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Weekly ‘To-Do’ List
(Estimate: 20 Minutes = Videos 7-min + 10-minute Read)
Best Practices for billing charges and managing correspondence in Office Ally-Practice Mate.

Browser Troubleshooting. Try the following steps

Username: before calling support to save time.
(email address) 1. Try using Google Chrome.

2. Resetand clear your browser cache and cookies.

Password: 3. Make sure pop-ups are not blocked by your browser.
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Login to Office Ally - Practice Mate png—
1. Go to the Office Ally login page for Practice Mate:

https://cms.officeally.com /practicemate

2. Select [Practice Mate Login] from the drop-down menu.
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(Note: recording and keeping your appointments in Office Ally is optional.)

Create Visits - Manage Patients Tab

1. Watch the training video (Runtime 2:55)
2. Click the ‘Manage Patients’ tab in Practice Mate.

Welcome, You are logged in.
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3. Patient Record. Select the patient that you would like to create a visit for.

4. Template. When the patient’s record opens, select the ‘Template’ tab on the lower
row of tabs.

Desktop Appointments Patient Visits Claims/Billing Accounting Manage Patients Patient Portal Manage Office

Back to Patient List

Edit Patient - [Patient ID: 135721815]

Patient ID: 135721815 Last Name: Doe First Name: John ﬂ
Middle Name / Ml DOB - Age: 01/01/1900 - 124 yrs. 1 mo. old Sex: M
Pat. Acct. No: JoDo JD Account Type: [ Primary Insured/Guarantor v SSN: =
Primary Care Provider: Referring Provider: B .. Account Status:
Clear Clear

Patient Responsibility Balance: Calculate Balance

DDo not print Billing St; nts

Patient Demographics:

Patien?
View Prior Alternate Patient IDs / View Prior Names
Last Name: * Doe First Name: *John mﬁfﬁ, M
DOB: i |/t ]+fooo |EH Sex: * SSN:
Wi Hoinhe. Name Y

5. Click the blue link: “Create New Visit” in the patient’s template.

Use this template to setup the default values for this patient's new visit or HCFA claim. Please note that this option will work only if you create new visit or new ¢

from here.

Create New Visit

6. You will have three tabs when you add a new visit.
Most routine visits only need info in the first two tabs: “Visit Info” & “Billing Info”.

Add New Visit

Update, | Cancel

Billing Info Billing Options

7. Visit Info Tab.

a. Patient ID. Review patient name and contact information to ensure that it is
correct and current.

b. Visit Date. Enter the correct date of service. This field will default to
‘today’s’ date.

¢. Reason for Visit is an optional field which can be customized. It’s useful when
you use Practice Mate for appointments and scheduling.

d. Primary / Secondary Insurance. Review the patient insurance information
to ensure that it is correct and current.
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8. Billing Info Tab. Check to ensure that the following information is correct and
current for the visit being recorded:

a. 0ICD-10 Diagnosis d. o CPT Procedure Code
code e. 0ICD-10 Pointer

b. o Date of Service (usually ‘A’ or ‘1)

c. 0POS (Place of Servi . 0O Line Charge
Code) g. 0 Days/Units

Diagnosis Codes (Lookup History)
ICD Type
) 1cpa ‘CIGNA Behavloral Health will sWitch to ICD-10 On/Afler DOS: 10/01/7015 Change Date )
@® 1coo
| ICD-9 Codes: g
\ ICD-10 Codes: w
\Sele Code(s) »
A[TIN-321 | |Ma]0r depressive disorder, singld episode, moderats | b, Start typing code or description | ]ﬁ[
B(2) |Q | |Q Start typing code or descriptipn ‘ | b, Start typing code or description | ]ﬁ[
CE) |Q | |Q Start typing code or descriptign ‘\ | h Start typing code or description | ]ﬁ[
\ Di4) o | [ start typing code or descriptid “ | [o Start typing code or description | ]
5) |Q | |Q Start typing code or descriptiol ‘\ | h Start typing code or description | ]ﬁ[
|Q | |Q Start typing code or descrlptlor“ ‘\ | h Start typing code or description | ]ﬁ[
\ \
— Billaulwgmsz |\ \\ \\
\ Line 5) OF SERVICE ifier \ Ico-10 ne | D e Patient
N Ne From: To: POS CPT A B\NC D \Po'mner c U::“ Paymt Paymt Adi Balance |Clear
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show non-billable productsfEervices show line notefenesthesia/NOC
Totak 22500 | [ ooo| ooo| ood [zs00 |
Superbil
Cancel
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9. Billing Options Tab. The ‘Billing Options’ tab is used for unus

ual situations, such as

claims to auto insurance, workers compensation insurance, corrected claims, and
incident-to claims. Contact Professional Practice if you have claims that will likely

be billed this way.

10. [UPDATE]. Scroll down and click the [Update] button in the lo

wer right corner.

11. Visit History. You will land on the patient’s ‘Visit History’ page, showing the new

visit that you just entered in “Open” status.
Edit Patient - [Patient ID: 135721815]

Patient ID- 135721815 Last Name: Doe First Mame: John ﬂ
Middle Name / MI: DOB - Age: 0170171900 - 124 yrs. 1 mo. old Sen: M
Pat. Acct No- JoDo JD Account Tupe: Primary Insured/Guarantor s SSN: =
Primary Care Provider: = Refarring Provider: = Account Status:
Clear Clear
Patient Responsibility Balance: Calculate Balance [CIbo not print Billing Statements

oo T e, (R T e

Patient Visit History:

Data Total
Reason For Visit Provider
m—— Charges

_* 447882515 02/05/2024 In Office - Psychotherapy $22500 $22500

Create
Claim No | Secondary Claim No

ey

Page EI of 1 20

View1-1of1

Print Patient Demographics| | Update| | Cancel| | Apply

12. [UPDATE]. Review the charge details to ensure they are correct and click [Update]

in the lower right corner.

13. You will land on the Patient List in the ‘Manage Patients’ tab, where you can select

another patient to add another new visit.

Payment Received (In Office)

Follow these steps to record a payment that you receive directly in your office from a
patient.

Shortcut to create a
new payment = F8

NOTE: If you receive payment from an insurance company, please email, fax, or mail the
payment (or a copy of the payment) to Professional Practice so that we can record and
apply it. Insurance payments must be recorded differently from patient payments, and we
often need information from the payment EOB in order to complete the process (ie: bill

secondary insurance, apply properly, and calculate patient balance).

1. Go to the “Accounting” tab in Office Ally - Practice Mate.
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2. Select “Add New Payment/Deposit” from the grey list of options below the dark blue

row of tabs.

Appointments Patient Visits Claims/Billing Manage Patients Patient Portal

Accounting

Manage Office

Auto-Post ERA Payments/Deposits Apply Payments ~ Applied Payments Reports ~
3. Select the office and provider to whom the payment was made.
4. Selectthe @ ‘Patient’ radial button to indicate the payer. B8 Payment From
: « . » £ ; ﬂ E
5. Skip the “Patient ID” field unless you happen to know the i | |
patient’s Office Ally-generated patient ID#. \ (EOB/ERA)
V] O O

6. Type in the patient’s last name or first name and click

[Search].

7. Scroll down and select the patient from the patient list below.

B8 Payment From

-
a m =
Patient Insurance Insurance
(EOB/ERA)
Patient Id Patient Name
Patient Search
Filter A
Last Name ~ Starts With v @
Filter B
First Name ~ Starts With v
Date of Birth
Select Patient

w Preferred Date of Birtn

Patient Account Last First
N Phone

Patient ID Name Name

541-941-
7792

1900-01-01

JD JoDo Doe 0800

135714745 John

BB Payment From

® -
- JITy
Patient Insurance

Patient Id

135714745

$§ Payment Method

Gender

M

Insurance
(EOB/ERA)

O

Patient Name

John Doe Patient Lookup +

Record
Payment

o

Process Payment >

8. Click the patient’s name to select the patient, and then click the “Record Payment”

radial button below.

9. Click [Process Payment - ] to enter the payment amount and other payment

details.

10. In the Process Payment screen, select the correct radial button to indicate the
payment method, and enter the payment date and other details as appropriate.
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© Payment information @ Process Payment @ Payment Receipt
11. NOTE: You can
$ Process Payment i
record credit card payments
o] =] = B made by outside merchant

Cash Check Credit Card ePayment

o ° service accounts (like Square,

IvyPay, etc) using the “Credit

oae Check Numbe o Card” radial button indicator.
ororaons " o0 We are working on setting up
Commeris functionality for you to be
’ able to process credit cards
from within Office Ally on
<eomente ([ this screen. I'll let you know
when that feature is
available. In the meantime, you're welcome to send us completed credit card
payment authorization forms, and we will process/charge and record credit card
payments from patients.

12. Click [Submit]
13. You will be brought back to the “Accounting” screen, and your new payment record
should show up as the first payment record on the list.

14. You can apply patient payments yourself, if there are specific instructions for their
application. This can be useful in cases where multiple parties are guarantors for
one patient’s account. Otherwise, we will apply patient payments as indicated by
the patient’s insurance company when their claims are processed.

Additional Resources.

For more in-depth information on this topic and others, you can access the following links.

Office Ally Support Suite: https://support.officeally.com/
Patient Visits Tab - In Depth Information / Step-by-Step

Office Ally Training Videos (On-Demand)
https://cms.officeally.com/Home/VideoLibrary.aspx
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