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INTRODUCTION TO DESKTOP CHARGE CAPTURE

Introduction to Desktop Charge Capture

When you have finished logging in, the Patient List tab is
immediately displayed. The Patient List tab is the main access
point for patient information. Many of the elements found on the
Patient List screen can also be found on the main screens of the
other PatientKeeper tabs. These features behave in a similar
manner across the entire application, and are described below.

1. Tabs for 2. Username & 3. Filter drop- 4. Provider Directory,
navigation access level down lists Help & Logout options

a PatientKeeper User: cwbresnahan (3) - Microsoft Internet Explorer -

[Provider Directory  Hels  Logout] &
Patient List | Schedule | Patient Search | Charges Prer*nces) r
Mo Profile Selectad v Al )=
. (=Dc-;| DARR, MOLLY &
Manage - || Print - (68Y Female) MRN 0029000 i
ame (29 Desc/Reason A Location - 3
ANGELINEAMONA — 82Y F o3 3K} 2]/ overview Visits H
Sepsis Patient Detzil | Arfival  Provider Dischag
BLAZER, ROY TOY M 43 506.4 T | 12029008 JAMES, ;
Sepsis Wisits IR
BOMMET, LPLA ar F 43 3098 1
Asthma exacerbatio <
BROOKS, ANGELA  12Y F did ER 2
Abdorninal Fain HELuD —'l—f
CHANG, ER|C 44Y M 010032007 ClinG.1 . . A
ST Yisit Detail _AE
COLLING, JOHN 48Y M 01012007 ClinG.A Lharges VISIT DESCRIPTION ,
Follow up Visit Number 0020000 %
DARR, MOL|Y BEY F 3 5014 ReasonFor o ad
Acute Ml Visit f
CCREE, RUTT 2 ) O06 Cischarged (oo Arrival Date 12/29/06
Hip Fracture . b
GREEME, CHRISTINA 61Y F 01032007  ClinG.1 Dischaigellate 4
Mew Patient Financlal Class | (
HEATHREL o o0 STY M 80 | 0 805A e b a Loobos avenoongmsaggonnd
5. Column 6. Clickto 7. Scroll bars 8. Buttons 9. Hypertext
headings for select links
sorting items

1. Tabs for Navigation

Each major category of information is located on a tab in the
PatientKeeper system. Simply click on a tab to view the
information contained on it. The number of tabs that are
displayed depend upon the options your institution has chosen to
implement, as well as your security access level. Most healthcare
providers see the following tabs:

PatientList | Schedule | PatientSearch | Charges | Preferences
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INTRODUCTION TO DESKTOP CHARGE CAPTURE

2. Username and Access Level

The title bar of the window displays the name of the user who is
currently logged into the system, as well as their access level. If
another user leaves the application open on a desktop, you should
log them out and log in as yourself prior to using the system.

——
4J Patientkeeper User: wesmith {3) - Microsoft Internet Explorer =10/ x| |

3. Filter Drop-Down Lists
Filters are used to decrease the number of items that | .

are currently displayed on the screen (patients, Al
charges, visits, etc.), allowing you to momentaril .

g ) 9. <) g y y Mon-Yerified
focus on a particular subset. Most screens have a Added By User

pre-defined list of commonly used filters, similar to =~ ¢V
Rounding List

this filter list found on the Patient List tab. Click on
the drop-down list to select a filter. Select All from
any filter list to revert back to the full list of items.

4. Provider Directory, Help, and Logout Options

The Provider | Provider Directory  Help Luguut| . .
Directory, Help, patient
and Logout

options are located in the upper right corner of every screen. The
Provider Directory is an optional feature that may or may not be
available at your organization. It is similar to a telephone book
containing contact information for providers associated with your
organization.

5. Column Headings for Sorting

Most columns throughout PatientKeeper can be used to sort the
displayed data. Simply click on the column heading once to sort
the list in ascending order, and click on it again to sort in
descending order.

v
Name (5) 7 Desc/Reason Location
The orange arrow AYERS, MITCHELL 18Y M d:0 PkHospital

indicates that this list is : .
BLUNT, JAMES  37Y M 1200772006 OP-G.ClinG.APKHospital

sorted in alphabetical Mew Patient
order by last name. CHEEVERS, LEROIG4Y M dd 5(.501 APKHospital
Acute M
GOLMONT, ROY  B3Y M d3 ER-G.ER.5.PKHospital
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INTRODUCTION TO DESKTOP CHARGE CAPTURE

6. Selecting Items from Displays of Information

Many screens display information in a table format, consisting of
columns and rows. The rows might contain patients, visits,
charges, etc. In many instances, you must select a row in order to
perform some type of action on it. For example, you must select a
patient from your patient list, in order to view a list of their visits.
To select a row, just click on it. When a row is selected, the
background color changes from white to light orange. To deselect
a row, click on it again.

JAMES, FRAMCIMNE BEY F 47 UHL10T.A
Fever Patient is
JOUETT, FLETGHER iﬂwm d:4B UHIS19.8 4 oacted
Igraine

7. Scroll Bars

When the current display is longer or wider than one page, use
the vertical or horizontal scroll bars to view the entries at the
bottom or right side of the page.

8. Buttons

Many screens contain buttons that allow you to oo oy |
perform some type of action. For example, on

the Patient List tab, there are buttons that allow you to add or
remove patients from your list. Often, you must select an item
prior to clicking a button. For example, you must select a patient
visit on the Patient Search tab prior to clicking the Add To
Patient List button.

9. Hypertext Links

Hypertext links appear as regular blue or red Overview
underlined text. When you click on a hypertext Eatlent Detail
link, the system opens a window that displays walts
information related to the option you are currently

viewing. You may or may not be able to change the information
displayed in the window. Similar to buttons, you must often
select an item prior to clicking on a hypertext link. For example,
on the Patient List tab you must select a patient prior to clicking
on any of the links in this illustration.
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10. Icons
There are a variety of standard icons visible on many different
screens:

Printer icon = : sends the contents of the current window to
the printer. If you would like to see a preview of the printed
report on your screen, prior to sending it to a printer, hold
down the Control key and then click on the Printer icon.

Refresh icon : Throughout the day, data is changed in the
system. If you leave a particular option displayed on your
desktop for an extended period of time, you will not see the
latest information. Click the Refresh icon to retrieve the most
current information from the database and re-display it on
your screen.

Details icon [El : Many options contain a Details icon
whenever a list of patient names or visits is displayed. You
can click this icon to view demographic and visit details, to
help you confirm whether or not you have selected the
correct patient or visit. When you do so, the system displays
the standard patient data display screen, which includes
demographic, financial, visit, and charge information. See
The Patient List Tab on page 7 for more information.

Mark as Viewed icon : Any clinical data (clinical notes
or problems) that you have not yet viewed on either the
Desktop Charge Capture application or your handheld device
are displayed in bold typeface, while those that you have
viewed are displayed in regular typeface. You can click on
this icon to mark all of the currently displayed information
for a patient as viewed, without having to individually select
and display each item on the Desktop Charge Capture
application or your handheld device. You might do this if, for
example, you had already seen the information in the
patient’s paper medical record.

Add Charge icon *$ :Whenever you see the Add Charge
icon, you can click on to post a charge for the currently
selected patient or visit.
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THE PATIENT LIST TAB

rateniist | The Patient List Tab

When you first log into the Desktop Charge Capture application,
the system automatically displays the Patient List tab (see
Figure 1 on page 8). This tab contains two major elements: your
short patient list on the left side of the screen, and a patient data
display area on the right side.

Your short patient list consists of all those patients who have a
recent visit, and with whom you have some type of active
relationship. For example, you might be the attending physician
for a patient’s inpatient visit, or the scheduled provider on a
patient’s outpatient appointment.

In the patient list area of the screen, you can sort or filter your list,
as well as add or remove patients from your list. You may also be
able to send patients to other providers’ lists, or choose patients
from other providers’ lists and add them onto your own list.

The patient data display area is used to display demographic,
visit, or charge data for the patients on your short patient list. You
can also enter charges for any patient on your list. You must first
select a patient from your list prior to displaying information or
entering charges.
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t List Tab
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ratieniList | Patient List Area

Buttons to manage your list. Filter drop-down list
PKHospig = | alypl=l No
(! manage ~ | Print~ | DN |l
. Name (31)7 Desc/Reason Location| Hidden
Placeholder patient —» (Fitz, william" y1v M walk-in clifi Mon-verified
i Added By User
(quotation marks) ANGELINE, MONA  82¥ F di4 I -
Sepsis Rounding
. . BLAZER, ROY 78Y M dd 5064 | OR Today
Authenticated patients Sepsis Office Today
(standard name format)| ~ BONNET.LOLA gr Foa3 9B ofice Yesterday
Asthma exacerbation
BROOKS, ANGELA ~ 12¥ F d:D ERZ Office Tornorrow
_ Abdorningl Pain All Office Visits
Manually registered—y("CARTER, ROBERT* ;:ﬁlngalgunaxznn? cu
patient (asterisk) CHANG, ERIC 44v M 01042007 Cling.y | Cardiolgy Groug
FostOP CHF Patients
COLLING, JOHN 40 M 01022007 ClinGA | Diabetes Patients
Fallow up
DARR, MOLLY 6EY F dd 5014
Acute MI
GLASS, RUDY 48Y M 122802006 Discharged (308.4)
Hip Fracture

Your patient list is located on the left side of the Patient List tab.
There are a variety of possible sources for these patients:

Authenticated patients: these are standard patients that have
been registered on a backend system, such as Cerner® or
MEDITECH®. They are displayed in standard name format.

Non-Verified patients: these are the temporary patients that
you have manually created on your handheld device. You
would do this if you needed to enter forms or charges for a
patient who had not yet been registered on your backend
system. Their names are enclosed in quotation marks. Non-
verified patients can also be converted to manually registered
patients, either automatically or by ancillary staff, once
complete demographic data has been obtained (see next
bullet).

Manually registered patients: these are patients that are
manually registered directly in the Desktop Charge Capture
application by ancillary staff (an optional feature that your
institution may or may not have implemented). These are
patients, who for a variety of possible reasons, were not
registered on your backend system. They have an asterisk
appended to the end of their names.
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Use the

drop-down lists found on this portion of the screen to

manage the contents of your short patient list:

m  Manage drop-down list: enables you to manage your patient

list.

The Manage drop-down list provides several options by

which you can manage the contents of your patient list. You
can select one of the following options, depending on the
privileges granted in your user profile:

2,
£

*,
o

Add Patient option: allows you to select patients from
other providers’ lists and add them to your own list. You
might need to add a patient to your list if, for example,
another provider asked for your assistance in caring for
one of their patients. When you select the Add Patient
option, a search screen appears. Search for the patient
you want to add by entering some identifying
information, select the patient from the resulting list,
define your relationship to the patient (consulting,
attending, interested party, etc.), and then click on the
Add button.

Remove Patient option: allows you to remove patients
from your list. You might remove a patient from your
short list if an outpatient appointment had been
cancelled, or if another provider saw the patient instead
of you. When you click on the Remove button, a screen
appears showing your entire short patient list. Select any
patients you want to remove, and then click on the
Remove button.

Get Patients from Another User option: allows you to
get patients from other providers. You might need to get
patients from a provider who is going off duty, and
wishes to pass their patients on to you if you are coming
on duty. When you select this option, the Get Patients
from Another User screen appears. you should then
identify the exiting provider, select some or all of the
patients from that provider’s list, define your own
relationship to those patients, and then click on the Add
button.

PAGE 10
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RS

» Send Patients to Another User option: allows you to
take one of the patients on your short list and add it to
another provider’s list, which is known as sending the
patient, or patient handoff. You might do this if you
wished to consult with another provider regarding a
particular patient’s care. When you select this option, a
screen appears showing your entire patient list. Select
any patients you want to send, search for and select the
receiving provider, and then click on the Send button.
(Note: The patient is now on the recipient’s list and also
still on your own list.)

Print drop-down list: provides several print options,
depending on the privileges granted in your user profile. The
standard print options allow you to print: a copy of your
patient list, or a standard rounding report based on your
patient list.

Profile drop-down list: this drop-down list controls the
profile that is currently active for your web session. Profiles
are a combination of settings that allow you to optimize both
the amount and composition of patient data currently
displayed on the screen and are generally used when a
provider works in more than one facility or location. An
administrator (or any user) can design a profile for each
location, thereby allowing the user to switch the list of
patients that is currently displayed. To apply a profile to your
patient list, click on the Profile drop-down list, and select a
profile name. If you are unsure of what a particular profile
will do, hold your mouse pointer over the name of the profile
in question, and the system displays a description of it. Since
you can apply different profiles on the Desktop Charge
Capture application and on your handheld device, the Profile

drop-down list displays a handheld device icon L next to
the profile that is currently selected on your handheld device
(if you use one).

View filter drop-down list: view filters are applied after
profiles. You can use view filters to temporarily decrease the
number of patients who are displayed in the patient list area
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of your screen. Your department administrator may have
designed filters that are useful in your department. For
example, there might be filters that enable you to view just
the patients in a particular location or of a particular visit
type. In addition, you may design your own personal view
filters (please refer to the Desktop Charge Capture User s
Guide for detailed instructions).

m  Minimize/maximize button: You can minimize the size of
the Patient List, and thereby increase the size of the Patient
Data Display area, by clicking on the minimize/maximize
button. The Patient Data Display area then takes advantage of
the full screen when displaying detailed patient information.
The Patient List shrinks to the top left corner of the screen,
and a Select Patient button appears in that area. To select a
different patient while leaving the Patient List minimized,
click the Select Patient button. A small version of your
patient list appears: just click on the name of the patient
whose information you want to view now.

PAGE 12 PATIENTKEEPER CHARGE CAPTURE SUITE 4.2
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rateniList | Patient Data Display Area

The currently Timeframe Buttons to add
selected patient drop-down list  charges
ANDRESS, DOUG 5
{15Y Male) MRN 0014032 Last 30 pays - |
Ovenigw Visits add- | Al -] S
Patient Detail rrival {2) Provider Discharge Type Reason For Yisit |Billable
e 10/13/06 Inpatient extreme hypertension | v
1001 0/06 GUILLERMO, CutpatientFollow up v
03:15PM SANTIAGO
Froblems
Charges | | >l
Fetal Visit Detail Editvisit |  Add Chargeto this visit | =
YISIT DESCRIPTION
IFisit Number 45345435 Location PKHospital
Reason For Fisit extreme hypertension Medical Senvice
5 Arrival Date 10/13/06 Length of Stay 11
List of Dischatge Date
i Financial Class AOT Visit Type 2766
Dlsplay FH Patient Key 175045 FH st ey 1492292

Options  PHrsIClANS
ADNITTING  SMITH, CARL WESLY
GUARANTOR INFORMATION

The Patient Data Display area is located on the right side of the
Patient List tab. Use this portion of the screen to show detailed
information about any patient on your list, or to enter charges. To
see detailed patient information, you must first select a patient
from your patient list by clicking on their name, and then select
an item from the list of display options.There are three main
elements that control this portion of the screen:

m  Timeframe drop-down list: use this drop-down list to define
the date range of the information you wish to view.

m  Buttons for adding charges: if you have appropriate
security, there may be several buttons or icons available for
posting charges to the currently selected patient. These are
discussed more fully in the section entitled Adding Charges
for a Patient on page 27.

m  Display options: select the type of information you want to
display. You may choose from Overview, Visits, Patient
Detail, Problems, Clinical Notes (optional feature), or
Charges. PatientKeeper can also create custom links to
external systems, such as on-line reference tools, other
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hospital information systems, etc. If your organization has
implemented such as link, it may be listed here (for example,
see Fetal Monitoring in the illustration above). You may be
required to enter a username and/or password for the external
system the first time you attempt to access it.

Note: The Patient Data Display can also be accessed by clicking

on the Details icon [El from any other option in the
PatientKeeper system.
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PatentList | Displaying Visits

This option displays a summarized list of the patient’s inpatient
and outpatient visits.

DARR, MOLLY 5
(68Y Female) MRN 0029000 Last 30 Days =
Owerview WVisits @g Filter
I Arrival  Provider  Discharge Type ReasonFor Visit  Bitiatle
Fatient Detall
N InpatientAcute bl % by type
chvin

Prohlems l

ﬂsil Detail ( Add Charge 1o this visit 'A

Charges WYISIT DESCRIPTION

Iisit Number 0029000 Location 501A
Reason For Vit Acute Ml Medical Sernvice CHF Service
Arrival Date 1229006 Length of Stay 4

Dise hargelate

Financial Class | ADT Wisit Tepe |1

PH Patient Key 144250 PK st Hey 6596781
PHYSICIAMS

Admiting  KING, SCOTT
Attending  JAMES, NINA
Consufting ART, CARLSSON
Other O'REILLY, RACHEL
BRESNAHAN, CARL |

BRESNAHAN, CHARLES WESLEY
eferring  HENRY, PAULS

m  To filter the Visits summary display by type of visit, click on
the drop-down filter list located in the upper right corner of
the Visits window.

m  To view detailed information for any specific visit, click on
that visit’s row. A Visit Detail window opens below the
summary list. The detail screen contains slightly different
information, based on whether the visit is inpatient or
outpatient. For example, inpatient visits show arrival/
discharge dates and admitting provider, while outpatient
visits show appointment date and scheduled provider.

m  To post charges for a particular visit while viewing the visit
details, click on the Add Charges to this Visit button,
located in the upper right corner of the Visit Detail window.
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FatentList | Displaying Patient Details

This option displays basic demographic information about the
patient, as well as the details of their most recent visit.

DARR, MOLLY $
(68Y Female) MRN 0029000 Last 30 Days ~ |
e rview Patient Detail =
. DEMOGRAPHICS =
Name DARR, MOLLY Home
Yisits Gender Female 718 Goble Parkway
Age 68Y Apt. 3
Race Watertown, MA 04884
Do 12/22/38 Home (884) 555-4019
Problems S5N 491-30-4884
MRN 0029000
Mather's Maiden Name
Charges CURREMTWISIT
VISIT DESCRIPTION
sl Nurmiber 0029000 Location 501.A
Reason For Visi Acute Ml Meclical Senvice CHF Service
Arrival Date 122906  Length of Stay 4
DischargeDale
Financial Ciass 1 ADT Visit Type 1
Pk Palient Key 144250 PE VVisit Key 6596781
PHYSICIANS
Admitting  KING, SCOTT
Attending  JAMES, NINA
Conswiting ART, CARLSSON —

Other O'REILLY, RACHEL
BRESNAHAN, CARL
BRESNAHAN. CHARLES WESLEY LI
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FatientList | Displaying Problems

This option displays a patient’s history of diagnoses. Each time a
charge with a diagnosis code is posted for a patient, that diagnosis
is added to the patient’s problem list. Providers can also enter
diagnoses for their patients using the Problem List module on

their handheld device.
DARR, MOLLY
(68Y Female) MRN 1052135 Last & veats ~ |
e Problem List =

otani Doty | EMEred 7 Description (2)

03102107 410.01: Acute myocardial infarction of amterolateral wall,
Wisits initial episode of care

o327y 428.1: Left heart failure
Clinical Motes
Charges

Problem Detail
Description

Froplem 428.1: Left heart failure
Created 03/02/07 12:20am
Classification

Course

Hididen false

Status

Confirmation

Life Cycle Active

Mociified 03/02/07 12:20am
Resolved

Camments

/

m  To view detailed information for any specific problem on the
list, click on its row. A Problem Detail window appears
below the summary list.

PAGE 20
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Ratientlist | Displaying or Editing Charges

This option displays charge transactions for a particular patient.
You can use the Show Visits check box to toggle between
viewing a list of actual posted charges, and a list of visit dates on
which charges were expected to be posted.

m  When the Show Visits option is not checked, the summary
window shows information for each posted charge
transaction: date, billing provider/team, procedure codes and
descriptions, quantity, and diagnoses.

DARR, MOLLY $
(68Y Female) MRN 0029173 Last 30 Days +

Owverviewy Charges My Charges Only =3

Fatient Detz|  DateTime  ProviTeam Proc Oty Diag

o 101 006 ShITH, CARL 99301: Officefoutpat visit, new 1 401.1
Hisits WESLY - 1ev 1

10M3M06  SMITH, CARL  B92B1: Initial inpatient consult 1 401.1 Posted
Clinical Motes WESLY Sle1 charges
Broblems 101406 SMITH, CARL 99386 Prolonged service, 1 401.1
WWESLY inp3tient - 1 st hour

Charges

o

\4

harge Detail ( Edit | Copy Delete |p\

Status Holding Bin Edits =
. Billing SMITH, CARL

Service Date 101006 Provider WESLY
Service Site Billing Area  Family Practice
Charges Mod Qty Diagnoses
99201 Officeloutpat visit, 1 401.1 Benign essential
new - ley 1 hypertension
Edits
There are no errars fwarnings [ code edits
Transaction Headers

*,
o

To see further information about a particular charge,
click on it. A Charge Detail window opens below the
summary display.

< To edit, copy, or delete a charge, click on the buttons of
the same name in the Charge Detail window. (Note: the
charge can only be edited or deleted if it has not yet been
sent to the Outbox for final billing.)
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m  When the Show Visits option is checked, the summary
window shows each visit with the dates that the patient was
present at your facility, along with information about whether
or not a charge was posted for each visit day.

DARR, MOLLY ‘3
(68Y Female) MRN 0029173 Last 30 Days ~ o
. Visit day
Overvie Charges My Charges Only with no
Pationt Detail | INpatient Admit 1041 3/06 #45345435 _ (PKHospital)
Vieite 10016 - Day 3 Mot Coded Add charges
— 10/15-Day 2 Mot Coded Add o
clinical Mot {044 - Day 4 99356; Prolonged service, inpatient - 1at howr |1 4004 4—V|S|t day
SHMEERUES Y0113 Admit 99251, Initial inpaient consult - ley 1 T _a011 4 with draft
Problerns Outpatient Appt 1010 316pm | #0014032 (OP-R.ClinR.PKHospital) charges
10M0- Admit 99201 Officeloutat visit, new - lev1 140141
( charges ) Visit day
with
v completed
charges
Kat Coded Visit Detail Add Charge |A
VISIT DESCRIPTION -
\Fisit Number 45345435 Location PKHospital
Reason for Visit  extreme hypertension Medical Senvice
Arrival Date 10/13/06 lengthof Stay 3
Discharge Date
Financlal Class ADT Visit Type MR
P Patignt Key 175045 P isit Key 1492292
PHYSICIANS
ADMITTING  SMITH, CARL WESLY

@RANTOR INFORMATION /J

% Visit days that display “Not Coded Add” are visits for
which charges have not yet been posted. Click on the
Add link to post a charge to this visit (with the correct
service date).

# Charge codes and descriptions that are printed in red text
are draft charges.

*,
o

Charge codes and descriptions that are printed in black
text are completed charges.

be

RS
"o

To see further information about a particular visit day,
click on that day. A Not Coded Visit Detail window
opens below the summary list if the visit day does not yet
have charges posted. The Charge Detail window opens
if the visit does have charges posted.

>
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PatentList | Displaying an Overview

This option displays a high-level summary of the patient. It is a
composite of three other display options: Visits, Clinical Notes
(optional feature), and Charges. The overview simply stacks
these displays one above the other, to facilitate viewing different
types of information all in one glance.

DARR, MOLLY s
(68Y Female) MRN 0029173 Last 30 Days - |

Visits A~ 4 Visits

Fatient Detail Arrival  Provider Discharge Type Reason For Visit  Billable

12/30i06 JAMES, InpatientAcute Ml W
Wisits TIRA
Clinical Motes P =% Ch
Charges AT ishowvisits [ wy Charges anly = <+ arges
Prablems DateTime ProviTeam Proi oty Diag
12130i06 TURMER, 9892332: Inithospital care - 1 41001 ~
Charges DOROTHY lev 2 4281
01r02i07 TURMNER, 989233: Subs hospital 1 410.01 LI
Clinical Notes Al » = <« Clinical
Date ¥ Note Type (B) Author
010107 Consult Bernard, Hilary ﬂ Notes
12/30/06 Mursing As$essment  Reid, Sarah
12/30/06 History nn'hysical Hoffman, Thomas LI
/@it Detail Add Chargs fo this Visit H
WISIT DESCRIPTION -
Iisit Mumber 0020173 Location 501.A «4— Detail
Reason For Visit Acute MI Medical Service CHF Service X
Arrival Date 12/30/06 Length of Stay 4 window
DischargeDate
Financial Class | ADT Visit Type |
FK Patient Key 145033 PR Visit Key 6623792
PHYSICIAMS
Admitting  KING, SCOTT
Aftencing  JAMES, NINA

Consutting PAULA. PARIS
BRESNAHAN, CHARLES WESLEY d |

m  To see more detailed information about a particular visit,
charge, or clinical note, click on the row containing that item.
The system opens the appropriate detail window for that item
in the bottom right corner of the screen.
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ratenizeacn | The Patient Search Tab

Your institution may have chosen to implement the Patient
Search tab. The primary difference between the Patient List and
Patient Search tabs is that the Patient List tab is used for
patients who are on your short patient list, while the Patient
Search tab can be used to display information about any patient
(both those that are and are not on your short patient list). On the
Patient List tab, the patients on your short patient list are already
pre-selected for you and displayed on the left side of the screen.
On the Patient Search tab, you must first search for a patient,
before you can perform any activities.

1. Click on the Patient Search tab to display the Select Patient
window, where you can search for the patient you wish to
view.

2. Use any combination of the search fields at the top of the
screen to identify the patient or visit you wish to view, and
then click on the Run Predefined Search, Search for Visits,
or Search for Patients button. (Note: the Run Predefined
Search button is an optional feature that may not appear on
all systems.)

RS

<+ The Run Predefined Search and Search for Visits
buttons let you search for patient visits. It returns one
entry per visit for the patient. If a patient has had multiple
visits that match your search criteria, each of those visits
is listed. Keep in mind that if a patient does not have any
visits that match your criteria, then they do not appear in
the search results. You might use one of these buttons if
you want to find a specific patient visit to add to your
short patient list, or to send to another user.

< The Search for Patients button lets you search the

complete patient list, regardless of whether or not the

patient has had any visits. The Search for Patients

button returns only one entry per patient record. You

might use this button if you simply want to display
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THE PATIENT SEARCH TAB

demographic, visit, charge, or clinical data, regardless of
the visit it is associated with.

At the bottom of the screen, the system displays all patients
or visits that match the criteria you entered.
Search Criteria

FPatient List Bchetie Patient Search | Charges | Preferences l

Fredefined Searches
- Run Predefined Search I
"Pat\ent Search Criteria
L

ast |carter First | DOE | | ssn | MRN |
—isit Search Criteria

Visit Type 'I Visit Number | Med Service I bl
Adimit Date [ |EF raciy ~| scheduted D | K
AdmitinfastNdays [ | unit [= Adwiiting MD | (3
DCinlastNdays [ | Visit Status =] Atendingmp | [
Appointinent Date l—@ PCP I—@

™ Include Cancelled vists M Include Discharged visits ¥ Include Past OP Appointrments T Show Only Mergeahle

Search forvisits || Search for Patients | Non-Verified Patients | R
<0 | 1
Display 100 Results j Clear Criteria |

Selsctall | SelsctHona |
Hame (19} DOB Gender MRN Yisit ¥ Type  Admit‘Appt Discharge Reason Fol
ICARTER, WICKY 1101934 Female 0027093 Dﬂ'ﬁ@ﬁ‘—m'aﬁ?m—‘ﬁ'ﬂsiﬂﬁ 120230106 Acute MI
ICARTER, PENELOPE 05/24/1997 Female 0018434 TE[ 0018434 |Inpatient 10431406 1104108  Asthma exad]
ICARTER, ANTHOMY 03/08/1 966 ale 0020760 [E] 0020760 |Inpatient 1141606 11720006  Tingling in I
ICARTER, THOMAS 12/26/1988 ale 0021846 [E] 0021846 Inpatient 11420006 11724/06  Tingling in |
ICARTER, FRED 0727198 htale ooosoes E 0008085  Inpatient  07431/06  08/04/06
ICARTER, GERALD 0372371966 htale ooo2948 E 0002948  Inpatient  05428/06 06/01/06  Sepsis
ICARTER, ASROMN 0572571983 htale 00219498 E 0021998 Inpatient 112106 11/268/06  Mumbnessi
ICARTER, BEM 0172714927 htale 0015133 [El 0015133 Inpatient 1001306 10M4/06  Abdominal F

EIER-TEL S e htale o0zzg0z [Elo0zze0z Innatient 1142706 11630006  Miaraj
Add To Patient List | Send to User(s) @

A

Click here to add a patient Matches Click here to view Click here

visit to your patient list or detailed info about to enter a

send it to another user. the patient. charge.

3. Click on a patient or visit to select it.

o

% To add a specific visit to your short patient list, or to send
the visit to another provider, click the Add to Patient
List or Send to User(s) button, respectively.

<+ To enter a charge for the selected visit or patient, click on

the Add Charge icon *§ (see Adding Charges for a
Patient on page 27).
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RS
<

To view all of the data associated with the patient, click
on the Details E] icon. The system opens a display
window that is identical in functionality to the Patient
Data Display area on the right side of the Patient List tab
(see Patient Data Display Area on page 14).

The currently selected patient

patient Detall

CARTER, VICKY ]
{T2Y Female) MRN 002709, Last 30 Days =

Visits

!

List of
Display
Options

Overyiew
Patient Detail

Froblems

Charges

@tient Detail
DEMOGRAPHICS

MName CARTER, VICKY Home

Gender Female 29 Murray Lane

Age T2Y Apt. 3

Race Cambridge, MA 95417

DoB 11/10/34 Home (417) 555-7870
S5N 424-39-5417

MARN 0027093

Mather's Malden Name

CLURREMT YISIT .
VISIT DESCRIPTION Patient Data
Fisit Number 0027093 Location Discharged (630.A) H

Reason For st Acute Ml Medical Service  CHF Service Dlsplay Area
Arrival Date 12/18106 lengthofStay 4
DischatgeDate  12i22106

Financial Class | ADT Wisit Type |

FE Falientkey 135652 PE Visit Key 6298503
FHYSICIANS

Admitting  TURNER, DOROTHY
Attending  JACOBSEN, ANDY
Consuiting  ALEXA, BONO

FRefering  SUSAN, WONG
GUARANTOR INFORMATION

Close I
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ADDING CHARGES FOR A PATIENT

rientiist | Adding Charges for a Patient

This section reviews how to enter charges from the Patient List
tab, since it is one of the most common options used by providers
to enter charges. However, there are a variety of other options
from which charges may be entered, including:

% The Patient Search Tab on page 24

% The Schedule Tab on page 32
> Patient Charge Status on page 36
»  Worklist on page 39
Search on page 41

RS

B3

RS

*,
o

Regardless of which option the user selects to initiate the charge
entry process, the functionality of the Charge Transaction screen
that is used for entering those charges is identical. There are three
ways to access the Charge Transaction screen from the Patient
List tab. The method you use simply depends on the information
you happen to be viewing at the time you decide to post a charge:

m  While using the Visits display item to review a patient’s
visits, you may see the visit for which you intended to post
charges. If you click on it to select it, the resulting Visit
Detail window contains an Add Charge to Visit button. You
can click on this button to post a charge for this specific visit.

BLAZER, ROY ‘S
(79Y Male) MRN 0017886 Last 180 Days + |
Overview Visits _IAdd hal TR =]

Patient Diatal

A a Provide
1002808 SMITH, JOE

Prablems

Charges

4

Visit Detail Edit visit Add Charge to this Visit
YISIT DESCRIPTION
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m  While using the Charges display item to review a patient’s
charges, you can click on the Show Visits check box. Each
date that the patient was present at your facility is listed,
along with information about whether or not a charge was
posted on that date. Items that display “Not Coded Add” are
visits for which charges have not yet been posted. If the date
for which you intended to post charges has this status, click
on the Add link to post a charge to this visit.

BONNET, LOLA 5
(9Y Female) MRN 0017882 TGS

Overvigw Charges _4.
PatientDetal | Inpatient 3G $45345435 PEHOS pItaD

Visits HDay3 Mot Coodg Add) ——

10f5-Day 2 Not Coded Add

Prablery T4 - Day 1 Q93568 Projonged senice, inpalient - 15t hour i 40y
10013 - Admit 99251 Initial inpatient consult - lev 1 1 4011

Qutpatient  Appt 1010 3:15pm #0014032  (OP-R.ClinR.PKHospital)
1010 - Admit 95201 : Officefoutpat visit, new - lev 1 1 4011

m  You may decide to add charges to the patient, without first
using the Visits or Charges display item. To do so, click on
the Add Charge icon (a dollar sign *g) located in the top
right corner of the Patient Data Display area, above the
Timeframe button. (If you use this method, depending on
how your system is configured, you may be required to select
an appropriate visit on which to post the charge, or the system
may automatically select a visit for you.)

BONNET, LOLA €E
(9Y Female}) MRN 0017882 Last 180 Days « |
O rvienii Patient Detail Edit Patient | Add v | =
Patient Detail  DEMOGRAPHICS
Visits Narne BONNET,LOLA Home
I Gandar Female 71 Jacobs Drive

Age 9y Apt. 3
Problems Race Jamaica Plain, MA 12220

Date of Birth 052111997 Home  (220) 555-2504

SEN 302-71-2220
Charges RN 0017882
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Regardless of which of the three buttons you used, the system
now opens the Charge Transaction screen.

Visit selection Charge Header  Area for entering charges,

Area modifiers, and diagnoses.
|ANGELIN MOMNA (82Y Female) MRN|0029174
Visit |12fSDJ’ZDDE Inpatient Yisit (1CU 1)j@!7 Additional Details
Serv Billing ~| Bill Sve
Date- |11/03/07 | P[w_de[,|E|RESNAHAN,CHARLE5 ESLEY ¥ Area- |Hospitalist x| Site- | Inpatie
. —1 Injury Injury
Referrmul ¥ Type | Al Date ==
4 | »
Run Code Edits There are no errors / warnings / code edits W
Diagnosg DixPicker Diagnoses (S
Search/Aree Text | Existing | Recent
| [& addassrratet| | Charges ¢S -
Charges |ChargePicker ¥ Show Quick Pick Codes
Searchifree Text | Quick Picks | Recent
[& add as Free Tt |
Comments ;l
=
T ||'Ho|(| For Review Save | GaveasDran |  pPrimt | | cancel] |
A
Optional check  Area for comments. Options for saving the
for errors. transaction.

1. Enter charge header information: the charge header area
contains information that applies to the entire charge

transaction. To enter or change any of these fields, simply
click on them.

2. Enter diagnoses. Depending on how your system is
configured, you may see one or more of these options:
DxPicker, Search/Free Text, Existing, or Recent.

R

» Use the DxPicker link to search from a categorized list
of the most commonly used diagnoses.

Use the Search/Free Text tab to search for a diagnosis
from the entire list of diagnoses, or to enter a free text
diagnosis if you cannot find the one you want.

RS
o<
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<+ Use the Existing tab to select from a list of the patient’s
existing diagnoses (codes that have been previously used
for this patient).

< Use the Recent tab to view a list of all the diagnoses that
you have used recently (for any patient) when entering
charge transactions.

3. Enter charges. Depending on how your system is configured,
you may see one or more of these options: ChargePicker,
Search/Free Text, Quick Picks, or Recent.

< The Search/Free Text and Recent features work the
same as they do for diagnosis codes.

+ Use the ChargePicker link to search from a categorized
list of the most commonly used charge codes and
macros. (A macro is a group of several commonly used
procedures, modifiers, and/or diagnoses that have been
linked together. You simply choose the macro and all of
the items in that group are automatically posted for you.
For instructions on how to create personal macros, please
refer to the Desktop Charge Capture User s Guide.).

< Use the Quick Picks tab to select from a short list of
codes and macros that were designated as high frequency
items, or the codes and macros that you would expect to
use most often when billing for this type of visit.

4. If desired, enter free text comments in the Comments field.
If you are holding a charge for review or saving it as a draft
(see below) you might find it useful to enter the reason in this
field.

5. Save your work:

<+ To save a completed transaction, click the Save button.

< If you know the charge is incomplete and want to save
your work until you had time to enter the remaining
details, click the Save as Draft button. Draft charges
have a status of “Draft” in various displays of charge
data. When you have time to complete the draft charge,
simply select it on the Patient List tab and click the Edit
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button (see Displaying or Editing Charges on page 21).
Enter the missing information, and then click Save.

< To hold the transaction for review, check the Hold for
Review check box and then click the Save button. This
flags the charge for administrators or supervisory
physicians, who can then review the charge and make
any necessary corrections before billing. (Note: the Hold
for Review checkbox appears only if your institution has
chosen to implement this feature.)
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chaces | The Charges Tab

The Charges tab provides reporting and review functions related
to the Desktop Charge Capture application. Healthcare providers
can review the status of charges for each of the patients on their
short patient list, review a worklist of charges with outstanding
billing issues, examine charges that have been held for review, or
generate custom billing reports.

Depending on the access granted by your system administrator,
you may be able to see only your own charges, all charges in your
department, or all charges in the institution.

When you click on the Charges tab, the system displays a second
row of tabs. The second-row tabs include Patient Charge Status,
Worklist, and Search.

% See Patient Charge Status on page 36

% See Worklist on page 39

<+ See Search on page 41
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chaes | Patient Charge Status

The Patient Charge Status report is used as an aid to charge
entry. It is one of the most common tabs from which to enter
charges, as it shows you each patient’s charge status for each visit
day at your health organization. You can quickly see which days
already have charges posted, and which do not, for all of the
patient’s on your short patient list. Patient Charge Status reports
can have reporting periods ranging from 1 day to 15 days -- the
example below contains 4 days worth of data.

Patient List | Schedule | Patient Search | Charges | preferences il
Patient Charge Status | yorklist | Search
Patient Charge Status Mo Profile Selected » I All =

Manage | Print» [ include &l visits [ Only Patients Missing Charges Sinc:
Name(78) Location 0101 0102 01/03 o01/04
GASKING, YWETTE Elsav F Discharged (518.8) o2 P Admit add |
CASTEEL, BERNJAMIN Elz3v m 2308 d:14 Add Add Add Add
STOUFFER, ETHAN E 74y M Discharged (61540 d6 IP E&M Add
DARR, MOLLY Elgay F 5014 o4 IP E&M IP E&M IF E&M Add
JOHMSOMN, TYLER El7zv M Clin-14 0104 12:00pm Add
MATHIS, ANNE EEQY F ClinGo.A 01503 11:00am QP New
DIEHL, AMABEL Els2v F Discharged (634.4) d:5 Ctit Care Crit Care Add
TWEEDY, JOAMN EEQY F ClinGo.A 01503 11:00am OP Visit
MARTH, MARTHA Eley F Discharged (8124 d:5 IP E&M IP E&M Add
ANGELINE, MONA Elezv F icua d:d IP EEM Crit Care Crit Gare Add
SMITH, CHRIS |§| 8y M ERS d:l Add Add
SMITH, BERMICE El49v F Clin-4.1 01/04 1:00pm Add
STARLING, GERRY E 81% M Discharged (B10.8) d:3 IP Admit Add I
WIDMER, JEAMMIE Eley F Discharged (6258) d:6 IP EEM Add I
TUCKER, DANIEL El43v M ClinGoa 01504 12:00pm 0P Visit
JUNG, SHAMNE El47v M Clin-1.4 01/04 10:00am Add
4| = | _>|‘

The left side of the screen contains your short patient list, with the
normal buttons to manage the contents of that list (Manage and
Print). Each button on the right side of the screen represents a
visit day, and contains the following information:

m A Category Name displayed in black indicates that there is a
completed charge for a particular category. For example, if
the button says “IP Admit” it indicates that there are one or

more completed charges in the “IP Admit” category.

A Category Name followed by the word (Draft) in red
parentheses and italics indicates that there are draft charges
for a particular category. For example, /P Admit (Draft)
indicates a draft charge in the I[P Admit category.
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-Multi- indicates that the charges in the transaction are from
multiple categories.

A Plus Sign to the right of the category (for example
Other+) indicates that there is more than one charge
transaction for the same visit day. For example, two
providers might each have entered a charge transaction for
the same visit date.

Buttons that have an Add charge link indicate that a charge
has not yet been entered for that day. Click Add to open the
Charge Transaction window and add a charge for this patient
visit. For more information on entering charges, please refer
to Adding Charges for a Patient on page 27.

When you click on any patient name, or on any button on the
right side of the screen (other than a button that has an Add link),
the system pops up a visit summary for that patient.

Click here
TRAIL, JOHNNY (0000552) Xl toadd a
DOB:1211/1939 B7Y W stomach pain
Cutpatient Appt 12118 1:00pm #445435 (PKHospital) @Fcharg.e.to
this visit.

1219- Day 1 Mot Coded Add
Inpatient  Admit 1201406 #353453458  (PKHospital - Discharged) +$ Click the

Click 12017 - Disch Mot Coded Add <€ Add link t
here to Buil f246-Day? 90237 Subs hospital care - Jav 1 § Far.o Add linK 10
th 27651 | add a new
copy e_> 1215-Day2  99231: Subs hospital care - lev 1 1 787.01 charge for
charge. 276.51 .
85025: Complete che wiauto diffwhe 1 78701 this date

X 276.51 12/17
Click W (1214 )Day1 99221 Init hospital care - lev 1 - GG 1 78701 ( )
2 276.51

here to : Click on

delete the this link to

charge. This view contains information for the selected patient from edit the
charge.

The summary displays a light blue header for each visit, with the
individual days contained within the visit indented below. Each
visit day indicates whether:

A completed charge was already posted, in black (see
12/14 and 12/15)

A draft charge was posted, in red (see 12/16)

No charge was posted, as indicated by “Not Coded Add” (see
12/17)
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You can take any of these actions from the visit summary:

m  Copy a charge to create a similar transaction with a new visit
date, by clicking on the Copy icon Ex.

m  Delete a charge by clicking on the Trash Can icon fif (if it is
a draft, or still in the Holding Bin).

m  Edit a charge, by clicking on the visit date link (for example,
12/14).

m  Enter a new charge, by clicking on an Add link, or by
clicking on the Add Charge icon +$ .
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charges | Worklist

The Worklist report is used as a tickler file to identify visits with
potential or actual billing errors, visits for which charges have not
yet been posted, and visits which have been held for review.
Essentially, for any given physician, this is his file of work to be

done. While viewing the report, a physician can immediately add,
edit, delete, or review charges.

The Worklist screen is broken into two major sections: the

criteria area at the top of the screen, and the worklist display at
the bottom.

Patient List Schedule Patient Search Charges Freferences

Patient Charge Status | Worklist | Search

ﬁdm Worklist Criteria

imefrarme IA” j Dept I,A”, ﬂ Provider \
Start Date l— EVlE”” AreaI_A”_ .I Senice |_ |
End Date E.IF”IEF I—AII— ~| M include Today's Appts T Show Groups/Se

Limit Results g 'I ™ My Charges Only ¥ Include Charges with Mo Edits /

efresh Wiarklist | Reset Criteria

mber of Charges: 4

Select All Select Hone I WorinSt Display Area

Patient Financial Info DatefTime Edits Provider Info Proc Qty Mod Di
ABBOTT, Fin Clags: 3101 06/21/05 Walidity | GRANTZ, MIKE2 01480 1
ARCHIBALD [E] Acct 45834833 Errar Allergwlmrmunology
MRMN: 2173240131 Held far
Loc: PKHospital Review
ROUBLE, T* E] An Class: 06/21/05 Held for | GRANT, MICHAEL 27698 1
MRN: 456TRB hknown Review | Allergwlmmunology
Loe: PKHospital Acct
DURHAM, WILL E] Rin Class: HMO 06/09/05 Heldfor | GRANT, MICHAEL 00148 1
MRM: 30944247 Acct Feview | Cardiclogy
Loc: PkHospital
ANSLOW, ELENA E] Rin Class: 3101 06/01/05 Code GRANT, MICHAEL 94621 1 21
MRM: 51765ach11 Acct 45857174 dits Pulmonary GC
Loc: PRHospital Held for | dledicing
Review |

IRVING, MILES Fin Class: 1301 02/08/05 Add BEVERLY, PAGE
MELVIN E Acct 9:39 AM Charge
MRN. 58hEdde318
Lac: PRKHospital - ~

> k Delete | Mark as Reviewed| Print 4) /

Click on a row (or rows) to select

Hypertext links to charge
it, and then click on a button.

transaction screen.
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After defining your criteria, click on the Show Charges button at

the bottom of the criteria screen. The system searches the
database and displays all charges that match your selection
criteria.

Patient List | Schedule | Patient Search | Charges | preferences
Patient Charge Status | Worklist | Search

Charge Search

Mumber of Charges: 5

Select All I Select None

Patient Financial Info DalefTime Status Edits Provider Info Proc Oty Mod Dia
ANSLOW,ELENAE] Fin Clags: 3101 06/01/05 Holding | Code GRANT, MICHAEL 94621 1 21 =
MRM: Acct: 45857174 Bin Edits Pulmonary GG
51765ach11780be3 Held Medicine
Loc: 156.8 far Pulmonary
REview
CLIFTON, FigClags: 7000 06/02i05 Holding | Code CROWDER, SARA 99201 1
NICHOLAS [E] cit: Bin Edits Allergy/immunology
MRM: 328039352 Alergylimmunology 88201 1
Loc: PKHospital hal
BENOIT, GUENTHER ~ Fir{ Class: 0B/13i05 Holding | Yalidi AARON,[LYNDON 28238 1
Bl Actt: 503933 Bin Etror FERDINANDO
MRM: ah336810237 Allergy/immunoloogy
Loc: PKHospital Allergyflmunalogy
DURHAM, WILL [Z] FifClags: HMO  0B/09/05 Holding | Held GRANT, MICHAEL oot4e 1
MRMN: 3094424745 Actt: Bin Tar Cardiolgoy
Loc: PKHospital Review |Cardiolguy
ROUBLE, T* ] Fir( Rss: 0B/21i05 Holding | Held GRANT, MICHAEL 27696 1 o
MRMN: 456TRE Unknpuwn Bin far Allergy/immunoloogy
Loc: PKHospital Actt: Review |Allergy/lfnmunology id|
4] ] IO
Backto Criteria | Defet e Returrito Holding Bin| ~ Print Export (Excel) |  Export(Tabs)
Reviewed
—
Click on a row (or rows) to select The Edits column contains hypertext
it, and then click on a button. links to the charge transaction screen.

m [fyou included the Edits field as one of your report columns,

you can now click on the hypertext links in that column to
add or edit charge transactions (similar to the Worklist tab).

To delete a charge transaction or mark it as reviewed, click
on the transaction’s row to select it, and then click on the
Delete or Mark as Reviewed button. (Note: you must have
appropriate privileges to perform these activities.)

Click on the Print button to send the report results to a
printer.

Click on the Export (Tabs) button to export the results to a
tab delimited file, or click on the Export (Excel) button to
send them to a Microsoft Excel™ spreadsheet.
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Helpful Tips

Save the web address of the PatientKeeper
system in your Favorites folder.

Turn off your internet browser’s pop-up blocker
when using the PatientKeeper system.

Use the | Fatentlst | fah to view all demographic,
visit, and charge data for your patients.

Use the | Fetientsearch | fab fo view all demographic,
visit, and charge data for other provider’s
patients.

Enter charges as soon as possible after
providing services.

Use the PatientList | o | Patient Charge Status tab to enter
new charges for your patients.
Use the | ratemtchagestaus | fab (located under the

charges  fab) to quickly review the charge status
of all the patients on your short patient list.

Heed the system’s charge warnings and make
appropriate changes to the transaction.

If you are a reviewing provider, use the | Worist

tab (located under the | chages | tab) to review
your associate’s charges dalily.

For help, contact your system administrator.
patient ¢

Phone: 1-888-994-2443
E-mail: support@patientkeeper.com
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