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PAS Leadership Opportunities Inside This Issue:
Shelley White, MS, CHAM, FACHE Registration TipS 2
The division of Patient Access Services has numerous pathways
Insurance Corner 3

to leadership roles. Along with the training and support offered
through Upstate’s Professional Development and Learning staff,

the road to leadership has never been easier. Research Recruitment 4

To learn more, go to the Professional Development and Learn- Did You Know 5
ing webpage to review their Learning to Lead programs. In most
circumstances, the department will cover your costs of the pro- Heart Walk 6
gram.

Kudos 7
Today we have openings in the following leadership positions:

T Il r
« Sr. Registrar—Float Team— Patient Access Services 99 AL E
« Sr. Call Center Representative—Ambulatory Call Center Open Positions 10

(posting pending)

Positivity Pack 1
« Team Leader—Ambulatory Call Center

Birthdays 12
o Team Leader—Upstate Connect Call Center
« Team Leader—Emergency Registration Training Resources 13

« Manager—Upstate Connect

All managers within Patient Access will serve as mentors when
asked. We're here to help you along your career ladder, even
when that leads to roles outside our department. Please reach

out to any one of us if you have questions about these open po- I I ell
sitions or other opportunities. O )

February.



https://www.upstate.edu/pdl/intra/services/microcredential/learning_lead.php

REGISTRATION TIPS

Be sure to unlink the address for emergen-
cy contacts and insurance subscriber. All ad-
dress links should be set to No

Under patient contacts, be sure to complete
both Emergency Contact and Permission
to Discuss Fields

When taking a patient photo, please ask the
patient to remove their mask momentarily.
Masks should not be captured in patient pho-
tos

Verify email addresses to ensure that the
spelling is correct

After a patient turns 18, be sure to review/
revise the guarantor information on file. Cre-
ate a new guarantor record with the rela-
tionship as self whenever appropriate

Always read RTE to see who the subscriber
is. The spouse, parent, patient, or sibling
could be the subscriber. RTE will provide
this information. Also ensure that the rela-
tionship to the subscriber is listed accurately

Always check to see if a health care proxy
has been previously scanned and is still
valid. If so, the health care proxy acknowl-
edgment should be documented as a yes.

LUNCH 2no LEARN SESSIONS

I EEE § BN § BN & Em 3
Bring your Lunch

I The February Lunch & Learn (WebEXx): I
u RTE Overview n

I Ambulatory/PAS Quarterly Session hosted
by: Mary Pidgeon

" Tues February 15th: 8:00 am & 12:00pm u

IWed February 16th: 12:30pm & 3:00pm I
Thurs February 17th: 8:00am & 12:00pm

" Frid February 18th: 12:30pm & 3:00pm "

Use the link below to join a session
u

n
I https://upstate.webex.com/meet/pidgeoma I
u n

Quote of the Day

“ Most people spend more time and energy
going around problems than in try to solve
them .”

Henry Ford

—— A O——


https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fupstate.webex.com%2Fmeet%2Fpidgeoma&data=04%7C01%7CPassardB%40upstate.edu%7C520da1c3cbb74cb361af08d9e4e8b7b1%7C5cf50a665e2641dd89f883cf73ffee98%7C0%7C0%7C637792510445811396%7CUnknown%7CTWFpbGZs

ANNOUNCEMENTS

Insurance Corner — Monthly Alert

' ’ ’ ’ ‘ Issue: There has been an increase with guarantor errors. When registering
an account be sure you are using the correct guarantor type .
Important y J ? P

H i (WC) Workers Compensation Guarantor should be selected for any work
'In'foga;)n‘ related injury. The work related coverage should be added.
(TPL) Third Party Liability Guarantor should be used for an automobile
accident, bicyclist accident or pedestrian related accident. The automobile insurance should be
added to this guarantor type.

When registering a foster child the guarantor type should be Personal Family. Be sure to list the
social services as the guarantor.

When registering an inmate the guarantor type should be Personal Family with the (DOC) De-
partment of Corrections listed as the guarantor.

Please note: A Personal Family guarantor is needed for every patient at the patient level. Refer to
the Quick Reference and Guarantor Assignment & Coverage card for additional information:

https://www.upstate.edu/ihospital/intra/pas/pdf/quick-reference-guarantor-assign-card-3.pdf

Insurance Basic Classes Schedule

Insurance Basic Classes will be held on every 3rd
c. = Thursday and Friday every month from 9:30 a.m. to
o 4:30 p.m.

February Class Schedule: 2/17-2/18

Office Hours with Shelley White will be offered via Conference

“FF\EE \-\““RS Call or WebEx. Please call Carol at ext. 4-5035 or email Carol

at andrewsc@upstate.edu) Carol to schedule.



mailto:andrewsc@upstate.edu

ANNOUNCEMENTS

Participate in Research

Featured monthly will be the
top 5 departments with the
highest percentage of pa-

tient participation for OK to
Contact for Research
Recruitment.

Great job to the following
departments ! Let the per-
centage continue to rise.

Reminder to ask the patient at registration if they are willing to be contacted
about research opportunities. Our goal is to increase participation.

Top Five Departments Enterprise Wide with the highest percentage for
the month of January.

Upstate Connect........ccooiiiiiiiiiiicrc e e 26.55%
Obstetrics & Gynecology Private...........ccccooviiiiiiiiiiiiiiinnn, 23.71%
Urology Private Practice ..........c.cooviiiiiiiiiiii e 15.57%
Family Medicine Private Practice...............ccooviiiiiiiiiiiiiiiiiiines 8.55%
Orthopedics Private Practice...........ccccooiiiiiiiiiiiiiiiiiiceieae 8.00%




ANNOUNCEMENTS

Submitted by Kaniesha Mason

Do you need a change in scenery? Are you interested in learning to register in vari-
ous departments? Do you prefer face to face interaction with patients? Do you en-
joy creating a great experience for patients and visitors? If you answered yes to
these questions please apply to our PAS Senior Registrar vacancy. These are pro-
motional HPSC 2 positions that work Monday-Friday, with no holiday or weekend
schedule. If you are currently in a HPSC1 or NSC1 position, you may be eligible for
a one-time promotion (70.1 transfer). Please reach out to Christine Boskovski in Hu-
man Resources internally at extension 4-4921 to discuss eligibility requirements. For
more details regarding the Float Registrar position, click on the link below:

https://careers.pageuppeople.com/872/ci/len-us/job/501752/hospital-patient-
services-clerk-2



file:///C:/Users/Barnettk/Documents/Senior%20Float%20Registrar.docx
file:///C:/Users/Barnettk/Documents/Senior%20Float%20Registrar.docx

ANNOUNCEMENTS

Just a
reminder...

Good Faith Estimates are now live. Just a reminder that
fiscal is asking that departments utilize the notes section
appropriately in the Appointment Desk.

® %\L This is just a reminder that we rely on the note section for
O the following information.

« Whether the patient is a true self-pay

« What type of visit the patient is coming in for: New pa-
tient vs Follow-up etc.

« Why they are being seen (diagnosis if known)

These are important pieces of information that will help
the process flow smoothly.

F e o 0 5

é American Heart Association.
Submitted by Jackie Pilon
Heart Walk

The annual American Heart Association walk is back and being held as an in person event. This
year's walk is being held at the SRC Arena on Sunday April 24" with an outdoor walk and activities
along the way. Our team has previously been captained by Jewel Hunter but due to her retirement
she has asked me (Jackie Pilon) to take over as our captain.

The walk is a big deal that happens every year to help the American Heart Association raise money
for important scientific research. | have agreed to be our Coach and lead a team but | need all of you
to join and keep hearts beating across the country! With a little heart, we can save lives. Head on
over to the Heartitude team page, https://www2.heart.org/site/TR/HeartWalk/FDA-
FoundersAffiliate?team id=687256&pg=team&fr id=6419 and join today. Any employee who
joins the team and raises $35 in donations or more will be eligible to receive a free t-shirt sent direct-
ly to them to wear for the event. Together we can make a difference for our friends, our family, and
our patients.

o o



https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww2.heart.org%2Fsite%2FTR%2FHeartWalk%2FFDA-FoundersAffiliate%3Fteam_id%3D687256%26pg%3Dteam%26fr_id%3D6419&data=04%7C01%7CPassardB%40upstate.edu%7Cac9e273b4ac141d32a8708d9e1c1385f%7C5cf50a665
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww2.heart.org%2Fsite%2FTR%2FHeartWalk%2FFDA-FoundersAffiliate%3Fteam_id%3D687256%26pg%3Dteam%26fr_id%3D6419&data=04%7C01%7CPassardB%40upstate.edu%7Cac9e273b4ac141d32a8708d9e1c1385f%7C5cf50a665

starF KUDOS

Compliment for Crystal Brundage Submitted by Lisa Gaspe
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Submitted by Megan Carey




starF KUDOS

Compliment for the Ambassadors/Information Desk Staff
Submitted by Lisa Gaspe
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TOP coLLecTORS

WAY TO GO

Top POS Collectors (listed by number of accounts) for the month of
January ? \

Mary Hoare....Collected on 239 accounts ($55,306)

Lorrelle Ash.......... Collected on 39 accounts ($2,810)

Coleen Schaefer......................... Collected on 38 accounts ($8,550)
Diane Mills ................... Collected on 32 accounts ($9,387)
Patricia Dubrule ............... Collected on 27 accounts ($8,345)

Reminder to make sure to verify coverages and RTE responses.

Lets all try to make 2022 a ground breaking year with off the chart
collections !!!

paTiENTACCESs NEWS o



Thanks to the Pathway To Wellness Program and Suzanne Brisk , each month
| will include an affirmation card taken from the Positivity Pack. Each card
provides an optimistic outlook.

Everyone is individually capable of creating a culture of optimism, simply by
refining your day-to-day thoughts, beliefs and actions to celebrate the bright
side of your work, your peers, and your life. We find this philosophy to be at
the very core of who we are and seek to find the positive in all aspects of our
business.

Whenever you need a bit of a boost in your day, Total Wellness’ Positivity
Pack is there to give you direction, motivation and an extra dose of confidence.
These bright, cheery cards offer words of wisdom and affirmation to help get
you through a bad minute, day or week.

Every month an affirmation card will be shared.




oreN POSITIONS

Ambulatory Call Center:

(1) Team Leader
(2.0) Call Center Rep
Ambassadors:

(5.5) HPSCA1

(7.5) Temps

UH Central Registration:

(9) HPSC1
EDUH:

(2.0) Team Leaders
(4.0) OAS ED Reg
(5.0)Temp
CGED:

(1.0) OAS

(1.0) Temp
Pre-Services:

(2) HPSC2

(3.0) HPSC2 Central Scheduling

Admitting/Verification:

(1) OAS

Switchboard CG:

(1.5) Clerk 1

UC Call Center:

(1) UC Call Center Manager
(1.0) Team Leader

(2.0) Full Time Call Center Agent
(2.50%) Call Center Agent
PID/Float Pool:

(1.0) HPSC2

Make that jobyours

Wiy
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HAPPY BIRTHDAY

February Birthdays:

Kristen Ciereck 2/3 Ambassadors

Bridget Dooher 2/12 Central Reg

Jackie Pilon 2/18 Pre-Services

Taressa Smith 2/23 MD Direct

G\,
WELCOME

Cheryl King 2/24 Central Sched

Michelle Stine 2/26 UC Call Center

Welcome to the following new employees:

Dorey Youngblood UC Call Center
Barbara Jakubowski Amb Call Center

Sabrina Kane Ambassador

MOVERSASHAKERS

Jewel Hunter retiring after 33 years with Upstate

Andrew Middleton transferring to Ophthalmology
Alisha McDowell transferring to Amb Call Center
Carmella Carroll transferring to PMR

Mark White is transferring out of the department

paTiENT ACCESS NEW'S
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TrRAINING RESOURCES

Did you know that the following training resources are available to you and can be found on the PAS
Website at : http://www.upstate.edu/ihospital/intra/pas/contact.php

Upstate Patient Care  Academics

UPSM E i s Patient Access Services

HOME HOSPITAL INTRANET HOME

Home

Patient A Servi - 5
Patient Access Services Have a Question?
Authorization Grids
Point of Service Collections - "Races™ Ask us!
Insurance Links 2017 WINNERS CIRCLE!
For Managers Congratulations to the Top POS collectors for the month of January 20171 m

View results on this PDF
Managed Care Notices @ Guide to Patients Rights [4]

Newsletters UH Inpatient Handbook [ 4]

PAS Bulletins CC Inpatient Handbook | 4]

PAS Forms Insurance Cheat Sheet

PAS Honorable Mentions Upstate Connect

Poli : ;
olicies Participating Provider List

Point of Service Resources
Interpreter Services

ality Corner
Quality Cort Secure Payments (7

Contact Us Parking Validation Z

Tip Sheets

Training Resources

Hospital Intranet Home

« Tips and Tricks: Outlining approved workflows

« PAS Newsletter: Including updates and Registration Tips

- PAS Bulletins: Highlighting specialized desk procedures

. Policies: Link to intranet policies

« Insurance Links: Insurance Websites with instructions on navigating
. Insurance Cheat Sheet: Overview of insurance entry rules

. Point of Service Resources: Co-pay collection tools and scripting

. Have a Question? Ask us!: Email hyperlink to request information from Performance Im-
provement Team

« UH Inpatient Handbook: Hospital guides with information specific to site

. CC Inpatient Handbook: Hospital guides with information specific to site

« Interpreter Services: Link to Interpreter and Patient Communication Services
. Participating Provider List: includes a list of participating insurances

- Training Resources: Sign-up for Lunch and Learn Sessions. (If unable to attend, complete 15
by Blackboard)



TrRAINING RESOURCES

Did you know that in addition to the PAS Website, resources can be found on the Patient Access Learning
Home Dashboard. The dashboard allows easy access to resources. If something could not be found on the
dashboard, the PAS website is easily accessed by scrolling to the bottom of the page.

Nice feature to use is the BCBS pre-fix list. To access just follow the steps listed below:

1) Click on Insurance Links found under Quick Links

2) Insurance sites will populate

3) The BCBS Prefix List is the first one listed

My Dashboards T @
ADT Patient Access Learning Home Dashboard ~ :
What's New D 17 i | Resources by Category i Quick Links
New Status for ADT Patient Handbook A v eLeamingsideos/Training v e e

Effective April 28, 2020, the Document List will have a new
calegory selection in the ADT Patient Handbook status
category list. End users will now be able to choose MyChart
Access. MyChart Access is used if the patient states they
will accass the Patient Handbook, (including a copy of
Patient Rights) via their MyChart patient portal

Accessing Playground and User ID/Passwords
Accessing the Epic Documents Site
MName Standardization - One Name Legal Names

Collecting Outstanding Hospital Balances using POS
Paymenl activity

Importance of adding PCP, Care Team and Referring

7

- If there is an insurance site which is not listed here
anan vaur browsar il

the PAS Webpage

BCBS Prafix List

stem te Bulletin - ADT Patient Handbook MyChart Provider C'g“ar
Halue BCA Web Application Excollus
Fideli
Encounter Storyboard Overview ':e i
New Cross Campus Imaging Work Flow Non-Encounter Storyboard Overview %“_H"“ Federal Employees Insurance
There are times patients need to be transferred Self Pay Query GHI
from the Downtown campus to receive Imaging Sidebar Checklist Overview Humana
Procedures at the Community Campus and retum armrsl Raciiraion Ths Exasta b 1 Medicaid EmedNY (Medicaid) ePACES
to the Downtown campus or vice versa. Nursing - MVP

Supervisors are able to use the Transfer activity

im 1 Init Mlanannr ba trannfar tha natiant b annthar

PAS Website

UPSTATE -

Upstate Patient Care  Academics

Patient Access Services

New York State Werkers' Compensation
Tricara
United Healthcare (can use NaviNet)

WellCare

Library Locations HR Groupwise iPage

O web Pages e Peaple

Search Upstate's Intranet

More Search O,

14



