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Running the Update Facesheet Wizard in Helper

Click ‘Utilities” on Helper’s main menu. Select ‘Update Facesheets’.
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Check the box beside ‘General patient information’ and click ‘Next’.

Update Facesheets X

Update Facesheets
Use this wizard to update selected information on the Facesheet for a group of patients,

Select the steps you would like to complete

General patient information

View options for updating patient Library Links, default diagnosis, "Who will be billed” percentages and
other general fields. This does not affectany transactions or claims that already exist.

» When a Provider leaves the group you can assign those patients to @ new Provider.

« When a patient turns eighteen, change the percentage billed to the responsible party to 0%,
shifting the charge to the patient.

[ Billing methods

View options for updating the billing method used by each billable party. This affects the Facesheet as
well as any transaction on the "Ready to Send” tab of the "Billing Ledger™.

« fou have dedided to begin using SecureConnect and you want to update all patients from using
the paper 1500 daim form to SecureConnect.

[ standard fees

View options for updating the standard fee found under the "Biling Setup™ section of the Facesheet.
This does not affect any transactions that already exist.

« You are doing a yearly increase of $5 for each Procedure,
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We will now select patients who have a default procedure we would like to update. Click on ‘Select groups of
patients to update’.



Update Facesheets X

,"=— , Update Facesheets

Use this wizard to update selected information on the Facesheet for a group of patients.
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You will see the following warning screen. Click on ‘Yes’ to acknowledge the warning and continue.
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We will select all patients who have a default procedure we would like to change. Select the ‘Library Links’ tab.
Next, click on the ellipses button to the right of the Standard Procedure field.
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Select patients that have the following library finks setup in their
facesheet.

Select patients with the following

Account: | [eee]
Fadility: | 3---:1|

Lawyer: [ &)

Program: | ]|
Referring Source: | ‘...]l
Standard Procedure: | =]

Provider: | ]

Insurance: | L-:‘|

Find and highlight the Procedure with the CPT® Code you would like to replace and click ‘OK’.
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v -Primary Procedures
Accounts
-l To search, cickin any column and begin typing

f:y::e ¢ Drag a column header here to group by that column

Medications o =
piopraié 21D Status ~ Name Code Fee Length

Psychological Testing 90830 45.00/ 30
NO SHOW 00000 35.001 60
Mtms by pharm, addl 15 n 100.00/ 50

Indvidual Psychott 90834 00.00 50
Group Psychotherapy 90853 30
Famiy Psychoth 90846 45.00 50

D
Procedure Groups X |
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v -Codes C
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Taxonomy 4
v Scheduler A |
Categories
Priorities
v -Other
Adjustment Categories
Biling Messages
Methods of Payment
Outcome Measures
Places of Service
Referring Sources
Procedure Statuses
Urgency of Intake
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7. The patient list will now contain all patients who contain the procedure you chose. Verify the procedure and
CPT® Code you selected in the previous step is displayed under the Procedure column. Click ‘Next’.

Update Facesheets x

Update Facesheets
Use this wizard to update selected information on the Facesheet for a group of patients.

E ;—3 Select groups of patients to update ; Then review and refine the list of selected patients

Incude Account # Last Name  First Name MI DOB Provider Pr
LB ALL_TRANS |Altransactions |Alan 3/23/1982 |Harry R Potter, Ph.D|9C
%] N Trout Walter 9/18/1974 Harry R Potter, Ph.D 9C
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8. We are not updating any Library Links at this time. Leave all fields blank and click ‘Next’.
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I@ , Update Facesheets

Use this wizard to update selected information on the Facesheet for a group of patients,

Library Links

Select a new value for each Library Link you want to change. If you do not want to change a value, leave it
blank and the existing value will be preserved.

Primary Faciity ::ll [remove the existing value

Primary Provider

[CIremove the existing valus

|
|
Referring Source |
|
|
|

Program [Jremove the existing valus
Account Type [Jremave the existing valus
Lawyer [Jremove the existing valus




9. Click the ellipses button to the right of the Procedure field.

Update Facesheets x

Update Facesheets
Use this wizard to update selected information on the Facesheet for a group of patients.

Billing Defaults

Select a new value for each field you want to change. If you do not want to change a value,
leave it blank and the existing value will be preserved.

Procedure [ Preserve other fields
Referring Physician [e=|  [JRemove the existing value
Place of Service | L__|| [CJremove the existing value
Resp. #1Biling % 0%  [¥]Preserve existing percentage

Resp. #2Biling % 0%  [FIPreserve existing percentage

| weprior | welext §] cose |

10. If you have already added the new Procedure you would like to change to, select it now and skip to step 15,
otherwise, click ‘Add’ and continue to step 11

" Libraries - a X
Procedures

To search, dickin any column and begin typing

Drag a column header here to group by that column

21D Status Name 7 Code Fee Length
D ] Psychological Testing 90830 45.00 30!
X L) NO SHOW 00000 35.00; 60!
AC ] Mtms by pharm, addl 15 n 100.00 50!
= |Indvidual Psyct py 90834 100.00, 50
»B u Group Psychotherapy m 45.00 30,
A 5 |Famiy Psychotherapy 90846 45.00 50
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11. Click the ellipses to the right of the CPT® Code field to begin your search and continue to step 12. Otherwise, you
can type in the proper CPT® Code without using the reference library and skip to step 13.

Mew Library Entry *
General Information Other Information | Extra Info |
Place of Service: T T
| Fee Schedule
CPT® Code: _l ] Type of Service:
s Family Plan:

Days/Units: ljl EMG:

Length: EI COB Code:

Fee: oo [
Allowed: Managed Care

DDDHI

[ charge a co-pay for this Procedure Units Visits:
Billing Memao: |
Comments: |
Notes: |
Status: (@) Active () Inactive Appointment Color: |_ I+




12. Find and highlight the new CPT® Code you would like to use and click ‘OK’.
C:Té[z;jes .

[ | \ Search visible columns ‘ CPT copyright 2012 Amrican Medical Assadiation. Al fights reserved

~
Drag a column header here to group by that column

ZUsed? Code Short Description Group - Category Subcategony
® (00785 Psytx complex i e [Medicine Services |Psychiatry
Interactive complexity (List tely in addiion to the code for primary procedure)
u ‘90791 |Psych diagnostic evaluation lMedrcme Services ‘Psychaﬂy |
] hiatric diagnostic evaluation
190792 |Psych diag eval w/med srvcs [Medicne Services Psychitry [
iatric diagnostic evaluation with medical sefvices.
1 90832 ‘Psyb( pt&/family 30 minutes !Med\clne Services ‘Psychatry |
Psychotherapy, 30 minutes with patient and/or family member
B (90833 |Psytpt&/fam w/em 30 mn  Mediche Services Psychatry [

Psychotherapy, 30 minutes wich patient and/or family member when performed with an evaluation and management ser
addition to the code for primary procedure)

= ‘90834 ‘Psyb( pt&/family 45 minutes ‘Med\me Services ‘Psychatry |
Psychotherapy, 45 minutes with patient and/or family member
= 90836 |Psytxpt&/famw/e&m 45 mn  Medicne Services IPsychatry [
Psychotherapy, 45 minutes with patient anploi family member when performed with an evaluation and management sen .,
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13. Verify the CPT® Code and other information is correct and click ‘Save’.
Mew Library Entry X

General Information Other Information

| Extralnfo |
Place of Service: |11, Office (IC) B ——

- : | Fee Schedule
CPT® Code: (30832 |- QD TypeofSevice: | |
Name: |Psy‘tx ptayfamily 30 minutes | Family Plan: l:l

NDC:
Managed Care
[A charge a co-pay for this Procedure UnitsVisits:
Biling Memo: -l
Lo =
Notes: | o] | sevemadd
Status: (@) Active () Inactive Appointment Color: [itu |ﬁ‘

14. You will be returned to the Procedures list. Highlight the code you added and click ‘OK’.
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Procedures
To search, dick in any column and begin typing

Drag a column header here to group by that column

21D Status Name v Code Fee Length
»|BX 2 |Psytx pta/famiy 30 minute RPN 80.00 30 «
D u  Psychological Testing 90830 45.00 30
X u NO SHOW 00000 35.00 60
AC L Mtms by pharm, addl 15 n 100.00! 50
C n Individual Psychotherapy 90834 100.00! 50,
B 5 Group Psychotherapy 90853 45.00 30
A L] Family Psychotherapy 90846 45.00 50,
= M (Status = Active) Customize. ..

Cmac | [ || ok || Sewe || Byeoo |
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15. Verify the correct code is in the Procedure field. The default is to leave ‘Preserve Other Fields’ checked.

When checked, only the Procedure field in the Facesheet will be updated.

If you uncheck this option, the Procedure field as well as other fields (e.g. Length, Fee, Place of Service) from the
Procedure Library will also be updated in the Facesheets.

NOTE: It’s best practice to uncheck this box if multiple fields are changing.

Update Facesheets X

I@, Update Facesheets

Use this wizard to update selected information on the Facesheet for a group of patients,

Billing Defaults

Select a new value for each field you want to change. If you do not want to change a value,
leave it blank and the existing value will be preserved.

Procedure |9EIBBZ. Psytx pt&/family 30 minutes i‘%

Referring Physician |

el
reserve other fields||
= |

[ remove the existing value

Place of Service | ‘ [IRemove the existing value

Resp. #1Biling %

Preserve existing percentage
Resp. #2Biling %

Preserve existing percentage

= Next Close

Once you have verified your selection(s) click ‘Next’.

16. You have completed all selections. Click ‘Update the Selected Patients’ to complete the process and update the
selected Facesheets.

Update Facesheets X

I@, Update Facesheets

Use this wizard to update selected information on the Facesheet for a group of patients,

Finished

We have finished gathering information. If vou need to change anything, use the Prior button to go
back to a previous step, Otherwise, dick the button below to update the patients you have selected,

Q Update the selected patients

= Prior )| Close

17. When the update completes, click OK.

Information oo

o The update is complete,

Congratulations! You have completed changing the default procedure for those selected patients.




