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(NIRRT Workers’ Compensation &
Quick Reference Guide Automobile Medical Bills

In Emdeon Office EZ Bill, you can submit a workers’ compensation or automobile medical bill and the required attachments elec-
tronically by adding providers, completing the provider setup process, and creating a claim. After 24-48 hours, your bill will appear
Overview in the Reporting & Analytics application, where you can attach files and track the status of the bill. You will receive a response from
the payer typically within 24 hours. Use this step-by-step guide to complete your setup and begin successfully sending your work-

ers’ compensation and automobile medical bills.

Step I: Initial Provider Setup

Provider SEtUP and Claim Submission »  Once you have added one or more providers, you can complete the

provider setup process. From the EZ Bill main menu, select Claims > Cre-

All submitti id dded during the initial registrati ill b
.su mitting pr?V| ers.a e during the Nt St ate. Click the Start Setup button. You will need to complete 6 pages of
available for use in EZ Bill.

provider setup:

Note: Should you need to add an additional provider or submitting or- L
ganization, you will need to add additional providers using the process E 2t
below to be able to submit claims on their behalf. Please be aware that 2. TaxIDs
this process may take a few days to complete. You will be notified via 3. Addresses
personal email when the provider has been successfully added. 4. Providers

5. Payers

6. Submitter

Add Additional Providers

> F h step, fill in th ired inf tion (¥). S fields will b

> Log in to Emdeon Office EZ Bill, and select S or each s fap i |T1 e requnre information (.) ome fields will be
. . prepopulated with the information you entered during self-enrollment. After
Claims > More from the main menu.

Create you complete each page, click Save, and then click the Next Step link at
List the bottom right.
Reporting & Analytics

“ Maore Claim List | Mew Claim | Provider Setup | Patient List

Step 1 of 6: Provider Organization/Facility

. q q } Organizations | TaxIDs | Addresses | Providers | Papers | Submitter
» Click Add Claims Providers or Payers.
wpe
Claims Additional Resources * Organization Name ‘Gramham Clinic ‘
*QOrganization Type ‘ Clinic(004) H
Enreollment Resources
. . ’ Clicking on "Mext Step’ will take you to step 2 to enter tax ids. To display the list of provider organizations click on the ‘Previous
Add Claims Providers or Payers Step'.

Change or Remove Claims Providers Previous Sl

CMS NPI Enrollment

Note: You must add payers to each submitting provider. On the Pro-
vider Setup page, in the Action column beside the desired provider,
> Fill in the required information, designated by a red asterisk (*), and select Add Payer Information from the drop-down list. Fill in the re-
then click Submit. It can take up to 5 days for the provider to appear in EZ quired fields (*). In the required Sub-Identification Number field, al-

Bill after you add the provider. You must complete these steps before claims | | ways type 0000 (4 zeroes). |, o\ 1o e v ber
can be submitted for the added provider.

Add Providers or Payers
Enter provider data  * indicates required fields
- practice Name  provider Name “wer > After you complete the final page of provider setup, you will receive a
ot Woders Comp e | [ — —
|* Tax ID Type * Tax ID Site ID 1 B S
=0 e confirmation message that the information has been saved.
- provider Speciaty code
—Select— [~]
|:| Claim List | New Claim | Provider Setup | Patient List
Provider Organizations
R Congratulations! You have successfully added a Provider Organization.
(Check the Emdeon Payer List to see if additional enrollment is required. Payer 1D Lookup You can now submit a claim by selecting the New Claim link at the top.
payer 1D Group 1> Individual payer 0 Group 1D Individual The current list of provider organizations is displayed below. To add a new organization click on “Add New Org” below. You can also select an action from the.
Provider ID Provider ID action list to change specific information about an existing organization
T 1 | sl v e 1 | poresiat 1Y

2 I | leresazn Moo I | [oe7esdst v Grantham Clinic Clinie

a ][ | loaresazzt M e ][ | ls7654321 V]

a [ | loa7esazzt M e [ | les7654321 ]

5 p | | [ss7B64321 M ] [ | [s87654321 v
=)
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Create a Claim

> After you add providers and complete the provider setup process, se-
lect Claims > Create. The default page will now be the New Claim
screen. Select the organization, pay to address and provider, payer name,
and service address. Click Continue to Claim Data.

Claim List | Mew Clsim | Provider Setup | Patient List

2 Unsubmitted claims

Step 1 - Select organization

MedClinic South

Step 2 - Select pay to address and provider
[MedClinic South: 345 Recovery Rd Atianta GA 34563 [v

BarberLary |

Step 3 - Select payer name

Step 4 - Select a service address

Specialty Tax D SubID

Emergency Medicine 656565656 3333

Service Address Prov NP1 Payer Assigned Prov# Performing Prov #

® MedClinic South 345 Recovery Rd Atlanta GA 34563 55555555 55855555
Step 5 - Choose an action

Continue to Claim Data

»  If your practice sees patients on a recurring basis, you can use the Pa-
tient List to create a patient record. Selecting a patient from the Patient List
will save time by auto-populating specific information on the claim form.

Note: If this does not describe your practice, please skip the next 3 steps.

At the top of the claim form that appears, click the Select Patient button.
If your patient does not appear in the list, click Add Patient.

& Commercial Claim Form Page - Windows Internet Explorer

Aetna Claim

Select Patient

Step 1 - Payer/.

Use Ctrl + '>' or Ctrl + '<' kaystrokes t

hred Information
Claim Office
None

Payer ID
60054

*Insured's ID/Cert #

Group ID #

Patient List

Step 2 - Provider Information

Add Patient

»  Fill in the patient’s information on both the Patient Details and In-
sured Details tabs. Click Save.

Add Patient

Insured

- Middle Initial
Goldman Frankie

“Date of Birth - Gender

01/07/1976 Male [v]

- Address Address2

678 Gold Road

“city “State “Zip Phone
Greemvile WA[v] 98098

“Member ID “Relationship To Insured

34534534534 Self (v

Status
Employed fulktime

Student Status
~] [Notaswdent [v]
i

»  You will see a confirmation message with the patient’s name. Clicking
the Select button will pre-populate that patient’s information into the cor-

responding fields on the claim form.

Patient Entry Status

The paticnt, Harry Goldwater, has beea successfilly added.

[ Broviows seeen ) [_Topatenie ] (Goss)

»  If you have previously entered patient data, you can choose a patient
from the Patient List by clicking the corresponding Select link.

Patient List

(1 - 2) out of 2 Patients

Goldman, 678 Gold Road, Select
[- [y Insured 01/07/1976 345345345345 2314523433 M oldvile, WA 98089 Dolets
[ Goldwater, i 0170771978 345345 I b 234 Golden Street,  Select |

Harry Gold Nugget, TX 48579 Delete

»  Fillin the fields on the claim form. Fields marked with a red asterisk (*)
are required for the form to be submitted, but the payer may need addi-
tional data based on your claim requirements.

Step 7 - Insurance Information

* Patient Account #

345345345345

* Claim Receier Type

Waorker's compensation M
Self pay
W

In Step 7, be sure to select Worker’s com-
pensation for the Claim Receiver Type.

M

Step 8 - Accident/Symptom Information

Emplayment Felated

If you are submitting a worker’s compen-
sation bill, in Step 8, select Yes from the

Employment Related field and select “ Acident Indicatar Acg
. . . Other accident b4
either Other accident or No accident (/5 icmonie accdent -

from the Accident Indicator field.

No accident

If you are submitting an automobile medi-
cal bill, in Step 8, select No from the
Employment Related field and select
Automobile accident from the Acci-
dent Indicator field.

Step 8 - Accident/Symptom Information

*Employment Related

=Accident Indicator Aco

Automobile accident

Note: If you select Yes and Automobile accident in Step 8, your bill will
be rejected. Please follow the instructions above carefully.

Click Save when you are finished.

»  Your claim has been saved but not submitted. You can click Close to
close the window and return to the New Claim screen, or you can click
New Claim to create a new claim for the same provider and payer you last

selected.

»  You must manually submit saved claims to the payer. Saved claims accu-
mulate in the Claim List. Access the Claim List by clicking the Unsubmitted
claim link at the top right of the New Claim screen or the Claim List link.

Claim List | Jiew Claim | Provicer Setup | PatientList
C 2Unsubmitied claims >

Step 1 - Select organization

—Please selectthe organization name—

Step 2 - Select pay to address and provider

=) Adrass =
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»  On the Claim List, you can take the following actions:

e Submit the claim. Click the checkbox next to the claim or claims you
want to submit, and click Submit Selected. Expect a response from
the payer within 24 hours.

o Edit the claim. Click the Edit link. You can edit/save the claim or edit/
save the claim as a new claim.

e Search for claims. Enter search criteria, and click Search. Workers’
compensation and automobile medical bills will appear under the All
and Commercial search options.

e View and print the claim as an HCFA form. Click the HCFA link.

e Delete the claim. Click the checkbox next to the claim or claims you
want to delete, and click Delete Selected.

Search

Claim List | New Claim | Provider Setup | Patient List

Status Claim Type Service Date Search Text
|Savedensuhmmedlﬂ —Select— H From To

[ Selectal [4 Delete Selected ] [ 4 Submit Selected (1 - 1) out of 1 Claims

patient Nanie Provider Cle im Payer Status [Total |Service |Batch
" — |iID /NP1 Type Name Date [Charges [Date 1D

[¥]1, Goldman,Frahkie 6742452323 Cohmercial Aetna 02/15/2010

Delete Submit

Saved 02/15/2010 $30.00

View/Print

Step 2:
Add Attachments and Track Payments

Once you have submitted the workers’ compensation or automobile medi-
cal bill, in 24-48 hours, your bill will appear in Reporting & Analytics. You
can then attach the required documentation, commit the bill, and track its

status.

Note: You have |5 days to add attachments from the time you upload the
bill. After this time, you will need to resubmit the bill.

> In EZ Bill, select Claims > Reporting &
Analytics.

Claims ¥

Create
List

\ Reporting & Analytics

More

> Within the Reporting & Analytics

. ﬁ Claims
window, select Claims > Work Queue

Work Queue Search

Analytics | Preferences

Search.

Home File Surmmary Search
Patient Search
My P

Payer Search

Rejection Since Last Login

»  Next, enter the Date Range in the Start Date and End Date fields. If
you do not enter dates, the fields will auto-fill with the past 7 days. From the

Search Type drop-down list, select Requires Attachment. Click the
Submit button.

Home > Work Queue Search

@ vaz
Saarch Type
| G ~

Start Date End Date Tax ID Site ID

Note: The Search Type filter will also help you target any rejections

requiring your attention.

»  On the Claim Summary screen, select the Emdeon Claim ID of the bill
in question. You will find the Claim ID in the far right column of the page.

PR_1006

Claim Summary

Search Criteria:  Claim Date Range: 8/3/2009-5/4/2010 > Payer ID: < Empty > > Provider Tax ID: <Empty > P Site ID: < Empty >

Claim Status: < Empty > > Worked Status: < Empty > » Emdeon File ID: < Empty >

Service Emdeon Claim ID

Insured ID Cla
From Date  Amount

orked  Patient Name Patient Control Payer Payer Name
Number o)

Payer-Rejected
SiteID:  FPO1
File ID:  EP39564NG i

ves TXAOSS 267 10/12/2008  $88.50 SX083  IBC Personal Choice | EP1014095000:4

Message
ACK/RETURNED - Patient eligibility not found with entity

» Under the Claim Detail section of the page, in the third column, click
the Claim Attachment link.

PROTOD
Claim Detail
Emdeon Claim ID: EP101409500024795

search criteria: Get Help with this Claim

Insured ID YXAO59 Provider Tax ID 205288226 Claim Received Date  10/14/2009

Patient Name e dees Billing Provider ID 205288226 Emdeon File ID EP33564NGO

Patient DOB 1660482105 Emdeon Claim ID EP1014095000

FPO1

07/11/1967
$88.50
10/12/2009
10/12/2009

Billing Provider NPT

Claim Amount Site ID Payer ID SX083

Service From Patient Control No. 267, Worked Status

NPI XWalk Check Claim

Timely: Display Letter
Claim Attachment

Service To Payer Name IBC Personal
Choice

Claim Status History

»  There are two ways to submit your bill attachments. You can either
Upload (see A) a PDF or TIFF file directly to Reporting & Analytics, or you
can Fax (see B) your attachment with a customized fax cover sheet from
Emdeon.

ry

> Upload an attachment by clicking the Upload link. Choose the At-
tachment Type from the drop-down menu, enter a Description (not
required), and Attach a PDF or TIFF file by clicking the Browse button.
After you choose the file, it appears in the Attach File field. Click the Up-
load button below the Attach File field.

“) Print X Close
=

Acct # Total Charges Employer Carrier DOI Service Dates Patient Name Status Date Status ents
292 $630.00 RAM TEXAS 01/05/2007 12/04/2009 01/25/2010 PNDA
8 12/04/2009 RAMIREZ View Bil U S

INSU

“Attach Type: i y B
Description
Limit 80 Chars|

*Attach File:|

Zlodicatez

Browse...

dEiald
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You also have the ability to attach the same file to muiltiple bills. When you > View the status of your bill attachments in the Status column.
click the Upload link on a bill that requires attachments before it can be

. .. . . .') print X Close
sent (a bill that is in PDNA status), all of the other bills in PDNA status that =
ent Acct # Total Charges Employer Carrier DOI Service Dates Patient Name Status Date}
- . .
match the current bill’s Patient Name, DOI, Payer (Carrier), Employer 01292 $630.00 RAM  TEXAS 01/05/2007 12/04/2009 01/25/201
638 MUTUAL 12/04/2009 RAMIREZ Upload Fax
g TH . INSU
Name, Billing NPI, and Billing TIN will appear below the file attachment
section. nt1d (ACN) Date/Time Attachment Type Delivery Metho ".I;e'__.r.‘aipﬁ;m Detail
7 01/27/2010 15:04 CST  Operative Note EIsgmmt’a'ﬂy o} - View Remove

If you would like to attach the same file to muiltiple bills, check the box in
the Attach column beside each bill to which you would like to attach the
file. Then, click the Upload button in the file attachment section.

. . " PNDA - Pending Attachments. You need to add the ap-
# Total Charges Employer Carrier DOI Service Dates Patient Name Status Date Status Attachments| Status
SO0TS a1 CS/12007 GHCERy  ScrwaRTz lo/aiaecs e B 8 pnDa | Propriate attachments in order to send the bill to the payer.
View Bill| Remember, if you do not send the bill with its re-
*Attachment Type: Work Status Report DWCT3)(FLDWC 25) ° quired attachments within 15 days of uploading it, it
Description
s will need to be resubmitted.
*“Attach File: (Browse.. )
R Status
PDCO PDCO - Pending Commit. All necessary attachments have
Note: You can also associate thij with any of the bills below by selecting the "Attach" checkbox. . .
T T T View Bill | been uploaded. You can add more attachments or commit
07/17/2009 09:26 CDT rk Status Report (DWC73) Electranically Only Commit . i
the bill for processing.
# Total Charges Employer Carrier gl Service Dates Patient Name Status Date Status| Attach
$106.75 EBS- T™MI 05/16/2007 11/08/2008 SCHWARTZ 12/19/2008 PNDA O
NASHVILLE 11/08/2008 View Bi
CN) Date/Time Attachment Type Delivery Method Description] Detail
SRHRTEST s SRS > View or Remove your attachments by clicking on the appropriate links
# Total Charges Employer Carrier DOI Service Dates Patient Name Status Status| Attach H H
$160.00 EBS- TMI  05/16/2007 07/07/2009 SCHWARTZ 07/10/2 . in the Detall column.
NASHVILLE 07/07/2009 View
The file is then attached to the current bill and all the bills that you selected. R o T ROy "'”f"'"g"‘
) . MUTUAL 12/04/2009 RAMIREZ View Bil UpEad o
You can repeat this process for additional attachments. INSU Commit
“Attachment Type:| Admission Summary [¥]
Description |
Limit 80 Chars |
. “Attach File:|
*Indicates Required Field
> Faxan attachment by clicking the Fax link. A0 oo 1631 ST Comtn R ecromaty Oty | Vi semove
01/27/2010 16:32 CST Certffication Electronically Only E Remove
‘-*)) Print X Close

ent Acct # Total Charges Employer Carrier DOI Service Dates Patient Name Status Date Status Attachments
01292 $630.00 RAM TEXAS 01/05/2007 12/04/2009 01/25/2010 PDCO g‘
638 MUTUAL 12/04/2009 RAMIREZ View Bill Uplokd Fax ’
INSU Commit PO}
»  When the Status is PDCO, you are ready to commit your bill to the
int Id (ACN)  Date/Time Attachment Type Delivery Method Description Detail . .
7 01/27/2010 15:04 CST  Operative Note. Electronically Only View  Remove payer. Click the Commit link.
ent Acct # Total Charges Employer Carrier DOI Service Dates Patient Name Status Date Status Attachments|
01292 $630.00 RAM TEXAS 01/05/2007 12/04/2009 01/25/2010 PDCO E
638 MUTUAL 12/04/2009 RAMIREZ joweB Upload Fax
: f INSU @ p
A fax cover sheet with submitter demo-
H 1 i 1 - d Date/Tii hi 3; Deli Method D ipti Dv
graphics, patient information, fax num B ey o Blactromally Ony o Vi e
ber, and electronic barcode will open in

PDF form. Fax your attachment with

Note: If you used the Upload link to attach files to multiple bills at once,

this cover sheet to the number speci- ) i
you need to Commit each bill separately.

fied on the cover sheet. It will take

approximately 4 business hours for The Status will change to PEND, indicating that the bill and attachment(s)
v e o remied dvoemematon A o are ready to be sent to the payer. The Status then changes to SENT once
o the bill and attachment(s) are pulled to go the payer. The status of the bill

will typically be returned from the payer within 24 hours but may take up to

Bl E E s

your faxed attachment to appear in
Reporting & Analytics. After 4 hours,
log in to Office and go to Reporting &

iy specl nstnctons must be submited o8 soparte page

Analytics to view your attachment and
continue.
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[Help and Support ]

Help

Having trouble submitting your bills? Please contact Emdeon support any-
time.

»  Submit a problem ticket by selecting the 24/7 Online Support link on
the EZ Bill home page under Customer Support.

Customer Support

24/7 Online Support

Cnline Training

General User Guide &3
Claims User Guide &3
Freguently Asked Questions
System Requirements
Feedback

HIPAA Statement

Business Associates Agreement

»  Call Emdeon Office support 24 hours a day: 1.877.667.1512

Support

Still have questions about submitting your workers’ compensation or auto-

mobile medical bills? Take advantage of Online Training for EZ Bill, avail-

able on the home page under Customer Support. You will be able to sign
up for video tutorials to learn more about EZ Bill and Emdeon Office.

Customer Support

24/7 Online Support

Cnline Tralnlng?
General User Guide I3
Claims User Guide 3
Frequently Asked Questions
System Requirements
Feedback

HIPAA Statement

Business Associates Agreement
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