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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 

 EMR module 

 Insurance billing module 

 Patient billing module 

 iTrans transcription interface 

 

Target Audience  

This document is intended as a user guide for front-desk, billing and office managers.  

 

System Requirements  

Hardware Specs 

- Windows based machine - XP / Vista 

- 100 Mb of HDD 

- 1Gb of RAM 

- High speed internet connection (Recommended) 

- TWAIN complaint 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 side.  In order to 

navigate tasks, 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. 

 

 

alloFactorΩǎ user interface is divided into three visual components.  

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

 

 

 

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 example, in Charts 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 like to work with.  
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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 detailed information 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 

ŘƻƴΩǘ ǿŀƴǘ ǘƻ ǾƛŜǿ ǘƘŜ bŀǾƛƎŀǘƛƻƴ ƻǊ wŜŀŘƛƴƎ ǇŀƴŜ ǘƘŜȅ Ŏŀƴ ōŜ ŜƭƛƳƛƴŀǘŜŘΦ {ŜƭŜŎǘ ά±ƛŜǿέ ŦǊƻƳ ǘƘŜ ǘƻǇ 

ǘƻƻƭ ōŀǊ ŀƴŘ ŎƘŜŎƪ ǘƘŜ ǇŀƴŜǎ ȅƻǳΩŘ ƭƛƪŜ ǘƻ ōŜ ǾƛǎƛōƭŜΦ 

 

 

 

General Controls  

Clearing search box 

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

 

 

Using calendar control 

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

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

 

 

Using patient search control - Advanced search mode 

As you start typing a patient's name, the search control appears. Enter patient's last/ first name, 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. You can enable Advanced search mode by checking 'Use advanced search' checkbox. 

 

 

Using patient 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 patient 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 un-checking 'Use advanced search' checkbox. 

 

 

Middle pane controls 

Grouping - Top of middle pane usually have controls to group them - for 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. 

 

 

Sorting - To sort a list of items, click on the column header. An up/down arrow appear to indicate the 

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

 

 

Customizing columns - Typically there is not enough space to display all columns in a given space. To 

add/delete columns to the middle pane, right click on the header and new menu appears. Choose 

'Column Chooser' option. 
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A new pop window 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 column at 

the appropriate place by positioning cursor just after the column header to display. 

 

 

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.   

 

 

Ordering 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 results - To refresh list of items in middle pane, click on the refresh button at top. 

 

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 groups of data. To view data in a tab, 

click on the tab. 
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3. Calendar 

Navigation Pane Controls 

Select Calendar module to select the Date; Navigate between months or years using the < or > above 

ǘƘŜ ŘŀǘŜΤ ¢ƻŘŀȅ ōǳǘǘƻƴ ǿƛƭƭ ŀƭǿŀȅǎ ōǊƛƴƎ Ǉǳƭƭ ǳǇ ŎǳǊǊŜƴǘ ŘŀǘŜΩǎ ŀǇǇƻƛƴǘƳŜƴǘǎΤ άDƻ ¢ƻέ ǿƛƭƭ ŀŘǾŀƴŎŜ ǘƘŜ 

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

 

 

 

 

 

 

 

 

 

Middle Pane 

 Use drop down to select physicians who's calendar you want to view  

 Click on patient you would like to view - appointments are displayed in different colors 

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

 

 

 

 

 

 

 

 

Reading Pane 

 Select from top tabs to identify task ς detailed information on  tabs given below 
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 Summary Tab - Shows summary of appointment  

 Check In Tab - Shows pŀǘƛŜƴǘΩǎ details, appointment details, and insurance details. You can also 

create new appointments, edit demographic or insurance information and check-in a patient. 

 Eligibility Tab - Displays detailed results of an electronic eligibility verification including 

demographics, insurance information, benefits (including co-pay and deductible) information.  

 Insurance Tab - Shows policy holder details and insurance policy details 

 Appointments Tab - Here you can view a list of all visits. You can also cancel/no-show/postpone 

appointments. 

 Audit Tab - Shows user activities on an appointment.  

 

Viewing appointment details  

Step 1: Navigation pane - Click on Calendar module if not already in the module 

 

 

Step 2: Navigation pane - Choose the date to view on Calendar 

 

The appointments for the date are displayed 

 

Step 3: Middle pane - Click on the specific appointment to view 

 

Reading pane - Details of the appointment appear on the right 
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Viewing appointments outside regular hours  

By default allofactor shows appointments between 8:00am ς 5:00pm.  To view appointments outside of 

those hours  

  

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

 

  

Step 2: Middle pane - CǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳ ǳƴŎƘŜŎƪ ǘƘŜ ά{Ƙƻǿ ²ƻǊƪ ¢ƛƳŜ hƴƭȅέ ōƻȄ ŀnd 

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 on the left side of appointments  

Step 2: Middle pane - Uncheck 'Hide Cancelled Appointments' option on menu 

 

 

Hiding cancelled appointments  

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

Step 2: Middle pane - /ƘŜŎƪ ǘƘŜ άIƛŘŜ /ŀƴŎŜƭƭŜŘ !ǇǇƻƛƴǘƳŜƴǘǎέ ōƻȄ 
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Changing the default appointment interval  

By default, Allofactor will show appointments in 15 minute intervals. To change the view interval   

Step 1: wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ōƭǳŜ Řƻǘ ƛŎƻƴ ŀōƻǾŜ ǘƘŜ п ƻΩŎƭƻŎƪ ƘƻǳǊ - Middle pane  

  

 

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 

 

 

Step 2: Middle Pane - Select time and double click on the appointment time slot 

  

 

Step 3: Enter appointment information. 
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Existing Patients 

Step 4a:: Enter last name of patient and click on 'Find Now' button 

 

  

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

 

 

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

 

 

New Patients     

Step 4b: Click on "New Patient" link on the right  

 

    

Step 5b : Enter the new patient details 

 

  

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

 

     

Create an appointment (Alternate)  

Step 1: Navigation Pane - Select date & time of appointment  
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Step 2: Navigation Pane - Click on "Check-In" tab 

 

 

Existing Patient 

Step 3a:  Reading pane - Search for patient by typing in the patient's last name.  

 

 

Step 4a: Search pop-up window - System displays a pop-up window to enter search criteria 

 

Click 'Find' button to find matching patient names 

 

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

 

 

Step 6a: Reading pane - Click on 'Save' button to save the appointment  

 

 

New Patient 

Step 3b: Navigation pane - /ƭƛŎƪ ǘƘŜ ΨҌΩ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ CƛǊǎǘ ƴŀƳŜ 

 

 

Step 4b: New patient pop-up - Enter the new patient information 
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Step 5b: Reading Pane - Click the 'Save' button 

 

Step 4:  Reading Pane - Save by clicking on "Save" button 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 appointment information like in single appointment 

Step 2:  Appointment pop-up window - Click on the recurrence button 

 

 

Step 3:  Appointment recurrence window - Review the time 

 

 

Step 4: Appointment recurrence window Select the recurrence pattern and how many instances of 

appointment to create 
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Step 5:  Appointment recurrence window - /ƭƛŎƪ ΨhƪΩ ōǳǘǘƻƴ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ǊŜŎǳǊǊŜƴŎŜΦ 

Step 6:  Appointment pop-up window - Select patient if applicable. 

Step 7:  Appointment pop-up window - Click on 'Save & Close'. 

 

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 

 

 

Step 4: Click 'Save' button 

Note: Some appointment types do not have associated patient - eg: Personal, blocked. 

Blocking a period  

Front-desk staff may want to block a period as a way of preventing appointments during period. Lunch 

ƘƻǳǊǎ ƻǊ ǇǊƻǾƛŘŜǊ ƭŜŀǾŜ Ƴŀȅ ōŜ ƳŀǊƪŜŘ ŀǎ Ψ.ƭƻŎƪŜŘΩΦ ¢ƻ ŎǊŜŀǘŜ ŀ ōƭƻŎƪŜŘ ŀǇǇƻƛƴǘƳŜƴǘ 

 

Step 1:  Creating a regular appointment. 

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

 

 

Step 3: Click 'Save' button  

 

Locking an appointment  

Provider may want to block out certain appointment so that it does not get accidently deleted. A locked 

appointment can be deleted only by the user who created it. 
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Step 1:  Middle pane - Choose appointment to lock 

Step 2:  Middle pane - Right click on appointment 

Step 3:  Middle pane - {ŜƭŜŎǘ ά[ƻŎƪ !ǇǇƻƛƴǘƳŜƴǘέ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿn menu 

 

 

Checking in a patient  

Step 1: Middle pane - Choose appointment to check-in 

Step 2: Reading Pane - Click on "Check-In" tab 

Review all information on screen including patients address and insurance. 

Step 3: Reading Pane - Click on "Check-In" on bottom of page 

  

 

Checking in a patient (using wizard)  

Step 1: Middle pane - Choose appointment to check-in 

Step 2: Middle pane - Right click and select 'Sign In'  

      

 

Step 3: Signin Wizard - Edit patient demographics.  

 

 

Step 4: Click 'Continue' or ' Register' button to go to next step 
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Step 5: Signin Wizard - Enter/review insurance details including policyholder information. 

 

 

Note: Enter data in the row highlighted in yellow. Press 'tab' key to move through any columns that you 

do not want to enter. When you reach the end of the row, the information you entered will 

automatically drop to the next row 

Step 6: Signin Wizard - Enter Copay and deductible information if applicable 

 

 

Step 7: Signin Wizard - Enter the Insurance information in the highlighted area 

 

 

Step 8: Click on 'Continue' button 

Step 9: Signin Wizard - Review the insurance information 

 

 

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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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 authorization. 

Step 11: Click on 'Signin & Finish' button. 

 

Editing appointment time  

Step 1: Middle pane - Choose appointment to edit 

Step 2: Reading pane - Click on "Check-In" tab 

Step 3: Reading pane - Edit date and time information on the page 

 

 

Step 4: Reading pane - Click 'Save' button 

 

Editing patient information  

Step 1: Middle pane - Choose appointment to edit 

Step 2: Reading pane - Click on "Check-In" tab 

Step 3: Reading pane - Edit patient details on the page 

 

 

Step 4: Reading pane - Click 'Save' button 

 

Editing insurance  

Step 1: Middle pane - Choose appointment to edit 
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Step 2: Reading pane - Click on "Check-In" tab 

Step 3: Reading pane - Edit insurance information on the page 

 

 

Step 4: Click on '+' button next to the insurance to edit 

Step 5: Insurance pop-up screen - Edit the insurance information 

 

 

Step 6: Insurance pop-up screen - Click 'Save' button 

Step 7: Reading pane - Click 'Save' button 

 

Entering pre -authorization code  

Step 1: Middle pane - Choose appointment to edit 

Step 2: Reading pane - Click on "Check-In" tab 

Step 3: Reading pane - Enter the pre-authorization information 

 

 

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

Step 4: Reading pane - Click 'Save' button 

 

Viewing insurance information (sum mary)  

Step 1: Middle pane - Choose appointment to edit 

Step 2: Reading pane - Click on "Check-In" tab 

Step 3: Reading pane - You can view the information in Payer details section 
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Viewing insurance information (detailed)  

Step 1: Middle pane - Choose appointment to edit 

Step 2: Reading pane - Click on "Check-In" tab 

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

 

Details appear in the Insurance pop-up screen 

Scanning in insurance card  

Step 1: Middle pane - Choose appointment to edit 

Step 2: Reading pane - Click on "Check-In" tab 

Step 3: Click on 'Scan Insurance card' button 

 

 

Step 4: Click on 'Scan' button 

 

Note 1: Based on the scanner, a preview screen might appear. If so, choose appropriate button to select 

the area and scan. For 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: Reading pane - Click on "Check-In" tab 

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

 

 

Step 4: New Patient pop-up screen - Select Payment type as 'Cash' 

 

 

Step 5: New Patient pop-up screen - Click on 'Save' button 

 

Marking a single visit as Cash  

Step 1: Middle pane - Choose appointment to edit 

Step 2: Reading pane - Click on "Check-In" tab 

Step 3: Reading pane - Click on Policy Holder drop down and select type 'Cash' 

 

 

Step 4: Reading pane - Click on 'Save' button 

 

Delet ing an appointment  

Step 1: Middle pane - Choose appointment to edit 

Step 2: Reading pane - Click on "Check-In" tab 

Step 3: Reading pane - Click on 'Delete' button 
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Cancelling current  Appointment  

Step 1: Middle pane - Choose appointment to edit 

Step 2: Middle pane - Right click on the appointment 

Step 3: Choose 'Cancel' option from the menu 

 

 

Postponing an appointment   

Step 1: Middle pane - Choose appointment to edit 

Step 2: Reading pane - Click on "Check-In" tab 

Step 3: Reading pane - Edit date and time information on the page 

 

 

Step 4: Reading pane - Click '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 

 

 

 

Checking out  a patient  

Step 1: Middle pane - Choose appointment to checkout 

Step 2: Reading pane - Click on the 'Checkout' tab 
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Note: 'Checkout' tab becomes visible only if a checked-in appointment is selected 

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

 

 

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

with matching CPTs. 

 

 

Note: alloFactor will automatically populate fee schedule and calculate total fee based on single 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 co-pay information 

 

 

Note 1: alloFactor will prompt you the amount to collect as a total of previous patient balance and 

estimated copay/co-insurance. 

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.  

Step 7: 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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Step 2: Reading pane - Click on the 'Checkout' tab 

Step 3: Enter diagnosis (ICD) codes. 

Step 4: Enter treatment (CPT) codes.  

 

 

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: Reading pane - Click on the 'Checkout' tab 

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

 

 

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

 

 

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: Reading pane - Click on the 'Checkout' tab 

Step 3: Reading pane - Click on the '+' button next to the diagnosis code. 
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Step 4: ICD pop-up window - Edit the information 

 

 

Note: Valid checkbox indicates whether an ICD will appear in the dropdown search. 

Step 5: Click 'Save' button 

 

Adding / Editing CPT code  

Step 1: Middle pane - Choose appointment to checkout 

Step 2: Reading pane - Click on the 'Checkout' tab 

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

 

 

Step 4: CPT pop-up window - Edit the information 

 

 

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 payment 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: Reading pane - Click on the 'Checkout' tab 

Step 3: Reading pane - Edit the 'Co-pay' field and enter the new amount. 
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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 by clicking on the 'a' dropdown box next to Co-pay field. 

 

Copying previous diagnosis  

Step 1: Middle pane - Choose appointment to checkout 

Step 2: Reading pane - Click on the 'Checkout' tab 

Step 3: Reading pane - /ƭƛŎƪ ά/ƻǇȅ ǇǊŜǾ Ǿƛǎƛǘ Řŀǘŀέ ōǳǘǘƻƴ 

 

 

 

Diagnosis 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: Reading pane - Click on the 'Checkout' tab 

Step 3: Reading pane - After entering relevant cheŎƪƻǳǘ ƛƴŦƻǊƳŀǘƛƻƴΣ /ƭƛŎƪ άtǊƛƴǘ wŜŎŜƛǇǘϥ 

 

 

 

Verifying patient eligibility  

Step 1: Middle pane - Choose appointment to verify 

Step 2: Middle pane - Right click on the appointment 

 

 

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

 

Viewing patient eligibility  

Step 1: Middle pane - Choose appointment to view eligibility 

Step 2: Select 'Eligibility' tab ς Reading pane 

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

 

 

Viewing ap pointment history  

Step 1: Middle pane - Choose appointment to view eligibility 

Step 2: Select 'Appointment' tab ς Reading pane 

 

 

 

 

Tab lists all appointments for that patient. 

 

Canceling future appointment  

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

Step 2: Reading pane - Select 'Appointment' tab  

 

 

 

 

Step 3: Reading pane - Choose the appointment to cancel 

Step 4: Click on 'Choose' drop down box and select 'Cancel' option. 
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Inactivating an old insurance  

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

Step 2: Select 'Insurance' tab ς Reading pane 

 

 

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 

 

 

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 eligibility 

Step 2: Reading pane - Select 'Audit' tab ς Reading pane 

Step 3: Reading pane - Displays audit trail of activities 
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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 

 

 

MRN - Search by patient chart number or medical record number 

DOB - Search by patient date of birth 

 

SSN - Search by patient SSN 

 

Middle Pane 

 

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 

 

 

Patient Details - Main Charts tab - shows details 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: Navigation pane - Select 'Charts' module 

 

 

Step 2: Middle pane - Choose patient to view 

 

 

Step 3: Reading pane - Click on 'Summary' tab  

 

 

Details of the patient are displayed under Summary tab on Reading pane. 

 

Add new patien t 

Step 1: Navigation pane - Select 'Charts' module 

Step 2: Reading pane - Click 'Add new' button 

 

 

Step 3: Reading pane - Enter details of the patient  

Step 4: Reading pane - Click 'Save' button 
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Edit patient  information  

Step 1: Navigation pane - Select 'Charts' module 

Step 2: Middle pane - Choose patient to view 

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

 

 

Step 4: Reading pane - Click 'Save' button 

 

Delete a patient  

Step 1: Navigation pane - Select 'Charts' module 

Step 2: Middle pane - Choose patient to view 

Step 3: Reading pane - Click on 'Summary' tab 

Step 4: Reading pane - Click 'Delete' button 

 

Viewing insurance information  

Step 1: Navigation pane - Select 'Charts' module 

Step 2: Middle pane - Choose patient to view 

Step 3: Reading pane - Click on "Insurance" tab 

 

 

Details appear in the Insurance pop-up screen 

 

Inactivating an old insurance  

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

Step 2: Select 'Insurance' tab ς Reading pane 

 

 

Step 3: Click on 'Inactivate' button at bottom. 
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Viewing alerts  

Step 1: Navigation pane - Select 'Charts' module 

Step 2: Middle pane - Select patient to view 

Step 3: Reading pane - Select 'Alerts' tab 

 

 

The tab lists all active patient alerts. 

 

Adding alerts  

Step 1: Navigation pane - Select 'Charts' 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 'Save' button. 

 

Removing alert  

Step 1: Navigation pane - Select 'Charts' 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. 

 

 

Note: To turn off alerts on a patient, you 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' tab ς Reading pane 

 

 

 

 

Tab lists all appointments for that patient. 

 

Canceling future appointment  

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

Step 2: Reading pane - Select 'Appointment' tab  

 

 

 

 

Step 3: Reading pane - Choose the appointment to cancel 

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

 

 

Delet ing a future appointment  

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

Step 2: Reading pane - Select 'Appointment' tab  

Step 3: Reading pane - Choose the appointment to cancel 

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

 

 

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' tab  

Step 3: Reading pane - Choose the appointment to cancel 

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

 

 

5. Claims 

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

module. Primary functions include creating claims and posting payments. 

 

Navigation Pane Controls 

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

 

Filter controls include 

Date range - Select Calendar section to select the Date; Navigate 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 

 

 

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

 

 

No date - do not filter out any dates; select all claims based on other criteria 
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Specify dates - select a custom date range - enter from and to dates 

 

Status - To filter by status of patient account 

 

 

Visit completed - indicates visit has happened - when patient is checked in status is automatically set to 

this 'Visit completed' 

Claim created - claim has been generated - system sets status when claim is created 

Clarification opened - a clarification has been opened for this claim - system sets status 

Clarification answered - clarification has been answered - system sets status upon response 

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

Claim rejected - claim was rejected by clearinghouse or payer - if filed electronically, automatically set by 

system 

Claim denied - claim was denied by payer - manually set by billing staff 

Secondary ready - secondary claim has been generated  

Secondary pending - secondary payment pending 

Tertiary ready - tertiary claim has been 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 

 

 

Payer - To filter by an insurance company 

 

 

Provider - To filter claims for a provider 
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Middle Pane 

Displays matching claims 

 

Top 

 

 

Group by - None/DOS/Payer/Patient/Status/Patient&DOS 

Items/page - how many items to display per page 

Filter by - Electronic claims/paper claims/Other claims 

Show claims - All claims / Ready to send 

 

Middle 

 

 

Displays matching claims 

Sorting - Click on top of a column to sort 

 

Bottom 

 

 

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 number to jump to a page 

 

Reading Pane 
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Select from tabs  

 

 

Summary - main claims tab - shows summary of claim 

Payers - lists insurances 

Notes - used by billing staff to communicate with front-desk. Shows details of claims rejections 

Claim issue - allows billing staff 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 pane - 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 view 

 

 

Step 3: Reading pane - Select 'Summary' tab - this is the default tab 

 

 

The tab shows details of the claim.  

 

Claim and Payment status - displays current claim status 
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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 Copay collection, 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 

 

 

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

 

 

Claim details - shows the financial summary 

 

 

Claim amount - total billed amount 

Discount - any reductions 

Adjustment - any adjustment including contractual fee adjustment 

Paid by insurance - any payments from primary/secondary/tertiary insurance 

Paid by patient - any payments from patients including co-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 create. It should be in 'Visit completed' status. 

 

 

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, click on 'Claims' 

tab and click 'New Claim' button at bottom. 

 

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 

 

 

Review the patient information and edit if necessary. 

To add a new patient, click 'New Patient' link 

New patient pop-up - Enter the new patient information and save. 

 

 

Remember to set patient's payment type as non-cash - use HMO, PPO or POS. 

Referred - displayed details of referring physician 

 

 

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 

 

 

Review policy holder information. Edit name or relationship to edit this information 

 

Payer - Displays insurance details 

 

 

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

 

Insurance pop-up window 

Policy Holder 

 

 

Relation - relationship of policy holder to patient 

Address - address line, City, St and zip 

Sex & DOB - sex and date of birth of policy holder 

 

Payer details 

 

 

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

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

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

 

 

Policy Number 

Ranking - Primary/Secondary/Tertiary 

 

Diagnosis - displays diagnosis codes associated with the visit 

 

 

Enter or edit the diagnoses. You can enter up to 4 diagnoses  

 

Procedures - displays treatment codes for the visit 

 

 

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 enter 'To' date (for DOS), 

right click and choose additional column headers. 

 

Billing details - displays billing details of the visit 

 

 

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

information under Contact module. 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 Administration 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 'Generate Claim' button. 

 

 

Create a claim (using wizard)  

Step 1: Navigation pane - Select 'Claims' module 

Step 2: Navigation pane - 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 print 

 

 

Step 3: Reading pane - Select 'Summary' tab  

The tab shows details of the claim.  

Step 4: Click on 'Claim' button.  

 

 

Claim creation wizard opens in a 'Claim' window.  

All Box xx indicated below refers to the standard CMS 1500 form 

 

Demographics tab 

 

Step 5: Enter information under Demographics tab 

By default Demographics tab is selected 

 

 

Personal details 
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MRN - Box 26 - Medical Record Number or chart number 

Name - Box 2 - first and last name 

DOB & Sex - Box 3 - date of birth and sex of patient 

 

Patient signature 

 

 

Patient signature info - Box 12, 13 

 

Payment details  

 

 

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

/ƭƛŎƪ άbŜȄǘέ ǘƻ ǇǊƻŎŜŜŘ ǘƻ ά9ƳǇƭƻȅŜǊκDǳŀǊŀƴǘƻǊέ 

 

 

Employer/Guarantor 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 claim, then employer section must be completed. 

 

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

 

 

Provider/Facility tab 
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Step 7: Enter information under Provider/Facility tab 

 

Provider information 

 

 

Rendering Provider - Box 24J - Rending provider name; to change select from drop down box; to edit or 

add new provider, click on  '+' sign. 

Referring Provider - Box 17, 17b - Referring physician name and NPI. To change select from drop down 

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

 

Billing details - displays billing details of the visit 

 

 

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 'individual' option and select the provider from 

provider drop down box. 

 

Rendering Facility 

 

 

Rendering Facility - Box 32, 32a, & 32b of CMS 1500. To change, select another facility name from drop 

down box. Facility field may be left blank 

 

{ǘŜǇ уΥ /ƭƛŎƪ άbŜȄǘέ ǘƻ ǇǊƻŎŜŜŘ ǘƻ άLƴǎǳǊŀƴŎŜǎέ 
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Insurances tab 

Step 9: Enter information under Insurances tab 

By default the primary insurance tab is selected 

 

 

Policyholder info - displays policyholder information 

 

 

Name - Box 4, 7, 11a - Policyholder name; to change select from 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 

 

 

Name - Address at top - Name of payer; to edit or add new, click '+' button 

Type - Box 1 - Medicare/Medicaid/Tricare/ChampVA/Group Health/FECA/Other 

 

Misc info - displays miscellaneous info 

 

 

Accept Assignment - Box 27 of CMS1500 - indicates whether provider will accept assignment - must be 

checked to submit electronic claims  

ID Qualifier - prefix for Box 33b of CMS1500 - qualifies 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 CMS1500 - Customize text - Print name of patient / 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 Group - Box 33, 33a and 33b - Default billing information to use - If set to 'Yes' alloFactor will 

assign the default Group (setup as a part of Facility - see 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 - policy id for insurance 

 

 

Policy Number - Box 1a - policy number  

Step 10: Click on other tabs if necessary to add relevant secondary / tertiary insurance information 

 

 

{ǘŜǇ ммΥ /ƭƛŎƪ άbŜȄǘέ ǘƻ ǇǊƻŎŜŜŘ ǘƻ ά5ƛŀƎƴƻǎƛǎκtǊƻŎŜŘǳǊŜǎέ 

 

 

Diagnosis/ Procedures tab 

Step 12: Enter information under Diagnosis/Procedures tab 

 

Diagnosis - diagnoses for the visit 

 

 

ICD 1-4 - ICD codes; to edit/add diagnosis click on '+'; to search by description, click on magnifying glass 

icon. 
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Procedures - CPT codes for the visit 

 

 

Procedures - CPT codes for the visit; To add a new CPT to the list, click on row just below column header 

(highlighted in yellow) and enter 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 appear - choose the correct CPT code by clicking on it. To edit a CPT 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 CPT code 

Amt - Total billed amount; ie; Fee x Units 

POS - Place of Service - Use 11 for office visit, check with billing staff on other codes 

TOS - Type of Service - Use 1; not used in CMS 1500 form 

Diagnosis - pointer to diagnosis - links diagnosis to treatment 

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

 

{ǘŜǇ моΥ /ƭƛŎƪ ϥbŜȄǘϥ ǘƻ ǇǊƻŎŜŜŘ ǘƻ άaƛǎŎŜƭƭŀƴŜƻǳǎέ 

 

 

Miscellaneous tab 

All fields in this screen correspond to specific field on CMS 1500 form; all fields are optional - Enter 

information as applicable to your particular situation. 

 

Step 14: Enter information under Miscellaneous tab 

Injury/Illness/LMP section 
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Prior Authorization No - Enter authorization code from payers to bill specific procedures/visits  

Step 15: ClƛŎƪ ϥbŜȄǘϥ ǘƻ ǇǊƻŎŜŜŘ ǘƻ άaƛǎŎŜƭƭŀƴŜƻǳǎέ 

 

 

CMS Override tab 

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 claim' button to create the claim 

 

 

Step 18: /ƭƛŎƪ ά/ƘŜŎƪ 9ǊǊƻǊέ ōǳǘǘƻƴ to check for any errors. alloFactor will validate the claim against its 

internal database and any custom rules you have created. 

 

 

Step 19: Click 'Preview' button to visually check the claim. A 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 pane - to print, click 'Print' button; to file claim electronically, click 'File electronically' 

button. 

 

Preview a claim  

Step 1: Navigation pane - Select 'Claims' module 

Step 2: Navigation pane - 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 preview 
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Step 3: Reading pane - Select 'Summary' tab  

The tab shows details of the claim.  

Step 4: Click on 'Preview' button. Choose Primary->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 top - useful in refilings 

CMS1500 xxxx - preview in actual form as it would print to preprinted CMS1500 stationary 

CMS1500 xxxxWF - preview in form that can be printed on plain paper. Do not use this to file claims to 

payers. 

 

Step 5: A new pop-up window appears with claim in CMS 1500 format 

 

 

Submitting a claim electronically  

Step 1: Navigation pane - Select 'Claims' module 

Step 2: Navigation pane - 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 

 

 

Step 3: Reading pane - Select 'Summary' tab  

The tab shows details of the claim.  

Step 4: Click on 'File Electronically' button.  

 












































































































































































