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The PAS Website has a fresh new look!
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Many of the previous folders have been converted into but-
tons for easier access. You can now access the Newslet-
ters, Bulletins, Policies and Tip Sheets with ease. Also, the
insurance cheat sheet has been moved to the Insurance
folder on the left. The Have a Question? Ask Us! has been
moved to the top of the page and is found in the purple box.

Take a few moments to explore the new site and all it has to
offer!




REGISTRATION TIPS

When loading a Generic Insurance always
include a billing address

Collect missing SSN numbers whenever
you can, as they help with patient identity
and insurance look up

With each registration, always check first if
an HCP is on file. If not, ask if one is com-
pleted or can be completed at registration
for inpatient stays and ED visits

Always use the City/Zip field to enter zip
code. The correct county will be defaulted

Always check to see if the patient has an
active MyChart. If not, inquire if they would
like to sign up

Be sure to use the Not Collecting Button
and select the appropriate reason, when
no co-pay is being collected

Be sure to add a HAR note when no insur-
ance is being created /applied to the HAR

Always review the RTE response for cover-
age and benefit details

———— A O—

“ To give without any reward, or any notice,
has a special quality of its own . ”

——— A O—

LUNCH ~no LEARN SESSIONS

I Bring your Lunch & Learn -
u Topic: Hyperdrive I
Hosted by Emily Greenwood
I Tuesday October 17th at Noon .
. UH C1071 Cancer Center I
I Click here to join the meeting -
. Friday October 20th at 10 am
UH C1076 A/B/Center-Room C1071. I
Click here to join the meeting "
m Sign up is available in Self-Seve. Please I

click on the link above to access the lunch &
learn you prefer to attend. Please follow the g
prompts for access.

[
If you have trouble with the links use the Meeting ID and I
I Pass codes below.

Tuesday: Meeting ID: 227 923 441 39 -
. Pass code : v¥YmtQB I
I Friday:  Meeting ID: 293 778 418515  »
= Pass code: C7DpGt I
| | | | | | | |

Quote of the Day

Anne Morrow Lindegerg
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https://teams.microsoft.com/l/meetup-join/19%3ameeting_NzZhY2M4NGMtOGQ2OS00NGFhLWI2MDItNGYyZTQ2NmVjZmUw%40thread.v2/0?context=%7b%22Tid%22%3a%225cf50a66-5e26-41dd-89f8-83cf73ffee98%22%2c%22Oid%22%3a%2233207086-3233-4c11-8ee0-17a713d2c654%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NWFkNWY0MjEtYmQ2ZC00MWJmLWE1MmQtMDAyOWUwOGUzZDc3%40thread.v2/0?context=%7b%22Tid%22%3a%225cf50a66-5e26-41dd-89f8-83cf73ffee98%22%2c%22Oid%22%3a%2233207086-3233-4c11-8ee0-17a713d2c654%22%7d

ANNOUNCEMENTS

Monthly Alert
' ' ’ ' ‘ The Importance of registering an account with a different guarantor type, other

than personal family.
Important

inform ation When registering a Worker’s Compensation or No-Fault , if not already
created on the encounter, the proper guarantor type should be created.
' ' ' ’ ‘ Once created the guarantor information will pre-fill with the patient’'s name if
age 18 or older.

If you do not have all the necessary insurance information, such as subscriber name, address, dob,
and the insurance carrier and policy number, create the correct guarantor type without coverage in-
formation. Once the encounter closes, the bill will be forwarded to the guarantor on file.

Always add a HAR note and Registration note explaining the situation and any known coverage
clues. Hand the patient the card and advise to call us back with the needed information. A bill will be
sent to the guarantor on record once the encounter closes.

Side note: The finance department has 45 days to submit a claim due to timely filing guidelines.
Keep in mind that additional documents are needed for each specific scenario.

For a Worker's Compensation, in additional to our standard consents, we should have the A-9 con-
sent completed.

For No-Fault the NF-3 and NF-4 consents are required for all in patient encounters.

On every encounter, on the patient level, there should always be listed a Personal Family Guarantor
and coverage. This is needed in case the Worker's Compensation or No-Fault is being denied.




ANNOUNCEMENTS

Participate in Research

Going forward, results will be
featured quarterly showing the
top 5 departments with the high-
est percentage of patient partici-
pation for OK to Contact for

Research Recruitment.

Results will be featured
quarterly in the
newsletter.

Office Hours with Shelley White will be offered via Conference

OFF\GE “B“RS Call or WebEXx. Please call Carol at ext. 4-5035 or e mail Carol at

andrewsc@upstate.edu) Carol to schedule.

Insurance Basic Cl hedul

Note: The Insurance Basics Class will be offered
rom 8:30 to 4:30 on the 4th Thursday of every
month.

ign up will be available in Self-Serve.
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mailto:andrewsc@upstate.edu

ANNOUNCEMENTS

ZERTIFIED
HEALTHCARE
ESS ARS0OCIATE

Listed below is the test window and dates for anyone interested in taking an
upcoming exam.

Testing Window" Application Timeline

January apply between September 1 and November 30

April apply between December 1 and the last day of February
July apply between March 1 and May 31

October apply between June 1 and August 31

“Exam windows are open all month for testing.

Welcome to October and of course CYBERSECURITY AWARENESS MONTH. Here
in the Upstate IMT division we have a team of dedicated cybersecurity professionals

working hard to keep our systems and network safe. Cybersecurity Awareness Month
is intended to help Upstate Students, Faculty and Staff become more aware of the ac-

tions they can take to combat cybercrime. Over the Nnext month you will receive tips
and have the opportunity to speak with our staff about cybersecurity topics. While there
are many items to consider we encourage you to focus on these 4 items:

Use of strong passwords
Use of multifactor authentication
Recognize and report phishing

Up to date software

Our team will be at several Upstate locations during the next month and will also offer a
few webinars throughout the month, please take the time to see us.

Thank You,

Dave Hanson, IMT Director— Network Operations and Security




starF KUDOS

Compliments for the ED evening and night team Submitted by Hayam Khalil

Good morning, the incident command was activated yesterday at 830p due to multiple traumas.
Kudos to the ED evening and night team; for the best workflow, professionalism and team

work, | appreciate your help , Lorraine, Nikoa, Lilliana, Jasmine, Jodeann,
Thomas, Alex and John!

Compliment for Tabatha White

RECOGNIZING AN UPSTATE STAR:

Staff Name(s}m wWhite
Depanmem}UnhMM@L@_ﬁ/




starF KUDOS

Compliments for Kimberly Durand

Dear Friend

At Upstate University Hospital and Community Hospital, our goal in

healthcare is to exceed your expectations and to deliver excellent service

We appreciate your help in recognizing direct care providers and staff

members who make the best patient experience happen

Please drop this comment card in any U.5. mailbox or in the Upstate
Stars box in the hospital lobby.

You may also e-mail me at stars@upstate edu or fill out the form
on upstate edufstars

¥ our rerr

ks will be shared amang our staff as we recognize those who

po above and beyeand

Sincerely yours
Megan Chase, Professional Development & Learning
stars@upstate.edu
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starF KUDOS

Compliment for Kimberly Durand
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TOP coLLEcTORS

WAY TO GO

Top POS Collectors (listed by number of accounts) for the month of
September.

Anne Otterness.............cccueu..... Collected on 112 accounts ($12,330)

{\

Marie Martinez........Collected on 103 accounts ($17,119)

Molly Schaefer...........Collected on 72 accounts ($14,573)
Denneya Edwardes........................ Collected on 64 accounts ($6,667)
Lorrelle Ash....................... Collected on 55 accounts ($11,384)

Lets all try to make 2023 a ground breaking year with off the chart
collections !!!

paTiENTACCESs NEWS 0



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.

IR NINN
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orpeEN POSITIONS

Ambassadors:

HPSCA1

Temp

UH Central Registration:
HPSC1

UHED Req :

OAS

’ Central Scheduling:

HPSC2

Pre-Req:
HPSC1

UC Call Center:

Make that job yours

Call Center Operator

Float : *
vy

HPSC2 \ﬁ

ACC:

Call Center Representative

N



HAPPY BIRTHDAY

October Birthdays:

Tricia Eldred 10/01 Verification
Hannah Stillwell 10/01 Central Scheduling
Katelynn Jaeger 10/02 Verification

Michele Martin 10/02 Central Scheduling

G
WELCOME

Welcome to the following new e mplovees:

Alexander 10/06 ACC

Lori Covington 10/07 ED Reg
Coleen Schaefer 10/09 Verification Octavia Alenn Nappi

Maggie Durham 10/10 Pre-Reg Maneera Duddu Nappi

Shelley White 10/10 All Monica Rhyne Verification
Anne Otterness 10/12 Bedboard Gabri-el Rose UH Central Reg
Brandon Caporin 10/13 Ambassadors Stacy Wieczorek Nappi

Hayam Khalil 1015 ED Reg Mackenzie Young ED Reg

Marisol McCullen 10/15 ACC

Marty Prater 10/16 MDD

Robin Thomas 10117 Data

Megan Carey 10/19 CG Cent Reg
Stacy Wieczorek 10/22 Nappi

Zianab Dougherty 10/24 CG Central Reg
Kachelah Flournory 10/25 Nappi
Rhiannon McDonald 10/29 Nappi M v R =
Yatin Zirath 10/30 ED Reg

| Nothing to Report!

. & W ] .
Sopc R WA e

i

paTiENTACCESS 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

HOME NO SURPRISE BILL LEGISLATION
Help make Patient Access Services responsive to your needs and
P . & y HAVE A QUESTION? ASK US!
those of the greater Upstate community.

Patient Access Services

No Surprise Bill Legislation

Patient Access Services

H Customer Satviee
Pre-Services Patient Registration s o sence QUICK LINKS
inzurznes Prior Authorization EMR Epic
Cobactions 1 sz perianca

For Managers = Patient Handbook [

Eligibility pri ation Revenue Cycle
Insurance Customer SaCE g oatng Patient Registration i
Customer Service s Collectlons Customer Service Coding = UH Guide (4
Managed Care Notices (Sl e P St Callctions ‘“Customer Ser\nce
Paion Evorancs ~ ELigibility  POINt of Service  puen regivaion igbiny = CCGuide [
Contact Us
ICustomer Service fert fxpz =
i i e on o L
Training Resources UGS UPS“tatEPCOHR?eC’E e REVENUE CYCIE Pro-Regisration = Participating Provider
‘atiant Registration Prior Authorzation ] "
Collections Domt grSQrwce Bgniny  Cocks, (SR cock List 1§
URIE‘C e lﬁsl.irar'nc?m » EPK
state Connec frid S
P -onnect, patient Experience ™™ ™ Ghugs i = Interpreter Services

EMR Customer Service
RTE Pra-Registration Revenue Cycle SIlln:
Patient Registration Point of &

= Parking Validation

« 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? Askus!: Email hyperlink to request information from Performance
Improvement 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, com-
plete by Blackboard)
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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 w @

ADT Patient Access Learning Home Dashboard ~ :

What's New D (4 ¢ | Resources by Category 0+ |l Quick Links

New Status for ADT Patient Handbook A v eLeamings/Videos/Training v e e
Accessing Playground and User ID/Passwords

Effective April 28, 2020, the Document List will have a new Ifthere | ) & site which is not listed he
calegory selection in the ADT Patient Handbook status Accessing the Epic Documents Site ! there 1 an insurance Sie which & not feted here
category fist. End users will now be able to choose MyChart Name Standardization - One Name Legal Names the PAS Webpage
Access. MyChart Access is used if the patient states they . . . :
will access the Patient Handbook. (including a copy of c”'!“l'"-q O'r"_?tf'"""‘g Hospital Balances using POS
Patient Rights) via their MyChart patient portal Payment activity BCBS Prafix List
Importance of adding PCP, Care Team and Referring Cigna
m te Bulletin - ADT Patient Han k MyChart Provider g
Excellus
Status BCA Web Application Heetus
, . Fidelis
Encounter Storyboard Overview et
" ) GEHA Federal Employees Insurance
New Cross CII'I'IPIJ! Imaging Work Flow Non-Encounter Storyboard Overview e
There are times patients need to be transferred Self Pay Query GHI
from the Downtown campus to receive Imaging Humana

Sidebar Checklist Overvie
Procedures at the Community Campus and return o _ "
to the Downtown campus or vice versa. Nursing
Supervisors are able to use the Transfer activity ¥ » ED Reg (Adult/Peds

Medicaid EmedNY (Medicaid) ePACES
MVP
New York State Workers' Compensation

in Llnit Manamnr bn trancfar tha natinet bn anathar y Ambassador Tip Sheats by T
3 4 Tig . To Tricare
3 A T tag United Healthcare (can use NaviNet)
3 TR WellCare
I 3 rance E
; P. ; : » Upstate L

PAS Website

Upstate Patient Care  Academics Research Library Locations HR  Groupwise iPage

O web Pages L ] Paople

| FFRf - - '
UPSMTE . o Patient Access Services ReRL R AR

More Search Options
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