How to Set up an Insurance Format in Pharmacy POS
In order to properly set up a new insurance format to be transmitted electronically through Pharmacy Point of Sale, you must (1) collect all the necessary insurance information and then (2) add that insurance information into the POS system.  
1. Collect the Information 
To set up an insurance correctly to be transmitted electronically through the POS system, you will need to first verify the insurance coverage.  When verifying insurance coverage for a patient with a pharmacy benefit, the following information needs to be collected, usually by calling the Pharmacy Help Desk.

	Have this information on hand before you call:
	1. Pharmacy NCPDP number.  Sometimes they will ask for your name, the pharmacy phone number and address.

2. Cardholder ID

3. Cardholder DOB

	Information to verify/collect:
	1. Pharmacy Processor

2. Plan Name
3. Help Desk Phone number – usually on the card; some plans have a different number than may be listed with the format listed in RPMS.

4. BIN number
5. PCN or Carrier ID (if applicable)
6. Group number – is it required for the claim to go through?  If so, what is expected in that field?

7. Any other special instructions to ensure the claim goes through i.e. different cardholder ID#? Person code?


2. Add the New Insurance Format
To add the new insurance information you collected above into RPMS so that it can be transmitted electronically through the Point of Sale system, you will need to follow the steps outlined below. Once an insurer is added in POS, any prescription claim for a patient with that insurer will transmit electronically via POS.
	Before you add a new insurer:
	1. Find out which insurers in the RPMS system are affected.  An insurance may be listed more than one way, e.g., Express Script, Express Scripts, Express Scripts, Inc
2. Find a patient with active coverage for the insurance to be added.  Usually this information can be obtained from the POS paper report (POS(RPT(CLA(PAP)

3. Determine appropriate POS format Name using Excel Spreadsheet.  Need to verify Processor, Plan Name, BIN#, PCN (if applicable).  

	Add a new insurer into POS
	Important: You must complete all of the following steps to ensure the proper setup of an insurer.  You will need the appropriate security key.

	
	1. Select a POS format using the Quick Setup of Insurer option
POS(MGR(SET(INS(INS
a. Select insurer

b. Select POS format

	
	2. Add priority points using the  Advanced Setup of Insurer option
POS(MGR(SET(INS(ADV

a. Select insurer

b. Add Priority Points

	
	3. Set the RX billing status using the Enter/Edit RPMS Insurance File RX Settings option
POS(MGR(SET(INS(RPMS
a. Set RX Billing status to “P” if using RPMS 3PB package.  This will keep medications from showing up on the medical bill.

	
	4. Run a print out to verify the insurance was entered correctly using the Summary of Insurers option
POS(MGR(SET(INS(SUMI

a. Print out an updated report that shows all the insurers set up to send claims via POS.


How to Remove an Insurance Format in POS
To remove an insurance when one is entered accidentally or prior to a contract being in place, follow the steps listed below.
	Remove an insurance format
	5. Remove the POS format using the Advanced Setup of Insurer option

POSMGRSETINSADV

a. Select insurer

b. Type the at symbol (@) at the POS format field
c. Type Yes when asked if you want to delete

d. Remove Priority Points, if they were previously set

	
	6. Undo the RX billing status using the Enter/Edit RPMS Insurance File RX Settings option
POS(MGR(SET(INS(RPMS

	
	7. Run a print out to verify the insurance was removed using the Summary of Insurers option

POS(MGR(SET(INS(SUMI


How to Edit/Change an Insurance Format in POS
To edit or change an insurance format, follow the steps listed below.
	Editing or changing a Format
	1. Edit the POS format using the Quick Setup of Insurer option

POSMGRSETINSINS

a. Select insurer

b. Change to the appropriate POS format

	
	2. If necessary, edit priority points using the Advanced Setup of Insurer option

POSMGRSETINSADV

a. Select insurer

b. Adjust Priority Points


