The Indian Health Service 

Offices of Resource Access and Partnerships and Information Technology

Presents

“Resource and Patient Management (RPMS)

Basic Third Party Billing and Account Receivable Training”

Class Description

This class focuses on the Third Party Billing system but also includes basic Patient Registration and Patient Care Component functions and explains how those two packages affect the claim generation process in Third Party Billing.  Training will include exercises and examples of the Third Party Billing and Accounts Receivable process as well as a brief overview of the Manager's menus and reports from both packages.

Objectives

At the completion of this training the participant will be able to:

· Explain how the Third Party Billing package pulls information from other RPMS packages in order to generate claims

· Add insurance information to a patient's account, link that insurance to a visit, generate a claim, and correct claim errors
· Generate bills to third party payers

· Learn the basic Table Maintenance features to understand how changes affect the third party claim creation process
· Posting payments, adjustments and refunds to accounts
· Generate and read Third Party Billing and Accounts Receivable reports

Intended Audience
This class will benefit business office staff responsible for billing claims, posting payments, and following up on accounts receivable.  Business office managers and/or managers who are responsible for third party revenue may also benefit.

Agenda

Day 1

8:30 am – 9:00 am
Introductions/Objectives/Review of Agenda/User Manuals/Sign-in Sheets/Evaluation forms

9:00 am – 10:15 am
Overview of Third Party Billing Eligibility – Pt Registration relation to 3PB

· Importance of Accuracy

· Patient Registration fields related to 3PB – Demonstration
· Social Security Upload - Demonstration

· Medicare Eligibility Upload – Demonstration

· HIPAA 270/271 Eligibility Transactions

10:15 am – 10:30 am
BREAK

10:30 am – 11:30 am
Patient Registration - Class Exercise

· Adding Insurance information

· Medicare

· Medicaid

· Private Insurance

· Workman’s Comp

11:30 am – 12:45 pm
LUNCH

12:45 pm – 1:30 pm
Overview of Data Capture – PCC relation to 3PB

· Mini Data entry – Demonstration

· Date Last Modified

· Orphan visits

· What is an orphan visit?

1:30 pm – 2:30 pm
PCC - Class Exercise

2:30 pm – 2:45 pm
BREAK

2:45 pm – 4:30 pm
Third Party Billing

· Claim Generation

· Claim Editor Overview

Day 2

8:30 am – 8:45 am
Review/Questions on Patient Registration, PCC and Claim generator

8:45 am – 10:00 am
Third Party Billing – Class Exercise

10:15 am – 10:30 am
BREAK

10:30 am – 11:30 am
Third Party Billing – Exporting

· Paper Claims

· EMC Claims

· NSF vs. 837 formats

11:30 am – 12:30 pm
LUNCH

12:30 pm – 3:00 pm 
Third Party Billing – Class Exercise

· Setting up insurer files

· Claim editing

· Troubleshooting

· Table Maintenance

3:00 pm – 3:15 pm
BREAK

3:15 pm – 4:30 pm 
Third Party Billing – Miscellaneous Functions

Day 3

8:30 am – 8:45 am
Review/Questions of previous days

8:45 am – 10:00 am
Accounts Receivable

· User setup

· Manager menu

· Collection batches

10:00 am – 10:15 am
BREAK

10:15 am – 11:30 am
Accounts Receivable

· Collection batches – cont.

· Class Exercise

11:30 am – 12:30 pm
LUNCH

12:30 pm – 1:30 pm
Accounts Receivable – Posting

· Payment posting

· Adjustments

· ERA posting

· Unallocated

1:30 pm – 3:00 pm
Accounts Receivable – Posting

· Class Exercise

3:00 pm – 3:15 pm
BREAK

3:15 pm – 4:15 pm 
Reports

· Third Party Billing System

· Accounts Receivable System

· How to balance your A/R

4:15 pm – 4:30 pm
Questions/Answers on Training

· Help Desk – Support calls

· Business Office Webpage

· Completion of Training Evaluations

