


Morning Tasks

Open a batch
(01012016CareTrackerNameLocation)

Count & document petty cash

Encounter Upload Deadline

+

+ E&M code, DX, and provider signature on each page



Every Patient Every Time

Scan insurance card(s) and verify name
=

Verity eligibility, co-payment, and/or deductible/co
insurance

Verify patient account is current
+
+

Collect co-pay or contracted amount (if applicable)
Confirm patient’s preferred pharmacy is enter in
with an (eRx)

Print and have patient sign all required areas of the
registration form



Insurance - All

Check eligibility in CareTracker & NaviCure
EVERYTIME

Confirm subscriber ID, Group #, co-pay and Elig.
Start date is correct in CareTracker

Manual eligibility requirements:

%+ Notes section MUST include:

+If copy is not available the notes section MUST include:



S
Insurance - GREEN

United HealthCare
4

Aetna
o

BCBS

+

BCBS Federal
Cigna
i

CU Exclusive
-



Insurance -

Humana
Medicaid
Medicare

CHP+

TriCare
o

Kaiser
o

RMHP MCD



Insurance - RED

We DO NOT accept the following insurances:

Humana HMO X

Out of state MCD



N
Insurance (MCD / MCR)

#+Scroll to bottom of CareTracker eligibility
+Look for keywords:

CHP+
Denver Health

Kaiser Managed Care

+Modify demos to reflect specific payer listed

+Scroll to bottom of CareTracker eligibility
+Look for keywords:

MCO Bill Option Code-C
MCR = secondary payor

+Modify demos to reflect specific payer listed



N
End of Day Tasks



>N
Care

This flip book is meant to be a quick reference
guide for the front desk. If further clarification
or detail is required please refer to the Standard
Operating Procedures (SOPs).



