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Class Description
This class focuses on the basics of the Resource and Patient Management System packages Third Party Billing and Accounts Receivable.  Participants also learn how Patient Registration and Patient Care Component affect the claim generation process in Third Party Billing.  This course includes explanations, demonstrations, and hands on examples of the Third Party Billing and Accounts Receivable process as well as a brief overview of the Managers menus and reports from both packages.

Objectives
Understand the Resource and Patient Management System medical billing revenue cycle 
Add and edit patient information emphasizing insurance coverage
Generate, edit, and export claims in Third Party Billing
Use the Accounts Receivable system from batching checks to posting transactions
Use the reports in Third Party Billing and Accounts Receivable for daily operations

Intended Audience
This class will benefit new business office staff responsible for billing claims, posting payments, and/or following up on accounts receivable.  Patient registration / admitting staff who are interested in the billing and receiving process may also benefit, as well as business office managers and/or managers who are responsible for third party revenue.


DAY ONE
Welcome	8:30 am – 9:00 am
Introductions
Review Agenda and Training Materials
Objectives
Pre-Test	9:00 am – 10:00 am
Overview of IHS and RPMS Data Flow	9:30 am – 9:45 am
Patient Registration	9:45 am – 10:30 am
Importance of Accuracy
Registration Editor
Types of Insurance
Overview of Medicare Upload
Break	10:30 am – 10:45 am
Patient Registration Demo and Hands On	10:45 am – 11:45 am
Adding and Editing a Patient
Entering Insurance Information
Lunch	11:45 am – 12:45 pm
Coordination of Benefits/ Third Party Filing Order	12:45 pm – 1:30 pm
Sequencing Insurance- Demo and Hands On	1:30 pm – 2:30 pm
Break	2:30 pm – 2:45 pm
Patient Care Component Basics (PCC)	2:45 pm – 3:15 pm
Visit Requirements
Ancillary Packages
Orphan Visits
PCC Visit Data Entry- Demo and Hands On	3:15 pm – 4:00 pm
Questions/ Review	4:00 pm – 4:30 pm


DAY TWO
Review from Day One	8:30 am – 8:45 am
Third Party Billing	8:45 am – 9:30 am
Claim Generator
Claim Editor
Creating Third Party Billing Cashiering Sessions- Hands On	9:30 am – 9:45 am
Third Party Billing- Hands On	9:45 am – 10:30 am
Editing and Approving Claims
Entering Manual Claims and Manual Bills
Exporting and Printing Claims
Break	10:30 am – 10:45 am
Third Party Billings- Hands On (continued)	10:45 am – 11:45 am
Editing and Approving Claims
Entering Manual Claims and Manual Bills
Exporting and Printing Claims
Lunch	11:45 am – 12:45 pm
Third Party Billing	12:45 pm – 1:45 pm
Claim/ Bill Management Options
Closing/ Reconciling a TPB Cashiering Session- Hands On 	1:45 pm – 2:00 pm
Third Party Billing Reports- Demo and Hands On	2:00 pm – 2:30 pm
Break	2:30 pm – 2:45 pm
Third Party Billing Reports- Demo and Hands On (continued)	2:45 pm – 3:15 pm
Accounts Receivable	3:15 pm – 4:00 pm
Overview
Following Up on Denied and Unpaid Claims
Common Reports
Questions/ Review	4:00 pm – 4:30 pm


DAY THREE
Review from Days One and Two	8:30 am – 8:45 am
Accounts Receivable (AR) Cashiering/ Signature Codes- Hands On	8:45 am – 9:00 am
AR	9:00 am – 9:30 am
Collection Batches- Demo and Hands On
AR- Demo and Hands On	9:30 am – 10:30 am
Payments and Adjustments from Payers
Patient Payments
Payment Credit Adjustments
Flat Rate Posting
Refunds and Transfers 
Break	10:30 am – 10:45 am
AR- Demo and Hands On (continued)	10:45 am – 11:15 am
Payments and Adjustments from Payers
Patient Payments
Payment Credit Adjustments
Flat Rate Posting
Refunds and Transfers 
Signing Out/ Reconciling an AR Cashiering Session 	11:15 am – 11:30 am
AR- Reports	11:30 am – 12:00 pm
Reports Basics- Inclusion and Exclusion Parameters
Account Management Reports
Aging Reports
Miscellaneous Reports
RPMS System Updates 	12:00 pm – 12:15 pm
Questions/ Review	12:15 pm – 1:00 pm
Post Test
Instructor Evaluations
Adjourn
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