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Learning Objectives

• Understand how to enter Rx insurance information into the Insurer file 
so it can be entered on a patient’s profile

• Understand how to add an insurer as a new ABSP insurer after it has 
been entered into the Insurer file
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Scenario

You are working in the pharmacy, and you identify Rx insurance 
coverage for a patient on CardFinder. 
You review the SUMI report and cannot find an insurance entry with the 
Rx BIN and PCN that matches the info returned from CardFinder. 
Now you are stuck and cannot enter the insurance on the patient’s file 
until somebody enters the insurance in the Insurer file…but you don’t 
have to be!
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Why Do We Need to Know This?

• This is typically a business office function in many sites; however, 
pharmacy can do this, and in my opinion, should do this.

• If an insurer is not in the Insurer file, it will not be on the SUMI report, 
and, therefore, is not entered in the system and cannot be put on a 
patient’s file and cannot be billed.

• By knowing how to do this, you can immediately make the entry in the 
Insurer file, add the insurer as a new ABSP insurer, enter the insurance 
on a patient’s file, and begin billing!
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Benefits

• Decreases the amount of time it takes for the insurer to get entered
• Allows for immediate billing of claims

• Decreases the chance that the claims will be forgotten and not billed
• The longer it takes for the insurance to be entered in the Insurer file, the more 

likely the claims may be forgotten

• Ensures that the insurance is entered correctly and in a manner that 
easy for the pharmacy to identify

• Decreases business office workload
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Needed Security Keys

• ABMZMENU: Allows access to the Third-Party Billing system
• ABMDZ TABLE MAINTENANCE: Allows access to the Third-Party 

Table Maintenance menu
• ABMD TM INS MENU: Allows access to the Insurer File Menu
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How to Make an Insurance Entry in the Insurer File

• Go to Add/Edit Insurer
• Third Party Billing System (3PB) > Table Maintenance Menu (TMTP) > Insurer File Menu 

(INTM) > Add/Edit Insurer (EDIN)
• Or ^EDIN

• Select Add New Insurer
• Enter the name of the new insurer
• If the new insurance you are entering has the exact same name as one that already exists in the 

Insurer file, it will not allow you to make an entry

• The only fields that need an entry are the following:
• Street, City, State, Insurer Status, Type of Insurer, and Rx Billing Status
• Recommended: Phone Number
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Demonstration
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How to Make an Insurance Entry in the Insurer File (1)

• Insurer Status options
• Billable

• Allows the insurance to be billed—what  you want to 
select

• Unselectable
• This option allows the insurance to be unselectable on a 

patient’s profile
• If an insurance is not longer active, or if you make an 

entry in error, then you want to select this option

• Unbillable
• Can’t bill the insurance
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How to Make an Insurance Entry in the Insurer File (2)

• Type of Insurer
• There are many
• The most common are

• Private
• Medicare Part D
• Medicaid

• Make the appropriate selection for your entry
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How to Make an Insurance Entry in the Insurer File (3)

• Rx Billing Status
• Billed Point Of Sale 

• Does exactly as it says, causes the insurance to billed at point of sale. Select this one. 
• Outpatient Drugs Only

• I am not entirely sure what this does.
• Unbillable

• Choose if the insurance is no longer in use or you made an entry in error.
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How to Add a New ABSP Insurer 

• Once the insurance is entered in the Insurer file, it still needs to be 
added as a new ABSP insurer to make it selectable on page 4 of a 
patient’s file (i.e., to add it to the patient’s file)

• Go to Advanced Setup of Insurer
• Pharmacy Point of Sale (ABSP) > Pharmacy Point of Sale Manager Menu 

(SET) > Pharmacy Point of Sale Setup Menu (SET) > Edit Pharmacy POS 
Insurance Settings (INS) > Advanced Setup of Insurer (ADV)

• Or ^ADV
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How to Add a New ABSP Insurer: Demonstration
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How to Add a New ABSP Insurer (1)
• Enter the insurer you just added to the Insurer file at the “ABSP Insurer Name” prompt
• Make entries in the following fields: NCPDP Version, BIN Number, PCN Number, RX – Help 

Telephone #, Medicare PartD
• Use defaults in the following fields: Maximum RX's Per Claim, Add Disp. Fee to Ingr. Cost, 

*Contract Required, Total exclusive of Patient Amt
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How to Add a New ABSP Insurer (Activate an 
Insurer)

• Once you reach the “NCPDP Field Special Code” prompt, you can type a caret 
(^) to exit.

• NCPDP field special codes are addressed in another Office Hours presentation.

15



Reference Slides

16



How to Make Insurance Entry in Insurer File (1)
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How to Make Insurance Entry in Insurer File (2)
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How to Make Insurance Entry in Insurer File (3)
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How to Make Insurance Entry in Insurer File (4)
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How to Make Insurance Entry in Insurer File (5)
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How to Make Insurance Entry in Insurer File (6)
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Adding a New ABSP Insurer (1)
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Adding a New ABSP Insurer (2)
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What Questions Do You Have?
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