Using ERA with Helper 7.1

Introduction to ERA

Helper allows you to submit claims electronically using VantageMed's SecureConnect®. Now you can also
receive and post Electronic Remittance Advice (ERA) using Helper's ERA processing feature that works with
SecureConnect. You can use the ERA Payer Id field to identify payers for electronic claims and also set up
patient-specific ERA settings on the ERA tab in the Facesheet Default option. New ERAs are sent through
SecureConnect to the ERA ledger in Helper.

Getting Started with ERA
To get started with ERA, you need

First, sign up for ERA with your provider.

Set up your user security setting for ERA

Then, enter the ERA Payer ID in the Insurance Company Library.

Next, set up your ERA preferences to control how ERA over and under payments are handled on a
patient-by-patient basis.

¢ Finally, process your claims through SecureConnect.

Sign up for ERA with your provider

1. Locate the payers offering ERA. The list of payers that offer ERA is available at
www.emdeon.com/PayerLists/payerlists.php under the Medical - Hospital Claims and ERA section.

2. Review the list and determine if your payer offers ERA. Look for ERA in the service column of the list.

3. Contact the Helper SecureConnect EDI team and request the ERA paperwork for the payer by sending an
email to helper.enroll @ vantagemed.com. For technical support, call 781-937-0080 or visit

http://support.helper.com.

Set up your user security settings for ERA

In order to use ERA successfully, your user security settings must have the proper rights set up for ERA.

|N0te: You must have Administrator Access to change your user security rights. |

To set up your user rights, do the following:

1. Select Setup | Multi-User Setup from Helper’s main screen. The Multi-User Setup screen displays:
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2. Click Add if you are adding a new user or Edit to edit a current user.
If you are adding a user, fill in the user name and enter passwords if desired.

4. Select the Access to Screens tab.
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5. Make sure the ERAs check box is checked. (If you are installing Helper Software for the first time or

adding a new user, this box will be checked by default.)

Multi-User Setup

Multi-User Setup

User Information #ccess to Scresns | nccess to Patints |

Thiz user has access 1o the follewing information:
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¥ Medications
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6. Click Save to save your settings.

Enter the Payer ID in the Insurance Company Library

Enter the ERA Payer Id in the Insurance Company Library Billing tab (Setup | Libraries | Insurance
Companies). In many cases, this value will be the same as the value entered in the Payor Organization ID

field.

Insurance Company: Hawaii Medical Service Association

m Insurance Company Information

Cortact Mg |Tax | Provider 1Ds |
Managed Care
action: ||

PPO/HMO

Indicator:  [Cther (blank) |
PROMHMO Id: |
Box 27 HOFA Defoult: [+ ACTEPT INSURANCE ASSIGNMENT?

Payor Organization 1D:

Payor Claim Office #:
| era payer 1a: Ba00401 15 |
Source of Payment: | - Cor v |
¥endor Humber: [
Billing {used as defaults when adding a Faceshest)
Biling Method:  [SecureConnect |

[ When secondary insurance, hold dlsim until the primary makes & payient
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Set up Facesheet ERA defaults

(Optional) You can set up ERA preferences on the ERA tab in individual patient facesheets. These options
control how over and under ERA payments are handled on a patient-by-patient basis. These options are
automatically applied when you process a payment from the ERA Ledger.

' Defaults: Coral Lennon ET@[El

General | Procedure | Adjustment  ERA ]

Faceshest
™ Patiert Info.
Tha information here is used 1o datermine procedure billing changes made when ™ citionsl Resp.
processing an ERA. Parties
Insurance Infe
‘When the ERA payment is less than the expected amount in the Procedure  HCEA Info.
(™ Leawe the expected amount as 5. The insurance vl still owe money. ™ Insurance Co.
= !.IJM'C-T the expected amount For the insurance company to the amount pakd.| Billing Setup
Increase the expactad amourts For the other billsble partie in the following order: (" Detouts
Sacordary | L r_ Biling
) neurance Lz thea bautbons bo the left ar ™ Access Time &
Patient: Drag and drop to re order the kst Cuteomas
Writeoff

§

‘When the ERA payment is more than the expected amount in the Procedure

(% Leave the amount over the expected amount a5 sn opsn ek,

(™ Increass the sxpected smount For the insurance company bo the amount paid. W Snve
Lower the expacted amounts For the other billabl parties in the Following order:

&
L hee busttons bo the left or M
Drag and drop to re order the kst
@ Sove s Copy
[~ Werikeoff the: déifferance bebeesn the Ful Charge and the: Allowed Amount reparted in the ERA, xli

Click the ERA tab on the patient facesheet and select from these options:
o If the ERA payment is less than the expected amount for the procedure:

Click the Leave the expected amount as is radio button. The insurance company will owe
money on the procedure.

OR

Click the Lower the expected amount for the insurance company to the amount paid radio
button. Then increase the expected amounts for the other billable parties by selecting the order in
which you want other responsible party amounts to be increased. This allows you to increase the

amount owed by the secondary insurance if the primary paid less than expected or increase the
amount owed by the patient.

e If the ERA payment is more than the expected amount in the procedure:

Click the Leave the amount over the expected amount as an open credit radio button. The
insurance company will have an open credit.

OR

Click the Increase the expected amount for the insurance company to the amount paid radio
button, and then select the order of expected amounts for the responsible parties. This allows you to

accept the larger payment and decrease the amount owed by the secondary insurance or the patient,
based on the order selected.

e Select the Write off the difference between the Full Charge and the Allowed Amount
reported in the ERA check box to automatically write off this amount.
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Note: Not all ERAs will contain Allowed Amount information.

The ERA Processing Screen

The ERA Processing screen is divided into two panels containing lists. The left panel lists all of the active
ERA files. The panel on the right lists all of the transactions associated to those ERA files and contains three
tabs: Procedures, Claim Adjustment Codes, and Issues.

The Left ERA Panel
The left ERA panel lists:
e The payer
¢ The date of the ERA
e The Check/EFT number
e The total payments
¢ The total number of claims and procedures

e The errors and warnings

e o]

FEI ERA Processing
o] Select the ERAs and the Procedures you want by process.

Select Al | M”I Procedures | Clam Adjustment Codes | Tssues |

@ TN | cocu | poseins || Sew | By evotsuvsaro. |
Bpmove Froon kst '
ERA datied 32572005 £:36 am
Payment dated 12/3/2005
Method of payment is CHE
ChediEFT #771307

40.00 | DAYID GOLIATH

=] Pakiert : FISHER, JUDY E [F] : . . .
| L] |11/15/2005|99213, Office/outpatient v|  $74.89|  §40.71)  $0.00|0AVID GOLIATH
] |1 L/15/2005|87850, Strep & sssay wiog)  $35.48)  §16.72)  $0.00|DANID GOLIATH

Total payment of §202.05 =] Patiert: : JENKS, HOWARD [D]
4 clals, 7 procedures | ] [10/14/2005(95391, Prev visk, est, ifa] $112.00] $109.51]  $0.00[DAVID GOLIATH
2 errors, 2 warnings =] Patient : JONES, MARC [E]
EMPIRE MEDICARE L] [1af14j2005/99213, officefeutpations v 47483  $90.71]  $0.00|DAVID SOLIATH
SERVICES

_‘-E,mmﬁmnlstl fmnmw.sl lh-gml

You have the following options:

Important! Use caution when selecting which ERA to remove. Removing an ERA will remove it permanently
from processing.

¢ Toremove a single ERA: from the left ERA panel list, select the check box in front of the ERA and
click the Remove from list button at the bottom of the ERA screen.

40f7
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e Toremove multiple ERAs: from the left ERA list, select the check boxes in front of the ERAs to be
removed and click the Remove From List button at the bottom of the ERA screen.

¢ Clicking on the bolded ERA payer name in the list on the left panel will expand the information under
the ERA.

Note: To process transactions on the right you must also check an ERA box. If you check an ERA box without
checking any transactions on the right, it will only process the payment.

Multiple insurance companies

The payer's ERA identifier is assigned in the Insurance Company library on the Billing tab in the ERA Payer Id

box. It is possible to have multiple insurance company library entries with the same ERA identifier. If this is
the case, a list of companies that have a matching ERA Payer Id will be displayed in the left panel under the
ERA payer name on the ERA list. Select the correct insurance company from the list.

The Right ERA Panel

The right ERA panel has three tabs: Procedures, Claim Adjustments, and Issues.

The Procedures Tab

The Procedures tab lists all of the payment transactions associated with the ERA files. You can choose the
option to Select All or Deselect All to quickly check the boxes of the transactions you want to process into the
patient’s ledger. You can also individually select the transactions to process.

iﬂ ERA Processing
| Select the ERAs and the Procedures you want by process.

select i | pessectaa |

. HAWATT MEDICAL
SERVICE ASSDCIATION

=101 x|

soectl | pessecrt [[ e | By exportampatate... |

R Froem st | Inchde [Dote | Procedure |charge  |Payment |Alowed | Provider
ERA dated 325/2005 6136 am F':l.lun'. : CLLFF, JANE 5[C]
Payment dated 12(7/2005 11{14/2005| 99391, Prev wisk, est, infa| $110.00 $0.00| 4000 |DAVID GOLIATH
=| Patient : FISHER, JUDY E [F]
ethod of payment is CHE i T T ! : y
. y | |10/15/2005/95213, Officefoutpatient v  §74.88)  $40.71|  $0.00|DANTD GOLIATH
ChediEFT #771307 | |18/15/2005 /87850, Strep & assay wiog]  $33.48)  §le.72 0,00 | DAVID GOLIATH
Total payment of $208.05 =| Pakient : JEMKS, HOWARD [D]
4 clalms, 7 procedures [ [ [10/14/2005| 95391, Prev visk, st, infa| $112.00| §109.91)  $0.00/0AVID GOLIATH
Z errors, 2 warnings =] Patient : JONES, MARC [E]
L EMPIRE MEDICARE | |13/14/2005|99213, Officsfoutpatient v]  §74.88|  $490.71] 40,00 |DAYID GOLIATH
= SERYICES

_"Emnveﬁomlstl I"I‘l’u-l:-astsEF!:l"-sI ﬂ'gu:ul

e The Procedures tab is organized by patient. You can reduce or expand the detail shown by clicking on
the + or — sign next to the patient's name.

e To print, click the Print button at the top of the screen. All of the tabs in the ERA ledger can be
printed out for easy review.

Helper Software « www.helper.com

50f7
www.vantagemed.com



YHelper Using ERA with Helper 7.1

¢ You also have the option to export the grid data by clicking the Export Grid Data To button at the
top of the screen.

The Claim Adjustment Codes Tab

The Claim Adjustment Codes tab contains a list of the adjustments contained in the ERA and the associating
Claim Adjustment Code (for secondary electronic claims). This tab lists explanations for why the ERA did not
pay for certain procedures or why a certain amount was not paid. All of the information that is contained in the
Adjustments tab is contained in the ERA and has been provided by the payer.

Fea =

FE ERA Processing
Select the ERAS ard the Procedures you wank bo process.,

solect 40 | eselect | Procedures Cloim Adjustment Codes | ssues |
HAWATT MEDICAL
o BRRECIN [ =c- | Sewanomon. |
Bemove From kst T - . _
= Date [ Procedure ] Ammount Frovider []
e B[Fstient : CLUFF, JAHE S [
Payment dated 1272005 :: 1/14/2005 | Claim Level Adjustiment $0.00 |DAVID GOLIATH
ethod of payment is CHE 20 - Contractual Obbgations
ChedifEFT 2771307 | 16« Claimfservice kacks information which is needed For adpudication, Addiional information i suppled |
(1171472005 [59391, Prew visk, est, infant | $110.00 | DAVID GOLLATH
Tt PR geue 1= €O - Contractusl Cblgations
4 claims, 7 procedures || Al - Claimn denied charges.
2 errars, 2 warnings dpm:Fm,msﬁ[z] _ -
EMPIRE MEDICARE [11/15/2005  |99213, Officejoutpatient visk, o $34,17 | DAVID GOLIATH
SERVICES 00 = Contractusl Oblgations
| A2 - Contractual sdjustment. ) )
[11/15/2005  |B7830, Strep & assay wioptic | §21.76 [DAVID GOLIATH

0 - Cortrachusl Cblgstions

A2 - Contractual adjustment,

=| Patient : JENKS, HOWARD [D] : ;

(V1I9f2005  |¥9391, Prey visk, est, infant | $2.09 |DvID GOLIATH
00 - Contrachual Oblgatiors
0l - Deduckible Amourt

=] Patient : JOMES, MARC [E]

81 P fsns GO 1 R e b bt wird ol A3 1T DI SrE TATH I'I
Sl L —

;'Emmﬁnmlstl *hmmsl &QU:HI

The Issues Tab

The Issues tab lists details of any warnings or errors associated with the ERA. A red icon indicates that an error

was found that stopped a transaction from being displayed on the Procedures tab; a yellow icon indicates a
warning.

You can choose to ignore the warnings and proceed, or close the ERA ledger and fix the cause of the warning.
Example: If a payment in the ERA was for an amount that was less or more than the amounted expected from

the insurance company for the procedure.
Cases that generate errors
e The payer could not be found. This uses the Payer Id to find a payer.
e The patient could not be found. This uses the patient number to find the patient.
¢ The patient does not have an insurance company with a matching Payer ID.

The Provider in the claim could not be found. Helper searches on every ID entered in the Provider Id
system, regardless of what type of ID was specified in the ERA.

e A matching procedure could not be found.
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Cases that generate warnings
e $0.00 was paid for a service.

e If previous payments have already been applied to the service then you get a warning. This could
mean you had to resubmit and are getting the remaining money or that you incorrectly applied a
previous payment to this procedure.

¢ The charge amount in the ERA does not match the charge amount of the procedure in Helper.

Processing ERAs

We recommend correcting as many of the errors and warnings as possible in the ERA Ledger before
processing the ERA.

To make sure that you are processing only the payments that you want, make sure that the proper procedures
and ERAs are selected. For any ERA that is checked on the list in the left panel, all procedures that are checked
on the right hand side will be processed.

1. Send claims through SecureConnect or click the Send/Receive button in the SecureConnect Client.

Note: ERA messages are downloaded through SecureConnect Client — they cannot be viewed in
SecureConnect Client.

ERA

2. In Helper, click the ERA button on the top of Helper's screen. The SecureConnect login screen
appears.

3. You may be asked to enter your SecureConnect user name and password. Enter this information and
click OK. A "Parsing ERA" screen appears while the ERA messages are loaded from SecureConnect. All
ERA messages in SecureConnect that you have not already selected to be removed from the ERA
window will display.

Note: The SecureConnect login screen may pop up (because Helper is accessing SecureConnect) and ask you
for your SecureConnect login. This is because Helper is accessing SecureConnect to retrieve ERA information.

3. Click the Process ERAs button on the bottom of the ERA Ledger. A batch payment will be created for
each checked ERA.

e To view the batch payment, close the ERA ledger, click the Transactions button on Helper's main
screen and select the Batch Payments tab. See Applying Batch Payments in the online help for more
information.

You do not have to process all of the procedures in an ERA at the same time. If you process the procedures in
an ERA over multiple sessions, all of the payments will post into the same batch payment (1 ERA = 1 Batch
Payment).

Note: For ease of bookkeeping, we recommend processing your ERA on or around the time that you receive
the payment associated with the ERA.
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