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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 

 
 
 

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.)** 
 

FYI: the login name is 
your employee number 
and the password is 
created on your own. 
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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. 

 
 

Organization/Facility 
Name 

Default  Department 
wording 
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Workstation Tab

 
 
 

It will then take you to the next 
screen…. 
 

See next page! 

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

Screen 

10-digit account number, 
then Begin Search. 
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Patient Account Representatives (PARs) need to get to the Activities  

tab to perform their tasks. 
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See options and example screen shots under the  
Insurance Management and Account Revision tabs. 
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NOTE: Under the Insurance Management tab, the following options will appear 
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NOTE: Under the Account Revision tab, the following screen will  
first appear  

(see screen shot on next page). 

 

  
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. 
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Billing Function 
 Tab  

 

 
 
 

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. 
 

This feature states the 
current time and day 

each time you are 
logged on. 

Default  
Department 
wording 

Organization/
Facility Name 
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Billing Function 
 Tab  

 
 
 
 
 

 
 

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

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

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

 

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

Press Enter on here or 
from keyboard to get 

to the next screen 

The Account Inquiry option is 
frequently used by the Patient 

Account Representatives (PARs) to 
view account information and 

document account revisions. (See 
portion on Documenting and 
Tracking Account Revisions 

mentioned later in this document).  

Information in this screen viewable 
by the user is the patient’s account 
number, name, type of insurance 

plan, admit/discharge dates, 
account balance, insurance liability 
amount, insurance payments, SSN 

#, birth date, type of insurance 
coverage, etc. 

 
Each of these items will be 

discussed in further detail in a 
future lesson. 
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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. 
 

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. 

 
 
 
 

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

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. 
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Claims Management 
 Tab 

 

 

 
 

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 

 
 
 
 

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. 
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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 

 
 
 

 
 
 
 
 
 
 
 
 
 

FYI: the login name is your 
employee number and the 
password is created on your 
own. 
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Documenting Procedures 
 

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

 
Enter account number or name here. 

Press Enter key after 
typing account 

number or patient’s 
name. 

This key will take 
you back to the 

main screen.  

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). 
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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. 

 

 

Type 4, then 
press Enter key. 
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See Example Notes on Following Pages….. 

Type in the 
letter F, then 

Enter key. 
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(See next screen shot below on lines exceeding the one above. This is a 
continuation from the previous screen). 

 
 

 
 

 

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). 
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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. 

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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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).

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


 

 
 

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

25 
 

 
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. 

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).  

 

If the account note exceeds the 01 line, then it 
automatically goes down to line 02 and so on. 
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Common Example #3: Changing a patient’s demographic information 

 
 

In this example, the PAR has 
applied changes to the patient’s 

phone number and physical 
address. 
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Common Example #4: Splitting a Patient’s Bill to Reflect Separate Charges. 
 

 

The example shown is an account 
note made separating a claim to 
reflect Emergency Room (ER) 

charges only. 

States the 
representative 
who posted 
the note(s). 
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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): 

 

  
 

Go to Session, 
and then Exit… 

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. 
 

 

 
 
 
 
 

Click back to: Top of the Document 
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