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From the ITS main menu (your menu will look different) note option #5 for Billing.  You can type ‘5’ and press Enter or using your mouse move the cursor over the text ‘Billing’ and it will turn green.  Left clicking the mouse will open the Billing menu, as will the keyboard approach of typing ‘5’ and pressing Enter.
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The Billing sub-menu appears:

We will be using the billing sub-menu routine #5 – Enter Department Charges.  Just like the main menu, you can type ‘5’ and press Enter, or you can use your mouse to move the cursor over the ‘Enter Department Charges’ text and it will turn green; click on it and the ‘Enter Department Charges screen will appear.

The Enter Department Charges screen is displayed below:
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1.  Enter the CATEGORY of the charges you will be entering.  You can press F9 (LOOKUP) and from a list.  Only Categories associated to the Department which you are signed onto will display.
2.  Enter the default service date for the charges you will be entering.  Even though you enter a date here, you will be able to change the date of service for individual charges as you work your way through the charging screen.  If all the charges you are entering for this patient are for the same service date you will not have to enter the date again.
3.  Identify the patient for whom you are placing charges by any of the acceptable means of patient identification.  Use caution with any means to identify the correct patient account.  If the service date of your charges fall outside of the admit/service date of the account selected, the charges will be rejected by the billing system.  For instance, if you are entering charges with a service date of May 8, 2007 but the account you enter the charges on was an account with service dates of April 1 to April 30, 2007, the charges will be rejected from the billing system.  You will then have to cancel all of the charges entered on the incorrect account and place the charges again on the correct account.
IF YOU HAVE ANY QUESTIONS ABOUT SELECTING THE CORRECT ACCOUNT FOR PLACING CHARGES, PLEASE CONTACT YOUR ITS SUPER-USER OR YOUR MANAGER.
4.  The patient’s attending doctor will display in the ‘Attend Dr’ field; the attending doctor MAY default in at the ‘Ordering Dr’ field.  Either verify the correct ordering doctor or enter the ordering doctor for the charges you will be entering.  You may press F9 (LOOKUP) to obtain a list of providers.

5.  If the charges you are entering require a performing doctor (usually only CARDIOLOGY charges), respond ‘Y’ to the ‘Ask Performing Dr’ prompt and then enter a default performing doctor.  You may again press F9 (LOOKUP) for a list of providers.  Even if you enter a default performing doctor, you can change it as you work your way through the enter department charges screen.
6.  Enter a default technologist.  Your user mnemonic MAY default or you may type a technologist mnemonic or select from a list by pressing F9 (LOOKUP).  Even if you enter a default technologist, you can change it as you work your way through the enter department charges screen.
7.  Enter the mnemonic of the procedure (charge) you desire to enter.  You may select one or more charges from a list by pressing F9 (LOOKUP).  From the LOOKUP screen you can double click to select (checkmark) multiple charges, or you can use the up and down arrow keys to move the highlight bar and press the RIGHT CTRL key to place the checkmark.  When you have selected all the charges you desire to enter, press F12 (FILE) or click on the ‘Order Selected Items’ button on the top of the screen.

8.  If you selected multiple charges, a screen will display for you to enter default Priority, Service Date and Time.  Accept the default of Priority = (R)outine, Service Date = ‘T’ and Time of blank.  After entering through the fields on this screen, the selected charges will appear on your screen.

9.  You can enter through the fields related to the selected procedures to change the service date, time, and technician.  If the procedure allows you to charge more than quantity of ‘1’ the cursor will stop at that field as well.

10.  You can enter charges one charge at a time by entering the mnemonic for the charge in the procedure field (or Press F9 (LOOKUP) and selecting from the list and then entering through the associated fields on that line.

11.  When you have completed entering charges for this patient, press F12 (FILE) and the charges will be saved.

IMPORTANT NOTES ABOUT PATIENT CHARGES GENERATED IN ITS:
1.  ITS sends charges and credits to the Billing module (BAR) every day at midnight.  Thus, all charges and credits entered today will ‘pass’ to the billing system tonight at midnight.

2.  There are two dates associated with each charge:

· The Service Date is the date the user entered as the date the service was provided

· The Batch Date is the date the user actually entered the charge

If a charge is entered, for instance, on May 8, 2007 with a service date of May 6, 2007, that charge will ‘pass’ to BAR with a Service Date of May 6, 2007 and a Batch Date of May 8, 2007.

3.  Patient accounts have associated valid Service Dates associated with them.  Charges with service dates outside of these valid Service Dates will be rejected by the billing system.  For example, an inpatient with Admission Date of May 1, 2007 and Discharge Date of May 5, 2007 can only have charges with service dates during that period.  Charges for service dates outside of that range will be rejected.  Outpatient accounts may have only one valid service date (one-day accounts, usually CLI or REF type accounts) or may have a range of valid service dates (typically RCR accounts).

4.  A charge and credit for the same procedure with the same service date, entered in ITS on the same date, will not ‘pass’ any information to the patient billing system.  However, a charge entered on one date and then credited a subsequent date, will result in two transactions in the patient billing system.  This is due to the fact that charges and credits are sent to the billing system only once daily at midnight.  So, if a charge is entered on one date then credited on a subsequent date, there will be a transaction for both the charge AND the credit.

5.  It is vitally important to select the correct patient account when entering department charges.  If charges are placed on the incorrect account, they will be rejected by the billing system.  The original, incorrect charges will have to be cancelled in ITS, and then placed on the correct account.  Taking the time to ensure that the correct account is selected when the charges are being entered will eliminate the time taken to correct incorrectly entered charges.

6.  If you have any questions about how to determine the correct account on which to place charges, or the most efficient means of identifying patients when entering charges, please contact your ITS Super User.
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