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Instructional Manual

Lesson Title: Web-Based Training (WBT): Navigation & Documentation

Lesson Goal: This lesson of instruction provides the knowledge and application for
Patient Account Representatives (PARs) of the hospital to successfully navigate through
and accurately document patient and insurance account revisions while utilizing the
McKesson (STAR) operating system.

Lesson Objectives:

Given a computer training workstation, operating system, and lesson publications, Patient
Account Representatives (PARs) will determine proper navigation procedures in the
McKesson (STAR) system without error.

Given a computer workstation, operating system, and lesson publications, Patient
Account Representatives (PARs) will be able to document and track changes to
individual patient accounts with 100% accuracy.
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Step-By-Step Instructions in
Navigation Procedures: McKesson (STAR) system

Overview: This lesson portion will guide each Patient Accounts
Representative (PAR) to their designated area within the McKesson (STAR)
system.

Log In Procedures

%5 McKesson's Windows Terminal Emulator E|@|EI
Session  Edit View Tools Help

FYI: the login name is 1) Loginto STAR.
your employee number 2) Login and Password

and the password is required.
created on your own. cq

Included in the STAR Navigator page are two tab functions that the Patient Accounts
Representatives will use as part of their job duties. These are the Billing Function and

Workstation tabs.

** (Steps in learning how to perform tasks for other option areas will be covered in
future lessons.)**

Web-Based Training (WBT) Manual:
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## STAR Navigator, - BUSINESS OFFICE

Options  Wiew Tools Help
sl A i T R« Department View
DEPT | GO TO| TOOLE | TOP1O0| USER| HELP MEW | EXIT
Facility, |Comanche County Mernorial Hospital ~ | Department. |BUSINESS OFFICE ~]
\Organization/FaciIity Default Department
Name wording
- - rTop Ten
f _ChasgedCredit | T ERA worklistz & T ,&EE'D_BWENQB T Elec R Interfa
( “Workstation -\} T Cash Posting T i T Financial Sy C
Proration Fre-hill Edit
FPatient Billing
) For this manual, the focus will
Aceount Inquiry only be in areas contained
Claims Managerment within the Billing Function
and Workstation field tabs.

Third Party Logs

Charge/Credit Functions (See circled areas)

Motes

PA Integrity Processor

[MSKESSON|

Select an lterm on the Current “iew 16-Apr-10 04:17 PM

NOTE:
The Workstation Tab
is applied to make Insurance Changes
such as Deleting, Adding, or
Modifying a Patient’s Personal
Information or current Insurance Plan.

NOTE:
The Billing Function Tab
is used mainly for Account Information
Inquiries and Claims Management such adding a
claim and/or making changes to an existing claim.
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Workstation Tab

# STAR Navigator - BUSINESS OFFICE
Options  Wiew  Tools Help

P & @ 2 g« Department View
DEPT | @0 T0| ToOuLz| TOP1D| WSER| HELP| MEW | EXIT
Facility. |Comanche County Mermorial Hospital ~| Departrment. |BUSINESS OFFICE ~|
" - —Top Ten
|/ Charge/Credit | T ERA Wiorkliztz a T Bad Diebt Manage T Elec RA Interfa
Workztation T Cazh Posting T Billing Functio T Financial Sys C

'The Workstation tab has one option under it. This is called the
Receivables Workstation. This is where patient claims i
representatives can make revisions to individual accounts, This function states the
modify insurance information current time and day
and do balance transfers. each time you are
| Iogg?i on.
To go into Recelvable Workstation, just click on the tab once.
30-Ag-10 10:49 Akd

It will then take you to the next
screen....

See next page!
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T4 RWS - Comanche County Memorial Hospital LIVE - [ Collector 3 - KNIGHT ,MARY ]

Options  Acktions  Tools

Help

- Default '
® | ==

Selected facility: IN] Eacilities

S

Default

of work: | active Patient

Entries: 0

Begin ;

To get to an individual patient or account number, click on the blue man
symbol. It will then prompt you to type in either the name (last, first) or the 10-
digit account number. After placing one of these in, click once on the Begin

earch key.

\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\ Refresh ;

To exit, type in C ol

Close.

—
217 Caose )

AddressiTelephone - * Alternate, kvalid  Telephone/Ext - No phone message

| 43002010 10:49:42 AM

4 RWS - Comanche County Memorial Hospi

Options  Actions  Tools Help

tal LIVE - [ Account Search ]

Facility: Search:

|- comanehe co x| [Patient ~| [ Insurance Only

Mameitumber: Sex Birthdate:

T [ A G ssarn)
- o —

Mame Birth Dt Soc Sec # LastVisit Unit# Corp # Address 1 1=

10-digit account number,

then Begin Search.

[« ]

Selact Patient|

|l

~]

Close |

| Enter account #, Facilityvaccount#, '+'corporate, M'social security, *'unit number, name or ~'name far soundex

32010 1005030 Akl

Activities
Screen

Web-Based Training (WBT) Manual:
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Patient Account Representatives (PARs) need to get to the Activities
tab to perform their tasks.

H RWS - Comanche County Memorial Hospital LIVE - [ KNIGHT ,MARY -- Guarantor, Look Review | Z

=1

Cpkions  Actions  Tools  Help

ol JiE1 =R

Guarantor Information Insurance bal:  §1,033.35 Fatient bal: F0.00 Accauntbal:  $1,033.35
1M Q
Mame:; Corporate number, 00433724 Class:
Birth date'— Social SECUrm"#: —
Ane: i tedical record #  ADOOO406E873 Add Mote
Homete. ___ ________| #ofaccounts: 1 Q
Wark tel: Ext: Hithcare score:

| Financial Infarmation | Fallow g Maintenance ‘ Tranzaction Histary
Guarantor Account - custom, #- payment plan, @- separate Full Screen Wiew

fLUcISuh |Acenunt # |Patient Marne [admit  |Dseh [PT [Fo | AcctBal h;
4

|

| In order to move on to the
| other options, click on
| \Activities (left lower corner). ]

T
Niivities AddNote | Selecthcct | Tran History Vigw view Notes | Claim view | Close
&
AddressTelephone - *Alternate, bwabid  Telephone/Exd - No phone message 43002010 105055 AW

This screen pulls up the individual account
information (Account Number, name of patient,
birthdate, age, admit/discharge date, etc). If you

scroll to the right side, it will pull up additional
patient information).

Web-Based Training (WBT) Manual:
Navigation & Documentation
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@ Instructional Document - Assignment 4 (Knight) - Microsoft Word

I File Edit Wew Insert _ Forn A

E RWS - Comanche County Memo
Options  Actions  Tools  Help

rial Hospital LIVE - [ KNIGHT,MARY -- Guarantor L ook Review ]

PN EH LSS

i A4 Mormal + Beld, - Time

! Final Shawing Markup = ® * o h ﬂ

[v] o1 (Guarantor Information  Insurance b thal:  $1,033.35 I—
Account Revision b EEs ReferGuar|

Narme: " i e
Birth date — Thaurance Mana@memy N\
__' WLLK( N The focus areas to guide in navigation are Account Revision

Age: and Insurance Management. The remaining tabs are shortcuts from|
—_— Balance TransferClaim DispNtion = the Billing functions.;

Home tel: Demand Bil AN
TR & Dernand Follow-Up.. \\ The next page ;_m:!wdes visuals of what these two options include

: g within the McKesson (STAR) system.

Guarantor Follaw-LUp
- — : Guarantar Page Revision NOTE: In order to get into Account Revision or Insurance
ceountt n Guarantar Summary Management option, click on button only once.

Insurance Follaw-Lp

Guarantor! Account *- custam, # - ps

Insurance Revision

f|LocJSub |Accounts F Patient Page Revision | AcctBal | =
L4 Refund Fracessing

Single Bill Reguest

Small Balance Write-off

Collection Agency Transfer C-EO eth, click the
PreCuollect Status ose button once.

Account Transactions

4] Denial History _;I_
Activities I Add Mote Select Acct Tran Histary Wiew Wiew Motes | Claim View | Close | "
|| Actaunt Activities [4r30r2010 10:51:51 A i

T WRRESEON

iDrawr i | Autoshapes = N,

30-Apr-10° 10:51 AM
Page 9 Sec 3 9fz0 — | ! él—

4. Start EBzw - ~21. - Bjwe.. | Dem

See options and example screen shots under the
Insurance Management and Account Revision tabs.

Web-Based Training (WBT) Manual:
Navigation & Documentation
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NOTE: Under the Insurance Management tab, the following options will appear

1

Delete Financial Insurance Activity
[Option 1] This option is used if a PAR needs to
delete an insurance plan.

Mk McKesson's Windows Terminal Emulator - User: KNIGHT MARY

Session  Edit  View Tools Help
omanche County Memoriml Insurance Management — Workstation Emulat

Insurance Revision [Option 2]
This funtion is used to make modifications to patient's currentinsurance plan(s) such as
relationship status, insurance plan, policy number, insurance and identification number

Instant Adjustment Bill [Option 3
his function is used after modifications are made to a patient account and an adjustment bill
needs to be processed electronically.

Add Claim to Insurance [Option 4]
Bometimes an already released claim needs to be reprinted via hardcopy. This option guides
you through the steps in order to add a claim in McKesson

Sinale Bill [Option 31
Notused.

Account Inquiry [Option &
This option also applies in the Billing Function. This is used as a ‘shortcut'to inquire on a
patient’s demographic information.
Enter option numnber——
Account Revision [Option 71
This option also applies in the Billing Function. This is used as a 'shortcut to make revisions|
on a patient's demographic information.

Insurance Management opfion: Each Patient Accounts / Approve Refunds [Option 8]:
Representative (PAR) will be using the following choices Option not used by the PARS

depending on the task:

Maintain Claims by Account [Option 97
This option also applies in the Billing Function. This is used as a 'shartcut to inquire on each)
insurance coverage the patient has.

Balance Transfer & Claim Disposition [Option 10
This option also applies in the Billing Function. This is used as a 'shorcut'to fransfera
balance over o the next insurance. This option is typically used by the biller and notthe PAR

Demand Bill [Option 11]:
Notused.

Pending Bill Request Worklist [Option 12]:

Not used.

Web-Based Training (WBT) Manual:
Navigation & Documentation
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The Next tab takes you to the
next screen in STAR.
The Previous tab takes you to the
previous screen in STAR.
GenHelp tab is short for General
Help.
List tah is not used.

Date and Time tabs state the
current day and time while
working in STAR.

Back Up can be used in the sami
manner as the Retum key.

NOTE: Under the Account Revision tab, the following screen will
first appear
(see screen shot on next page).

0 do g 3 ato g AR L]
Session Edit View Tools Help

omanche County Memorial Hos Account Revision - Workstation Emulation Processorf A

ccount Name_ FC Typ Admit Disch Balance Lo
1 Total Charges 2 Total adj 3 Total Payments 4 Ref? Exp? Pat Class
sg,260.74 B sz,4e0.10- P 4599260 o Wo
5 Ins Liability 6 Ins Aidj 7 Ins Payments 8 ALgency
so.o0 B sz,ee0.10- [ 45,992.64
9 Pt Liabhility 10 Patient idj 11 Pt Payments 12 Last Pt Payment
s0.00 so.00 §0.00
13 Wkfl 14 Sch 15 Schd Typ 16 Phone 17 Inv Gu iddr 18 Lst FU Dt Ty Sq HL
200 [lsvancara [/ e N No
19 BD Pre-Listed 20 BD Date 21 Agency 22 BD Transfer Amount
[[his is the first screen of the Account Revision area)
3 35N # 24 Birth Date 25 BillHld 26 DPW/CMS 27 Ntz 28 PRE/idm 29 Locts This information includes the individual patient's
e Mo/ ves [llves [l/sT |1 remaining account balance, personal data, prior
0 COB Ins Carrier #Clm LCS SubmitDt  Est Imt Due Int. Pd Dsp Date insrance payments, and insurance p\ans.
S 1 MEDICARE UNIVERSAMN1 3/23/10M $8,461.74 J§ §5,167.64 4/07/10
S 2 MEDICAID UNIVERSAMN1 4/08/ 1088 $1,100.00 $825.00 4/29/100 iy may press - or enter key to gettothe specic
|| options (see next screen shot). These options will
allow the user to modify patient's personal data such
as home address, phone number, refationship
status, efc.
Gen-Help| List Next |Previous| Date Time Enter) | Back Up| Return
re o] I

NOTE: The items under each numbered area (i.e., Insurance Liability
Amount, Payments, etc.) in the Account Revision screen will be covered
in detail in a future lesson.

Web-Based Training (WBT) Manual:
Navigation & Documentation
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Billing Function
Tab

i3 STAR Mavigator - BUSINESS OFFICE

Options  Visw  Tools  Help

@slﬁﬁ 6]‘@

DEFT | WTﬂ TDOLE | TOP1O| WSER| HELF

G Y-

_MEW | EXIT

Department View

T T omanche County Memorial Hospital j Departrment |BLISINESS OFFICE j
\ Default
Organization/ Department
Facility Name wording

{ Charge/Credt | T ERA Wonklists & T PesErmttbianage T Elec RA Interla r Top Ten

Waikstation 1 Cash Posting | (Biing Functio) | Financial Sys C

Proration Pre-bill Edit

Patient Billing
Account Inguiry
Claims Management
Third Party Logs

Charge/Cradit Functions

Motes

This feature states the
current time and day
each time you are
logged on.

PA Integrity Processor

Change the current facility 30-Apr-10 }.1 8 PM

NOTE: The Billing Function Tab
Is used mainly for Account Information
Inquiries and Claims Management
(Adding & making changes
to an existing claim). The following visuals will present these.

Web-Based Training (WBT) Manual:
Navigation & Documentation
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i STAR Navigator - BUSINESS OFFICE
Options  View Tools Help

C3/BRIO 7

i

Facility:

Comanche Coundy Memorial Hospital j Department |BUSINESS OFFICE Li

Depaitment View

LM
EXIT

rTop Ten

[ CraceiCedt! | ERAWokissa | - BadDebiWMmges | ElecRélniefa

Workstabon 1 Cash Posting T w Financial Sys C

Praration

Fatient Billing

Claims Management
Third Party Logs
Charge/Credit Funclions
Notes

PA Integrity Processor

Pre-bill Edit

MEKESSON

Change the current facility

Options listed under the Billing Function tab:

Proration: Not used

Patient Billing: Takes you to the biller files (ones that passed or

failed ). Not used by the PARs.

Account Inquiry: Frequently used by the PARs to view accounts

and document revisions made (see instructions under lesson portion

Documenting & Tracking Patient Accounts).

Claims Management: Frequently used to view existing claims by

each individual account. Ability to view both their insurance and
demographic information.

Notes: A shortcut to view each patient account note made in

the system.

Third Party Logs: Not used
Change/Credit Functions: Not used

Notes: Not used

PA Integrity Processor: Not used
Pre-bill Edit: Not used

30-Apr-10 01:18 PM

Window screen.

NOTE: Clicking on any of these options under the Billing
Function tab will prompt you directly to the McKesson

» NOTE: Before you do this, STAR Navigator will
prompt the user to enter the account number or
patient name as demonstrated below. ....

Web-Based Training (WBT) Manual:

Navigation & Documentation
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ek McKesson's Windows Terminal Emulator - User: KNIGHT ,MARY
Session  Edit  Wiew Tools Help

Comanche County Memorial Hospital Insurance Bewvision Processor

When you get to this screen, this
information will automatically pull up.
User will then press enter to surpass this
part in order to type the Account Number
or patient name.

Press Enter here or
from enter key on
keyboard

or guarantor (&) loockup? [P]—-—

Back Up| Return

m<x McKesson's Windows Terminal Emulator - User: KNIGHT ,MARY
Session Edit Wiew Tools Help

Comanche County Memorial Hospital Insurance Bewvision Processor

Once this screen pops up, enter the
patient name (i.e., Doe, Jane) or the 10-
digit account number. (Account
Numbers are numerica{ only).

Enter 1t Tz 2 E: N ial security or "UT unit nwnber,
name or - nsune for

for =sune FPER

Return

Web-Based Training (WBT) Manual:
Navigation & Documentation
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Account Inquiry
Tab

) X ) mx McKesson's Windows Terminal Emulator, - User: KNIGHT ,MARY
The Account Ian|ry Optlon IS Session  Edit Wiew Tools Help

frequerﬂ|y USEd bythe Paﬂent Comanche County Memorial Hospital Account Inguiry Processor
Account Representatives (PARS) to
view account information and
document account revisions. (See
portion on Documenting and
Tracking Account Revisions
mentioned later in this document).

Aoocount Name FC Typ Admit Disch Ealance Loc

1 Total Charges 2 Total idj 3 Total Payments 4 RBef? Exp? Pat Class
seza.7a [ so.oo [ so.o0 Mo No
Ins Lisbility & Ins Adj 7 Ins Payments 8§ Agency
seza.7a [ so.oo [ $0.00

Pt Lisbility 10 Patient Adj 11 Pt Payments
so.oo [ so.oo [ $0.00

12 Last Pt Payment

Wkl 14 ZIch 15 Schd Typ 16 Phone 17 Inv Gu Addr 15 Lst FU Dt Ty Sg Hld

zoo s candara I/ /n e N Ho

EDI' Pre-Listed 20 BD Date Z1 Agency Z2Z BD Transfer Amount

Information in this screen viewable

by the user is the patient’s account 53N # 24 Birth Date 25 BillHld 26 DPW/CHS 27 Nus 26 PRE/Adm 29 Accts
number, name, type of insurance 432-91-3404 |01/ 0z/ 1997 [N Pio/me lves [/ co Plv==
COB Ins Carrier #Clm LCS SubmitDt Est Aimt Due imt Pd Dsp Date

plan, admit/discharge dates,
account balance, insurance liability
amount, insurance payments, SSN
#, birth date, type of insurance
coverage, etc.

1 HMEDICALID UNIVERSA $425.78

Press Enter on here or
from keyboard to get
to the next screen

Each of these items will be Back Up| Return
discussed in further detail in a il Iy
future lesson.

Press enter to get to the next set of screen options from Account Inquiry.

Web-Based Training (WBT) Manual:
Navigation & Documentation
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# McKesson's Windows Terminal Emulator, - User: KNIGHT ,MARY

Session Edit Wiew Tools Help

FC Typ Ldmit Lisch

Admission Information (Option 1) — User will be able to
view patient demographic information, place of
employment, guarantor, relative, insurance coverage, and
other miscellaneous information.

Medical Information (Option 2) — User will be able to
view the patient’s medical history, reason for admission
and types of services received.

Financial Information (Option 3) — User will be able to
view the patient’s summary of charges either by detail
and/or categorized by dates of service. Charges will also be
included on the electronic or paper claim form upon
submission of claim.

To go past this screen, type in one of
these options (numerical) below and
hit or click enters.

Account Notes (Option 4) — User will be able to
document/track patient account revisions from this option.
(See next lesson portion on Documenting Revisions).

Insurance Eligibility Response (Option 5) —
Option not used.

Note: Usage of each of these options will be
covered in detail in a future lesson. This is
just an overview of what the user will see or
perform as part of their required duties.

Web-Based Training (WBT) Manual:
Navigation & Documentation
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Claims Management

Tab

4= STAR Navigator - BUSINESS OFFICE
Options  View Tools Help

(= 2 )
S o

1

Department View

[ hegeitrearr |
Workstation T

Proration Pre-bill Edit
Faient Billing

Account Inquiry

Claims Management

‘Third Party Logs:

ChargerCredit Functions

Notes

PA Integrity Processor

~Top

MCKESSON

Change the current facility

30-Apr-10 01:18 PM

Session  Edit  View Tools Help

Comanche County Memorial Hospital Claims Management Processor

Gen-Hel List Next |Previous| Date Time

4 )

Enter|

Note: Each of these options will be covered
in detail in a future lesson. This is just an
overview of what the user will see or
perform as part of their required duties.

B3

Maintain Claims by Account (Option 1) —
user will be able to view each separate
insurance plan the patient has and can make
edits to whichever plan necessary.

Maintain Claims by Biller (Option 2) — biller
will be able to view claims maintained by date.
(Not for use by the PAR).

Add Claim to Insurance (Option 3) — user
will be able to add an additional insurance
claim in the same claim. This is typically
required if a change needs to be made to an
existing insurance claim and a hardcopy claim
form is needed.

Balance Transfer & Claim Disposition
(Option 4) — used to transfer money from one
insurance carrier to the next.

Archive Claims (Option 5) — not used

Purge Archived Claims (Option 6) — not used
Print Pending Claims Report (Option 7) —
not used

OPPS Claims Functions (Option 8) — not used
EAPG Claim Functions (Option 9) — not used

Web-Based Training (WBT) Manual:
Navigation & Documentation
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Step-By-Step Instructions in
Documenting and Tracking Patient &
Insurance Revisions in the McKesson (STAR) system

Overview: This lesson portion will demonstrate to each Patient Accounts
Representative (PAR) the documenting and tracking procedures in the
McKesson (STAR) system.

Log In Procedures

#x McKesson's Windows Terminal Emulator
Session Edit View Tools Help

FYI: the login name is your
employee humber and the

g‘a;lvs:/vord is created on your 1) Log into STAR.
2) Login and Password
required.

Web-Based Training (WBT) Manual:
Navigation & Documentation
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Documenting Procedures

FY1: the Account Inquiry screen is the same area as covered in the lesson portion on the
Billing Function tab. However, this portion demonstrates how to document and track
patient account revisions located in one of these options in STAR.

4% STAR Navigator, - BUSINESS OFFICE

Options  Yiew Tools Help

FERAE AR AL WAL A

Department View

Account Inguiry

Claims Management
Third Party Logs
Charge/Credit Functions
Motes

PA Integrity Processar

Facility: | Gomanche Gounty Memorial Hospital | Department. |BUSINESS OFFIGE |
- - Top Ten
( Charge/Credit | T ER& Warklists a T __M_jj_lﬂhl_ﬂgﬂage T Elec Ra Interfa
Wwork ztation T Cash Posting T Billing Functio T Financial Sys C
Fraration Pre-hill Edit
FPatient Billing

After logging on, the STAR Navigator
- BUSINESS OFFICE screen appears.

1) Go to the Billing Function tab.

2) Under that tab, click on Account
Inqiiry.

J MEKESSON

16-Dec-09 03:48 PM

Web-Based Training (WBT) Manual:
Navigation & Documentation
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Hospital

== McKesson's Windows Terminal Emulator - User: KNIGHT ,MARY |:||§|g|
Session  Edit Wew Tools Help

Comanche County Memorial Hospital Account Inguiry Processor

NOTE: The 10-digit account number
can not have a letter in front of it.

Enter account number or name here.

This key will take
you back to the

main screen.
name for

Press Enter key after
typing account
number or patient’s
name.

NOTE: Account is the Patient’s account number (typically used
for Account Inquiries).
» ‘C’ corporate does not apply
» ‘S’ used to locate Patient’s Social Security Number.
» ‘U’ unit number is not used.
» ‘Name’ can be used.
o (E.g., Doe, [last], Jane [first], or Doe, J ([last name,
first initial).

Web-Based Training (WBT) Manual:
Navigation & Documentation
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After pressing enter key from the previous page, the below options pull up.
Account Notes is where the user needs to go.

wk McKesson's Windows Terminal Emulator - User: KNIGHT ,MARY
Session Edit Yiew Tools Help

Type 4, then
press Enter key.

Eack Up| Return

Web-Based Training (WBT) Manual:
Navigation & Documentation
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f -« McKesson's Windows Terminal Emulator - User: KNIGHT ,MARY

Session Edit View Tools Help
Comanche County Memorial Hospital Account Notes Processo -

Balance Loc

Disch

Account HNeaae FC Typ Admit

——

Page:01 ' Notes Sl=Current Choices

|
Representative name goes
here
Existing note already Date note was
typed in. typed

The "add free form (F)" feature is used to type a new
account note into the system. To do this, you would type the
letter 'F'. When adding a new note, this is the only key you
would type.

The 'F" key will prompt you to type the
note.

Type in the
letter F, then
Enter key.

Enter choice, wview all(V), add free form(F) or standard(5) notes--

end select (ML)

Date Time

Gen-Help| List Entr Return

(&)

Next |Previous Back Up

~

&l

See Example Notes on Following Pages.....

Web-Based Training (WBT) Manual:
Navigation & Documentation
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= McKesson's Windows Terminal Emulator - User: KNIGHT ,MARY

FC Typ Admit Di=sch Ealance Loc

3 Last Edit date

4 Created By 5 Creation Date 6 Edit Text? 7 Securicy
KMIGHT, MARY !

Right after the Enter Description cursor,
simply type in the action or revision being
performed. If the length of the notes exceeds
what is stated on here, then it will
automatically go to the next screen.
(See screen shot on next page).

Enter description-- |
next (/) or previous screen(/P) [/]

Back Up| Return

Enter Description: Type in the revision made to the individual patient account
(sentence form - some abbreviation is allowed).

Example: This patient plan was deleted from the McKesson system. (See note
typed).

(See next screen shot below on lines exceeding the one above. This is a
continuation from the previous screen).
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& McKesson's Windows Terminal Emulator = User: KNIGHT,MARY = B8]

Session Edit Wiew Tools Help
IComanche County Memorial Hospital Account Notes Processo

Account _ Name FC Typ Admit Disch EBalance Loc

1 Code 2 Description 3 Last Edit date
new [ DELETED O T CEI O SUERTLE 04/ 23/ 10 03 :00pm

4 Created By 5 Creation Date 6 Edit Text? 7 Security
KNNIGHT, MARY 04/23/10 -

mhl AFFATIRS. ADDED MEDICAID PLAN. DID AN INSTANT ADJUSTMENT BILL

In this example, a plan needed to be
replaced with another one. In addition,
an instant adjustment bill was performed
in order for the correct one to process
electronically.

F1 F2 [F3 {F 5} F6 F? F10]
Delete Linef@lInsert LinefSCente Exit !imm Restore Linef N Pack i Help)

-—

gcn-l-leld List Next IP;cvinusI Qat Time Enter |§ackUp| Return

rpimr]|

Enter Description: Shown above is the rest of the account
revision note. Depending on the number of characters, it will
prompt you to type the rest of the account in this screen.

Press F4 when completed. This will prompt you to exit and
save changes.
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w=x McKessonis Windo®vs Terminal Emulator, - User;: KNIGHT, MARY, |:||E|g|
Session  Edit Wiew Tools Help

Comahnche County Memorisl Hospital Account Notes Processor -~

Aecount Nar= FC Typ Adwit Disch Ealance Lo
r

1 Code B 2 Eescription 3 Last Edit date
vy D EETED OFFECENo ruvERT LM o</ 25/ 10 03 : 00pm

4 Created By 5 Creation Date & Edit Text? 7 Security
FWNIGHT, MARY 04/23/10

Accept this scr 1? (TS O[Y]--

Gen-Help List Next |Previous| Date Time Enter |Back Up| Return
a0 r

Accept This Screen? In order to save changes, type in Y. The message will
then say "Filed!".

NOTE: If you make an error and decide not to save the changes, type in ‘N’ for
No and the period, enter keys (. enter) until you are out of that screen.

NOTE: After changes are filed, it will then prompt you back to the Account Notes screen.

More common examples are presented as to what types of account revisions
the Patient Account Representatives (PARS) use on a daily basis. This gives
an idea as to the word usage based on each revision.

(See Page 26 of this manual).
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Common PAR Example #1: Replace an insurance carrier with another one. This
requires having to delete the existing insurance carrier and replacing it with a new
one.

=k McKesson's Windows Terminal Emulator - User: KNIGHT, MARY

Session  Edit Yiew Tools Help
Comanche County Memorial Hospital Account Notes Processor

FC Typ Admit Disch

1 Code 2 Description 3 Last Edit date
e [ WADDED BEVES CROSSITNACCOT M4/ 50/ 10 02:325m
5 Creation Date 6 Edit Text? 7 Security

ENIGHT, HARY

Note: The account notes exceeded just one line.
Therefore, the first part of the note is stated above and
then the remaining is on line 01.
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Common PAR Example #2: Changing a patient’s relationship and insurance status. This

entails having to change the patient’s relationship status (i.e., from single to married) and
then having to add a new insurance plan (i.e., the spouse may now be the primary

insured).
#k McKesson's Windows Terminal Emulator - User: KNIGHT ,MARY |._||E| _|
Session  Edit  Wiew Tools Help
Comatche County Memorial Hospital Aocount Notes Processor -~
AccounE Hame FC Twp Admit Disch EBalance Loco

k

1 Code 2 Description 3 Last Edit date
TIETT 04/30/10 02 :33pm
4 Created By 5 Creation Date &6 Edit Text? 7 Security
FMNIGHT, MARY 04430410 —

SETATUS TO MARRIED.THE PRIMARY IKSURED IS THE SPOUSE. ADDED IHSURAHCE
0z | IHFOPMATIOHN TO PATIEHT ACCOUHT I

05

013

os If the account note exceeds the 01 line, then it
ne automatically goes down to line 02 and so on.
o7

a5

as
10
11
1z
13

F1l Fz F3 Fi5 F7 F1i0
Lelete Line Insert Linel |Center| |k« Festore Linefl W Packl " Help

gen—HeI[‘ List Mext IF‘[eviuusl Date Time Enter Iﬂack UpI Fletgrnl 2
<3 ) 3 .
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Common Example #3: Changing a patient’s demographic information

0 o - S ato e AR L]
Session  Edit  Wiew Tools Help
Comanche County Meworial Hospital Account Notes Processor fad
Locount Name FC Typ Admit Disch Balance Loc
1 Code 2 Des i i 3 Last Edit date
-0 SGANGED BA OIS BISSTORS o 0 01250
4 Created By on Date & Edit Text? 7 Security
FMNIGHT, MARY 05/03/10
01
0z
03
04 K
oS In this example, the PAR has
06 applied changes to the patient’s
o7 phone number and physical
pe address.
mg=]
10 =
11!
1z
13
F1 Fz F3 F5 Fa F7 F10
Delete Linel Insert Linef Center Store Linef JRestore Linefl (Pac Help
ﬁen-HeIpI List Next IP[evinusl Date Time Enter Iﬂack UpI Return
&) 3
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Common Example #4: Splitting a Patient’s Bill to Reflect Separate Charges.

Session  Edit  Wiew Tools Help

Comanche County Memorisl Hospital Account Notes Processor o
Locount Iagne FC Typ Admit Disch Balance Loc
1 Code ption 3 Last Edit date
EW RED D ! PAR G I, 71 PER 05/03/10 04:10pm
4 Created By ate 6 Edit Text? 7 Security
FIMNIGHT, MARYT a5/03/10
01
0z
03
04 R
C States the The example showr_1 is an agcount
na representative note made separating a claim to
07 who posted reflect Emergency Room (ER)
08 the note(s). charges only.
ml=]
i0 -
11
1z
13
F1 Fz F3 F5 Fe F7 Fi0
Delete LineflInsert Linel NCenter Store Linel Festore LinefiPac Hel
Qen—Helﬂ List Next IP[eviousl Date Time Enter |Back Up| Return
&) i) 3 .:

Web-Based Training (WBT) Manual:
Navigation & Documentation
28


http://www.memorialhealthsource.com/homepage.cfm?id=1�

Session  Edit  Wiew Tools Help
Comanche County Memorial Hospital Aocount MNotes Processor .
Account Maane FC Typ Admit Disch Ezalance Loc
Notes Fd=Current Choices
T
Gen-Hel List Next |Previous| Date Time Enter |Back Up| Return
<3| >

The above visual provides an example of the multiple account
notes typed by different employees shown on one screen. Each
activity that is documented states the employee (representative)
name, date of documentation, and action performed on this
account.
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To exit McKesson (STAR):

=4 McKesson's Windows Terminal Emulator - User; KNIGHT ,MARY

Go to Session,
and then Exit...

Entcer

FC Typ Admit Dimch

WEM Disconnect request intercepted.

a

If WEM is closed while connected to a Mavigator session, the syskem may become unresponsive!

Are you SURE wou want bo disconnect now?

Yes Mo I

The following

message will

pop up. Click
Yes.
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This concludes the lesson Instructional
Manual on: McKesson (STAR) Web-Based
Training (WBT): Navigation & Documentation.

5

Click back to: Top of the Document
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