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Getting Started

Getting to the Login Page

In your browser's address bar you will need to enter the location of your OpenEMR installation. For most users
this address will consist of the name of your server followed by a forward leaning slash, "openemr" and another
forward leaning slash. This should look like this:

http://MyServerName/openemt/

Be sure to check with your Administrator, as the location of your OpenEMR installation may be different. As
an example the OpenEMR live demo is located at: http://www.oemr.org/demo/openemt/

Once you have entered the correct address, you should be presented with the login screen:
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Logging In
The login screen contains two input boxes: 'Username' and 'Password'. The first time you log in to a fresh
installation of OpenEMR you will need to log in as "admin" with a password of "pass". Your administrator may

provide with a your own username and password. ( Note that the OpenEMR login is case-sensitive.)

You will also be presented with a drop-down list of possible languages in which you can view OpenEMR. The
default language (English) should already be selected.

Once you have entered the correct username and password, simply click the 'Login' button or press 'Enter'.

Changing Passwords

If this is your first time logging in to OpenEMR it is recommended that you change your password to something
more secure. To do this select 'Miscellaneous - Password' from the navigation list on the left, or simply
'Password' in the Radio Button navigation scheme.


http://www.oemr.org/demo/openemr/

RRH 2 g den U g e i e e g e e g e e |

- - Sl " - 1 CIIMEE [ St

This will bring up the “Password Change” screen. Enter your new password into the two input boxes, make
sure you type the same thing into each box. And remember that OpenEMR's username and passwords are case
sensitive.

Once you've done this, click the 'Save Changes' button. You will then be required to login again with your new
password.

( Note: If you are using the OpenEMR demo instance, please do NOT change the admin password! )



Main Screen & Navigation

A successful login will bring you to the main screen of OpenEMR. The user is presented with two windows,
the Calendar, and below that, the Messages page.
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Navigation

OpenEMR can be configured with your choice of three navigation schemes. Traditional, Tree View, or Radio
Buttons. You can specify which scheme you would like to use by editing the file openemr/interface/globals.php
( Detailed instructions can be found here. )

Traditional

The Traditional navigation scheme uses context-sensitive menus located at the top of the screen, which change
depending on what page is being viewed. The patient search function is also located at the top left corner of the
screen.

In the Traditional navigation scheme related pages are linked. Pages load simultaneously to facilitate the data
entry process.


http://www.openmedsoftware.org/wiki/OpenEMR_Layout_Selection
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Tree View

The Tree View is the default navigation scheme for OpenEMR 3.2. This navigation scheme presents a

hierarchical list of page links on the left side of the screen which can be directed to load in either the top or
bottom widow of the main screen.

The patient search function is located below the navigation list on the left hand side of the screen. Along with a
link to OpenEMR's support page on Sourceforge.net.
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Radio Buttons

The Radio Button navigation scheme functions similar to the Tree View except that the links are presented as an
unordered list, with a series of radio buttons to the right and left of each item.

Selecting the left radio button will load the desired page in the top window, while selecting the right hand button
will load the page in the bottom window. You can also disable the top or bottom window by clicking on the
appropriate checkbox at the top of the navigation menu.

For the purpose of this Users Guide, we will assume you are using the default navigation scheme (Tree View).
A complete cross reference of menu items for both the Radio Button and the Tree View navigation schemes can
be found here.
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http://www.openmedsoftware.org/wiki/Cross_Reference_Views

Setting Up Your Clinic

To begin using OpenEMR, navigate to your server's installation directory and log in using your assigned
username and password.

A successful login brings you to the appointment calendar. Before you begin scheduling appointments you'll
want to configure some basic information for your users. To start setting up your clinic, select 'Administration’
from the navigation list on the left of the screen. This will bring up a list of available administration pages.
Click "Facilities' to bring up the Facility Administration page.
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This is one of several pages within the Administration section of OpenEMR. Administration also includes
sections for managing your facility's Forms, Practice information, Calendar categories, Lists, Database
administration, and more. Links to these sections can be found in the left hand navigation list under
'Administration' (or at the top of the page if you're using one of the other navigation schemes).

Facility Administration

We'll start by setting up your facility for your users. There is a default clinic already built in. It will need to be
updated with the correct information for your clinic. To do this, simply click on the name of the clinic, in this

case “Your Clinic Name Here”, to edit it's details.

This pops up a lightbox containing a form for editing your clinic's information.
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Enter the correct name, address & contact information for your clinic. This information will be used for billing,
so make sure to include who to direct billing information to, and enter your facility's NPI and CLIA number.
Indicate whether your facility is a billing and/or service location by clicking the checkbox next to the
appropriate option. If your clinic is a billing location, you may also want to check the “Accepts Assignment”
box.

When you are finished entering your clinic's information click the 'Save' button to update your clinic and return
to the Facility Administration page.

Your clinic may have additional facilities in which care is given, such as a hospital. To create a new facility,
click 'Add' and enter the relevant data as you did for the other clinic. Click 'Save' when finished.

User Administration

Clicking 'Administration - Users' in the navigation list will bring you to the User / Group Administration page.

This page contains a list of your clinic's users. If you have not yet added any users, then only "admin" will be
shown.
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You can add a new user by clicking the 'Add User' button, or you can modify an existing user by clicking on
their username.
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Both methods will pop up a lightbox containing the user profile page. Here you can edit a user's password,
facility information and access controls, as well as their authorization status. Authorized users are practitioners,
and will appear in the appointment calendar. They can also be associated with encounters for billing purposes,

and are able to authorize encounter information entered by non-authorized users so that the encounter will be
billable.

To authorize your practitioners be sure to click the 'Provider' check box. Other facility staff do not need to be
authorized. Practitioners will also need their UPIN and Federal Tax ID entered for correct billing, as well as

their Federal Drug ID for prescription writing.

Once your user's information has been updated successfully click 'Save' to return to the User / Group
Administration page.
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Practice Administration

Next you'll need to enter the relevant practice information for your clinic. This includes pharmacy and
insurance company information, as well as the types of documents your clinic accepts.

Clicking the 'Practice' link in the navigation menu will bring you to the Practice Administration page where you
will be presented with a list of links for editing your facilities' information.
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The Practice Administration page initially presents you with the list of your clinics pharmacies. Click the 'Add
a Pharmacy' button to enter the contact information for your clinic's pharmacy. A drop down menu lets you
select the preferred method for transferring prescription information. Once you've entered the correct
information, click 'Save' to add your new pharmacy.

G T cosrdurcopimoon SOEE o e bv i e an g g B = o g s P 3,

SN R WP TR "
P | Marl [Ligged . Admieimmtin Sater. | o

Before setting up any insurance companies, you'll want to enter your X12 Partner information. These are the
clearinghouses or large payers to whom you will send electronic billing. Most practices will probably just use a
single clearinghouse.
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To add one of these clearinghouses, click on 'X12 Partners' and then click the '"Add New Partner' button.
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The ID numbers that you enter here will need to be provided to you by the clearinghouse/partner. The Version
number refers to the version of the X12 837p protocol specification used and should probably not be changed.
Click 'Save' to save the information you've entered.

Selecting 'Insurance Companies' from the links at the top of the page brings up a list of Companies that have
been added to your clinic. If this is a new installation of OpenEMR, this list will be empty. You can add a new
insurance company by clicking 'Add a Company'. Or, you can edit an existing company by clicking on it's
name in the list.
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Once you have entered the correct information, click 'Save' to save any changes, or add the new company to the
list.
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In practice, many insurance companies have multiple insurance plans with a separate billing address for each
plan. At this time, you will need to add each plan as a separate insurance company.

Many insurance companies also assign their own doctor-specific ID numbers, and these numbers must appear in
your claims. Click on 'Insurance Numbers' to see a list of your clinic's providers and their default ID numbers.
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Click on a provider's name to bring up a list of insurance companies and the corresponding ID numbers that
have been entered for that provider.
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Selecting 'Add New

... presents a form for adding this provider's numbers for another insurance company. Fill in

this information and click the 'Save' button to add the new number. You can also edit an existing set of numbers

by clicking on the

company name in the list.

Note that one of the selections in the drop down list of insurance companies is "Default"; you can use this to fill
in default numbers for insurance companies not otherwise entered.

Next click on 'Documents' to see a list of patient documents that have been uploaded. Clicking the 'Edit
Categories' button displays a hierarchy of the different types of documents that you can attach to a patient. The

default set is shown. To add more categories click on the desired parent folder's name, fill in the name of the
new document type, and click 'Add Category'.
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Lists

Select 'Lists' from the menu at left. This brings you to OpenEMR's List Management system. This is where
many of the selection lists within OpenEMR are stored and edited. Before you begin using OpenEMR you will
need to populate these lists with data appropriate to your clinic.
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Select 'State' from the drop-down list. OpenEMR comes configured with only one state by default. If your
clinic sees patients from only one state you can simply replace the default state by clicking in the 'ID' and 'Title'
fields and replacing them with the appropriate information.

Alternatively, you can add multiple states by filling in the empty fields that are provided for you. You can also
specify which state you would like to use as the default by selecting the checkbox next to that state.
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When you are finished modifying the list, click 'Save'. This will update the list and generates a new set of
empty fields should you need to add additional states to the list.
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The drop-down contains lists for Race/Ethnicity, common billing codes that appear in the Fee Sheet, Price
Levels, common Exams/Tests, etc. All of these lists may be modified in this same manner.
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Address Book

OpenEMR also contains a built-in address book for storing useful contact information for your staff as well as
other doctors, clinics, etc. that your office may contact on a regular basis.

Select 'Addr Bk' (under 'Miscellaneous') from the navigation menu to bring up your clinic's Address Book.
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This will present you with a list of all of the contacts currently contained in your Address Book. Click on a
person's name to edit their contact information, or click 'Add New' to enter a new contact into your address
book.

In the 'Add New Person' dialog box, select a title, and enter their name and address. If you are adding a

16



physician to your address book, be sure to include their UPIN and other ID numbers for billing and referrals.
Entering a 'Specialty' will allow you to narrow your search parameters when writing letters to a particular
physician, etc.

Dermatology
o
Universal Health Center

When you are finished entering the new contact information, click 'Save'.

Note that the new contact has been added to the list.

You can search for a particular contact in the address book by entering their name and/or specialty at the top of
the page and clicking 'Search'. This brings up a list of any contacts matching your search parameters.
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Adding A New Patient
Once you have entered all the necessary clinic information you can begin entering patient data.

Select 'Patient/Client — New/Search' in the navigation menu on the left of the screen to begin entering a new
patient into the system.

Patient Demographics

In the Search or Add Patient page enter the patient's name & birth date. If you have an existing chart for this
patient, you may enter the chart number under 'External ID'. If you do not enter a number the system will
automatically assign one that is equal to its internal patient ID. When you are finished click 'Create New
Patient'.
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NOTE: Clicking the calendar button next to the “DOB” field will pop up an easy to use date selection tool
found throughout the OpenEMR program. Simply click the arrows to the right or left of “Today” to advance the
date forward or back a single month or year, or hold an arrow down to select the month or year manually.
Selecting the day of the month will then fill the selected date into it's respective field in the proper format
(YYYY-MM-DD)

You should now be presented with the Patient Summary Page, which contains a summary of the patient's
identifying information, including employment, insurance and provider information in sections that may be
expanded or collapsed at will by clicking the link to the right of the desired section. The page also includes
links to the patient's medical history, documents, etc. at the top of the screen, as well as a list of “issues”
associated with that patient, and any appointments they may have scheduled.

Notice that additional patient related pages are now accessible via the navigation menu to the left.
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To continue entering patient information click 'Edit' next to the desired section.

This will bring up a series of tabs containing inputs for the various types of patient data. Click on the tab for the
section you would like to work with and fill in the desired fields. Note that fields labeled in red are required in

order for billing to work properly.
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To enter a patient's insurance information for the first time click 'edit' next to the Demographics section. The

Insurance information section can be found below the Demographics tabs.
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Select the patient's insurance company from the drop-down list, or you can search for it by clicking
'Search/Add'. Doing so brings up a dialog box containing several fields which are searchable (labeled in green).
Entering a partial value into one or more fields and clicking the 'Search' button pops up a second dialog
containing a list of all insurance companies matching those parameters.

-
E Insurance Company Search/Add - Google Chrome E@g

O opensourceemr.com:2089/openemr/interface/practice/ins_search.php

Name:

Attention:

|
|
Address1: I
Address2: I

City/State: |

Zip/Country: I USA
Phone: I

CMS 1D: I

Payer TYpe: | Other HCFA =] s
X12 Partner: _ gne — [+]

Search I [Save as New] [Cancel ]

L j_ List Insurance Companies -

Name Attn Address City Zip
Pacific Health 2001 E 123rd St Pasadena 90059 310-654-3210

Selecting the desired name from the list will automatically make it the selection for that patient.
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If the desired insurance company is not yet entered, you can also add it here by completing all the fields and
clicking 'Save as New'. This also selects the newly added insurance company for this patient.

If the patient is the also the insured party, then selecting “self” from the drop-down list will automatically
populate the “subscriber” section with the relevant data for you.

When you are finished, click 'Save' at the top of the page to save and return to the Demographics summary. You
can see that Insurance now has it's own section, and all of the new patient data is now visible on the summary
page.

Patient History

Next select 'History' at the top of the Patient Summary page This brings up a page containing information about
the patient's medical history.

Clicking 'Edit' will bring up a data entry page with tabbed sections, similar to that of the Demographics page.
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Access the desired sections by clicking on the appropriate tab and enter in the patient's data as necessary, then
click 'Save'.
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Uploading Documents

Select 'Documents' at the top of the patient Summary page. Here you may upload files that you have scanned
and/or saved, such as a patient's ID or insurance card.

First, click the appropriate Document Category for the file you wish to upload, then click 'Browse'. This will
present you with the standard dialog for locating the file on your computer. Once the desired file has been
selected, click 'Upload' to save the file in OpenEMR.

Once the file is uploaded, you will be presented with a report, confirming the file has been uploaded
successfully. To see the new file, click on the plus sign next to the appropriate document category which
displays a list of all the files in that category. Click on the name of the new file to view it.
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Here you can also attach a note to the document, associate it with a particular issue, or move it to a different
category or patient.
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Using The Calendar

In this section we'll discuss setting up a provider's schedule in the calendar and adding patient appointments.

Setting Up Schedules

Login to OpenEMR using your assigned username and password.

OpenEMR v3.2.0-dev

Usemame: cyan

Password: ssess]
Language: Default- English (Standard) -

[toon |

Copyright Notice

Dene

For users who are not practitioners, such as someone who works at the front desk, the Calendar will show the
schedules of all the practitioners at the clinic by default. When you first start using OpenEMR you will need to
set up schedules for all of your practitioners.

To do this, select from the 'Providers' list on the right the person who's schedule you wish to set up. Next click
the time at which that provider is scheduled to enter the office.
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This will present you with the 'Add New Event' dialog box.

The clinic and provider name should be automatically filled in for you, as well as the time that you selected.
Choose “In Office” from the 'Category' drop-down list.

F

\E Add New Event - Google Chrome l =& et e )
() www.verbuscounts.com/openemr/openemrfinterface/main/calendar/add_edit_event.phpstartam
Category: | In Office E ) All day event
Date: 2010-01-29 @ Time 8 Z |45 AME
Title: In Office duration 0 minutes

Facility: Your Clinic Name Here

Patient: Click to select

Provider:  Alexander, Robert E Repeats everyEl wurkdayEl
Pref Cat: - Mone — E until 2011-01-29
Comments:

[ye| |[Find Available | | Delete

You can also choose to make this a repeating event, which allows you to set up an event only once for a given
period of time. Do this by selecting the 'Repeats' checkbox, and setting the appropriate frequency & duration.

When you are finished click 'Save' to update the calendar. Now you will see a block of available time slots for

that provider's schedule. Scroll down and click on the time that the provider is scheduled to leave the office for
the day.

The same process is used to create a repeating “Out Of Office” event.
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e w | Pl
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You can also add a lunch break in your practitioners' schedules. This is done the same way, with the exception
of the duration, which in this case is non-zero.

& Add New Event - Google Chrome . =] = s

i

(D www.verbuscounts.com/openemr/openemr/interface/main/calendar/add_edit_event.php?startam
®
20012 ([ o0 | Au]
Your Clinic Name Here

Aexander, Rober v ooy [
211012 | [

Now you can see your practitioner's full schedule laid out on the Calendar page. Continue setting up the
Calendar in this fashion until all your practitioners' schedules have been entered.
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Making Appointments
Now that the clinic and all it's practitioners are set up, you can begin scheduling appointments for your patients.

To locate a patient in the system, enter all or part of their name into the search field in the bottom left corner of
the screen (below the navigation list) and click Name'. This will bring up a list of all the patients in your
system matching that name. If you need to narrow the list, you can enter a longer search term, such as their full
name (Eg. “rourk, rod”).

Click on the desired name to bring up the Demographics summary for that patient. If you have the patient on
the phone, now would be a good time to confirm that their contact and insurance information is up to date. If
the patient is not already in the system, you can select 'New/Search' from the menu to begin entering their
information.
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The right-hand side of the Patient Summary shows a list of all current and future appointments for that patient.

Click 'expand' next to the Appointments section if the list is not already visible. Click 'Add' to schedule an
office visit.

e

Alexander, Robert n ﬂ
-Nore il ]

This will present you with the same 'Add New Event' dialog used earlier. This time “Established Patient” is
selected as the Category. You can change the category to “New Patient” if this is their first visit. If a primary
provider has been entered for that patient, they will be selected automatically.

Click 'Find Available' to see a list of appointment times available for that provider for the next 7 days. You can
change the start date or the number of days shown and click 'Search' to display a new list using those
parameters.

29



™ Find Available Appointments - Google Chrome I. = é,l

O www.verbuscounts.com/openemr/openemr/interface/main/calendar/find_appt_popup.p
-~
Start date: 2010-05-30 for |7 days 1
Day Available Times
Monday AM 545 9:00 9115 930 945 10:15 10:30 10:45 11:45
2010-05-31 PM 12:00 12:15 1230 12:45 1:00 1:15 130 145 200 215 230
! 2 245 300 315 330 345 4:00
S e e ee A L Chaner A B0 Am
M tTucsds AM 845 9:00 915 9:30 9:45 107 TS TUT 45 11:45
L PM 12:00 12:15 1230 12:45 1:00 115 1:30 1:45 200 215 230
2010-06-01
[l 245 3:00 315 3:30 345 4:00 415 430 445
Wednesday AN 545 9:00 915 930 945 10:00 10:15 10:30 10:45 11:45
v
Nl =2010-05-02 PM 12:00 12:1512:30 12:45 1:00 1:15 1:30 145 200 215 230
B 245 300 315 330 345 400 415 430 445 E
W Thursds AM 845 9:00 915 9:30 945 10:00 10:15 10:30 10:45 11:45 1
2010 DE:DS PM 12:00 12:15 1230 12:45 1:00 1:15 1:30 145 200 215 230
i 245 3:00 315 330 345 4:00 415 430 445
Friday AN 845 900 915 930 945 10:00 10:15 10:30 10:45 11:45
PM 12:00 12:15 1230 12:45 1:00 1:15 130 145 200 215 230
2010-08-04
2 245 300 315 3:30 345 400 415 430 445
|
|
||
I —_—
Verbuscounts.com/openemi/openem/interface/main/calendar/find_appt_popup.php?.. -

Once a date and time have been agreed upon, selecting that time from the list will close the window, and the
selected time will appear in the 'Add Event' dialog.

® Edit Event - Google Chrome Iilﬂlg

O www.verbuscounts.com/openemr/openemr/interface/main/calendar/add_edit_event.php?date=2(

-

Category: Established Patient E ) All day event N
Date: 2010-05-31 @ Time 10 2 00 AME
Title: Established Patient duration 14 minutes

Facility: Your Clinic Name Here

Patient: Smith, Mary

Provider: | Alexander, Robert E [] Repeats | every day 3
Status: - None [~] until  0000-00-00
Comments:

[ Save ] [ Find Available ] [ Delete ] [ Cancel ]

b Last update by Gary Ford | 4

Make sure to enter the correct duration for the appointment and click 'Save'.
Return to the calendar using the navigation menu on the left. Advancing to the appropriate date, using the

arrows at the top of the screen, shows the new appointment listed in the provider's schedule. Mousing over the
patient's name displays a toot-tip with information about that patient, such as date of birth.
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Appointment Status

OpenEMR's calendar system includes a status indicator, allowing doctors and staff to see at a glance what is
going on with all appointments and the corresponding encounters for the day.

To change the status of a given appointment, double-click on the appointment block. This brings up the 'Edit
Event' window. Choose the correct appointment status from the drop-down list. Notice each status has a unique
symbol associated with it.

) Edit Event - Mozilla Firefox

Category: Established Patient * () All day event
Date: 2010-01-29 @ Time 10 ;30 AM -
Title:

Established Patient duration 15 minutes

Facility: Your Clinic Name Here

Patient: Roark, Rod H=503-458-7830 W=503-112-3334

m

Provider:  Black, Betty - [C] Repeats | every day
Status: | i Ut 0000-00-00

Comments:

* Reminder done
+ Chart pulled

x Cancelled

7 Mo show

@ Arrived . -
™ Arrived late
I Leftwio visit

You can also type a note into the 'Comments' line if more information is needed. Click 'Save' to update the
status of the appointment.

31



muusm

e | Maraat 1k ied i oy _~gr
dO0=a

It i 1=

+ um - Fioteiet Adomaneiar
AT

20 2t m 30 Y
B
EEE TR

You can see that the symbol next to the appointment time has changed to indicate it's new status. Any
comments are now also visible when mousing over the patient's name on the appointment calendar.
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Encounters & Coding

Patient encounters are handled primarily by a clinic's providers.
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Logging in as a provider presents you with the Calendar page showing only that provider's schedule by default.
To view another provider's schedule, select the desired user from the list to the left of the calendar.

The bottom window also shows any notes left for that provider about their patients.
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The Calendar shows the appointments scheduled for that day. Providers can see the status of any given
appointment, indicated by the symbol shown between the appointment time and the patient's name. The “@”
symbol, for example, indicates that the patient has arrived at the clinic and is ready to begin their appointment.
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Opening a New Encounter

To begin the encounter, click on the patients name in the Appointment Calendar. This brings you to the patient's
Summary page, as well as the Past Encounters & Documents page which lists any previous encounters or files
that were uploaded for that patient.

Wbt rtnd wiialy bt SN B GE 01000
0 (U
ey e L

Select ' History' at the top of the page to view a summary of the patients Medical History and Lifestyle
information. Click 'Edit' to enter any information that may be incomplete.

Clo
ot § Misnial | Ligried . Rlard R psie Safer. ot

The Patient Encounters & Documents page at the bottom of the screen displays a list of all encounters that have
been entered for this patient. For new patients, there may be no encounters listed.
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By default, OpenEMR is set to generate an empty Encounter when a patient's status has been set to “Arrived
(@)”. To open this encounter and begin entering data, click on the new entry in the Encounters list, then click
'Edit' next to the provider's name.

If your clinic's version of OpenEMR is configured differently, you can begin a New Encounter manually by
selecting 'Create Visit' from the navigation list on the left. Both methods will bring you to the New Encounter
Form.

|| merinn s b et 100
Wiaight 308 5 3176 kgt 4 6 m (103 Sl

Here you can enter a brief description of the encounter and the date of service. Encounters for new patients will
not have any Issues or Diagnoses associated with them at this time, so click 'Save' to continue with the
encounter.
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Encounter Forms

This will bring you back to the summary page for This Encounter. Displayed is a list of all the forms associated
with this encounter. You may click 'Edit' next to any of these forms to edit its contents.
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To the right is a drop-down list of forms that can be added to the encounter. OpenEMR comes configured with

several common encounter forms by default, but your clinic may have their own customized encounter forms as
well.

Select 'SOAP' from the drop-down list to add it to the encounter.

The SOAP form will contain a subjective & objective record of the patient’s vital information, as well as any
notes on the assessment of the patient's health and suggested treatment plans.
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Enter the appropriate information and click 'Save Form' to return to the Encounter summary page.
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You'll see that the SOAP form has been added to the list of forms for this encounter. Also shown is a summary

of its contents.
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Using the Fee Sheet

Next select the 'Fee Sheet' from the drop-down list. The Fee Sheet is different from most other forms in that it
enters and modifies billing information that is stored elsewhere in the system,; it is not really an encounter form,
and when used it will not appear in the encounter's list of forms.
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The Fee Sheet includes several drop-down lists of the most commonly used billing codes. It can and should be
customized so that it's most suitably adapted to your practice;

Included is a search feature, where you can search for and select from the thousands of billing codes in the
database. And below that is a list of all the billing codes, along with their charges and other related information,
that have been selected for this encounter.
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For example, selecting 'Detailed’ from the “New Patient” drop-down adds the associated CPT code to the list.

Look for an appropriate billing code by entering a search term in the box to the left of the 'Search’ button. Make
sure the correct code type is selected and click 'Search'.
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A drop-down list will then be populated with any billing codes that match your search parameters. Selecting the
desired code from the list will add it to the list of codes for this encounter.

The Fee Sheet also allows you to justify the selected codes for billing purposes. Justification is the association
of ICD9 codes with procedure codes. Insurance companies require this for billing, in order to "justify" paying

for procedures.

To do this, click the drop-down menu under 'Justify' for the desired CPT code. Select the appropriate ICD9
code from the list and click 'Save'.
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To see the Feet Sheet has been associated with this encounter, click 'Visit History' in the navigation menu to go
to the list of encounters for this patient. You can see that the CPT & ICD9 codes are listed next to the new

encounter, as well as the SOAP form that was added earlier.

W] CpenEMR - Mozills Firsfox

Eile dil View Higtery Bookmarks Yahoo! Teols Help
- OpenEMR. [ -

Logged in:Betty Black (peraut) Active Patient: Rod Roark (1) DOB: 1985.08.06 Age: 24 January 29, 2010

|Deawt [~ || This Encounter for Rod Roark: category -

“tep Bot¥]| | User Form

||~ Calendar Betty Black SOAP Subjective: subjective description goes hare

= PatientiChent Objective: clinical obsenvations go here
[fysaernct i doctor's 1t goes here
Rl Plan: treatment plan goas here

New Vist
arant Betty Black Patient Encounter

=
|~ Transact

Chart
Tracker

FH \isk Forms
[ Medical
Feecord
“ Fees
= Reporis
B Macelanecus

~———— | |[Past Encounters and Documents (7o giing View)

fmﬂwf} Date Issue ReasonfForm Provider Billing Insurance
Active Encounter; 2010-01-29 cough & chest congestion black 99203 Primary: Pacific Health
2010-01-23 S0AP 4728

Popups : 2010-01-239 Document: insurance_card.jpg {insurance Card) i e————
[ | View encourter 115
o — -
by: Name 1D

&5H  DOB
Any  Filter

User Manual
Online Suppart

Logout -_
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Adding Prescriptions

To prescribe medication for this patient click 'Edit' next to the Prescriptions section in the Patient Summary
window, and click 'Add'".
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This presents you with a form for entering prescription data, including dosage, refills, and whether or not
generic over-the-counter substitutions are allowed for this patient.

The Prescription form includes a search function for looking up a particular type of medication. Selecting
'(click here to search)' next to the Drug field will bring up a new field into which a search term may be entered.

Clicking 'Search' displays a drop-down list of possible medications generated by connecting to the web site
www.rxlist.com.

Selecting the desired medication will fill in the Drug field for you. Also, clicking 'Yes' next to “Add to
Medication List” will allow the prescription to be included in the Issues list as a Medication.
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Enter the correct data to complete the form and click 'Save'. You are then presented with a form for generating a
PDF of the prescription information. It may be printed or sent by email or fax. "Auto Send" will use whichever
default method was selected when you set up the pharmacy.

Clicking 'Print (PDF)' will generate the following PDF document to be saved or printed as necessary. The
default template for this form may also be customized to your clinic's own specifications.
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Issues & Immunizations

Adding Issues

An "issue" is a medical problem, allergy, medication, surgery or dental issue. These issues are related in that
they can all be associated with multiple encounters.

This is especially useful with medical problems, where the user may want to quickly determine which
encounters treated a particular problem, or which problems were treated by a particular encounter.

mii

mii

You can see that the prescription added earlier has been listed in the Medications section. Clicking 'Edit' next to
one of these sections will present you with a complete list of all issues for this patient. Click 'Add Issue' to add
a new medical issue you want to kept track of for this patient.
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This pops up the 'Add Issue' dialog box.
|| Type: © Problem ' Allergy ' Medication ' Surgery ' Dental
| HTN .
asthma
diabetes
hyperlipidemia ~ | (Select one of these, or type your own title)
Title: brachitis
Begin Date: 2010-01-29
End Date: (Ieave blank if still active)
Diagnosis:
Occurrence: : Unknown or N/A i_v]
Referred by: Unknown or N/A
First
Outcome:  Early Recurrence (<2 Mo)
Destination: | Late Recurrence (2-12 Mo)
elayed Recurrence (> 12 Mo
Chronic/Recurrent
Acute on Chronic
Done

The default issue type is set to 'Problem'. For each issue type there is a list of commonly selected titles which
are customizable for your clinic's specific needs. If the desired title is not included, it can be typed into the text

box below the list.

Enter the appropriate beginning and end dates, and select the 'Occurrence' from the drop-down list provided.
Clicking in the 'Diagnosis' field will present a search dialog for locating the correct ICD9 code for this issue.
Enter the appropriate search term and click 'Search' to bring up a list of possible ICD9 codes. Selecting the

desired code will close the search window and enter the selected code in the text field.
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ICD9 Search for: rhinitis

http://opensourceemr.com:2085/openemr/interface/patient_file/encounter/find_code...

Complete the remainder of the form as necessary and click 'Save'.

asthma
diabetes
hyperlipidemia ~

w0012 |G
B

ICD9:472.9

Chronic/Recurrent

Additional issues are entered in the same manner; clicking 'Add Issue' and selecting the appropriate type, such
as 'Allergy'. Notice that the 'Add New Issue' dialog also uses the OpenEMR date selection tool described

earlier.
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penicillin - =
sulfa

iodine
codeine -

2009-01-01  [EH]

Unknown or N/A

Unassigned

Once the new issues have been added successfully you should see an updated list of all the issues that have been
entered for this patient. You may click on an issue in the list at any time to edit it.

Associating Issues with Encounters

The far right column in the Issues list represents the number of encounters associated with a given issue. Click
on the '0' next to a newly added issue to bring up the 'Issues & Encounters' dialog.
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Issues and Encounters for Rod Roark (1)

@ |ssues Section ") Encounters Section
Type Title Description Date Presenting Complaint
Allergy penicillin 2010-01-29  cough & chest congestion
Problem brochitis
Medication  Claritin D

Save l Add Issue ][ Cancel ]

Instructions: Choose a section and click an item within it; then in the other
section you will see the related items highlighted, and you can click in that
section to add and delete relationships.

s

This dialog contains a list of all the issues and encounters associated with this patient. It is used to set (and
view) the relationships between issues and encounters. Note that the issue that was just clicked on has been

highlighted.

Select the appropriate encounter from the list on the right to highlight it. Clicking 'Save' now links the selected
issue to the selected encounter.

oot Vot S ==

Issues and Encounters for Rod Roark (1)

@ |ssues Section ! Encounters Section
Type Title Description Date Presenting Complaint
Allergy penicillin 2010-01-29  cough & chest congestion
Problem brochitis
Medication  Claritin D

[ SaveEL l Add Issue ][ Cancel ]

Instructions: Choose a section and click an item within it; then in the other

section you will see the related items highlighted, and you can click in that
section to add and delete relationships.

Continue associating issues with encounters as necessary. Refreshing the Issues list shows the current
information for all issues.
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FEile dit View Higtery Bookmarks Yahoo! Tocls Help
- OpenEMR. [ |-
Logged in:Betty Black (Detaut) Active Patient: Rod Roark (1) DOB: 19850806 Age: 24 January 29, 2010
Default = Demographics mere) -
[¥] T Bot V|
i F {:a::ﬂar Who Hame: Mr. Rod Roark External ID: 1 Balance Due: $136.57
Ak DOB: 1985-06-06 Sex:Male =
= PatientiClent : s r
B Managemset 5.5.:111-22:3333 License/ID: 1234567 EcUIma L pposiets
NewSearch Marital Status: Married Friday, 2010.01-29
E 10:30 am Established Patient
Current User Defined: . Betty Black
- Summary Contact Address: 321 SW Capitel Hwy City: Portland
1 Visks State: Oragon Postal Code: 97219
FHl Vis# Forms Country: USA Emergency Contact: Wife
8 Medical Record Emergency Phone: 971-222-3333 Home Phone: 503-456-T7590
® Feea Work Phone: 503-112-3334 Mohile Phone: 971-864-TB96
* Reports Contact Email: mr.rodi@gmail com
B Miscelaneous Chaices Provider: Belly Black
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Click 'Back' to return to the Patient Summary page. Now click 'Edit' next to the Immunizations section. This
page contains a form for entering information on the any immunizations the patient has received.
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Select the type of immunization from the drop-down list provided, and enter any data you may have, including
the date of the shot, and the name of the provider who administered it.

Click 'Save Immunization'. The newly added immunization now appears in the list at the bottom of the screen.
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Return to the Summary page via the navigation menu on the left. Notice that the lower left portion of the
patient summary now shows an updated list of all active issues, immunizations and prescriptions.

49



Patient Notes & Transactions

Patient notes store patient information that is unrelated to the patient's medical condition. Such information may
include outstanding balances, changing insurance information or patient requests for actions by the clinic.

Transactions are somewhat similar, but record events that have already occurred. These may be referrals,
requests from either the patient or the doctor, or legal transactions.
Patient Notes

To begin, log in to OpenEMR, and use the search function in the lower left-hand corner to locate the patient for
which you would like to add a note.

e

P | el [Rodged . el phn Saer. eyt
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If the user is not Authorized they will be unable to see the patient's medical details such as issues,
immunizations and prescriptions.

Click "Edit' next to the Notes section to bring up the Patient Notes page, then click 'Add'.

This will pop up a lightbox with a text field for entering the note, as well as drop-down lists for selecting the
type of note, and the person to whom the note is addressed.

Type your note in the text box and click 'Save as new note'.

The new note now appears in the list on the Patient Notes page. The checkbox is used to control whether the
note is "active". Above are options to view only the active or inactive notes.

Click "View Patient' to return to the patient summary.

The new note is now listed on the Summary page.
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Transactions

Select "Transactions' at the top of the Patient Summary to go to the Transactions page.

The Transactions page contains two basic form types. A simple form for internal transactions such as patient
requests or billing transactions, and a Referral form.

Referrals

Click 'Add' and select 'Referral' from the drop-down list to begin a new Referral transaction.

Another drop-down contains a list of physicians and clinics from the Address Book to which you can refer your
patient. Select the referring physician, risk level, etc., and enter a reason for the referral.
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Click 'Save'.

The referral is now in the Patient Transactions list.

Click "Print' next to the transaction to generate a printable version of the Referral form.

Depending on your system's configuration, you may be asked to save the file, or it may be printed
automatically.
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When you are finished return to the Transaction list and click 'Add'.

Basic Transactions

Other transaction types use the simple transaction form. Select the desired type from the list and enter the
transaction details in the text box provided. Click 'Save' when finished.

The new transaction has now been added to the list along with the referral. Click 'Edit' next to a transaction to
edit its contents.
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Basic Billing

Only the Administrator, authorized users, and those with Access Control designated as 'Accounting' in their user
profile can access OpenEMR's Billing system.

[18) Login - Moilla Firefox
Eile Edit Miew Higtery Bookmarks Yahoo! JTools Help
i Login i

OpenEMR v3.2.0-dev

Usemame: red
Password: seess

Language: Default- Englich (Standard) =

Login

Capyright Notice

Done

To begin, log in with your designated username and password.

Il 5+ OpenEMR [ =
||Logged iniRandy Red iDefaur) Active Patient: None January 29, 2010y
Default = | Add Search [+ | Today a E =8 F
Y Top  Bot Yl 29 Jan 2010 |
[ amnaar < Janwary > [ Administrator [ Betty Black [ Gary Green =
* PatientiChent M TWTTF 5 5 800
= Fres 930 21 010 315
|~Fee Shest o4 02 OB Q7 02 02 10 3
Checkout 11 12 13 14 48 ¢ _ﬂjn ’
mp 18 19 20 21 22 23 2 845 0900 IHc
h’ 25 2¢ 27 2 a0 5t .00
;Mrmhlr n g 9:15 09:30 INo
R : 930
R ~ Providers 945
All Usirs -
= 10:00
Active Patignt Sflmmn;tau. 1015
Fis ack, Betty
A8 a Encomniay Green, Ga 10:30 10:30 @ & Roark Rod
Hane x 10:45
Popups. | ~ 11:00 LUNCHo =
= =

" ssu pos Patient Notes (see an

User Manual
Online Suppart

Logout

Dene

Select 'Fees - Billing' from the navigation menu on the left. This brings you to the main Billing screen. This
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will present you with options to generate a variety of printable and electronic claims and reports.

Billing Reports

The Billing

Report page will automatically display any billable encounters that were generated today. To view

billables from a different time period enter the 'From' and 'To' dates using the date selection tool, and click
'Update List' in the top right corner of the screen.

13 OpenEMR - Mexills Firefox
Eile Edit Miew Higtery Bookmarks Yahoo! Jools Help

- OpenEMR. | -
Logged in:Randy Red (Defaur) Active Patient: None January 29, 2010
Default |=| | Billing Report
|| T ot [From: 20100125 [ To: Bl % ShowUnbiled Only___ || Show Authorized Only | [Updata List] ot [Expant OFX]
ey [View Printable Repor] [Reports] [E0Bs) | 7 [RELT AP kLI = | [Select Al
i Fees = Loy tofte
|-Foe Sheat Generate X12 Generate CMS 15/ wk | Sun Mon Tw: Wed Thu Fri Sat CMS 1500 Margins: Left: 24 Top: 20
SR 52 [
SRR 350 3 4 5 & 7 &8 9
Eding 110 i1 12 13 14 15 16
# Administration I 1F s 18 XM 2 F 23
B Reports 3| 24 zszsz?m[gju
= Wmealaneous 41531
Active Patient
None:
Active Encounter:
Hone:
FPopups. | -
e[ ]

550 DOB Patient Notes (5:e 41

Usar Manual
Online Suppart

Logout

Dene

The list should now display all billables from the selected date range.
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FEile dit View Higtery Bookmarks Yahoo! Tocls Help

- OpenEMR. [ -
Logged in:Randy Red (Defauk) Active Patient: None January 29, 2010
Default |=| || Billing Report
| uc::;,, got [ From: 20100125 Ta: 2010-01-29 [v] Show Unbilled Only || Show Authorized Only [Update List] or [Export OFX]
) PatientiClent [View Printable Repod] [Reports] [EOBs] [View Log] [Select Al |
= Fess
Fae Sheat Generate X12 Generate CMS 1500 Mark as Cleared Re-Open CMS 1500 Margins: Left: 24 Top: 20
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* Reports 2010-01-29 14:12 Encounter was coded
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Rod Roark (1-18) [Te Enctr 2010-01-29] [To Dems]

ss0  DOB Patient Notes (see a

Usar Manual
Online Suppart

Logout

Done

Generating Claims

Clicking the checkbox to the right of the desired encounter will enable a set of buttons for generating claims.
Your system should be configured with the appropriate set of forms for the insurance companies and
clearinghouses used by your clinic.

Eile dil View Higtery Bookmarks Yahoo! Tocls Help

- OpenEMR. | =
Logged in:Randy Red Defaul) Active Patient: None January 29, 2010
Default |=| | Billing Report
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) PatientiClent [View Printable Repod] [Reparts] [EOBs] [View Log] [Select Al |
EFess
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G te and download X12 batch ==
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B Administration Bill: | primary: Pacific Health | »| | Zirmed ICD%: 4728 Betty Black 2010-01-28
= Reparis 2010-01-29 14:12 Encounter was coded
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Rod Roark (1-18) [Te Enctr 2010-01-29] [To Dems]

" ssH DOB Patient Notes (see ar)

Usar Manual
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Logout

iﬁnng

Click 'Generate X12' to create a claim file that is suitable for sending to the clearinghouse.
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OpenEMR will present you with a confirmation popup, reminding you to check the log file after you have
finished generating your claims.

||

The page at htt :ffupensnurzeem r.com:2095 :

Click 'OK' to proceed.

The standard Save File dialog should appear, allowing you to save the generated batch file to your computer.

Opening 2010-01-29-1606-batch. |t |

You have chosen to open
| 2010-01-29-1606-batch.txt

which is a: Text Document
from: http://opensourceemr.com:2095

What should Firefox do with this file?

(") Openwith | Motepad (default) v

i@ Save File

| Do this automatically for files like this from now on.

| ok %][ Cancel |

Once the file has been saved, click 'View Log' to check whether the claims were generated successfully.
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If there were any errors in the claim generation process, they will be displayed here. Otherwise you will see a
note indicating that the file was generated successfully.

fjle Edit ¥iew Hisgtery Bookmarks Yahoo! Tools Help
s OpenElR x| 7 httpfopentource.. rocess hillilog | L E

Ganarating claim 1-15 for ROD ROABE on 2010-01-29 1&:06.

The downloaded claim file should contain the necessary encounter information, formatted for billing. This is
what will be sent to the clearinghouse, by whatever method has been specified.

'T.]_ 2010-01-29-1606-batch - Notepad
File Edit Format View Help

ISA*00* 0% *7Z*34567 *7Z*23456
*#100129*1606*U*00401*021080166%0*T* : ~GS*HC*45678%23456*20100129*1606%1*x*004010X098A1~5T*837*0
001~BHT*0019%00*0123*20100129%1023*CH~REF*87*004010xX098A1~NM1*41%* 2% yOQUR CLINIC NAME

HERE®* %% 45# 11992222 2~PER* IC*CINDY

CYAN*TE*5031234567 *ED* 567 80~NM1*40* 2% ZTRMED* * * ¥ %4 5% 1 234 5~HL *1** 20* 1~NM1*85* 2*YOUR CLINIC NAME
|HERE®####%34%112222222~N3%1234 SW MAIN ST.~N4d*PORTLAND*OR*97205~NM1*87%2*YOUR CLINIC NAME
HERE®*# %424 %112992222~N3%1234 SW MAIN ST.~N4*PORTLAND*OR*97205~HL*2%1%22*0~SBR*P*18%1234*Nw
COMPANY ™ % 5 C ToNM1* T * 1 *ROARK*ROD* * * *MI*1122334~N3%321 SW CAPITOL

HWY~N4*PORTL AND*OR* 97 219~DMG*D8*19850806*M~NM1*PR*2*PACTFIC HEALTH®**#**pT*44455~N3%2001 E
123RD ST~N4*PASADENA*CA*G0059~CLM*] -

15%136.57%%% 11 : Py adyryrC~OTP*4 31*D8*20100129~REF*X4* 1234567 8~HI*BK : 47 28~NM1*DN* 1 *BLACK*BETT
Y****34*111223333~PRV*RF*22*20?q00000x~REF*lG*ulllllmﬂul*82*1*BLACK*BETTY****34*111223333~PRV*
PE*ZZ*207Q00000X~NM1*77*2*vOUR CLINIC MAME HERE®####34#1712222222~N3%1234 sSw MAI
ST.~N4*PORTLAND*OR* 97 205~ X* 1~sv1*HC:99203%136. 5?*UN*1***1~DTP*4?2*08*20100129~5E*38*0001~GE*1
*1~TEA*1%021080166~

Uncheck 'Show Unbilled Only' and click 'Update List' to refresh the billing list and see the updated status of the
encounter.
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AEMR - Mozilla Firefox
File Edit Miew Higtery Bookmarks Yshoo! Tools Help
| + OpenEMR
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[ .

Active Patient: None January 29, 2010
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::‘: EabsC Rod Roark (1-18) [To Enctr 2010-01-29] [To Dems]
Active Encounter:
None:
FPopups | -
o
by: Name ID -
550 DOB Patient Notes (see ar)
Any  Filter
User Manual
Online Support
Logout
Dene m

Click 'Mark as Cleared' to indicate that billing has been completed for this encounter.

You will then be presented with a screen indicating that the claim has been “marked as billed only.”

Eil! Edit Miew Higtery Bookmarks Yahoo! Tools Help

o OpenEMR

Logged in:Randy Red (Defaur)

[+ .

Active Patient: None January 29, 2010

Default
[¥] Top
-~ Calendar
= PatientiClent
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B Administration
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H Macelaneous
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User Manual
Onlime Suppart

Logout

Billing queue results:

back
Claim 1-15 was marked as billed only.

Patient Notes (sec An

Dene

Click 'Back' to return to the Billing Report page.
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Generating HCFA Forms
In OpenEMR multiple forms may be generated for each claim.

For example, re-enter the desired date range, uncheck 'Show Unbilled Only' and click 'Update List' again to
show the current status of the claim. You can see that the claim has been “Marked as cleared.”

penEMR - Meills Firefox
I Eile Edit View Higtery Bookmarks Yahoo! Teols Help
| # opentMR [ ] -
ELﬁged in:Randy Red Defaut) Active Patient: None January 29, 2010
|| | Detautt [=] || Billing Report
- :
&'c'::'m : Bot 1o 2010-0129 To: (8l [ Show Unbilled Only ||| Show Authorized Only [Update List] or [Export OFX]
& PatientiClent [View Printable Repon] [Reports] [EOBs] [View Log] [Select All]
= Fees
[-Foe Sheet | GenerateX12 | | Generate CMS lsoud}[ Mark as Cleared | [ Re-Open |  CMS 1500 Margins: Lefi: 24 Top: 20
|-Checkaut

] Generate and download HCFA 1500 paper claims:

- EBdng Rod Roark (1-15) [To Enctr 2010.01-29) Fn Dems] l03 (472.8) S13857 BeftyBlock  2010.01.28 [+
 Admiistration Bill: | primary: Pacific Health | »| | Zimad ICD9: 4728 Betty Black 2010-01-25
[ Reports 2010-01-29 14:12 Encounter was coded
 Macelanssus 2010-01-29 16:06 Queusd for pimary standard balling to Pacific Health
2010-01-29 16:06 Claam was generated to file 2010-01-29-1806-batch txt
2010-01-29 16:08 Marked as cleared

Active Patisnt
Mo Rod Roark (1-18) [To Enctr 2010-01-29] [To Dems]

Popups | ~

Find:

g ::um or.: Patient Notes (sec An

Any  Filter

User Manual
Online Suppart

Logout

Done

Check the box to the right of the encounter and click 'Generate CMS 1500'".
OpenEMR will now generate a PDF of the HCFA claim, based on the standard HCFA form template. The new

form can be viewed using a PDF viewer, or printed automatically on a pre-printed HCFA 1500 form, depending
on your system's configuration.
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i 2010-01-20-1610-batch paf - Adobe Acrobat Professional

[File Edit View Document Comments Forms Tools Advanced Window Help

E@CrszDF' @Cnmbmzﬂs* @Expmt' @v ﬁv /w Forms* (E?Rmrim&(ﬁmmmtv

PACIFIC HEALTH
2001 E 123RD 2T
PASADENA, CA 90059
1122334
ROARK, ROD 08 08 1985 X ROARK, ROD
321 SW CAPITOL HWY X 321 SW CAPITOL HWY
PORTLAND OR PORTLAND OR
97219 502 4567850 97219 503 4587850
12234
08 0& 19285
Wl COMPRITY
PH 70

SICHATURE ON FILE SICHATURE ON FILE

{"?

01 2% 2010
15 11111
BLACK, BETTY

Returning to the Billing Report and clicking 'Update List', you can see that the status of the billable encounter
has been updated.
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# Reparts. 2010-01-29 14:12 Encounter was coded
 Mincelansous 2010-01-29 16:06 Queued for pimary standard billing to Pacific Health
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Accounting & Receivables

Users classified as Accounting or Administrator are also authorized to enter receivables for the clinic. Checks
received from insurance companies can be entered here and distributed to cover the appropriate encounters.
Patients can also be billed, and their payments recorded.

Explanation of Benefits

To begin, select 'Fees - Billing' from the navigation menu and click 'EOBs' to bring up the Explanation of
Benefits Search window. This is where you can upload an ERA file (click 'Help' in the upper right-hand corner
for more information) or begin inputting payments manually.

OpenEMR - Mozills Fi

Eile Edit Miew Higtery Bookmarks Yahoo! Tools Help
2 OpenEMR.
L:_'- Do you want Firefox ta remember the pazsword for “red” on opensourcesme.com?
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Generate X12 Generate CMS 1500
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User Manual
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Logout

Dene

At the top you may enter a source ( Eg. check number ), pay date and check amount. The amount field will be
automatically decremented as payments are entered into the associated invoices. When all invoices have been

completed this value should be zero.
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| 2 Losding... % | s EOB Posting - Search x [ot]
Payer. Pacific Health ~ Source; 12345 Pay Date: 20100205  Deposit Date: Amount:  85.00 Help
Name: Chart ID: Encounter: Svc Dater 1-2s-2010] | To: Open = [ Saarch%
| Or upload ERA file: Browse_
[ selectan | [ Ciearan | [ PrintSelected Statements | [ Download Selected Statements | [ Without Update

Dene

The search fields, with the blue background, are for locating a specific invoice (or invoices). Enter the
appropriate parameters, such as the date of service, and click 'Search' to bring up a list of all invoices (claims)
matching the requested parameters.

13 EOB Posting - Search - Mozilla Firefox)

File [Edit Wiew Higtery Bookmarks Yahoo! Tocls Help

| 5 OpenemR % | 5 EOB Posting - Search x [o]

Payer. Pacific Health ~ Source: 12345 Pay Date: 20100205  Deposit Date: Amount:  85.00 Help
Mame: Chart ID: Encounter: Svc Date:  1-29-2010 To: Open = | Search

| Or upload ERA file: Browse_
Patient Invoice Svc Date Last Stmt Charge Adjust Paid Balance Prv Sel
Roark, Rod 115 2010-01-29 136.57 13657 1

[ selecta | [ Clearanl | [ PrintSelected S s | [ Download Selected Statements | [ Without Update

Dene

The list shows the patient and invoice number, as well as the current balance to be paid. The number with a '-'
in the 'Prv' column indicates the number of insurance companies for which this invoice is awaiting payment.
Entering Payments

Clicking the invoice number you wish to work with opens the EOB Invoice window. Notice that the source and

pay date from the previous window have been copied over; this saves time in the common case where a single
check from the insurance company pays for multiple claims.
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2 OpenEMR % | zr EOB Posting - Search xo| S EOB Posting - Inwoice b

Patient: Rod Roark Ty
s ns1:; Pacific Hea
Provider: Betty Black 152" MedOne

Invoice; 145
Svc Date: 2010.01-29 Donewith: © None @ lInsi Oins2 Check/EOB Mo.. 12345
Last Bill Date: 2010-01-29 Mow postingfor. @Ins1 ©Ins2 ©Ins3 © Patient Check/EOB Date: 2010-02-05

¥ Needs secondary billing Sma% Deposit Date:
Code Charge Balance By/Source Date  Pay Adjust Reason

99203 136.57
136,57 e I w =

Dene

The EOB Invoice page contains a detailed list of payments made on this invoice so far. Enter the payment
amount next to the remaining balance, and check 'Needs secondary billing'. This will allow the claim to be re-
billed to the secondary insurance. Select 'Done with Ins1' above to indicate that the primary insurance EOB has
been posted. When you are finished, click 'Save'.

| = Openerr % | s EOB Posting - Search x [ot]
Payer: MedOne ~ Source: 22334 Pay Date: 20100205  Deposit Date: Amount:  20.00 Help
Name: Chart ID: Encounter: SvcDate: 1232010  To: Open = [m&
| Or upload ERA file: Browse_
Patient Invoice Svc Date Last Stmt Charge Adjust Paid Balance Prv Sel
Roark, Rod 115 2010-01-29 136.57 0.00 85.00 5157 4
[ selectan | [ ClearAl | [ PrintSelected S ts | | Download Selected Statements | [] Without Update

Dene

Once payment has been billed and received from secondary insurance, it can be entered in the same way. Enter
the source and pay date, etc. and locate the appropriate invoice(s) using the search function.

Payment amounts are now shown along with the remaining balance. The number in the 'Prv' column has also
decreased. Select the invoice number to bring up the EOB Invoice window again.
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Zr OpenEMR
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Ins1/12345
51.57

2010-02-05 85.00

|20

|16.57 w Adm adjust |« |
Adm adjust
After hrs calls
Bad check
Bad debt
Collwfo
Discount
Ha:dslu‘s k]
Ing bundling
Ins overpaid
Ins refund
Ptoverpaid
Ptrefund
Ptreleased
Sm debtwla
To copay

To dedble
Untimely filing

Dene

Enter the payment amount and select 'Ins2' to indicate that the secondary insurance EOB has been posted.

Invoice adjustments may also be made here. Enter the adjustment amount (or click "W' to waive the entire

remaining balance), and select a reason for the adjustment from the drop-down list provided. Click 'Save' when
finished.

Patient Invoices and Payments

Once payments from the insurance companies have been received and entered, you can use OpenEMR's EOB
page to generate invoices for billing patients the remaining amounts.

| o Opentnr 5 | s EOB Posting - Search x [o]
Payer. -Patent- ~ Source; Pay Date: Deposit Date; Amount; Help
Name: Chart 1D: Encounter: Svc Date:  1-28-2010 To: Open_|~| [ Search
Open
| Or upload ERA file: Browse- Al
Due Pt *:
Due Ins ™
[ Selectan | [ Clearall | | PrintSelected Statements | | Download Selected Statements | [ Without Update

Dene

Select 'Due Pt' from the drop-down list and click 'Search' to display a list of all invoices that are awaiting
payment from patients. Invoices still awaiting payments from insurance companies will not be shown.
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~i OpenEMR % | 3 EOB Posting - Search x [ot]

Payer. -Patiest- ~ Source: Pay Date: Deposit Date: Amaount: Help
Name: Chart ID: Encounter: SvcDate: 1232010  To: DuePt ~ [ Search |
| Or upload ERA file: Browse_
Patient Invoice Svc Date Last Stmt Charge  Adjust Paid Balance Prv Sel
Roark, Rod 115 2010-01-29 136.57 16.57 105.00 15.00 ¥
[ selectan | [ Clearan | [ PrintSelected S .q[L [ Download Selected Statements | [ Without Update

Dene

Check the box next to the desired invoice and click 'Print Selected Statements' to generate an invoice for that
patient using a customizable template. Depending on your clinic's OpenEMR configuration, the invoice may be
printed automatically.

The page at http:ffupens:n-urceén;lr.ccm:EUQS says: ||
I
1 Mow printing 1 staternents and updating invoices,
Lomil

A'l"in the 'Prv' column now indicates that the patient has been billed once for this claim. This number will
increment every time a new invoice is printed for this encounter. This is useful when printing so that second
and later notices may be worded differently from the initial statement.

You can also click on the patient's name in the invoice list to create a billing note for that patient. Enter your
note into the text field and click 'Save'.

|
Billing Note for Rod Roark

1stinvoice senf

’ Save ] [ Cancel

Once payment has been received, it can be entered into the invoice in the same manner as the insurance
payments. In the 'Now posting for' list be sure to select 'Patient'. Enter the payment amount as before and click
'Save'.

68



Eile Edit MNiew Higtery Bookmarks Yahoo! JTools Help

| - Opentua x| - EOB Posting - Search
Patient: Rod Roark ;
Provider  Betty Black :zz;fﬂa&ggﬁea"“
Invoice:; 1.15

Biling Note:  1stinvoice sent

Code Charge Balance By/Source Date

Svc Date: 2010.01-29 Done with: © MNone  © Insi
Last Bill Date: 2010-01-29 Mow posting for. ©Ins1

Dlns2

% | 5 EOB Fosting - Invoice

@ Ins2

Check/EOB Mo.:
©Ins3 @ Patient Check/EOB Date: 2010-02-10

[] Needs secondary biling [ Save Deposit Date:

65432

Pay Adjust Reason
99203 136.57
Ins2/22334 2010-02-05 16.57 Ins adjust Ins2
Ins1/12345 2010-02-05 85.00
Ins2/22334 2010-02-05 20.00
15.00 |14 [ | =]
Dene
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Reporting

Within OpenEMR there are a wide array of reports you can generate which may be useful for your practice.

These include general reports such as appointment and encounter reports, billing reports, and patient specific
reporting.

General Reports

Most general reporting tools can be found by selecting 'Reports' from the navigation menu at left. In the Tree
View scheme, the list of available reports is divided into a hierarchical list within the navigation menu.
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Examples of Commonly Used Reports

Clicking '"Reports — Visits — Superbill' brings up the Superbill Report page. This presents you with a dialog for
selecting a date range.
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Clicking 'Submit' produces a report for each encounter in the date range, and shows patient demographics and
insurance information

As well as the billing codes and amounts.
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The Appointments Report ('Reports — Visits — Appointments') gives you a list of appointments for a given
provider, or for all providers, in a specified date range. It can be sorted by clicking on any of the four column
headings.

The Appointments and Encounters Report ( 'Reports — Visits — Appt-Enc' )gives you a useful cross-reference of
appointments with their corresponding encounters. This allows you to easily spot many types of errors, such as
appointments with missing encounters, encounters with missing appointments, missing charges, and
authorizations or justifications that are required but not done.
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The Insurance Distribution report (listed under 'Reports — Insurance) shows you how many patients seen over a
given time period use each kind of insurance.

The Indigent Patients report lists all encounters for patients that were seen without insurance. (None shown
here.)
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Billing Reports

From the main Billing page click 'Reports', or select 'Reports — Financial — Cash Rec' from the navigation menu.

= | omes) | e ]
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This is the Cash Receipts report. It breaks down gross income by provider for a given time period.
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The user can also elect to see a detailed breakdown of cash receipts, itemizing each procedure for which a
charge was made.

TR — " = ey

R e o o e e oA

Tors i g Y ame TS

Patient Reports

When a patient is active within the system, the user has the option of generating a report for that specific
patient. To do so, click on 'Report' at the top of the Patient Summary page.

The user can choose to include or omit a wide variety of patient information. When satisfied with your
selections, click 'Generate Report'.
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