then
Referral select Referrals.

Corresponden The Referrals Processing window opens.

Ces Notes ¢ Patients with referrals are automatically added to your referrals

correspondence list.

* To send a different type of referral letter, go to To select letters
to send to a patient on page 100.

* Click History to view the referral correspondence printing
history.

¢ Click Clear All to clear all patients from the referral
correspondence list.

2 If you want to print labels and lists in addition to the letters, select the Labels
and Listing Additional Printing check boxes.

eyefinity/OfficeMate
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Select the Last Name or ZIP Code Otrder By radio buttons to sort the
documents that you are printing by last name or ZIP code.

2 Referrals Processing

Crder By
Print: Date ¢ Last Name
" ZIP Code
Additional Printing
[+ s [~ Listing |Order Byw: (% LastMame ¢ ZIP Code
Select 4 | Unselect Al |
Print | Patient Mame | Print Letter/Poskcard IL
¥ Danda, Abdul Referring Physician Thanks L
¥ Mitchell, Heney Referring Physician Thanks
¥ Radmore, Michelle Referring Patient Thanks
¥ Ressler, Margaret Referring Physician Thanks
-
[ Do Mok Print Letters | Postcards Tokal Selected: 4
| Print: | Cancel | History | Printer Setup | Clear Al |

Select or deselect patients by clicking the red check box in the Print column.

Note You can also click Select All to select all patients or Unselect All
to deselect all patients.

If you do not want to print letters or post cards, select the Do Not Print
Letters/Postcards check box.

If you need to setup your printer, click Printer Setup to open the Print Setup
window. For more information on setting up your printer, go to Setting Up the
Printer on page 31.

Click Print to print the correspondences.

If you are printing labels or lists, the Report Printer Selection window opens.
Click one of the following buttons:

—  Print to print the referral correspondences for the selected patients.
—  Skip to skip the current print selection and go to the next print selection.
—  Test Print to print a sample referral correspondence.

—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.

The Correspondence Printing Window opens.

Click Yes to clear all of the patients from the Referrals Processing window and
update the correspondence history.
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PrintingRecall "\

For more information on creating and printing recalls, go to Recalling

CorreSponden Patients on page 173.
ces
1 Click Tasks on the main window toolbar, select Correspondence, and then

select Recall.

The Process Recalls window opens.

Note Click History to view the recall correspondence printing history.

2 Type ot select dates in the Selection Range From and To boxes and click Start
Selection to find patients in the selected date range to whom you can send
recall correspondences.

2 Process Recalls

Fram To Order By
Selection Range |osf27f2004  «| Josjzrfzoos w| e
" ZIP Code
Additional Printing
[ Labels [ Listing Crder By: (+ LastMame ( ZIP Code
Select & | Uniselect &0 |
Print | Patient Mame | Print Letter/Postcard I;
-
[~ Do Mat Print Letters | Postcards Tatal Selected: |
v Select all names
| Start Selection I Print l Cancel I History 1 Printer Setup l

A list of patients meeting your selection criteria is displayed.

3 If you want to print labels and lists in addition to the letters, select the Labels
and Listing Additional Printing check boxes.

eyefinity/OfficeMate
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Select the Last Name or ZIP Code Otrder By radio buttons to sort the
documents that you are printing by last name or ZIP code.

2 Process Recalls

Frarm Ta Crder By
Selection Rangs osfz7izone w| Josfzeizons +| e
(" ZIF Code
Additional Printing
[ Listing |Order By: ¢ LastMame ¢ ZIF Code
Selectal | Unselect &1 |
Print | Patient Mame | Prink Letter/Postcard I;
Wi Crawford, Justin 1 ¥ear - Postcard 01/08/2005 |
Wi Crawford, Justin 1 ¥ear - Adult 03f08/2005
Wi Crawford, Justin 1 ¥t - Mo Resp - Adulk 04/08/2005
Wi Crawford, Justin Letter/Postcard not assigned 07/16/2004
W Davis, Skeven Letter/Postcard not assigned 06/30/2004
W Davis, Skeven Letter/Postcard not assigned 08/30/2004
Wl Mikchel, Henry 2 Years - Mo Resp- Adulk 08/21/2004
Wl Mikchel, Henry 2 Years - Mo Resp- Adulk 02/21/2005
¥ Radmore, Michele 1 ¥ear - Postcard 06/30/2004
¥ Radmore, Michele 1 ¥ear - Adult 08f30/2004
# Radmore, Michele 1 ¥r - Mo Resp - Adulk 093072004 -
[ Do Mot Print Letkers | Postcards Total Selected: |_16
v Select all names
Stark Selection | Print: | Cancel | Hiskory | Printer Setup |

Select or deselect patients by clicking the red check box in the Print column.

Note You can also click Select All to select all patients or Unselect All
to deselect all patients.

If you do not want to print letters or post cards, select the Do Not Print
Letters/Postcards check box.

Select the Select all names check box if you want to print recall
correspondence for all of the patients in the date selection range.

OR

Deselect the Select all names check box and enter a letter (if you are ordering
patients by last name) or number (if you are ordering patients by ZIP code) in
the Starting Last text box to print recall correspondence for patients meeting
your selection criteria. For example, if you type “G” in the Starting Last text box,
OfficeMate will print recall correspondence for patients with last names that
begin with G—Z.

If you need to setup your printer, click Printer Setup to open the Print Setup
window. For more information on setting up your printer, go to Setting Up the
Printer on page 31.
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9  Click Print to print the correspondences.
If you are printing labels or lists, the Report Printer Selection window opens.
Click one of the following buttons:
—  Print to print the recall correspondences for the selected patients.
—  Skip to skip the current print selection and go to the next print selection.
—  Test Print to print a sample recall correspondence.
—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.
The Correspondence Printing Window opens.
10 Click Yes to clear all of the patients from the Process Recalls window and update
the correspondence history.
Prl ntl ng Note You must have patients’ dates of birth recorded in their records in order
Bi l’thday to print birthday correspondences.
Corresponden
ces 1 Click Tasks on the main window toolbat, select Correspondence, and then
select Birthday.
The Process Birthday Correspondence window opens.
Note Click History to view the birthday correspondence printing
history.
2 Type or select dates in the Selection Range From and To boxes and click Start

eyefinity/OfficeMate

Selection to find patients in the selected date range to whom you can send
birthday correspondences.

2 Process Birthday Correspondence

Froarm To Crder By
; (% Last Name
Eirth MonthyDay
127 lns27  7IP Code
Additional Printing
[ Labels [ Listing Order By: O Last Mame ¢ ZIP Code
Selectal | Unselect &1 |
Print: | Patiert Marme | Prink Letter/Postcard I;
-
[ Do Mot Print Letkers | Postcards Total Selected:
v Select all names
Stark Selection Print | Cancel | History | Printer Sekup |

A list of patients meeting your selection criteria is displayed.
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3 If you want to print labels and lists in addition to the letters, select the Labels
and Listing Additional Printing check boxes.

4 Seclect the Last Name or ZIP Code Order By radio buttons to sort the
documents that you are printing by last name or ZIP code.

2 Process Birthday Correspondence

From To Order By
: (¢ Last Name
Eirth MonthyDay
p1j27 lospz7 £ ZIP Code
Additional Printing
s [ Listing |Order By: % Last Mame ( ZIP Code
Select &l | Unsslect &1 |
Print Patient Name Print LetterfPostcard =
[ ] Birthday Letter not assigned
¥ Danda, Abdul Birthday Letter not assigned
¥ Mitchell, Henry Birthday Letter not assigned
¥ | Obethauser, Cartie Birthday Letter not assigned

-

[ Do Mot Prink Letters § Postcards Tokal Selected: 4
v Select &l names

§tartSeIecti0n| Print | Cancel | History | P[interSetup|

5 Select or deselect patients by clicking the red check box in the Print column.

Note You can also click Select All to select all patients or Unselect All
to deselect all patients.

6  If you do not want to print letters or post catds, select the Do Not Print
Letters/Postcards check box.

7 Select the Select all names check box if you want to print birthday
correspondence for all of the patients in the date selection range.

OR

Deselect the Select all names check box and enter a letter (if you are ordering
patients by last name) or number (if you are ordering patients by ZIP code) in
the Starting Last text box to print birthday correspondence for patients
meeting your selection criteria. For example, if you type “G” in the Starting Last
text box, OfficeMate will print birthday correspondence for patients with last
names that begin with G—Z.

&  Ifyouneed to setup your printer, click Printer Setup to open the Print Setup
window. For more information on setting up your printer, go to Setting Up the
Printer on page 31.

488 OfficeMate User’s Guide eYefinity/OfficeMate



Chapter 15 Printing Correspondences Printing Appointment Reminders

Printing

Appointment

Reminders

eyefinity/OfficeMate

10

Click Print to print the correspondences.

If you are printing labels or lists, the Report Printer Selection window opens.
Click one of the following buttons:

—  Print to print the birthday correspondences for the selected patients.
—  Skip to skip the current print selection and go to the next print selection.
—  Test Print to print a sample birthday correspondence.

—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.

The Correspondence Printing Window opens.

Click Yes to clear all of the patients from the Process Birthday Correspondence
window and update the correspondence history.

Note For information on scheduling appointments, go to Scheduling,

Moving, & Cancelling Appointments on page 193.

Click Tasks on the main window toolbat, select Correspondence, and then
select Appointments.

The Appointment Reminders window opens.

Note Click History to view the appointment correspondence printing
history.

Type ot select dates in the Selection Range From and To boxes and click Start
Selection to find patients in the selected date range to whom you can send
appointment reminders.

#: Appointment Reminders

From To Order By
Selection Range [sizzizone v| |osizzizons +| L bl
" ZIF Code
Additional Printing
[~ Labels [ Listing Crder By: (% Last Mame ¢ ZIP Code
Select Al | Unselect & |
Print | Patient Marme | Prink Letter/Postcard IL
-
[ Do Mok Print Letters | Postcards Total Selected:
v Select all names
| Start Selectionl Print | Cancel | History | Printer Setup|

A list of patients meeting your selection criteria is displayed.
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3 If you want to print labels and lists in addition to the letters, select the Labels
and Listing Additional Printing check boxes.

4 Seclect the Last Name or ZIP Code Order By radio buttons to sort the
documents that you are printing by last name or ZIP code.

2 Appointment Reminders

From To Order By
Selection Range losizzizons =] |osfzzizoos | b
" ZIP Code
Additional Printing
[ Labels [ Listing |Order By: % LaskName ¢ ZIP Code
Select &1 | Uniselect &1 |
Prink | Patient Mame | Print Letter/Postcard IL
1 Ressler, Margaret Letker not assigned - App date: 07/16/2003 |
1 Crawford, Justin Letter not assigned - App date: 08f02/2003
1 Cole, Harper Letter not assigned - App date: 08f02/2003
L1 Dawis, Steven Letter not assigned - App date: 08f03/2003
o1 |Mitchell, Henry Letter not assigned - App date: 08f03/2003
o1 Cale, Harper Letter not assigned - App date: 03f11/2005
-
[ Do Mot Print Letters [ Postcards Total Selected: [
Jv Select all names
Start Selection | Print | Cancel | Hiskaory | Printer Setup |

5 Select or deselect patients by clicking the red check box in the Print column.

Note You can also click Select All to select all patients or Unselect All
to deselect all patients.

6  If you do not want to print letters or post catds, select the Do Not Print
Letters/Postcards check box.

7 Select the Select all names check box if you want to print appointment
reminders for all of the patients in the date selection range.

OR

Deselect the Select all names check box and enter a letter (if you are ordering
patients by last name) or number (if you are ordering patients by ZIP code) in
the Starting Last text box to print appointment reminders for patients meeting
your selection criteria. For example, if you type “G” in the Starting Last text box,
OfficeMate will print appointment reminders for patients with last names that
begin with G—Z.

&  Ifyouneed to setup your printer, click Printer Setup to open the Print Setup
window. For more information on setting up your printer, go to Setting Up the
Printer on page 31.
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Click Print to print the correspondences.

If you are printing labels or lists, the Report Printer Selection window opens.
Click one of the following buttons:

— Print to print the appointment reminders for the selected patients.
—  Skip to skip the current print selection and go to the next print selection.
— Test Print to print a sample appointment reminder.

—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.

The Correspondence Printing Window opens.

Click Yes to clear all of the patients from the Appointment Reminders window
and update the correspondence history.

Printing delinquent correspondences prints letters, labels, or lists for all open balances
over 31 days.

1

Click Tasks on the main window toolbat, select Correspondence, and then
select Delinquent.

The Delinquent Processing window opens.

Note * Click History to view the delinquent correspondence printing
history.

If you want to print labels and lists in addition to the letters, select the Labels
and Listing Additional Printing check boxes.

Select the Last Name or ZIP Code Otrder By radio buttons to sort the
documents that you are printing by last name or ZIP code.

2 Delinquent Processing

Order By
As of Date 1 ’
" ZIF Code
Additional Printing 7
[ Labels [ Listing |Order By: (% Last Mame © ZIP Codel |
Select & | Unisslect &0 |
Prink | Patient Name | Print Letter/Postcard IL
-
[~ Do Mot Print Letters [ Postcards Total Selected: l
v Select all names
Start Selection l Print l Cancel Hiskary Frinter Setup I
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Select or deselect patients by clicking the red check box in the Print column.

Note You can also click Select All to select all patients or Unselect All
to deselect all patients.

If you do not want to print letters or post cards, select the Do Not Print
Letters/Postcards check box.

If you need to setup your printer, click Printer Setup to open the Print Setup
window. For more information on setting up your printer, go to Setting Up the
Printer on page 31.

Click Print to print the correspondences.

If you are printing labels or lists, the Report Printer Selection window opens.
Click one of the following buttons:

—  Print to print the delinquent correspondences for the selected patients.
— Skip to skip the current print selection and go to the next print selection.
- Test Print to print a sample delinquent correspondence.

—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.

The Correspondence Printing Window opens.

Click Yes to clear all of the patients from the Delinquent Processing window
and update the correspondence history.

Note For information on creating service agreements, to go To create new

service agreement renewal plans on page 41. For information on
selecting service agreements for patients, go to To record marketing
information on page 91.

Click Tasks on the main window toolbat, select Correspondence, and then
select Service Agreement.

The Service Agreement Renewal Processing window opens.

Note Click History to view the service agreement renewal printing
history.
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2

Printing Service Agreement Renewals

Type or select dates in the Selection Range From and To boxes and click Start
Selection to find patients in the selected date range to whom you can send

service agreement renewals.

% Service Agreement Renewal Processing

— = Order By
- i+ Last Name
election Rangs losfzztzons | ospezizoos | ~ ZIF Code

i Order By: * Last Mame © ZIP Code
Select Ml | Unselect Al |

Prink | Patient Name | Print Letter/Postcard I;

-

Total Selected:

™ Do Mok Print Letters | Poskcards
v Select all names

|§tart Selectionl Print | Cancel 1 Hiskaory l Prinker Setupl

A list of patients meeting your selection criteria is displayed.

If you want to print labels and lists in addition to the letters, select the Labels

and Listing Additional Printing check boxes.

Select the Last Name or ZIP Code Otrder By radio buttons to sort the
documents that you are printing by last name or ZIP code.

2 Service Agreement Renewal Processing

Fram To Order By

: % Last Mame
Selection Range josfz7fzo04]  w| Josiz7izooe x|  FIP Code

Additional Printing

I Labels [ Listing |Order By: (% LaskMame  ZIF Code
Select Al | Unselect Al |
Print | Patient Marme | Print: Letter/Postcard I:
¥ fahle, Anna Contact Lens Service Agreement 04/27/2006__ |

-

Total Selected: 1

[~ Do Mot Print Letters | Postcards
v Select all names

Stark Selectionl Print { Cancel I History | P[interSetup]

Select or deselect patients by clicking the red check box in the Print column.

Note You can also click Select All to select all patients or Unselect All

to deselect all patients.
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If you do not want to print letters or post cards, select the Do Not Print
Letters/Postcards check box.

Select the Select all names check box if you want to print service agreement
renewals for all of the patients in the date selection range.

OR

Deselect the Select all names check box and enter a letter (if you are ordering
patients by last name) or number (if you are ordering patients by ZIP code) in
the Starting Last text box to print service agreement renewals for patients
meeting your selection criteria. For example, if you type “G” in the Starting Last
text box, OfficeMate will print service agreement renewals for patients with last
names that begin with G—Z.

If you need to setup your printer, click Printer Setup to open the Print Setup
window. For more information on setting up your printer, go to Setting Up the
Printer on page 31.

Click Print to print the correspondences.

If you are printing labels or lists, the Report Printer Selection window opens.
Click one of the following buttons:

—  Print to print the service agreement renewals for the selected patients.
—  Skip to skip the current print selection and go to the next print selection.
—  Test Print to print a sample service agreement renewal.

—  Printer Setup to set up the printer. For more information on setting up
the printer, see Setting Up the Printer on page 31.

The Correspondence Printing Window opens.

Click Yes to clear all of the patients from the Service Agreement Renewal
Processing window and update the correspondence history.
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CHAPTER 16

Maintaining Documents

In this chapter:
J Creating & Modifying Letters, 495

. Creating & Modifying Postcards, 503

For more
information on
maintaining
documents, see
the “OSSU 107

Maintaining

Documents”

iTrain.

Creating & You can create and print letters for appointment reminders, birthday greetings,
MOdlfylng dehpquent notices, exam forms, routing slips, marketing communications, recall
Letters notices, referral thank you notes, service agreement renewal notices, welcome

greetings, and thank you notes.Letters are organized in folders by subject. This section
tells you how to create and modify letters, including how

J To create letters, 496
. To merge letters, 497
. To modify letters, 500
. To print letters, 501

. To rename letters, 501

. To delete letters, 502
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Note All letters are created with the following default specifications:

¢ Page size: 8.5 inches x 11 inches

* Margins: 1 inch on the left and right sides of the page and 1 inch on
the top and bottom sides of the page

* Font: Arial, 12 point
* Tabs: .75 inch tab stop

To modify the page size, margins, and tabs, click File on the toolbar
while you are working with a letter and select Page Setup. Record
modifications in the Page Setup window and click OK.

To modify the font style and size, click the icons, select new options
from the font style and size drop-down menus, or click Format on the
toolbar and select Font. Record modifications in the Font window and
click OK.

To create letters

Click Tasks on the OfficeMate main window toolbar and select Maintain
Documents.

The Maintain Documents window open.
Click Setup and select Letters.
Click on the OfficeMate Documents folder on the right side of the window:.

Click on the name of the folder where you want to store your new letter.

i Maintain Documents

IP.fJ;FHe Edit Wiew Format Insert Table Help
M EE RS R = AR =R
I [T elz|u] sl=l=(5] == v 3|64

[ = Erofficetate Documents
4 CAppointment.
— i Eirthday
Bzist
[ Happy Birthday
4 C1Delinguent
4k C3Exam Form{Route Slip
4 EIMarketing
4 Earecal
2 CaReferral Thank You
4= E35ervice Agresment
4= C3welcome/Thank ¥ou Patient

1<

< 3
Pace 1 [lne 1 [Col 0 [100% HUM
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Click File on the Maintain Documents window toolbar and select New or
left-click on a letter in the folder you selected above and then right-click and
select New.

The New Text File window opens.
Type a title for the new text file in the Title box.
Click OK.

&= MNew Text File

Module |

Topic |

Tl [10th Birthday

o) Cancel |

Type the letter in the word processing window.

Notes ¢ To format text, click on the icons or click Format on the
toolbar and select appropriate font, paragraph, and color
options.

* To insert page breaks, dates, times, and pictures, click Insert on
the toolbar and select an appropriate option.

* To insert tables or table objects into your file, click the Table
icon or click Table on the toolbar and select an appropriate
option.

* To insert merge fields into your file, click Insert on the toolbar
and select Merge Fields. Select a field from the Merge Fields
window and click Insert.

* To insert tab stops into your file, click the arrow icons on the
toolbar.

Click File on the Maintain Documents window toolbar and select Save or click
the Save icon.

To merge letters

Click Tasks on the OfficeMate main window toolbar and select Maintain
Documents.

The Maintain Documents window open.
Click Setup and select Letters.

Click on the OfficeMate Documents folder on the right side of the window.
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Click on the name of the folder where you want to store your merged letter.

B Maintain Documents
o5 Fle Edt View Format Insert Table Help

[ == R (A R VA ARl ==
I A = slr|uf =]

E]
[ Happy Birthday
4 CaDelinguent
4 CIExam Form{Route Slip

4 CaMarksting

+EiRecall

& CaReferral Thank You

4 C15ervice Agraement

< Eatwelcome(Thank You Patient

1<

<
Pace 1 [lne 1 [col 0 [loo%% 7 UM

Click File on the Maintain Documents window toolbar and select New or
left-click on a letter in the folder you selected above and then right-click and
select New.

The New Text File window opens.
Type a title for the merged letter in the Title box.
Click OK.

= MNew Text File

Maodule |

1#
Tapic | J

Tile |10t Birthday

| O I Cancel |

Click Insert on the toolbar and select Existing Document.

eyefinity;/OfficeMate
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9  Click on the name of the letter that you want to merge into the letter that is
already open.

Text Files 3]

Select a document bo Merge with current file.

= [Er0fficelMate Documents
4k E1Appaintrment
= [Erfirthday
B z1st
[E150th Birthday
[3 60th Birthda

Bi Happy Birthday
4 CaDelinquent
2k EIExam Form/Route Slip
4k CaMarketing
2k CaRecall
4k CAReferral Thank You
4k E15ervice Agreement
4k E3'Welcome| Thark You Patient

10 Click Insert.

11 Edit the text in the word processing window, if necessary.

Notes ¢ To format text, click on the icons or click Format on the
toolbar and select appropriate font, paragraph, and color
options.

* To insert page breaks, dates, times, and pictures, click Insert on
the toolbar and select an appropriate option.

* To insert tables or table objects into your file, click the Table
icon or click Table on the toolbar and select an appropriate
option.

* To insert merge fields into your file, click Insert on the toolbar
and select Merge Fields. Select a field from the Merge Fields
window and click Insert.

* To insert tab stops into your file, click the arrow icons on the
toolbar.

12 Click File on the Maintain Documents window toolbar and select Save or click
the Save icon to save the file and refresh the list of folders and letters.
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» To modify letters

Click Tasks on the main window toolbar and select Maintain Documents.

—

The Maintain Documents window opens.
Click Setup and select Letters.
Click on the OfficeMate Documents folder on the right side of the window.

Click on a folder that contains a text file that you want to modify.

R~ W

Click on the name of the text file that you want to modify.

[{ Maintain Documents - [Happy Birthday]

5 File Edit View Format Insert Table Help

= e RS A VSR Al ==

[ 2 e Y e El[ea]v]y]
E + ; ¥ ¥ L ~F_’ ¥ & 4
~
| = ErOfficeMate Dacuments
= EBirthday
Bl
B Hay
% CIDelng
4 E3Exam FormiRoute Slip
4 EaMarketing
4 Earecal
& CaReferral Thank You
& CaService Agreement
<DateToday= 4F E3Welcome; Thark You Patient

<PatFullName=
<PatientAddri= <PatientAddr2=
<PatCityStZip=

<Salutation>

Itis indeed a pleasure to wish you the happiest of birthdays!

WWe hope that you'll enjoy the celebration of your birthday, and that you'll have many,
many more

Ity staff and | look forward to your next wisitto our office. Until then, we extend our best

wishes
< ’ >
o T LT n e T

"R

The letter opens in the word processing window.

6 Edit the text in the word processing window.

Notes ¢ To format text, click on the icons or click Format on the
toolbar and select appropriate font, paragraph, and color
options.

* To insert page breaks, dates, times, and pictures, click Insert on
the toolbar and select an appropriate option.

* To insert tables or table objects into your file, click the Table
icon or click Table on the toolbar and select an appropriate
option.

* To insert merge fields into your file, click Insert on the toolbar
and select Merge Fields. Select a field from the Merge Fields
window and click Insert.

* To insert tab stops into your file, click the arrow icons on the
toolbar.

7 Click File on the Maintain Documents window toolbar and select Save or click
the Save icon.
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>

To print letters

To preview letters that you want to print, create a letter, click File, and select Print
Preview. For more information on creating letters, go to To create letters on page

496.

To print letters that you have created or modified, go to Printing Correspondences on
page 481.

>

R~ W

eyefinity;/OfficeMate

To rename letters

Click Tasks on the main window toolbar and select Maintain Documents.
The Maintain Documents window opens.

Click Setup and select Letters.

Click on the OfficeMate Documents folder on the right side of the window.
Click on a folder that contains a text file that you want to rename.

Click on the name of the text file that you want to rename.

| Maintain Documents - [Happy Birthday]
5 File  Edit Wiew Format Insert Table Help

M= e e S B S EI-AE  EE]

[avial =z 4] elzjul[= =
E ¥ - ¥ ¥ i 4
~
—|= Efficemate Documents
& CaAppairkment
= [rhirthday
Blaist
4 CIDelinguent
4k E3Exam FormRoute Siip
b CIMarketing
4 EIRecal
2 CIReferral Thank You
4k E35ervice Agresment
<DeteTaday> 4 Ewelcome, Thank Vou Patient

<PatFullName=>

<PatientAddr1= <PatientAddr2=

<PatCityStZip=

<Salutation=

Itisindesd a pleasure ta wish you the happiest of birthdays!

Wye hope that you'll enjoy the celebration of your birthday, and that you'll have many,

many more
My staff and | look forward to your next wisit to our office. Until then, we extend our best
wishes
v
< " 3
Pace 1 Lne 1 [Col 0 [100% ; UM [

The letter opens in the word processing window.

Click File on the Maintain Documents window toolbar and select Rename
Title or left-click on a letter in the folder you selected above and then right-click
and select Rename Title.

The Rename Text File Title window opens.

OfficeMate User’'s Guide 501



Creating & Modifying Letters Chapter 16 Maintaining Documents

7  Type the new text file title in the Title text box.

#= Rename Text File Title

Maodule |

#
Topic | J

Tl |dappy Birthday

QK Cancel |
8  Click OK.
» To delete letters
Note You cannot delete letters that are assigned to a recall mailing schedule.
1 Click Tasks on the main window toolbar and select Maintain Documents.

The Maintain Documents window opens.
Click Setup and select Letters.
Click on the OfficeMate Documents folder on the right side of the window.

Click on a folder that contains a text file that you want to delete.

N R~ W

Click on the name of the text file that you want to delete.

[ Maintain Documents - [Happy Birthday]

5 File  Edit View Format Insert Table Help
DR 4 [5a] @] | |0 | =Bl 2B == ]
el =l e = s|r]ull=s

4 i ¥ i i i i i I

~
~ | = BofficaMate Documents
<» E1Appointment
=Eirthday

CxDelinquant
E3Exam Form/Route Slip

[
&
% EaMarketing

£ Carecall

& CaRreferral Thank You

4F C15ervice Agreement

4» £ Welcome/ Thank You Patient

=DateToday=

<PatFullName>
<PatientAddr1> <PatientAddr2>
=PatCiyStZips

<Salutation=

It is indeed a pleasure to wish you the happiest of birthdays!

We hope that you'll enjoy the celebration of your birthday, and that you'll have many,
many more

hly staff and | look forward toyour next visit to our office. Until then, we extend our best
wishes

£

< ’ | b
Paoe 1 Line 1 1Col O 100 % HUM

The letter opens in the word processing window.

6 Click File on the Maintain Documents window toolbar and select Delete or
left-click on a letter in the folder you selected above and then right-click and
select Delete.

The Delete Document Warning window opens.
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Click Yes to delete the text file.

You can and create and print postcards for appointment reminders, birthday
greetings, recall notices, referral thank you notes, service agreement renewal notices,
welcome greetings, and thank you notes. Postcards are organized in folders by subject.
This section tells you how to create and modify postcards, including how

To create postcards, 503
To modify postcards, 505
To print postcards, 506
To rename postcards, 507

To delete postcards, 508

Notes ¢ To create postcards for mass mailings, go to Post Card on page 451

and create and print the postcards through the Reports, Statements &
Graphs window.

* When you upgrade from OfficeMate version 6.4 and below
to OfficeMate version 7.x, any Word postcards that you
created in prior versions of OfficeMate will not be available
to you in the updated Maintain Documents window. Instead,
you must navigate to your OMATE32\DATA\StyleSheet folder,
open the Microsoft Word documents in that folder, copy the text, and
then paste the text into the appropriate existing postcard files in the
Maintain Documents window (the files exist, but they are empty).

To create postcards

Click Tasks on the OfficeMate main window toolbar and select Maintain
Documents.

The Maintain Documents window open.
Click Setup and select Postcards.

Click on the OfficeMate Documents folder on the right side of the window.
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4 Click on the name of the folder where you want to store your new postcard.

F{ Maintain Documents - [Setup Postcards]

G Fle Edt View Formak Insert Help

M E R e R E R EEEEEE
[ AT = elz]u] =

0 1 2

=EOfficeMate Documents
Erdppointmert
%

Posteard
[ 15 Months - Postcard
[ 24 Months - Postcard
[13 Manths - Posteard
[3 Contact Lens Recheck L PC
[ Contact Lens Recheck 2 PC
[ Lasik plc
[ Hew Postcard
CaReferral Thank You
4r C15ervice Agreement
Ewelcome, Thank You Patient

Posteards Type

5  Click New.
The New Text File window opens.

6  Type a title for the new postcard in the Title box.
7  Click OK.

% New Text File X

Maodule IOFFiceMate Documments ;I
Topic | Birthday =]

Title |1E|th Birthday

8  Select one of six types of postcatds from the Postcards Type drop-down
menu.
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9  Type the postcard text in the word processing window.

Notes To format text, click on the icons or click Format on the
toolbar and select appropriate font, paragraph, and color

options.
* To insert dates, times, and pictures, click Insert on the toolbar

and select an appropriate option.

* To insert merge fields into your file, click Insert on the toolbar
and select Merge Fields. Select a field from the Merge Fields
window and click Insert.

* To insert tab stops into your file, click the arrow icons on the
toolbar.

10 If you want to print a test page of the postcard that you just created, click File
on the Maintain Documents toolbar and select Print.

11 Click File on the Maintain Documents window toolbar and select Save or click
the Save icon.

» To modify postcards

1 Click Tasks on the OfficeMate main window toolbar and select Maintain
Documents.

The Maintain Documents window open.
2 Click Setup and select Postcards.
Click on the OfficeMate Documents folder on the right side of the window.

4 Click on a folder that contains a postcard that you want to modify.
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5 Click on the name of the postcard that you want to modify.

EiMaintain Documents - [18 Months - Posteard]

(;_»f}E\\E Edit  Wiew Format Insert Help
D RISIR|¥| & |5 |- = ao] e 55 E 8= al
BRI

¥ ¥ 4
2

@

= ErOFficeMate Documents
ErAppointment
+ Seirthday
=ERecal
[#16 Monhts - Postcard
11 Year - Postard

[OFFICEPHONE #

[4s a result of findings on your previous (B Contact Lens Recheck 1 PC
lexamination, | suggested a re-evaluation in (3 Contack Lens Recheck 2 FC
=ighteen months, If you have scheduled the Eiﬂ%ﬁard

isit prior to receiving this correspondence, | E3Referral Thank fou

|ock forward to seeing you soon % Easervice Agreement
Cowelcame/ Thank vou Patient

If not, please contact the office to schedule
his re-evaluation, it's an important part of
our overall care plan.

Postcards Type

Laser 4 per Page -

6  Select one of six types of postcards from the Postcards Type drop-down
menu.

7 Edit the postcard text in the word processing window.

Notes ¢ To format text, click on the icons or click Format on the
toolbar and select appropriate font, paragraph, and color
options.

* To insert dates, times, and pictures, click Insert on the toolbar

and select an appropriate option.

* To insert merge fields into your file, click Insert on the toolbar
and select Merge Fields. Select a field from the Merge Fields
window and click Insert.

* To insert tab stops into your file, click the arrow icons on the
toolbar.

8  Ifyouwant to print a test page of the postcard that you just modified, click File
on the Maintain Documents toolbar and select Print.

9 Click File on the Maintain Documents window toolbar and select Save or click
the Save icon.

» To print postcards

To print postcards that you have created or modified, go to Printing Correspondences
on page 481.
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To rename postcards

Click Tasks on the OfficeMate main window toolbar and select Maintain
Documents.

The Maintain Documents window open.

Click Setup and sclect Postcards.

Click on the OfficeMate Documents folder on the right side of the window.
Click on a folder that contains a postcard that you want to rename.

Click on the name of the postcard that you want to rename.

E{Maintain Documents - [18 Months - Postcard]

% File Edt Yiew Format Insert Help
M E R R L R s g
b =z - e|r|ulfE =

E i ¥ ¥

= e e

=ErOfficeMate Documents

Erhppointment
(OFFICE NAME #gg\rthc‘:ay
= Brhecal
OFFICE ADDRESS [E16 Monhts - Posteard
(OFFICE CITY, STATE ZIP 11 Year - Postcard
(OFFICEPHONE #

[£124 Months - Postcard
[13 Months - Postcard
As & result of findings on your previous [l Contact Lens Recheck 1 PC

levamination, | suggested a re-evaluation in [Bicontact Lens Recheck 2 PC

sightesn months. If you have scheduled the ELNZSV‘:‘F‘,’D’;(M
isit prior to receiving this correspondence, | CIReferral Thank You

[ook forward to seeing you soon 4 E1Service Agreement
EWelcame Thank Yau Patient
If not, please contact the office to schedule
his re-evaluation, it's an important part of
our overall care plan

Posteards Type

Laser 4 per Page E

Click File and select Rename Title.
The Rename Text File Title window opens.

Type the new text file title in the Title text box.

#% Rename Text File Title A

Maodule I CfficeMate Documents

1
|

Topic | Recal

Title IStandard Recal|- Postcard

oK Cancel |

Click OK.
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» To delete postcards

Note You cannot delete postcards that are assigned to a recall mailing

schedule.

whn A~ W N

6

7

Click Tasks on the OfficeMate main window toolbar and select Maintain
Documents.

The Maintain Documents window open.

Click Setup and select Postcards.

Click on the OfficeMate Documents folder on the right side of the window.
Click on a folder that contains a postcard that you want to delete.

Click on the name of the postcard that you want to delete.

E{Maintain Documents - [18 Months - Postcard]

% fle Edt View Format Insert Help

DEEH SRV L 2R «nE e 5
IR

¥ i 4
i

&

=E5OfficeMate Documents
ErAppaintrient
4 CIBirthday
=ERecal
[ Morhts - Postcard
1 year - Postrard

(2124 Months - Postcard
. (&3 Months - Postcard
A5 a result of findings on your previous [ Contact Lens Recheck L PC

lexamination, | suggested a re-evaluation in [ Contact Lens Recheck 2 PC
ighteen months. If you have scheduled the BLasikpfc

N B Mew Postcard
isit prior to recelving this correspondence, | E3Referral Thark fou
[ook forward to seeing you soon 4 Ca5ervice Agresment

Crwelcome) Thank You Patient
If not, please contact the office to schedule
his re-evaluation, it's an important part of
our overall care plan

Fostcards Type

Laser 4 per Page -

e
Click File and select Delete.

The Delete Document Warning window opens.

Click Yes to delete the postcard.
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Maintaining OfficeMate &
Protecting Your Data

In this chapter:

. Compacting Your OfficeMate Access Database, 509
. Backing Up Your Data, 510

. Restoring Database Files, 515

OfficeMate uses a database to store your data and provide quick and efficient access
to your data files. Databases are complex structures and require regular maintenance
and backup. The performance and operation of OfficeMate is directly affected by how
well your database and computer system is maintained. When regular maintenance is
not performed, problems begin to occur in your computer system and your
OfficeMate database.

Note For information on maintaining your networks and computer systems,
review the Maintaining Networks document at
www.officemate.net/pdfs/Network Maintenance.pdf.

Note This section is only applicable to OfficeMate users with an Access
database. If you are using a SQL database, you cannot compact your
OfficeMate database using the instructions in this section.

OfficeMate Software Solutions suggests that you compact your database weekly.
Follow the instructions below to compact your OfficeMate database.

1  Protectyour practice: BACK UP YOUR DATA! For more information on
backing up your data, go to Backing Up Your Data on page 510.

2 Click Tools on the OfficeMate main window toolbar.

Select Compact Database.

The Compact Warning! window opens.
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4 Click Yes to compact your OfficeMate database.

Compact Warning!

Please make sure all other users are logged off from COfficeMate.  This utility
! musk have exclusive access to the OfficeMate databases.

THIS UTILITY RE-ORGANIZES THE DATAEASES AMD CAM RESULT IM THE LOSS
OF DATA. IT SHOULD BE RUN WITH CAUTION, AMD ONLY WHEM A KNCWN GOOD
CATA BACKUPR IS AVAILABLE TO RESTORE IF ERRORS ARE ENCOURTERED!

Click es to continue, Mo to exit,

Backing Up Back up your OfficeMate database files on a regular basis! A full database backup is

Your Data the best way to make sure that you can recover your OfficeMate database files in the
event of a database corruption, hardware or software failure, computer virus attack,
fire, theft, or natural disaster.

Notes e« OfficeMate Software Solutions limits the support it provides
exclusively to its own products and therefore does nof provide
assistance and support for any issues related to the backup and
restoration of data.

* OfficeMate Software Solutions recommends backing up your
OfficeMate and ExamWRITER data every day.

* OfficeMate Software Solutions recommends using multiple back up
methods and backing up your data to m#/tipl files in case one backup
file is corrupt.

* The OfficeMate program does 7ot provide backup functions.

This section includes the following topics:

. Automatically Backing Up SQL & Access Databases, 511
. Manually Backing Up Databases, 511

. Restoring Database Files, 515
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Automatically Backing Up SQL & Access Databases

Although there are many types of backup media that you can use to back up your
database files (such as CD-R, CD-RW, Zip disk, and Jaz disk), OfficeMate Software
Solutions recommends using iBackup Powered by DataHEALTH for data backup and
off-site storage. iBackup Powered by DataHEALTH protects your practice by
automatically backing up, encrypting, and storing your data in a secure, off-site data
center. If you experience a data loss, all of your lost files are recoverable anytime with
the click of a button. iBackup Powered by DataHEALTH also offers the following
benefits:

. Helps you comply with HIPAA privacy and security

. Electronically copies your files through a cable or phone line

. Assures you that your data is being properly backed up and securely stored

. Tells you which files you need to back up

. Uses FastBIT duplication technology to decrease the size of your files

. Offers hands-on customer service including Web training and installation

. Provides great value and peace of mind for the cost of a one-time setup fee and

as little as $1.00 per day

OfficeMate iBackup Powered by DataHEALTH offers a free 30-day, obligation-free
triall For more information on this offer and iBackup Powered by DataHEALTH,
contact John Lee at 1.800.269.3666, extension 5036, or

http:/ /www.officemate.net/officemate_va_DataHEALTH.aspx.

Manually Backing Up Databases
This section tells you how to manually back up your database, including how
J To manually back up an Access database, 511

. To manually back up a SQL database, 513

» To manually back up an Access database

Note If you are not familiar with your backup procedures, contact your local
computer administrator or the manufacturer of your backup media.

1 Close OfficeMate and ExamWRITER on all of your computets.

Note The integrity of your backup is severely compromised, and in some
cases invalidated, if you perform a backup while OfficeMate and
ExamWRITER are open.

2 Review your backup device and media manufacturer’s replacement
recommendations and ensure that your backup device and media are within their
useful product lifecycle.

3 Clearly label the backup media that you are using for each day of the week that
your office is open for business.
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Review the HIPAA security and privacy requirements and ensure that your
backup procedures are compliant.

Navigate to OMATE32\DATA and back up this folder.

Note If you are storing eDocuments or electronic claims in a location
other than OMATE32\DATA, ensure that you also navigate to
the location of these documents and back them up.

al

File  Edit  Wiew Favorites  Tools  Help
Qe - © 3| Pt v [3 B X 9 F-
Address | () COMATES? v B
Folders x Mare Size | Type Date Modified 4+
@' Desktop A Comman File Folder 02/09/2005 2:1C
L2} My Documents iz File Folder 02/09/2005 2:52
= _J My Computer |J)Documents File Folder 02/09/2005 2:1C ;
J& 3% Flappy (8 ICExamDraw File Folder 02/09/2008 2:1C
(= <s® Local Disk (C2) |ZiHelp File Folder 02092005 2:10
) Carrie |[JHuvitzData File Folder 07/28/2004 2:52
1) COMPAG [ Icons File Folder 0Z/09/2005 2:1C
[2) cpgapps I JambaTalk File: Folder 05/25/2004 7142
1) cpas |[IMarcoData File Folder 08/25/2004 10:2
|2 Documents and Settings I[LNDCHealth File: Folder 02/09/2005 2:1C
) Drivers |[JReports File Folder 02/09/2005 2:1C
) i386 IITEM File Folder 06/24/2004 3:35
I3 Intel ) TopconData File Folder 08/25/2004 10:2
) KPCMS ICITRE File Folder 02/09/2005 2:1C
I lit150-1300 ILTRO File Folder 02/09/2005 2:1C
I lit300 ILATRP File Folder 02/09/2005 2:1C
) MSOCache ILDTRS File: Folder 02/09/2005 2:11
g Updates ILTHA File Folder 05272004 9:25
ILDTHB File: Folder 05/27/2004 9125
|2) Program Files — | ILATHC File Folder 02/09/2005 2:11
|2 ReslData 2T File Folder 05/27/2004 9:25
I rho_inst ILDTHE File: Folder 02/09/2005 2:11
() RoboHELP Templates I2TRF File Folder 02092005 2:11
|2 system.sav ITHG File: Folder 02/09/2005 2:11
() TEMP ILTHI File Folder 02/09/2005 2:11
|2 unzipped ITEL File: Folder 05/27/2004 9:25 %
1) WINDOWS S | & | >

Ensure that the backup process is successfully copying the entire folder to the
backup media.

Note You may also back up your data to a temporary folder to ensure
that all of your important data has been successfully backed up.

Move the backup media off site everyday and store it in a secure location.
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» To manually back up a SQL database

Notes

* If you are not familiar with your backup procedures, contact your

local computer administrator or the manufacturer of your backup
media.

Because you cannot back up your SQL database with a simply copy
function; you must use another tool, such as SQL Server 2005
Management Studio Express Edition, to back up your SQL database.
For information on using the SQL Server 2005 Management Studio
Express Edition to back up and restore your database, read Managing
SOL Server Express with SQL Server 2005 Management Studio Excpress
Edition at www.officemate.net/pdfs/Managing SQL._Setver.pdf.

Ensure that whatever back up method you use is SQL compatible and
is capable of backing up your entire SQL database and shared data
directory.
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Before you begin a backup process with a media type that is #ot OfficeMate
iBackup Powered by DataHEALTH, ensure that you have

—  Closed OfficeMate and ExamWRITER on all of your computers.

Note The integrity of your backup is severely compromised, and in some
cases invalidated, if you perform a backup while OfficeMate and
ExamWRITER are open.

—  Reviewed your backup device and media manufacturer’s replacement
recommendations and ensure that your backup device and media are
within their useful product lifecycle.

—  Cleatly labeled the backup media that you are using for each day of the
week that your office is open for business.

—  Reviewed the HIPAA security and privacy requirements and ensure that
your backup procedures are compliant.

—  Determined the location of your SQL database and your shared data
directory by opening ExamWRITER, clicking Help, and selecting About
ExamWRITER. The server location and name of your SQL database is
listed, along with the location of your shared data directory.

Note If you are storing eDocuments or electronic claims in a location
other than Program Files\OFFICEMATE\DATA, determine the
location of your eDocuments and EMC folders.
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2 Selecta tool to back up your SQL database and shared data directory and ensure
that you back up both your SQL database and your shared data directory, as
determined in step 1 above.

Note Because you cannot back up your SQL database with a simple copy
function; you must use another tool, such as SQL Server 2005
Management Studio Express Edition, to back up your SQL
database. You can, however, back up your shared data directory
using a simple copy function.

3 Ensure that yout backup process was successful.

4 Move the backup media off site everyday and store it in a secure location.

Restoring This section tells you how to restore database files, including how
Database . To restore Access database files, 515
Files . To restore SQL database files, 515

P To restore Access database files

Note If you need to restore data from a backup, ensure that your staff is
propetly trained to restore data. If you are not familiar with your
restoration procedures, contact your local computer administrator or the
manufacturer of your backup media.

s Follow the instructions in your backup program to restore your OMATE32
database files to their original location (typically C:\OMATE32) on your
computer ofr server.

P To restore SQL database files

Note If you need to restore data from a backup, ensure that your staff is
propetly trained to restore data. If you are not familiar with your
restoration procedures, contact your local computer administrator or the
manufacturer of your backup media.

Follow the instructions in your backup program to restore your SQL database and
shared data directory to their original locations (typically C:\Microsoft SQL
Server\MSSQL.1\MSSQL\Data and C:\Program Files\OFFICEMATE\DATA) on
your computer ot servet.
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CHAPTER 18

Getting Support

In this chapter:

. Phone Support, 517

. Online Support, 517

. Terms of Support, 518

OfficeMate considers our client service department the backbone of a successtul,
positive relationship between our company and you, our client. Our goal is to
continually enhance the level of service provided by our Client Services department.
OfficeMate Software Solutions offers reasonable annual software maintenance
agreement fees and, simultaneously, must establish and enforce our service guidelines
in order to keep these fees equitable. This chapter outlines our service guidelines and

policies.
Phone OfficeMate Software Solutions offers toll-free client service help from 6:00am to
Su pport 5:00pm Pacific Time. Dial 800.942.5353 and choose option 1 to reach our Client

Services team.

Your calls are answered live by our knowledgeable Client Services team who will assist
you with your support issues. OfficeMate’s service levels are equal to or better than
the best service levels provided by any competitive help desk service in our industry

today.
Online To access online help for OfficeMate, click Help on the OfficeMate main window
Support and select OfficeMate Help Topics. The OfficeMate User’s Guide help system opens.

You can also access online help by pressing the F1 key anywhere in OfficeMate.

For more support information on OfficeMate or any of the OfficeMate Suite
products, go to the OfficeMate Software Solutions support Web page at
http://www.officemate.net. You can e-mail your support questions to the OfficeMate
Client Services department at Support@OfficeMate.net or
http://www.officemate.net/contact_support.aspx.

eyefinity/OfficeMate
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OfficeMate Software Solutions also maintains an extensive online knowledge base
that is full of helpful articles and answers to frequently asked questions. We highly
encourage you to seek out answers to your questions and submit new questions using
this knowledge base at http://www.officemate.net/omkb/.

The Annual Software Maintenance Agreement (ASMA) is a mandatory agreement all
clients must maintain each year through the payment of an annual fee for each
software product licensed from OfficeMate Software Solutions. This ASMA includes
the annual OfficeMate/Report WRITER/ExamWRITER license, all softwate

upgrades, and toll-free help desk services for our software applications.

The OfficeMate Software Solutions business model requitres us to amortize our
annual investment in software application development and client service across our
broad base of clients using OfficeMate Software Solutions’ software. By requiring that
everyone invest by paying this low annual fee each year, we can retain lower fees. If
fewer clients participate, the result would be substantially higher fees to amortize these
services across fewer clients.
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Symbols

= button, 142, 144, 153, 154, 155, 162, 163,
164

A

Access database
backing up, 510
restoring files, 515

accounts receivable
balancing, 383

Accounts Receivable Variance report, 404
add-in programs, 66

additional insurance carriers, 89

add-ons, 145

address change, 49

Adjustment Register report, 405

adjustments
adding and modifying types, 272
charges, 305
insurance charges, 276
inventory, 332
patient charges, 273
receipts, 278

aging reports, 371
Alt button, 22

Annual Software Maintenance Agreement See

ASMA
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ANSI insurance claims
adding information, 356
additional information, 357
note reference, 357

Applied Payment Register by Date report, 406
Applied Payment report, 405
Applied Payment Summary report, 406

appointment reminders, 495
postcards, 503

appointment schedule
resources, 213

Appointment Schedule report, 407

Appointment Scheduler
finding appointments, 228
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appointment scheduler
calendar, 208
cancelling, 238
confirming appointments, 240
copying, 237
daily view, 208
deleting, 239
icons, 222
insurance reminders, 221
modify appointments, 234
monthly view, 208
move, 236
no shows, 235
office hours, 210
opening, 206
patient welcome forms, 243
preferences, 209
providers, 213
reminders, 489
reports, 373
resource exceptions, 218
resources, 61
schedule new, 228
searching for available existing times, 225
searching for available new times, 223
service groups, 212
service reminders, 219
service templates, 215
services, 211
setting up, 208
shows, 235
viewing, 108
viewing options, 208
viewing resources, 206
work week view, 208

Appointment Utilization report, 408

area code
default, 49

ASMA, 518
Avery 5260 labels, 185, 388, 438, 481
Avery 5261 labels, 105

B

backing up
Access database
automatically, 511
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manually, 511
media, 511
SQL database
automatically, 511
manually, 513

bad address, 85, 86
Bad Address List report, 408
barcode label options, 115

barcode printing
printer, 115
products, 129, 331
services, 137

billing history, 364
Billing History report, 409
billing ID
McKesson, 52
birthday
correspondences, 487
greetings, 495
postcards, 503

board location, 329

business analysis reports
Appointment Utilization, 408
Capture Ratio, 410
creating, 397
Gross Profitability by Vendor, 424
Insurance Profitability, 430
Inventory Turnover, 433
New Patient Growth Rate, 443
previewing, 398
Product Return Analysis, 453
Walk-in Sales, 469

business names
facility ID, 49
maintaining, 49
qualifier, 49

C

cancel appointments, 238

Cancellations And No Shows report, 409
Capture Ratio report, 410

carriage return, 345

cascade open windows, 22
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change
address, 49
password, 66
phone number, 49

chargeback, 269
recording, 267

Claims Acknowledge Report, 363

Client Services team
e-mail address, 517
phone number, 517
Web site, 517

close open windows, 22

CMS 1500 form, 89
adjusting margins, 357
bill to patient on fee slip, 73
box 1, 351
box 10, 351
box 11, 351
box 11A, 352
box 11B, 352
box 11C, 352
box 11D, 352
box 12, 352
box 13, 352
box 14, 352
box 15, 352
box 16, 352
box 17, 87, 352
box 17A, 56, 57, 352
box 17B, 56, 352
box 18, 352
box 19, 352
box 1A, 351
box 2, 351
box 20, 352
box 21, 352
box 22, 352
box 23, 352
box 24A, 353
box 24B, 353
box 24C, 126, 134, 353
box 24D, 126, 132, 134, 353
box 24E, 353
box 24F, 73, 74, 353
box 24G, 132, 353
box 24H, 126, 134, 353
box 241, 354
box 24J, 51, 354
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box 25, 355

box 26, 355

box 27, 52, 355

box 28, 355

box 29, 355

box 3, 351

box 30, 355

box 31, 52, 355

box 32, 59, 355

box 32A, 55, 355
box 32B, 49, 55, 355
box 33, 355

box 33A, 49, 355
box 33B, 356

box 4, 351

box 5, 351

box 6, 351

box 7, 351

box 8, 351

box 9, 351

box 9A, 351

box 9C, 351

box 9D, 351

display sales tax, 73
number of copies to print, 74
paper stock, 202, 203, 356
preferences, 73
printing, 202, 203

recording additional information, 349

viewing, 203
COB, 126, 134

commission, 52, 127, 135
products, 117
reports, 371
services, 117

compacting database, 509
confirming appointments, 240

contact lens
duplication fees, 44
expiration, 69
hard order, 160
soft order, 151

contact lens hard order
creating new, 160
deleting, 167
product code, 163

Contact Lens Listing report, 410
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Contact Lens Sales by Patient report, 411

contact lens soft order
creating new, 151
deleting, 158
product code, 154

Contents, iii

Conversion Exception report, 412
co-payment, 89

copy appointments, 237

correspondence history
printing, 96
viewing, 96

correspondences
appointment reminders, 489
birthday, 487
delinquent, 491
recall, 485
referral, 483
service agreement renewal plan, 492
thank you, 482
welcome, 482

CPID
McKesson, 59

CPT code, 126, 134
level 11, 46

credit amounts
paying open items, 250, 302

credit card information, 95
credit limit, 94

credits
refunding, 307

Ctrl + D, 21
Ctrl + P, 20, 195

customization
contact lens duplication fees, 44
diagnosis codes, 35
marketing groups and categories, 47
procedure codes, 45
recall schedule, 39, 40, 173, 175
service agreement renewal plan, 41, 42,

43

ZIP code shortcuts, 36, 38
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Daily Production Summary report, 412

daily reports
creating, 375
exporting, 376
previewing, 376
printing, 376

Daily Transaction Audit report, 414

data
automatically backing up, 511
backing up, 510
manually backing up, 511
database
backing up, 510
compacting, 509
restoring, 515
DataHEALTH, 511
Day Sheet Details report, 414
Day Sheet Summary report, 416
default area code, 49
delete appointments, 239
Deleted Patients report, 417
deleting
add-in programs, 66
mailing schedule, 40, 43
marketing category, 47
marketing group, 47
patient records, 109
providers, 51
recall schedules, 40
renewal fee schedule fee, 43
resources, 61

service agreement renewal plan, 43
vendors, 54

delinquent
correspondences, 491
notices, 495

demographic information, 83

denials, 280

Department of Public Safety number, 51
Deposit Ticket report, 417

Diagnosis Code Listing report, 418
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diagnosis codes, 35, 195
adding to fee slip, 21
adding to OfficeMate, 35

Discount Register report, 418

discounts
applying, 200

DMERC, 58

DPS See Department of Public Safety number
driver’s license, 95

duplicate patients, 88

Dymo LabelWriter, 105

E

edge, 144
eDocuments, 101
folder, 101
naming conventions, 101
EIN number, 51
electronic claims
payor 1D, 59
electronic documents, 101
naming conventions, 101
electronic insurance claims
exporting, 359
e-mail support, 517
EMG, 126, 134
encounters, 83

envelopes
#10 single window, 202, 390
#10 standard, 202, 390
#9 standard, 202, 390
Envelope for OfficeMate
Statements/Invoices, 390

EPSDT, 126, 134, 353

errors
correcting insurance claims, 347

Esc button, 22
exam forms, 495

ExamWRITER
rigid contact lens Rx, 161
security, 64, 65
soft contact lens Rx, 152
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Exclusion Claims Report, 363

Exclusions Claims Report, 363

exporting
daily reports, 376
insurance claims, 358

internal marketing report, 389

monthly reports, 382

on demand reports, 243, 387

patient information, 108
print image file, 359
statements, 393

weekly reports, 379
yearly reports, 385, 398

eyewear order
add-ons, 145
creating new, 140
delete, 149
edge, 144
frame, 145
lens, 142
mount, 144
POF, 146
product code, 144, 147
redo, 148
Rx, 142
status, 171
uncut, 144

Eyewear Order window
opening, 140

eyewear Rx
expiration, 69

F

F12 button, 19

F2 button, 19, 119
F4 button, 20

F5 button, 21, 195

facility 1D
business name, 49
place of service, 55

fee classification, 94

Fee Slip Audit report, 419
Fee Slip Detail report, 420
Fee Slip on Hold report, 421
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fee slips
adding data to line items, 306
CMS 1500 forms, 203
creating, 190
creating from ledger, 300
creating purchase orders, 336
deleting items, 198
diagnosis codes, 195
discounts, 196, 200
editing from ledger, 298
holding, 201
insurance, 196
maintaining purchase orders, 336
modifiers, 197
opening, 190
printing, 419
printing receipts, 202
product and service information, 194
recording, 202
recording payments, 198
sales tax, 196
viewing from ledger, 297
voiding, 202

file folder labels, 105

finance charges

applying, 94
calculating, 72, 392, 394

financial group, 126, 134

financial information

credit card information, 95

credit limit, 94

driver’s license, 95

fee classification, 94

finance charges, 94

late charges, 95

recording, 94

sending statements, 94

sending to collection, 94
financial transaction reports, 371
find

guarantor, 82

patient, 82

products, 119

services, 119

Find Appts, 228
Frame Aging report, 421
Frame Listing report, 422
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Frame Sales Detail by Manufacturer
report, 423

Frame Sales Summary report, 423

FrameMate
calculating fees, 320
deleting manufacturers, 324
FRAMES Quarterly CD-ROM, 316
FRAMES SPEX UPC CD-ROM, 314
Marchon CD-ROM, 317
Marchon diskette, 317
Marchon downloaded frames, 317
opening, 313

Index

transferring frames to OfficeMate, 320

viewing frame information, 323

frames
creating new order, 140
eyewear order, 145
installing, 313
product code, 147
transferring to OfficeMate, 320

FRAMES Quarterly CD-ROM, 316
FRAMES SPEX UPC CD-ROM, 314

frames/buying group cost
VSP insurance, 126, 133

Front-End 277 Claim Status Rejection
Report, 363

Front-End 277 Claim Status Report, 363

Front-End Level 1, McKesson 997 Report, 363

G

general ledger numbers, 116
GoToMyPC, 29

grace period, 72, 391, 392
Graph - Patients by Age, 423
Graph - Patients by City, 423
Graph - Patients by Gender, 424

Graph - Patients by Insurance Type, 424

Graph - Patients by Source, 424
Graph - Patients by ZIP Code, 424
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graphs, 372 HIPAA information
creating, 395 EIN number, 51
Patients by Age, 423 HIPAA Privacy Officer, 51, 98
Patients by City, 423 inf .
Patients by Gender, 424 HIPAAMate information

deleting, 98

Patients by Insurance Type, 424 - _
patient PHI disclosures, 99

Patients by Source, 424

Patients by ZIP Code, 424 printing, 98
printing, 395 recording, 97
ol viewing, 98
Gross Profitability by Vendor report, 424
HMO, 90
group #

insurance company, 52 holding fee slips, 201

group NPI number, 49
guarantor information, 84

linked patients, 85 iBackup Powered by DataHEALTH, 511
ICD-9 codes
H adding to fee slip, 21
adding to OfficeMate, 35
hard lens order )
creating new, 160 icons
deleting, 167 setting up, 222
product code, 163 implementation, 23
redo, 166 optional, 23
Rx notes, 163 required, 23
status, 171 inactive
Hard Lens Order window patients, 109, 110
opening, 159 products, 120, 124
hardware specifications, 25 services, 120, 133
backup media, 27 Inactive Frames List report, 425
hard drive, 26 infoExchange.prop
memory McKesson, 345
workstation, 25 . .
monitor, 26 installing
monitor and video adapter, 26 frames, 313
printer

barcodes, 26

documents, 26

labels, 26
processor

server, 25

workstation, 25
RAM on networked systems, 25
scanner

barcode, 26

document, 26

HCPCS code, 126, 134
help, 517
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insurance, 280
additional carriers, 89
applying payments to open balances, 254
assign acceptance, 52
chargebacks, 267, 269
co-payment, 89
don't assign acceptance, 52
fee schedule, 58, 60
fee schedules, 61
financial transactions reports, 372
group #, 52
HMO, 90
information, 52
insured ID number, 89
overpayment, 256, 271
Pin #, 52
plan name, 89
policy group number, 89
policy type, 90
PPO, 90
recording information, 89
release information, 90
reminders, 221
signature on file, 90
submitter ID, 52
transferring charges to patients, 286

Insurance Aging by Patient Detail report, 426

Insurance Aging by Patient Summary
report, 426

Insurance Aging Summary report, 427
Insurance Analysis report, 428
Insurance Audit report, 428

Insurance Charge Back report, 427

insurance claims
closing claims on hold, 367
correcting errors, 347
exporting, 358
McKesson transferred files, 362
previewing, 358
print list of open claims, 347
printing, 358
receiving files from McKesson, 361
releasing claims on hold, 366
reprocessing, 365
selecting, 346
sending to McKesson, 359

Insurance Listing report, 429
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Insurance Profitability report, 430
Insurance Revenue report, 431
insured ID number, 89

interface elements, 17

Internal Marketing Report
creating, 388
exporting, 389
previewing, 389
printing, 389

Internal Marketing report, 431

inventory
adjusting, 332
board location, 329
closing periods, 341
counting, 339
maintain perpetual, 114
preferences, 328
product details, 330
receiving products, 338
recording, 339
reports, 372
scanning, 340
start maintaining, 327
Variance report, 340

Inventory Adjustments report, 432
Inventory Profitability report, 432
Inventory Turnover report, 433
iTrains, 15

K
knowledge base, 16, 518

L

lab orders
printing, 434
reports, 372
staff member’s name, 69

Lab Orders Outstanding report, 435

Lab Orders Patient Follow-Up report, 436
Lab Orders Patient Notification report, 437
Lab Orders Received & Notified report, 438
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labels
Avery 5260, 185, 388, 438, 481
Avery 5261, 105
Dymo LabelWriter, 105
preferences, 70
printing, 105, 185, 388, 438, 481

labs
adding new, 54
adding to eyewear order, 168
modifying, 54

late charges

applying, 95
calculating, 391
caluculating, 72

ledger

adding data to fee slip line items, 306

adjusting charges, 305

creating fee slips, 300

editing fee slips, 298

opening, 295

paying open items with credit
amounts, 302

printing, 309

refunding patient credits, 307

returning products, 303

view and printing statements, 310

viewing fee slips, 297

viewing receipts, 300

lens
duplication fees, 92
eyewear order, 142
product code, 144

Lens Product Loader, 75
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letters, 100
creating, 496
deleting, 502
font, 496
margins, 496
merge fields, 497, 499, 500
merging, 497
modifying, 500
page size, 496
paper stock, 180
print preview, 501
printing, 501
recall, 177
renaming, 501
tab stops, 497, 499, 500
tables, 497, 499, 500
tabs, 496

license agreement, ii

list box selections
adding, 34
modifying, 34

lists
paper stock, 183
printing, 183

local use, 126, 134
location, 18
logging out, 77

M

mailing labels, 105

mailing options, 85

maintaining fields, 19

Marchon CD-ROM, 317

Marchon diskette, 317

Marchon downloaded frames, 317

margins
adjusting CMS 1500 form, 357
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marketing information
ethnicity, 91
groups and categories, 47
insurance type, 91
lens duplication fees, 92
mailing information, 91
recording, 91
service agreements, 92

mass changes, 116

McKesson

billing 1D, 52

carriage return, 345

carrier maintenance, 345

Claims Acknowledge Report, 363

CPID, 59

EMF client login ID, 346

EMF client login password, 346

Exclusion Claims Report, 363

Exclusions Claims Report, 363

Front-End 277 Claim Status Rejection
Report, 363

Front-End 277 Claim Status Report, 363

Front-End Level 1, McKesson 997
Report, 363

infoExchange.prop, 345

McKesson Acknowledgement Report, 363

McKesson Status of Transfer Report, 363

payor ID, 59

Payor Reports, 363

receiver code, 345

receiver ID, 345

receiving files, 361

Recreate Report, 363

reports, 362

senders code, 345

sending insurance claims, 359

submitter ID, 52

transferred files, 362

McKesson Acknowledgement Report, 363

McKesson filing information sheet
username, 345

McKesson Status of Transfer Report, 363
Medicare allowable fee, 125, 134

merge fields
letters, 497, 499, 500
postcards, 505, 506
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merging
letters, 497

Microsoft Terminal Server, 25
modifiers, 196
Monthly Production Summary report, 439

monthly reports
balancing accounts receivable, 383
creating, 380
exporting, 382
previewing, 382
printing, 382

mount, 144
move appointment, 236

N

navigation schemes, 18
Alt, 22
cascade open windows, 22
close open windows, 22
Ctrl + D, 21
Ctrl + P, 20
Esc, 22
F12, 19
F2, 19
F4, 20
F5, 21
right-click functionality, 18
Tab, 22

network specifications, 29
cables, 29
cards, 29
remote access, 29
switches, 29
wireless, 29

New Patient Demographics report, 442
New Patient Growth Rate report, 443

new patient record, 80
opening, 81

notes, 93
printing, 93

NPI number
group, 49
provider, 49, 51
referring doctor, 56
service facility, 49, 55
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O

office hours
setting up, 210

OfficeMate
implementation, 23
interface elements, 17
navigation schemes, 18
new features, 17
overview, 16

OfficeMate Software Solutions University (OS-

SU). See OSSU

on demand reports
exporting, 243, 387
previewing, 387
printing, 243, 386, 387

one-click documents, 109
preferences, 70

online support, 517

open balances
applying insurance payments, 254

open charges
close out, 191, 192
deleting, 191, 192
posting, 191, 192

Open Charges report, 444
Ophthalmic Lens Listing report, 444
Order Recommendation report, 444

OssuU
overivew, 16
registration, 16

other ID
referring doctor, 57

other preferences, 69
Other Product Listing report, 446

overpayment
insurance, 256, 271

P

password, 66

Patient Aging - Detail report, 447
Patient Aging - Summary report, 448
Patient Credit Refund report, 448
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patient credits
refunding, 307

patient demographic, 373
recording information, 83
reports, 373

Patient Demographics report, 449

patient information
exporting, 108
PHI disclosures, 99
printing, 107
viewing, 107

Patient List report, 450

patient notes, 93
printing, 93

patient preferences, 68

patient receivables
apply payments, 246

patient records
creating new, 80
deleting, 109
opening, 81

Patient w/Past Due Recall Date report, 451

patient welcome forms, 243

Patients icon, 79

Patients in Quick List report, 450
Patients w/No Recall Date, 450
Patients w/No Recall Date report, 450

payments
apply to patient receivables, 246
deleting receipts, 293
modifying, 294
modifying receipts, 301
paying open items with credit

amounts, 250

recording, 198

payor ID, 59
McKesson, 59

Payor Reports, 363
PHI disclosures, 99
phone number change, 49
phone support, 517

Physician Quality Reporting Initiative
level Il CPT codes, 46
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Physician Quality Reporting Initiative (PQRI)

diagnosis codes, 36

Pin #
insurance company, 52

place of service, 54
facility ID, 55
qualifier, 55

plan name, 89

POF, 146

policy group number, 89

policy type, 90

postcards
appointment reminders, 503
birthday greetings, 503
creating, 503
deleting, 508
merge fields, 505, 506
modifying, 505
paper stock, 180, 388, 451, 481
printing, 388, 451, 481, 506
recall notices, 503
referral thank you notes, 503
renaming, 507
service agreement renewal notices, 503
tab stops, 505, 506
thank you notes, 503
welcome greetings, 503

posting date, 30
posting open charges, 191, 192
PPO, 90
PQRI
diagnosis codes, 36
level 11 CPT codes, 46

preferences
appointment scheduler, 209
CMS, 73
inventory, 328
label printer, 70
one-click document, 70
other, 69
patient, 68
statements, 72

prepayments
recording, 248

530 OfficeMate User's Guide

Index

print image file

exporting, 359

printing

business analysis reports, 397
CMS 1500 form, 74

CMS 1500 forms, 203, 356
daily reports, 375, 376

graphs, 395

internal marketing report, 389
internal marketing reports, 388
labels, 105

ledger, 309

letters, 501

monthly reports, 380, 382

on demand reports, 243, 386, 387
patient information, 107
postcards, 506

receipts, 202

statements, 390, 393

Variance report, 340

weekly reports, 377, 379
yearly reports, 384, 385, 398

Procedure Code Listing report, 452

procedure codes
adding, 45
level Il CPT codes, 46

product code, 128, 136, 330
eyewear order, 144
frame, 147
hard contact lens, 163
Rx, 144
soft contact lens, 154

Product Return Analysis report, 453
Product Transaction Details report, 454
production group, 127, 135

Production report, 455
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products
adding, 119, 120, 122
additional information, 125
add-on type, 123
barcode, 129, 331
blank size, 123
board location, 129, 331
COB, 126, 134
color, 128, 330
commission, 117, 127, 135
cost, 124
CPT/HCPCS code, 126, 134
designer series, 123
discontinued, 129
EMG, 126, 134
EPSDT, 126, 134
fee, 124
financial group, 126, 134
finding, 119
finish, 123
frame type, 124
frame usage, 124
frames/buying group cost, 126
gender, 123
inactive, 124
insurance fee type, 124
itemizing details, 128
lens category, 123
lenses per pack, 124
local use, 126, 134
manufacturer, 123
mass changes, 116
material, 123
Medicare allowable fee, 125, 134
modifying, 122
mount, 123
patient fee type, 125
production group, 127, 135
Quick List, 124
returning, 303
sales report, 373
setting up types, 114
sizes, 128, 330
standard temple, 124
stocking type, 123
tax type, 124
tint, 123
type, 123
unit of measure, 124
UPC code, 129
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vendor, 124
Products Sold report, 454

Products window
opening, 118

provider commission, 52

Provider Commission Detailed report, 456
Provider Commission Summary report, 456
Provider Listing report, 457

provider NPl number, 49, 51
provider/staff names, 50

providers
setting up schedules, 213

Purchase Order - Back Order report, 458
Purchase Order Detailed report, 459
Purchase Order Summary report, 459

purchase orders
creating, 334
creating from fee slips, 336
maintaining, 334
maintaining from fee slips, 336
printing, 458
receiving products, 338

Q

qualifier
business, 49
place of service, 55
referring doctor, 56

Quick List
adding patients, 479
all providers, 478
opening, 478
Patients in Quick List report, 450
preferences, 478
Prov column, 478
refresh, 478
report, 373
room, 478, 480
sort, 478
using, 480
view appointments only, 478
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recalls
assigning dates to patients, 176
correspondences, 485
creating letters, 177
creating schedules, 39, 173
dates, 94
deleting schedules, 40, 175
eligibility, 94
history, 93
letters, 177
modifying letters, 179
modifying schedules, 40, 175
notices, 495
paper stock, 180
Patient w/Past Due Recall Date report, 451
Patients w/No Recall Date report, 450
postcards, 503
printing correspondence, 180
printing labels, 185
printing list of patients, 183
recording, 93, 176
reminders, 132
reports, 373
reviewing, 93
types, 93
updating, 200

receipts
deleting, 293
modifying payments, 301
opening, 245
paper stock, 202
viewing from ledger, 300

Receipts Journal report, 460

recorded by
security, 63

Recreate Report, 363
Red Flags Rule, 95
Re-Do Lab Orders report, 460

referral, 86
correspondences, 483

referral thank you notes, 495
Referrals report, 461
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referring doctor
NPI number, 56
other ID, 57
qualifier, 56

referring professional, 87

refunding
unapplied patient credits, 291

remote access specifications, 29

reports, 373, 450, 451
Accounts Receivable Variance, 404
adding to tabs, 370
Adjustment Register, 405
aging, 371
Applied Payment, 405
Applied Payment Register by Date, 406
Applied Payment Summary, 406
Appointment Schedule, 407
Appointment Utilization, 408
Bad Address List, 408
Billing History, 409
business analysis, 397
Cancellations And No Shows, 409
Capture Ratio, 410
commission, 371
Contact Lens Listing, 410
Contact Lens Sales by Patient, 411
Conversion Exception, 412
daily, 375
Daily Production Summary, 412
Daily Transaction Audit, 414
Day Sheet Details, 414
Day Sheet Summary, 416
Deleted Patients, 417
Deposit Ticket, 417
Diagnosis Code Listing, 418
Discount Register, 418
Fee Slip Audit, 419
Fee Slip Detail, 420
Fee Slip on Hold, 421
financial transactions, 371
Frame Aging, 421
Frame Listing, 422
Frame Sales Detail by Manufacturer, 423
Frame Sales Summary, 423
Gross Profitability by Vendor, 424
history, 398
Inactive Frames List, 425
Insurance Aging by Patient Detail, 426
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Insurance Aging by Patient Summary, 426
Insurance Aging Summary, 427
Insurance Analysis, 428

Insurance Audit, 428

Insurance Charge Back, 427
insurance financial transaction, 372
Insurance Listing, 429

Insurance Profitability, 430
Insurance Revenue, 431

Internal Marketing, 431

internal marketing, 372, 388
inventory, 372

Inventory Adjustments, 432
Inventory Profitability, 432
Inventory Turnover, 433

lab orders, 372

Lab Orders Outstanding, 435

Lab Orders Patient Follow-Up, 436
Lab Orders Patient Notification, 437
Lab Orders Received & Notified, 438
lists, 370, 372

monthly, 380

Monthly Production Summary, 439
New Patient Demographics, 442
New Patient Growth Rate, 443
Open Charges, 444

Ophthalmic Lens Listing, 444
Order Recommendation, 444
Other Product Listing, 446

paper stock, 370

Patient Aging - Detail, 447

Patient Aging - Summary, 448
Patient Credit Refund, 448

Patient Demographics, 449

Patient List, 450

Patients in Quick List, 450

printing, 370

Procedure Code Listing, 452
Product Return Analysis, 453
product sales, 373

Product Transaction Details, 454
Production, 455

Products Sold, 454

Provider Commission Detailed, 456
Provider Commission Summary, 456
Provider Listing, 457

Purchase Order - Back Order, 458
Purchase Order Detailed, 459
Purchase Order Summary, 459
Quick List, 373
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recalls, 373

Receipts Journal, 460

Re-Do Lab Orders, 460

Referrals, 461

removing from tabs, 374

Returns And Refunds, 462

Sales Tax, 462

scheduler, 373

Service Listing, 463

Stock Status, 465

Top Selling Frames - Detail, 466
Top Selling Frames - Summary, 466
Transferred Unapplied Ins. Amount, 466
Unapplied Amounts, 467

Vendor Listing, 468

Void Fee Slip Register, 468

Walk-in Sales, 469

weekly, 377

yearly, 384

Reports, Statements & Graphs window
opening, 370

resource exceptions
setting up, 218

resources, 61
deleting, 61
setting up schedules, 213
viewing in appointment scheduler, 206

restoring database files
Access, 515
SQL, 515

returning products, 303

Returns And Refunds report, 462

RFR, 95

right-click functionality, 18

room, 478, 480

routing slips, marketing communications, 495

Rx
default expiration, 69
eyewear order, 142
order status, 171
product code, 144
tracking orders, 168

S

sales report, 373
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sales tax
CMS 1500 form, 73
modifying by product, 124
modifying by service, 132
modifying globally, 114
removing from fee slip, 196, 306

Sales Tax report, 462

scanner
barcode scanner specifications, 26
document scanner specifications, 26

scanning
eDocuments, 98, 102
inventory, 340

schedule appointments, 228

search
appointment scheduler, 223, 225

security
change password, 66
customizing, 62
ExamWRITER, 64, 65
recorded by, 63
reports, 64

service agreement renewal plan
creating, 41
deleting, 43
modifying, 42
notices, 495
postcards, 503
printing, 492

service agreements, 92

service facility
NPI number, 49, 55

service groups, 212
Service Listing report, 463

534 OfficeMate User's Guide

Index

services
adding, 119, 120, 131
additional information, 133
barcode, 137
commission, 117
cost, 132
discounts, 114
duration, 132
fee, 133
find, 119
inactive, 133
insurance fee type, 132
itemizing details, 136
mass changes, 116
modifiers, 132
modifying, 131
patient fee type, 134
Quick List, 133
reminders, 219
setting up, 211
setting up types, 114
stocking type, 131
tax type, 132
UPC code, 136

soft lens order
creating new, 151
deleting, 158
product code, 154
quantity, 155, 164
redo, 157
status, 171

Soft Lens Order window
opening, 150
software specifications, 24
operating system
server, 24
workstation, 24

SQL database
backing up, 510
manually backing up, 513
restoring files, 515
SQL Server 2005 Management Studio Express
Edition
backing up data, 513
staff/provider names, 50

eyefinity/OfficeMate



Index

statements
creating, 390, 463
exporting, 393

finance charges, 72, 392

late charges, 72, 391
payment due date, 73
preferences, 72
printing, 390, 393
sending, 94

view and printing from ledger, 310

Stock Status report, 465
submitter ID

insurance company, 52

McKesson, 52

support
e-mail, 517
knowledge base, 518
online, 517
phone, 517

system specifications, 23
hardware, 25
network, 29
software, 24
terminal server, 25

T

Tab, 22

Task Manager
adding tasks, 474
changing dates, 475
deleting tasks, 476
opening, 474

recording completed tasks, 475
recording open tasks, 476

updating tasks, 475

tax
CMS 1500 form, 73

modifying by product, 124
modifying by service, 132
modifying globally, 114
removing from fee slip, 196, 306

terminal server, 25

thank you correspondences, 482

thank you notes, 495
postcards, 503
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third party processing
billing history, 364
carrier maintenance, 345

Third Party Processing window
opening, 345

Top Selling Frames - Detail report, 466
Top Selling Frames - Summary report, 466
tracking Rx orders, 168

training sessions, 15

Transferred Unapplied Ins. Amount
report, 466

transferring
insurance charges to patients, 286
unapplied insurance credits, 287

U
unapplied amounts
applying, 246
Unapplied Amounts report, 467

unapplied insurance credits
transferring to patients, 287

unapplied patient credits
refunding, 291

uncut, 144
UPC code, 129, 136, 330

V
V codes

adding, 45
Variance report, 340
Vendor Listing report, 468
vendor names, 54
viewing

CMS 1500 forms, 203

patient appointments, 108
patient information, 107

VisionWeb integration, 69
Void Fee Slip Register report, 468
voiding fee slips, 202

VSP
pricing orders, 170
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VSP insurance, 196

W

Walk-in Sales report, 469

weekly reports
creating, 377
exporting, 379
previewing, 379
printing, 379

welcome correspondences, 482

welcome greetings, 495
postcards, 503

Word postcards, 503
writing off charges, 289
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Y

yearly reports
creating, 384
exporting, 385, 398
previewing, 385
printing, 385, 398

Z

ZIP code shortcuts
adding, 36
modifying, 38
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