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1. Overview

alloFactor is a one stop solution providing an array of administrative products and services to small and
medium sized clinics. We are intensely focused on creating value for our client practices by reducing
costs and promoting productivity. With alloFactor, we bring together a world class technology platform

and a highly skilled workforce to provide a unique solution in the healthcare market.

alloFactor is a truly free, integrated practice management software covering all administrative functions
including scheduling, registration, billing, medical records and reporting. You get paid faster through
electronic claim submission and save time through electronic remittance advice. Automated eligibility
verification reduces billing errors and minimizes your patient receivables. Several other optional add

products are available which truly makes managing the clinic easier.

Components

alloFactor system consists of the following components.

. Calendar module

o EMR module

. Insurance billing module

. Patient billing module

. iTrans transcription interface

Target Audience

This document is intended as a user guidefifont-desk, billing and office managers

System Requirements

Hardware Specs

- Windows based machineXP/ Vista

-100 Mb of HDD

-1Gb of RAM

- High speed internet connectigiikecommended)

- TWAINcomplaint Scanner (if using scanning functionality)
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2. User Interface
alloFactor consists of various modules. Each module is shown on bottom left hand Isideder to
navigate aisks, click on appropriate module. After a new module is selected, you will notice the Middle
pane and Reading pane will also change to conform to the information in that module.

E,}_ Charts

D Claims

g} Accounts

[ Tasks

m Reports

alloFactof2 @ser interface is divided into three visual components.

They will be referred to as the Navigation Pane Middle Pane and Reading Pane

Yo K, Vinesth Josepn |, D Staghane § OSSRy | Checkin  BRgitibty  Insarsore  Appoiriments € 8
R L R TR Thunsdey, Ay 23 Appsintment Detady
SN TWT TS Or. Fagne & O Knetie Sarslyn ¥ Wireeth Jossph O Steahane 0 00 dey avere
1 2 3 4 . V,a..‘.......v...‘

T 8 9301

LE 13 1835 16 17 1

1902 12 4 2t
IR

i Tree

Navigation Pane
Navigation Pane will always be displayed on the left side of the screen. Navigation pane allows you to
select a list of items based on the module. For exampl€hiarts module, navigation pane allows you to

search for a patient.

Middle pane
The Middle pane gives you a view of general information used in this module. This is where you will

select the patient, chart, account, and claim or report you would likeddkwvith.
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Reading pane
The Reading pane contains detailed information based on the module and the items selected from the
Middle pane. This information is organized using top taps for navigation. Once a top tab is selected the

pane will show detailechformation regarding the tab subject. To change tabs, simply select another.

Hiding pane
Displaying Navigation or Reading pane is optional. The Middle pane will always be displayed but if you

R2y Qi ¢l yld (2 @OASs (GKS bl OBRIARYAYY (SRIOWEISREYVHA 100k K &
G222t oFNJIFYR OKSOl (GKS LIySa @&2dzQR tA1S (2 0SS OAra

e Mew « [T Reading Pane

Mavigation Pane

Mawigation Pane

General Controls
Clearing search box

To clear text in a search box, click on the eraser box

Using @lendarcontrol
By default current month is displayed@io choose a date, click on that number. To navigate between

months and years, use the '<' and '>' arrows at top.

(4 aaly  » 4 2009 b
S M TW T F 35

28 2930 1 2 3 4
5 6 7 8 910 11

Usingpatient search control Advanced search mode
As you start typing a patient's name, the search control appears. Enter patient'§inststlame, SSN or
Chart number (MRN) and click 'Find' button to find matching patient names. Click on the correct patient

to choose the name.
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Advanced search mode is useful if you are medium sized practice with many patients that may match
same name. Yocan enable Advanced search mode by checking 'Use advanced search' checkbox.

Use advanced search

Last Mame teck First MNarme
S5N MRN
Last Mame First Marme MI MRN SEM =

Usingpatient search control Basic search mode

As you start typing a patient's last name, the search control appears and lists matching patient names.
Click on the correct pgient to choose the name.

Basic search mode is appropriate if you are small sized practice with less than 1000 patients. You can
enable Basic search mode by-cimecking 'Use advanced search' checkbox.

Patient

tes E]

[ |Use advanced search

Last Marme First Marme MI
Test ConsultPt

Middle pane controls
Grouping- Top of middle panaisually have controls to group themfor example all claims may be
grouped by patient or date of service.

Items per page You can also choose to limit how many items you see on a page.

Group By Mone Iterns/Page 50

Sorting- To sort a list of items, click on the column header.uffddown arrow appear to indicate the

sort order. To reverse sort order, click on it again.

Fatient v | Status Arnount

Customizing columnsTypically there is not enough space to display all columns in a given space. To
add/delete columns to the middle pane, right click on theater and new menu appears. Choose

'‘Column Chooser" option.
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Group By Mone Items/Fage 50 E] E

Patient 7 | Status cak

: I S48 Column Chooser
TestCash, Patient Staterme

A new popwindow appears with the list of headers to choose. Click on the column header and now
carefully drag and drop it onto the column header as show below. You can position the new @ilumn
the appropriate place by positioning cursor just after the column header to display.

Group By None (v| Itemns{ Click and Drag

Patient V| Status
TestCash, Patient Stat&alegtion Date.

I OMizZa
Sony, Thomas Staternen

Deleting columns To delete a column from the middle pane, select the header to delete, drag it until

you see an 'X' mark on top of it and then drop it.

7 .ﬁ.mu:uun_{: Status
stient 70 Staterment Pen...
Arnounk
s I R .Y SV ISP B

Ordeling column headers To change the order of the column header, select a column header and move

it to new location by dragging and dropping to the new location.

Refreshing resultsTo refresh list of items in middle pane, click on the refresh button @t to

Accounts @

Erann P Mnne m Tternc/Pans &I m

Selecting multiple rows

Copying data Often you may want to copy/export data onto an Excel sheet. To export choose multiple

rows using Shift key

Reading pane controls
Tabs- Reading panes are divided into tabs to view different logical groupstaf dla view data in a tab,

click on the tab.

Transactions History
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3. Calendar

Navigation PaneControls
SelectCalendar module to select thgate; Navigate between months or years using the < or > above
GKS RFEGST ¢2RIF® o0dzid2y oAttt f{oRFAAORAYAE LIde@h £  dzLIF

calendar by a certain number of days, weeks or months.

[« 1y 4 zooo » |
S M TwW T F S
22930 1 2 3 4
5 & 7 8 910 11
17 13 14 15[16] 17 18
19 20 21 22l 24 25
26 27 28 29 30 31 1
2 3 4 5 & 7 B

GoTo 1 Months E

Middle Pane
. Use drop down to select physicians who's calendar you want to view
o Click on patient you would like to view appointments are displayed in differentlors

indicating its appointment status. Right clicking an appointment offers additional options

Caleodar o

Physacian Dr. Fayne B, Dr Xeene Carciyn K, Vineeth Joseph , Or Stephanee 3 -
B2 Dx. Fayne B
B Dr ¥oere Carchyn ¥
e Ynesth Jossoh
o [r Stephares )

& 2 Or. Eyre Jane )
x
J S beast, beauty n.
10 B 5 simmans, Oani | |
Reading Pane
. Select from top tabs to identify tagkdetailed information on tabs given below
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Reading Pane QQ'
m ZheclkIn " Eligibility " Checlout ][ Insurance " Appointrnents ][ Audit ]

. Summary TabShowssummary ofappointment

. Checkin Tab - Showspl i A Slgtallsappointment details, and insurance detaiéou can also
create new appointments, edit demographic or insurance information and eimeglpatient.

. Eligibility Tab- Displays detailed results of an electronic eligibilityrification including
demographics, insurance information, benefits (includingpag and deductible) information.

. InsuranceTab - Showspolicy holder details anthsurancepolicy details

. Appointments Tab Hereyou canview a list ofall visis. You can Bo cancel/neshow/postpone
appointments.

. Audit Tab - Showsuser activities on aappointment.

Viewing appointment details

Step 1: Navigation paneClick on Calendar module if not already in the module

B Calendar

Gﬁ Charts

Step 2: Navigation paneChoose the date to we on Calendar

(4 July  » 4 zo09 b |
S M TW T F s

2

3

£ 29 30 1 i 4
5 6 7 & 10 11

The appointments for the date are displayed

Step 3: Middle paneClick on the specific appointment to view

Reading paneDetails of the appointment appear on the right
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Appointment Details

start 7/23/2009 [ s:15am [@) End

Physician & Type

Viewing appointments outside regular hours
By default allofactoshows appointments between 8:00a5:00pm. To view appointments outside of

those hours

Step 1:Middle pane- Right click on the left side of appointments

Print Options

= Shiow Work Time anly

= [+ Hide Cancelled Appointrents

Step 2:Middle pane-CNR2Y (GKS RNRLI R2g4y YSydz dzy OKSOhd G4 KS &/

allofactor will show all hours between 12:01am and midnight

You can also change appointment time slots and view cancelled appointments

Viewing cancelled appointments
By default allofactor hides cancelled appointments
Step 1: Middle pane- Right click orthe left side of appointments
Step 2: Middle paneUncheck 'Hide Cancelled Appointments' option on menu

-
1 5 Show Work Time anly

[+ Hide Cancelled Appointrments

Hiding cancelled appointments

Step 1: Middle pane- Right click on the left side of appointments
Step 2Middle pane-/ KSO1 (KS a1l MRSAYHYOPi&ERo2E
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-
1 5 Show Work Time anly

Hide Cancelled &ppointments

Changing the default appointment interval
By default, Allofactor will show appointments in 15 minute intervals. To change the view interval
SteplwA IKG Ot AO0] 2y GKS of dzS-MualdgipateO2y | 620S GKS n 2
30 Minutes
15 Minutes

1 D[ 10 Minutes

Step 2:From the drop down menu you can change appointment intervals from 5 minute to 60 minute

appointments.

Create an Appointment

Step 1:Navigation pane Choose the date to view on Calendar

(4 aaly  » 4 2009 b
S M TW T F 35

2

9

28 29 30 1 3 4
5 6 7 8 10 11

Step 2:Middle Pane Select time and double click on the appoir@nt time slot

1"'IIF‘|""'|

Step 3:Enter appointment information.

Complaink
Type |:| Office Wisit E Physician |:| Dr. Fayne B E
Start Time  7/23/2009  [»] 12:15:00 M [§] [ &l Day

End Time  7/23/2009  [w] 12:30:00 FM (&) () Reminder &

[JLock This &ppointrent
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Existing Patients
Step 4a:Enter last name of patient and click on 'Find Now' button

Search Patient

Search with Last Marme LookFor  Test

Step 5a: Select Patient: Select a patient from the matching records

Account Mo MRM Last Mame First Mame

e 4Amd T- -1 PSR F N TR

Step 6a: Save appointment: Cligk'8ave & Close' button.

[H Save & Close l [-& Add/Edit Insurance HX Cancel l

New Patients
Step 4bClick on "New Patientink on the right

fFind NDWE”." Clear | Mew Patient

Step 5b : Enter the new patient details

Fatient Details
MR 130 Address 1

Last Marme Address 2

Step 6b: Save appointment: Click on 'Save & Close' button.

[H Save & Close l [-& Add/Edit Insurance HX Cancel l

Create an appointment (Alternate)

Step 1:Navigation Pane Select date & time of appointment

1 2PM
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Step 2:Navigation Pane Click on "Cheekn" tab

Reading Pane

Sumrmary @ Eligibility

Annaintnaand Badaals

Existing Patient
Step 3a:Reading pne- Search for patient by typing in the patient's last name.
Patient Details

Last First s

SSM MREM CoB

Step 4a: Search peayp window- System displag/a popup window to enter search criteria

lUse advanced search

Last Mare pest First Marne
55N MR
Last Mame First Mame MI MRHN SSN =

Click 'Find' button to find matching patient names

Step 5a: Search pap window- Click on patients name to select and click 'Ok’ button

(0] 4 l Close

Step 6a: Reading pan€lick on 'Save' button to save the appointrhen

Balance:
[H Save H%Check-in][ﬁ

New Patient
Step 3b: Navigationpand f A O] (KS WbQ odzilizy ySEG (2 CANBG yIlY

First E

Step 4b: New patient pepp - Enter the new patient information
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Patient Details

Last Mame

First Mame M1

Step 5bReading PaneClick the 'Save' button

Lt Mew HH Save H)( Cancel]

Step 4:Reading PaneSave by clicking on "Savatitton at bottom of page

Creating recurring appointments
Often therapy clinics use recurring appointments to make a sequence of appointments with a regular

pattern. To create a recurring appointment

Step 1:Double click on an appointment slot. Enter apgment information like in single appointment

Step 2: Appointment popup window- Click on the recurrence button
LMLy

Step 3: Appointment recurrence windowReview the time

Appaointrent time

Skart:  EReinHulal: End: 9:45:00 AM Duration: 15 minut

Step 4: Appointment recurrence window Select the recurrence pattern and hoanyninstances of
appointment to create

Recurrence paktkern

0 Weekly @ Every 1 day(s)

Range of recurrence

Start:  7f23fzo09 T End after: ID@ OCCUMFENCES
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Step 5:Appointment recurrence window/ f A 01 Wh1 Q o6dziGz2y G2 ONBIFIGS GKS
Step 6: Appointment popup window- Select patient if applicable.
Step 7: Appointment popup window- Click on 'Save & Cldse

Changing appointment type

Step 1: Select the appointment to change
Step 2a: Double click on middle pane
Step 2b: Alternative Click 'Checkin' tab

Step 3: Click on the Type' drop down box and select the new appointment type
1 Llj LIId L L ™0l I-.l.-l

Type Office Visit

Ea

Status ':'H:il:E! Wisik
MewPatient

Step 4: Click 'Saveution

Note: Some appointment types do not have associated patiegt Personal, blocked.

Blocking a period

Frontdesk staff may want to block a period as a way of preventing appointments during period. Lunch
K2dzNBE 2NJ LINRGARSNI f §ISRD oyt ONBYIINE] $R olf 2 OP.5tR2 & LILIR

Step 1: Creating a regular appointment.

Step 2: Set appointment 'Type' to 'Blocked'

Type Office Visit

Statys Other
Blocked

] |

Erllminm Winik

Step 3: Click 'Save' button

Locking an appointment
Provider may want to block out certain appointment so that it does notagetdently deleted. A locked

appointment can be deleted only by the user who created it.
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Step 1: Middle pane- Chooseappointmentto lock
Step 2: Middle pane- Right click on appointment
Step 3: Middlepane-{ St SO0 a[ 201 ! LR AyrdineSy ¢ FTNRBY (KS RNERLJ

L = :
IMermald, il

Sy Check Eligibiliy

@ Lock Appointment
1 258 i Add Alert

Checking in a patient

Step 1:Middle pane- Choose appointment to chedhk

Step 2:Reading PaneClick on "Checln" tab

Review all information on screen including patients address and insurance.

Step 3:Reading PaneClick on "Checln" on botom of page

w a'. Check-in [m

Checking in a patient (using wizard)

Step 1:Middle pane- Choose appointment to chedhk

Step 2: Middle pane- Rght clickand select 'Sign In'
l11"e

I Mermaid ==l

(‘_"'-. Sign In

Step 3:Signin Wizard Edit patient demographics.

Patient Sign In-Mermaid Aerial

Personal Details

* MRM 137 SSM 112-23-

* Last Mame Mermaid

Step 4: Click 'Continue’ or éfister' button to go to next step

Continue .E | X Cancel
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Step 5: Signin WizardEnter/review insurance details including policyholder information.

Patient Sign In-Mermaid Aerial

Policy Holder
Marne Relation 55N DOB
Click he

Mermaid, aerial e 112-23-3444

Note: Enter data in the row highlighted in yellow. Press 'tab’ key to move through any columns that you
do not want to eter. When you reach the end of the row, the information you entered will
automatically drop to the next row

Step 6: Signin WizardEnter Copay and deductible information if applicable

Patient Responsibility

Copay 15.00 3§ Deductible 100

Step 7: Signin WizardEnter the Insurance information in the higihted area

Insurances
Company PolicyHolder | PolicyMa

Click here to add a new insu

BCBS Real -time E] Mermaid, ae... m

Step 8: Click on 'Continue’ button

Step 9:Sgnin Wizard- Review the insurance information

Yisit Type
® Insurance M Cash

Insurance for this visit

@FAmaN  BCBS Real -time Show €

Note: To mark a particular visit as 'Cash'’ visit, click on 'Cash' radio button.

Step 10: Enter any optional relevant to billing that visit.
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Optional Information

Date of Injury

Prior guthorization #

) Authorised Visits Left
Note: It is useful to set date of injury, prior authorization codes or information on this screen. You can
also specify how many visit authorizations are left and system would automatically keep track of how

many visits are left before you require next autization.
Step 11: Click on 'Signin & Finish' button.

Editing appointment time

Step 1:Middle pane- Choose appointment to edit

Step 2: Readingprane- Click on "Checln" tab

Step 3: Readinggme- Edit date and time information on the page
Appointment Details

Start 7/23/2009  [v] s:154M (€]  End 5:30 AM

Physician D, Stephanie ] E] Type MNewPatient

Step 4: Readg pane- Click 'Save' button

Editing patient information

Step 1:Middle pane- Choose appointment to edit
Step 2: Readingprane- Click on "Checln" tab

Step 3: Readinggme- Edit patient details on the page

Patient Details

Last wonderland First alic n.

SSM MRM 133 Doe 14172001

AAAde~~ Aamm Lo o al [

Step 4: Reading pan&€lick 'Save' butto

Editing insurance

Step 1:Middle pane- Choose appointment to edit
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Step 2: Readingpane- Click on "Checln" tab

Step 3: Readinggme- Edit insurance information on the page

Payer Details

Pt Type PPO Copay $ Ded O
Fol Holder Self Last Beauty First Sleeping
Type Marne Policy# Group#

Aetna-HMO-72258

Step 4: Click on '+' button next to the insurance to edit
Step 5: Insurarepopup screen Edit the insurance information

Payer Details
+
Marme #Aetna Address 2
Policy Details

*F‘nlicy Mo 12345 Coverage *Ranking Primary

Step 6: Insurance poepp screen Click 'Save' button

Step 7: Reading panéClick 'Save' button

Entering pre -authorization code
Step 1:Middle pane- Choose appointment to edit
Step 2: Readingpane- Cick on "Checkn" tab

Step 3: Readinggme- Enter the preauthorization information

Prior &uthor # Inmjur

Note: This information automatically gets populated into the claim created from the visit

Step 4: Reading panéClick 'Save' button

Viewing insurance information (sum mary)
Step 1:Middle pane- Choose appointment to edit
Step 2:Readingrane- Click on "Chechkn" tab

Step 3: Readinggme- You can view the information in Payer details section
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Payer Details

Pt Type PPO E] Copay % E] Ded 0
Pal Holder Last First
Type Mame Policy# Group#

e [ - | N I

Sec Mone

Viewing insurance information (detailed)

Step 1:Middle pane- Choose appintment to edit

Step 2: Readingpane- Click on "Checln" tab

Step 3: Readinggme- Click on the '+ button next to the Payer to view

Payer Details
+
Marme #Aetna Address 2
Policy Details

“Policy Mo 12345 Coverage *Ranking Primary
Details appear in the Insurance pap screen

Scanning in insurance card

Step 1:Middle pane- Choose appointment todit

Step 2: Readingpane- Click on "Checln" tab

Step 3: Click on 'Scan Insurance card' button

Prawvider:

[@-Scan Insurance ca,—dl [H

Step 4: Click on 'Scan' button

elect device I%Scan I Brows:

Note 1: Based on the scanner, a preview screen might appear. If so, choose appropriate button to select
the area and scarzor more information on scanner specific controls, read the Scanner manual.

Note 2: Scanners must be TWAIN complaint to scan in information.

Step 5: Click 'Save' button
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Adding a Cash patient
Step 1:Middle pane- Choose appointment to edit
Step 2:Readimy pane- Click on "Checln" tab

Step 3: Click on '+' button next to add the new patient

Patient Details

Last First

Step 4:New Patient popup screen Select Payment type as 'Cash’

Payment PPO
Cash

Step 5: New Patient pepp screen Click on 'Save' button

Marking a single visit as Cash

Stepl: Middle pane- Choose appointment to edit

Step 2: Readingprane- Click on "Checln" tab

Step 3:Readingpane- Click on Policy Holder drop down and select type 'Cash’

Payer Details

Pt Type PFO Copay

Pral Halder Cash | A=t donald

Step 4:Readingpane- Click on 'Save' button

Deleting an appointment

Step 1:Middle pane- Choose appointment to edit
Step 2: Readingpane- Click on "Chechn" tab

Step 3:Readingpane- Click on 'Delete’ button

© | [Ba check-in| [T DerE
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Cancelling current Appointment
Step 1:Middle pane- Choose appointment to edit
Step 2: Middle pane- Right click on the@ppointment

Step 3: Choose 'Cancel’ option from the menu

M @ Mo Show

G{ Cancel

Postponing an appointment

Step 1:Middle pane- Choose appointment to edit

Step 2: Readingpane- Click on "Chechn" tab

Step 3: Readinggme- Edit date and time information on the page
Appointment Details

Start 7/23/2009 8115 AM End 8:30 AM

Physician D, Stephanie J Type MewPatient
Step 4: Reading paneClick 'Save' button

Marking current appointment as No show
Step 1:Middle pane- Choose appointment to edit
Step 2: Middle pane- Right click on the appointment

Step 3: Choose 'No Show' option from the menu

M @ Mo Show

Q;k Cancel

Checking out a patient
Sep 1: Middle pane- Choose appointment to checkout

Step 2:Readingrane- Click on the 'Checkout' tab

aility ][ Checkaout ][ Insur
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Note: 'Checkout' tab becomes visible only if a chedkegppointment is selected

Step 3: Enter diagnosis (ICD) codes. As you start typing, a dropodewwill appear with matching ICDs.

Dizziness/ v 3 ICC
¥

Step 4: Enter treatment (CPT) codes below CPT column. As you start typing, a drop down box will appear

Diagnosis

1Ich

with matching CPTs.

t Fee At 1

)
(K)osl MRIEY 10 40 000 @

..........................

Code Description i

9201 Office Wisit =

Note: alloFactor will automatically populate fee schedule and calculate total fee bassuhgia unit.
Each CPT will also automatically be linked to the diagnosis codes above. No modifier is entered, but you

can key it in if necessary. Similarly you can override a fee if necessary.

Step 5: Enter patient epay information

Payment Details

Balance : %0 Misit Charge @ %90
Est, Copay: %10 Total Cue ;%0
Copay  $10

Note 1: alloFactowill prompt you the amount to collect as a total of previous patient balance and
estimated copay/cénsurance.

Note 2: In the case of a Cash patient, alloFactor will prompt you to collect the entire visit charge.

Step 6: Click on 'Checkout’ button.

Step7: Click 'Print Receipt' to print a payment receipt

Changing the Fees for a visit
In some instances, like a hardship situation, you may want to override the default fees with a different
amount.

Step 1:Middle pane- Choose appointment to checkout
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Step2: Readingrane- Click on the 'Checkout' tab
Step 3: Enter diagnosis (ICD) codes.
Step 4: Enter treatment (CPT) codes.

CPT Lt Fee arnt g g g g 1

E 99201

System pulls up the default fees for the CPT.

Step 5: Edit the Fee column and change to the amount desired.

Searching for an ICD code

If you are not sure of an ICD code, you can search by description of diagnosis
Step 1:Middle pane- Choose appointment to checkout

Step 2:Readingprane- Click on the 'Checkout' tab

Step 3: Click on the magnifying glass button next to the diagnosis cod

Diagnosis

11CD [+ ]

L}

Step 4: Enter the text to search for and matching codes will be displayed below

® Search by Cade ar Description Search
Search by Description Search feve|
082.0 SPOTTED FEVERS

Step 5: Choose a diagnosis by double clicking on the row

Adding / Editing ICD code
Step 1:Middle pane- Choose appointment to checkout
Step 2: Readingpane- Clickon the 'Checkout' tab

Step 3: Readingane- Click on the '+' button next to the diagnosis code.
Diagnosis

1IcD 002
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Step 4: ICD popp window- Edit the information

ICD Details
*1CD Code [l

Description  TvyPHOID AMND PARATYPHOID
Status \Valid

Note: Valid checkbox indicates whether an ICD will appear in the dropdown search.
Step 5: Click 'Saveution

Adding / Editing CPT code

Step 1:Middle pane- Choose appointment to checkout

Step 2:Readingrane- Click on the 'Checkout' tab

Step 3: Readingane- Click on the '+' button next to the CPT code.

(X 99201 [l

Step 4: CPT pemp window- Edit the informatian

ZPT Details

* Code

Fee $a0

Along with the CPT you can add/edit fees, place of service, and type of service.
Step 5: Click 'Save' button

Editing payment

If you make a mistake in entering the amount, then you may want to edit the payment. alloFactor will
allow you to edit the pyment if you have the necessary permission and if the new payment is over the
original amount entered.

Step 1:Middle pane- Choose appointment to checkout

Step 2: Readingrane- Click on the 'Checkout' tab

Step 3: Readingane- Edit the 'Cepay' field and enter the new amount.
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Bal Prnt %0 apply To

Copay  $0

Step 4: Click 'Checkout' button to save.
Note 1: If the new amount is lower than original amount, you will not be able to delete the payment.
See the Account section 'Delete a payment'.

Note 2: You can put in a custom note liigiing on the 'a' dropdown box next to (pay field.

Copying previous diagnosis

Step 1:Middle pane- Choose appointment to checkout

Step 2:Readingprane- Click on the 'Checkout’ tab

Step 3:Readingpane-/ f A 01 &/ 2Lk LINBO @GAraAiid RIGFE odzidzy

Copy prev visit data l [i IH Save

Diagnoss and CPT data from the latest valid visit is copied to the Checkout tab.

Printing payment receipt

Step 1:Middle pane- Choose appointment to checkout

Step 2:Readingpane- Click on the 'Checkout' tab

Step 3:Readingrane- After entering relevantch®{ 2 dzi A Y F2NXF GA2y > /£ AO01 &t NXA

[ Copy prey visit data l [..!.I Print Receipt IH

Verifying patient eligibility
Step 1:Middle pane- Choose appointment to verify
Step 2: Middle pane- Right click on the appointment
100 W - |
%  Check Eligibilicy

Step 3:Middle pane- Choose 'Check Eligibility* button
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Results appear undeEligibility' tab.

Viewing patient eligibility

Step 1:Middle pane- Choose appointment to view eligibility

Step 2: Select 'Eligibility' talg Reading pane

Step 3:View eligibility details including patient, policy and benefits information

Surnrary | CheckIn | Eligibility | Signout | Insurance .ﬁ.p@[

Check Eligibility

Eligibility is not checked for this appointment. Click here to check

eligibility .

Viewing ap pointment history
Step 1:Middle pane- Choose appointment to view eligibility
Step 2: Select 'Appointment’ talg Reading pane

Date 7 Start Time Physician Status Action
7fa31/2009 10:00 AM Wineeth Jo... Mot Started Choose E]

Wineeth Jo... |Signed In Choose

Tab lists all appointments for that patient.

Canceling future appointment
Step 1:Middle pane- Choose patients whose futel appointment need to be cancelled

Step 2:Reading paneSelect 'Appointment' tab

Date LT} Start Time Physician Status Actian
7ia1sz009 10:00 AM Wineeth Jo... Mot Started Choose

72342009 Vineeth Jo... [Signed In Choose

Step 3: Reading pan€Choose the appointment to cancel

Step 4: Click on 'Choose’ drop down box and select '‘Cancel' option.
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Date W Start Time Status Action

7/31/2009 el Choose | |

742372009 10:00 &M Signed In Cancel

Inactivating an old insurance
Step 1:Middle pane- Choose an appointment of patient to inactivate

Step 2: Select 'Insurance’ tafh Reading pane

Type Mame

Step 3: Click on 'Inactivate’ button at bottom.

Print single encounter form
Step 1:Middle pane- Choose appointment to print
Step 2: Middle pane- Right click on the appointment

100 J&asim——- - Payer K
@, Chart
Print » LL Encounter Form

Step 3:Middle pane- Choose 'Print> 'Encounter Form' option from the menu

Printing all encounter forms for a day

See under Reports Module

Viewing Audit trail
Step 1:Middle pane- Choose appointment to view eligiiby
Step 2:Reading pane Select 'Audit’ taly; Reading pane

Step 3:Reading paneDisplays audit trail of activities

ser Narme Date & Time Action
lackson Jennifer 7162009 4:09:50 PM Edited
lackson Jennifer TA14/2009 214542 PM Signed In
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Printing provider schedule
See under Reports Module
Printing collection for the day
See under Reports Module
Printing bank deposit sl ip

See under Reports Module

4. Charts
'‘Charts’ module allows you to pull up patient information when the patient has not come in for a visit.
Charts module has similar functionality to Calendar module except that it is not associated with a

specific visit.

Navigation Pane Controls
Navigation pane on left gives you various filters to choose a matching set of patients.
Filter controls include

Last/First name Search by patient's name

Last Marne First MName

MRN- Search by patient chart number or medical record number
DOB- Seach by patient date of birth

MR Do E

SSN Search by patient SSN

Middle Pane
adars Eay TESMTOOO1 11/1/1990
alan Ciarminic 107 1/25/1980

Middle pane displays a list of matching patient names. Columns include first & last name, MRN, DOB,

gender and SSN.
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Reading Pane

W Appointments ][ Insurance ][ Patient Alert ]

Patient Details Main Charts tab shows deta# of patient demographics.
Appointments- Lists all past and future appointments.
Insurance Allows user to view/edit/inactivate an insurance

Patient Alert- Shows any patient notes and allows user to enter a new one

View patient details

Step 1:Navigaton pane- Select 'Charts' module

Step 2: Middle pane- Choose patient to view

adarns Kay TE=MTOOO1 11/1/1990
alan Cominic 107 1/25/1980

Step 3:Readingpane- Click on 'Summary' tab

Patient

Last Mame Aandrews

- o - ]

Details of the patient aréisplayed under Summary tab on Reading pane.

Add new patien t
Step 1:Navigation pane SelectCharts' module

Step 2:Reading paneClick 'Add new' button

@ H [m #% Delete

Step 3:Readingpane- Enter details of the patient
Step 4:Readingpane- Click Savébutton
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Edit patient information

Step 1:Navigation pane Select 'Charts' module

Step 2: Middle pane- Choose patient to view

Step 3:Readingrane- Click on 'Summary' tab and make necessary changes

Patient

Last Mame Aandrews

Step 4:Readingpane- Click Savébutton

Delete a patient

Step 1:Navigation pane Select 'Charts' module
Step 2: Middle pane- Choose patient to view
Step 3:Readingprane- Click on 'Summary' tab
Step 4:Readingpane- Click 'Delete' button

Viewing insurance information
Step 1:Navigation pane Select 'Charts' module
Step 2: Middle pane- Choose patient to view

Step 3:Readingpane- Click on "Insurace" tab

Type Mare Policy #

SISl [ cdicaid of Missouri 234234
Second... Advantra Freedarm 45658224

Details appear in the Insurance pap screen

Inactivating an old insurance
Step 1:Middle pane- Choose patient whose insurance need to be inactivated

Step 2: Select 'Insurance’ tah Reading pane

Type Mame

Step 3: Click on 'Inactivate' button at lban.

alloFactor Practice Management & EMR software Page38



alloFactor User Guide

Viewing alerts
Step 1:Navigation pane Select 'Charts' module
Step 2: Middle pane- Select patient to view

Step 3:Reading paneSelect 'Alerts' tab

Messages
12/03/2009 - Patient balance over 120 days old

The tab lists all active patient alerts.

Adding alerts
Step 1:Navigation pane Select 'Chartsnodule
Step 2:Middle pane- Select patient to view

Step 3:Reading pane Select 'Patient Alerts' tab

Messages
12/03/2009 - Patient balance over 120 days old

The tab lists current alerts. Enter new alert or edit current alert

Step 4: Click 'Save' button.

Removing alert

Step 1:Navigation pane Select '@arts' module

Step 2:Middle pane- Select patient to view

Step 3:Reading pane Select 'Patient Alerts' tab

The tab lists current alerts. Enter new alert or edit current alert
Step 4: Click 'Remove Alert' button.

Turn Alert off Hﬁ Remove Alert IH l

Note: To turn off alerts on a patiengou can also use 'Turn off* alert. It does not remove it but it does

not prompt the user anymore.
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Viewing appointment history
Step 1:Middle pane- Choose patient to view

Step 2: Select 'Appointment’ talg Reading pane

Date LT} Start Time Physician Status Actian
7ia1sz009 10:00 AM Wineeth Jo... Mot Started Choose

Signed In Choose

Tab lists all appointment®r that patient.

Canceling future appointment
Step 1:Middle pane- Choose patients whose future appointment need to be cancelled

Step 2:Reading paneSelect 'Appointment' tab

Date i Start Time Physician Status Action
7fa1/2009 10:00 AM Vineeth Jo... Mot Started Choose

7232009 Wineeth Jo... [ Signed In Choose

Step 3: Reading pan€Choose the appointment to cancel

Step 4: Clickn 'Choose’ drop down box and select '‘Cancel’ option.

Date W Start Time Status Action

7/31/2009 el Choose | |

74232009 10:00 &AM Signed In Cancel

Deleting a future appointment

Step 1:Middle pane- Choose patients whose future appointment need to be postponed
Step 2:Reading paneSelect 'Appointment' tab

Step 3: Reading pan€Choose the gpointment to cancel

Step 4: Click on ‘Choose’ drop down box and select 'Postpone’ option.

£/10/2009 Dr. Fayne B [Mot Started feliaets E

6,/ 3/2009 12:15 PM Or Keene ... Mot Started |Delete

Postponing a future appointment

Step 1:Middle pane- Choose patients whose future appointment need to be postponed
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Step 2:Reading pane Select 'Appointment' ta
Step 3: Reading pan€Choose the appointment to cancel

Step 4: Click on 'Choose’ drop down box and select 'Postpone’ option.

6/10/2009 Dr, Fayne B |Not Started EChu:u:use

A/3/2009 12:15 PM Dr Keene ... Mot Started [EEGLLTE

5. Claims

'‘Claims' module is the insurance billing component. Billing staff typically work almost entire on this

module. Primay functions include creating claims and posting payments.

Navigation PaneControls

Navigation pane on left gives you various filters to choose a matching set of claims.

Filter controls include
Date range SelectCalendar section to select tHeate; Navgate between months or years using the <
or > above the date; Today button will always bring pull up checked in visits on the same date; this is the

default option

Use Calender E]
4 July » 4 2009 B
=M Tw T F =
28029 30 01 2 3 4

5 6 7 8 910 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25

Bz 28 20030 31 1

2 3 4 5 & 7 &

You can change to different option by clicking on the 'Use Calendar' drop down box

lze Calender
se Calender
Specify Dates
Mo Date |

Nodate - do not filter out any dates; select all claims based on other criteria
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Specify datesselect a custom date rangenter from and to dates

Status- To filter by status of patient account

Status

20

Visit completed indicates visit has happenedvhen paient is checked in status is automatically set to
this 'Visit completed'

Claim created claim has been generategystem sets status when claim is created

Clarification openeda clarification has been opened for this claisystem sets status

Clarifcation answered clarification has been answeredystem sets status upon response

Claim filed- claim has been filedsystem sets status when claim is filed on paper/electronically

Claim rejected claim was rejected by clearinghouse or payiéfiled electronically, automatically set by
system

Claim denied claim was denied by payemanually set by billing staff

Secondary readysecondary claim has been generated

Secondary pendingsecondary payment pending

Tertiary ready tertiary claim has een generated

Tertiary pending tertiary payment pending

Closed claim has been paid and closed; this is the end state for a claim

Patient- To search by patient's name

Patient

Search By Last Mame E]

&

Payer- To filter by an insurance company

Paver

&

Provider- To filter claims for a mvider
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Provider

&

Middle Pane

Displays matching claims

Top

Group By Mone Iterms/Page 50
Filter By All Claims Show Claims &1l Claims [

Group by- None/DOS/Payer/Patient/Status/Patient&DOS
ltems/page- how many items to display per page
Filter by- Electronic claims/paper claims/Other claims

Show claims All claims / Ready to send

Middle

Dos & Patient Physician | Status
04/28/2009 TestPat,Pat... Dr,Steph... Visit Completed

Displays matching claims

Sorting- Click on top of a column to sort

Bottom
Records 1-50 of 313

Al [ e

Green up arrow gives a legend of color used to indicate status of claim

< >-move forward or back a page
|< >| - move to beginning or end of results

Enter a numberd jump to a page

Reading Pane

alloFactor Practice Management & EMR software

Page43



alloFactor User Guide

Select from tabs

| Summarz |F'ar_,rers " Maotes ][ Claim Issue ][ Denials ][ History ][ Claim ]

Summary main claims tab showssummary of claim

Payers lists insurances

Notes- used by billing staff to communicate with fredesk. Shows details of claims rejections
Claim issue allows billing taff to document any phone calls to insurance

Denials enter denial reasons

History- audit trail of claim

Claim- create/edit claim here

View claim summary

Step 1:Navigation pane Select 'Claims' module

Step 2: Navigation paneenter the filter citeria to find matching claims

See filter controls under Claims for more details on filters available.

Step 2: Middle pane- Select claim to view

06/03/2... Clara,Fabin Wineeth... Visit Comple...
06/03/2,., Test,Cons... Vineeth... Clarification ...

Step 3:Reading paneSelect 'Summary' tabthis is the default tab

M Payers ][ Motes ]

The tab shows details of the alai

Claim and Payment statuslisplays current claim status

Wisit Status Claim Filed (v
- Primary Secondary (Tertiary Pat Balance

alloFactor Practice Management & EMR software Page44



alloFactor User Guide

Green- indicates that step is completed

Yellow- indicates the step in progress and is incomplete

White - this step does not apply

Claim progresses through the logical sequence of Copagctioli, insurance payment(if applicable),
secondary payment (if applicable) and any patient payment (if applicable). When everything is green,

the claim will be closed.

Patient details displays patient & policy details

Patient Details

Fatient : Test ConsultPt Sex . Male
DOB ¢ 1041471951 Payment: HMO  MRN 1234

Fayer : Medicare another- Policy #:11234E

Visit details displays detad of the visit including diagnosis and treatment codes

Yisit Details

Dos P 7AL0fz009 Provider : Wineeth Joseph

ICD1: 7504 ICD 3

Frorm To CPT Mod 1 Ma... Fee
7042009 FA0/2009 99202 1 100

Claim details shows the financial summary

Claim Details

Clairn Arnount v $100
Paid By Insurance : #0
Cutstanding : 90

Claim amount total billed amount

Discount- any reductions

Adjustment- any adjustment including contractual fee adjustment

Paid by insuranceany myments from primary/secondary/tertiary insurance
Paid by patient any payments from patients including-pay

Outstanding balance outstanding
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Create a claim
Step 1:Navigation pane Select 'Claim' module

Step 2: Middle pane- Select claim to creatdt should be in 'Visit completed' status.

07/12/2... Den,Mark Dr.,Fay... Claim Created
07/13/2... Ben,Andre... Dr.,Fay... Visit Comple...

Step 2 Alternate: If visit was not recorded using alloFactor, meaning patient was not signed in then there
will be no claim in middle pane 'Visit completed' status. To create a claim from scratch, clickros''Clai

tab and click 'New Claim' button at bottom.

[em—

¢ Mew CIaim”H Save C

This clears up all data on Claims tab and allows you to create a new claim from scratch.
Step 3:Reading pane Select 'Claims' tab
Patient details- displays the patient information

Patient Details

Last Smith First Sandra Mew Patient

Review the patientriformation and edit if necessary.
To add a new patient, click 'New Patient' link

New patient popup - Enter the new patient information and save.

New Patient
Patient Details

Last Mame

First Mame MI

Remember to set patient's payment type as Amash- use HMO, PPO or POS.
Referred- displayed details ofeferring physician

Referred

Review referred information. Click '+' to edit/add referring physician information. You must enter name

and NPI information.
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Insured- Displays policy holder information

Insured Details

Marne Relation [:]

Review policy holder information. Edit name or relationdbidit this information

Payer- Displays insurance details

Payer Details

Type Mare Policy # Group #
Pri Medicaid of Mis.., (| [#] 12125 7895

Review insurance information. To edit information, click on '+' button.
Insurance popup window

Policy Holder

Policy Holder

*Relation Father

*Mame -
(LFry  Ken williams

Relation- relationship of policy holder to patient
Address address line, i§/, St and zip
Sex & DOBsex and date of birth of policy holder

Payer details

Payer Details

* Mame Medicaid of Missouri

Flan

Name- enter name of insurancedrop down box appears with matching names.

Different names may remain for same insurance if they have different addresses. But if supmitt

electronically, they may be mapped to same clearinghouse payer
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Policy details

Policy Details

*F‘Dlicy Mo 12125 *Ranking Primary

Policy Number

Ranking Primary/Secondary/Tertiary

Diagnosis displays diagnosis codes associated with the visit

Diagnosis and Procedures

IC01 599.0 ICDZ IChs

Enter or edit the diagnoses. You can enter up tdagjaoses

Procedures displaysreatment codes for the visit

Frarm CPT # Fee Arnt 1 2 3 4 Maod

03/04/09 [v| 93204 1 53 53 0 @ @

.y

Enter or edit CPT codes for the visit. You can also link diagnosis using 1,2,3,4 column headers. You can

also enter modifiers using Mod column header. For additional modifiers or to emedate (for DOS),

right click and choose additional column headers.

Billing details- displays billing details of the visit
Billing Details
Billing Address Group Test Clinic

Facility — Test Facility
Rendering Dr Dennis B

Billing address Box 33, 33a & 33b of CMS 1500. Populated by system based on the billing group setup

information under Contacinodule. To change billing group, select another group from the drop down.

To use individual provider info, select ‘individual' under drop down box.
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Facility- Box 32, 32a, & 32b of CMS 1500. Populated by system based on default group information
under Adninistration module. To change, select another facility name from drop down box.

Rendering- Name of rendering physician. Populated by system based on who the appointment. To
change, select another physician name from drop down box.

Step 4: Click '‘Generat@aim' button.

¢ Mew CIaimH¢ Generate Claiml

Create a claim (using wizard)

Step 1:Navigation pane Select 'Claims' module

Step 2: Navigation paneenter the filter criteria to find matching claims
See filter controls under Claims for more details on filters available.
Step 2:Middle pane- Select claim to print

071272, Den,Mark Cr.,Fay... Claim Created
07/13/2... Ben,andre... Dr.,Fay... Wisit Comple...

Step 3:Reading paneSelect 'Summary' tab
The tab shows details of the claim.
Step 4: Click on 'Claim' button.

Presiem

Claim creation wizard opens in a 'Claim' window.

All Box xx indicated below refers to the standaM$1500 form

Demographicgab

Step5: Enter information under Demographics tab

By default Demographics tab is selected

[ Demographics ] Patient Cef,

Personal details
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Personal Details
* MRM STEEWOODOL

* Last Name Stephen

MRN- Box 26- Medical Record Number or chart number
Name- Box 2- first and last name

DOB & SexBox 3- date of birth and sex of patient

Patient signature
: - Sign
[#| Signature On File Date E]

Patient signature infeBox 12, 13

Payment details

Payment Details

Payment PPO f':'f ?
ns

Setup payment type as insurance (PPO, HMO, POS etc) and enter number of insurance cards.

/] £A01 GbSEdGe G2 LINRPOSSR (i2 G9YLX 28 SNkDdzZ NI yi2NE

EmployefGuarantor tab
Entering information in this tab is optional. If patient is a minor you must fill out the guarantor
information. Also if the patient statement needs to go to a guardian, guarantor section must be filled

out. If worker's compensation claimhen employer section must be completed.

Step 6:Click 'Next' button to proceed to 'Provider/Facility’

)

Provider/Facilitytab
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Step7: Enter information under Provider/Facility tab

Provider information

*Rendering Provider Or Stephanie J o Referring Provider

Rendering ProviderBox 243 Rending providename; to change select from drop down box; to edit or
add new provider, click on '+' sign.
Referring Provider Box 17, 17k Referring physician name and NAb change select from drop down

box; to edit or add new provider, click on '+' sign. Refempiayider field is optional.

Billing details- displays billing details of the visit
Billing Address
* Individual Dr Stephanie J
Group C]

Billing address Box 33, 33a & 33b of CMS 1500. To change billing group, select another group from the
drop down. To use individual provider info, select 'individugdtion and select the provider from

provider drop down box.

RenderingFacility

Facility

Rendering Facility

Rendering FacilityBox 32, 32a, & 32b of CMS 1500. To change, select another facility name from drop
down box. Facility field may be left blank

{GSLI yY [/ tNBOPS S SEA £a liya dzNF yOS & ¢

)
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Insurancegab
Step9: Enter information under Insurances tab

By default the primary insurance tab is selected

LWJ Secondary Insurance || Tertiary Insurance

Policyholder info- displays policyholder information

Policy Holder

*Mame i
iE Stephen, Mathew *Relation  self

Name - Box 4, 7, 1la Policyholder name; to change seletbom dropdown box; to add new
policyholder, click on 'New Policyholder' button.

Relation- Box 6- Self / Father/ Mother/ Spouse / Child/ Guarantor

Payer details displays insurance details

Payer Details

*Marme Hurnana gold chaice

#+Type GroupHealthPlan

Name- Address at top Name of payer; to edit or add newljak '+' button
Type- Box 1- Medicare/Medicaid/Tricare/ChampVA/Group Health/FECA/Other

Misc info- displays miscellaneous info

ID Qualifier Claim Submission Electronic [«
[ ] Accept Assignment

Patient Signature on File Signature on File [9
Provider Signature on File  Print Mame [9

Accept AssignmentBox 27 of CMS1500dndicates whether provider will accept assignmembust be
checked to submit eleobnic claims
ID Qualifier- prefix for Box 33b of CMS1500qualifies the value (usually legacy provider/group

identification number) as to the type of number entered
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Patient Signature on file Box 12 & 13 of CMS1560Customize text Print name of pa#nt / Print
'Signature on File' / Leave blank

Provider Signature on file Box 31 of CMS1500 Customize text Print name of provider / Print
'Signature on File' / Leave blank

Enrolled as GroupBox 33, 33a and 33fDefault billing information to uself set to "Yes' alloFactor will
assign the default Group (setup as a part of Facilisge Editing/deleting locations). If set to 'No’,
allofactor will assume this insurance is being billed under individual provider and will assign the provider
for whom the appointment was created. Billing staff can easily override the value at the time of claim

creation.

Policy details policyid for insurance
Policy Details

*palicy Mo H123456

PolicyNumber- Box la policy number

Step 10Click orpother tabs if necessary to add relevant secondasytiary insurance information

Secondary Insurance ][ Tertiary Insurance

{GSLI mmY /EA01 abSEdGe G2 LINPOSSR (2 a5Al3Iy2araxt N

)

Diagnosis/ Proceduretab

Step 2: Enter information under Diagnosis/Procedures tab

Diagnosis diagnoses for the visit

Diagnosis

1ICh 271 Glucose It

ICD1-4 - ICD codes; to edit/addiaignosis click on '+'; to search by description, click on magnifying glass

icon.
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Procedures CPT codes for the visit

Procedures
Diagnaosis Madifiers

Fram To Cha.. dp ‘4 Unt .. .. POS TOS 1 2z 1 2

03/11/09 03/11/09 s0061 [ & [ | 1§20 $20 11 1 26

Proedures- CPT codes for the visit; To add a new CPT to the list, click on row just below column header
(highlighted in yellow) andnter data from 'From' column onwards. To edit dates click on From/To and
enter date. To change CPT code click on a row and enter CPT code. As you enter, a dropdown box with
matching CPTs will appearchoose the correct CPT code by clicking on it. ToadPT click on '+

button; to search for a CPT by description click on magnifying glass button.

From/ To- from and to dates of service associated with treatment

Charge CPT code for treatment

Unit - number of units to bill

Fee- fee per unit for CPTode

Amt - Total billed amount; ie; Fee x Units

POS Place of ServiceUse 11 for office visit, check with billing staff on other codes
TOS Type of ServiceUse 1; not used in CMS 1500 form

Diagnosis pointer to diagnosis links diagnosis to treatmen

Modifier - modifiers that apply to CPT; check with billing staff on modifier to use

{GSLI moY /EA01 UbSEGU G2 LINRPOSSR (2 aaraldStftlryS2

[U Prev H Mext UH

Miscellaneougab
All fieldsin this screen correspond to specific field on CMS 1500 form; all fields are opfi&mbr

informationas applicable to your particular situation.

Step X: Enter information under Miscellaneous tab

Injury/lliness/LMPsection
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Priar Autharization Mo

Prior Authorization Ne Enter authorization code from payers to bill specific procedures/visits
Step15:@A O] UbSEGU (2 LINPOSSR (12 aaraldSttl yS2dzaté

)

CMS Override¢ab
CMS override tab allows you to override specific fields in the CMS 1500 form
Step 16: Enter information into override fields if applicable and click 'Save' button

Step 17: Click 'Generate claimitton to create the claim

Lo Prev Hﬁgenerateclaim][@ Clase

Step18:/ £ A O1 &/ KS Ofo credkIoRaN errarsalidFacor/will validate the claim against its

internal database and any custom rules you have created.

5} Check Errar Preview =

Step 19: Click 'Preview' button to visually check thentlah preview window opens with data
embedded into a sample CMS1500 form.
Step 19: Click 'Close' to close the Claim window and show the Claims module.

Step 20:Reading paneto print, click 'Print' button; to file claim electronically, click 'File elaairally

button.

Preview a claim

Step 1:Navigation pane Select 'Claims' module

Step 2: Navigation paneenter the filter criteria to find matching claims
See filter controls under Claims for more details on filters available.
Step 2:Middle pane- Sekct claim to preview

071272, Den,Mark Cr.,Fay... Claim Created
07/13/2... Ben,Andre... Dr.,Fay... Visit Comple...

alloFactor Practice Management & EMR software Pageb5



alloFactor User Guide

Step 3:Reading paneSelect 'Summary' tab
The tab shows details of the claim.
Step 4: Click on 'Preview' button. Choose Prirre@S1500Primary

Prewiew =

Primary 3 Correction

| Secondary » CMs1500Primary

Primary- preview claim in format to file to primary insurance

Secondary preview claim in format to file to secondary insurance

Correction- preview claim with 'Corrected Claim' written on tepseful in refilings

CMS1500 xxxpreview in actual form as it would print to preprinted CMS1500 stationary

CMS1500 xxxxWHpreview in fam that can be printed on plain paper. Do not use this to file claims to

payers.

Step 5: A new popp window appears with claim in CMS 1500 format

Submitting a claim electronically

Step 1:Navigation pane Select 'Claims' module

Step 2: Navigation pan enter the filter criteria to find matching claims
See filter controls under Claims for more details on filters available.
Step 2: Middle pane- Select claim to electronically file

07/12/2... Den,Mark Cr.,Fay... Claim Created
07/13/2... Ben,Andre... Dr.,Fay... Visit Comple...

Step 3:Reading paneSelect 'Summary' tab
The tab shows details tifie claim.

Step 4: Click on 'File Electronically' button.
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