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Introduction

This guide explains how to use Universal Office to record and track benefit schedule

usage for every patient with Extended Health policy coverage.

Capture Policy Information

To begin, capture the policy information:
Open Patient Manager.

Next, select the case.
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Locate and select a patient with an EHC, WSIB, Slip & Fall, or MVA case.

Under the Claims section, click on the three-dotted button next to Primary EHC.
In the EHC Details window, click [New Coverage] on the toolbar.

Start to type the name of the insurance company in the Insurance Co field, and

the system autocompletes the entry as you type it. If necessary, select an

insurance company from the options in the drop-down list.
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B View s H@=H
ns EHC General | Benefit S cheduls Details I Adiuster Information

whichEHE  [Egm |
“ear Start 2015 -
Status m
Inzurance Co ‘Manu\ifa Financial j Add Insurance
Biling address ‘P 0. Box 4214, Stn A - [Toronto) j Add Address
Claim Form ‘ ‘ﬂ
Address [P.0. Buw 4214, Stn &y P/Group No.  [12345
City [Toranta _v| D/CetNo.  [52115
Province {DN ‘d Plan Member  [7] Same as patient
Postal Code [MEw BM4 First name [ken
HLL {Canada ‘j Last narne
Telephone ‘ _j |Parker
Fan \ ~| DoB [toA7/1367 =l

7. Select the billing address from the Billing Address drop-down list.

8. Select a relevant claim form from the Claim Form drop-down list.
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9. Enter the policy number and the certificate ID into the corresponding fields.

10.1f the plan member is the patient, check the Same as patient box; otherwise,
enter the First and Last name of the policyholder, and select the policy holder’'s
date of birth (DOB).

11.Finally, click [Save Coverage] on the toolbar.

Record Benefits Schedule

Next, record the available coverage, including details.

1. While in the EHC Details window, open the Benefit Schedule Details tab.
2. Click [New Coverage] on the toolbar.
3. Confirm that Service is selected in the Benefit Type drop-down list, and the Start

and End Date are accurate for the coverage period.

$B Add/Edit Benefit Schedule '23
Benefit Type |Sewice j Dezcription ||:r|,1_.|JSi,:,therap_I|J j
Start Date | 171 /2018 ~| ErdDate  [42:31,2015 |

Prescription required by |Famil_l,l Practitioner/General Practitioner ﬂ

[ Unlimited

Marimum &mt (500 Deductible Visit: g
Cowverage Rate [ap ¥ - Previously Used  [g.0p
Paid Receipt Required =

Comments

Combination of services

F Item ID Item Description A
1
2
3

Save & Close | Save & MNew Cancel
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4. From the Description drop-down list, select the type of service to be added (for
example, Physiotherapy).

5. Enter the maximum coverage amount into the Maximum Amt field or check the
Unlimited box, and then enter the coverage rate, paid receipt requirement, record
deductible visits, dollar value of service used elsewhere, and add comments.

NOTE: If every visit is fully covered, enter 100% in the Coverage Rate field.

6. Click [Save & Close].
Repeat steps 2 - 6 for every service and product available in the patient’s
benefits schedule that you want to keep on record. In some policies, the products
(assistive devices), such as orthotics, are renewable at a two-year interval.

Confirm that the Start and End Date are accurate for the coverage period.

7. Once you are finished, close the EHC Details window.

Create a Treatment Plan

Once you add the coverage details, create a treatment plan based on that coverage

information.

1. Open the Documents tab in the patient’s case.
2. Click [New Document] on the toolbar.

3. From the Template type drop-down list, select EHC Plan, and then click [Open].
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4. Enter a plan description into the Plan Name field (Basic Physiotherapy, Cognitive

Physiotherapy, and so on).

&
File Edit View Actions Help
& 2 S| L o 1] LEl w“ 5] @ o ol
Appls Patients Staff Products Resources  Activities Reports Backup Alerts HCAl eBroadcast Help Exit A
Treatment Plan for De Niro, Robert
FlanType  [EHC | [Pr]ee [Frovider [Tvpe [RAJ] Number [ HrRate [HCAINo [EHCL EHC2 «] _ PlanDate Plan No.
PlanMame [T Pryscthereny =] || Gebir s DC 5123 s10178 922 Physiotherapy larzzmz =] [ 1]
Plan Status i L u d Duration in weeks
R e 5 —
Stat Date [ |11/17/2015 DO ] =i
EndDate [ [11/17/2015 PR - Pravider Reference; PP - Primary Provider Calculate Plan End Date
. ] BHC1 (Marulife Fnandial - Inactive - 2012) [ BiC2 «
Ponek hmc el | Max ‘ Used | Available ‘RxlFrEe‘ Start | End ‘ Motes | Max Used Available |Rx|Free‘ Start | End ‘ Hotes
Massage Therapy 500.00  0.00 500.00 a /12012 12/31/2012 O
Physiotherapy 500.00  500.00 0.00 Mo 11012 12312012 O
O O
O O ~
P ten D o ot Dt " Calalate Base Rate [ e | ErCiCoveragelnfo | EHC2Coveragelnfo | Renaind
pra i ety |Msr Rate |Msr |unit{s) |Amount | e Bt 2 | W |Cuverage ‘Tota\ | W |Cuverage Total | S
1 INTL[30]RPT Initial Assessment A 50.00 pr 1.00  90.00 1 90.00 [wl 80 % 72.00 (] 18.00
2 PHYSIO[1S]RPT Physiotherapy A 40.00 sn 1.00  40.00 12 480.00 [l 80 % 308.00 ] 172.00
3 O O
4 [m] [m]
5 [m] [m]
6 ] ]
7 O O
] [m] [m]
El jm] jm] -
Camments: Subtotal $ 570.00]
G s0n
REL[  ss000
Total __S 570.00
Preview Duplicate Save & Close Clear Page 1 Close 1
Active: 5 Inactive: 0 tan, Nov 16, 2015 | Booked: O Checked-n: 0 Unconfirmed: 0 Missed 0 Canceled: O Confirmed: 0

5. In the Providers table, click inside the Provider column to activate the drop-down
list, and then select one or more providers as required.

6. Next, click inside the EHC1 column, and select a service type.
NOTE: If a patient has a secondary policy that covers the same service selected

in the EHC1 column, you may also select the EHC2.

7. Check the box in the PP (Primary Provider) column beside one of the selected
providers.
8. In the Services table, click inside the ltem ID column and select one or more

services using the drop-down list.
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9. Select the provider reference using the drop-down list available once you click
inside the PR column.

10. Enter total number of visits under the Qty column, and then check the box in the
EHC1 (and/or EHC2) Coverage Info.
NOTE: The amount displayed under the Available column in the Benefits Type
table is reduced by the amount used in the Services table. You may adjust the

Qty and the Service Rate (located under the Msr Rate column) as needed.

11.Finally, indicate the duration of the treatment plan by entering a number into the
Duration in weeks field (top-right of the window), check the box next to Start
Date, pick a treatment plan start date, and then click [Calculate Plan End Date].
NOTE: Having a plan end date helps remind you of patients who fail to fulfil

treatments prescribed in the treatment plan.

12.To save the treatment plan, click [Save & Close] on the bottom-right of the

screen.

Schedule and Bill Visits

The next step in the tracking process is scheduling and charging visits.

1. In the Appointment Book, click [New Appointment & Precharge] on the toolbar.
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2. From the Patient name drop-down list, select a patient.

& Mew Appointment & Precharge [ 29 ]
Case status  ACTIVE De Niro. Robert Tue. Nov 17. 2015
Custom status

Patient name |D‘3 Mira, Fobert j Appointment date: ‘11!15/2015 Aﬂ Duration [pg-3n + | Last wisit Jul-05-2010
Case Mo, |DeH2 j Scheduled provider ‘Mary PT ﬂ Start tire [ pg.pp apM - | Appointment note
Charge type |EHC j Scheduled activity ‘PHYS\DBU]F\PT j Appointment status [ ncanfimed =
Flan |EHC Plan - 1 [Basic Physictherapy) j
’ . [ Caluale Base Rate [ o Remaining -
v Item ID Item Description Biling Provider |Rate ‘Msr ‘Unlt(s} |Amnunt | Qty | Line Tor Tax Dritls)) | Amounit RQty
[ INTL[30IRPT Initial Assessment Gabi, Fish -DC 30,00 pr 100 90,00 | 90,00 0,00 0.00 0.00
E PHYSIO[15]RPT Physiotherapy Gabi, Fish -DC 40.00 sn 1.00 40.00 1 40.00 5.00 200.00 5.00
[m]
[m]
O
O
[m]
]
O
O
O
O
O
O -
[ Select sl [] Show sl st 1 oo oloctad Subtotal: $ 40.00
HST/GST
Patignt Mate: +0.00
PST $0.00
Total: $ 40.00
Save & Close Close

3. From the Case No. drop-down list, select the appropriate case.
4. Make sure that EHC is selected in the Charge type drop-down list.
5. From the Plan drop-down list, select the plan you have just created.
NOTE: The remaining quantity of visits on this plan is displayed under the RQty

column for every service proposed in the plan.

6. Select the appointment information such as Appointment date, Scheduled
provider, Scheduled activity, Duration, and Start time.

7. Check the box next to the service for which you want to add a charge.
Note that the remaining quantity, under the RQty column, for the service is
reduced by one (1). Therefore, you know how many visits are remaining before

you schedule an appointment by the treatment plan.
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8. Click [Save & Close].

Create a Claim Form

In cases where you help patients complete the insurer claim forms, you can create them

right in the patient’s file, as the system prefills all information already available.

1. Open the Documents tab in the patient’s case.
2. Click [New Document] on the toolbar.
3. From the Template type drop-down list, select EHC1 - <name of insurer> (or

EHC2 - <name of insurer>), and then click [Open].

&
File Edit View Actions Help
& B = w9 d L] e 2 ® 8] =
Appis Patients Staff Products Resources Activities Reporis Backup Alerts HCAI eBroadcast Help Bt )
Manulife Financial
. Employee Information
Robert De Niro "
Policy
Gm_up}'ID No: Plan Number |5?75?U | Cetificate No |159
Policy No. 577570
Document Date B /22/2012 = RlanSponsar | |
Form Sign Date ] [1117,2015 Member
Manulife Financial D |Q§N.KQ | Inita] l:l
First Marme |F|ube|t | Date of Bith | 3 /19/1969 -
1. Employee Information Member Address
2. Patiert/Dependant Infomation Stiest  [3445 Avenue [id | Phone 4165778977
3. Coordination of Benefits City Province Postal Code [M2R 325
Preview Save & Close Save Cancel
Active: 5 Inactive: 0 Mon, Now 16, 2015 | Booked: 0 Checkeddn: 0 Unconfimed: 0 | Missed: 0 Canceled: 0 Confirmed: 0

NOTE: The patient name and policy information on record is used to prepopulate

the claim form.

4. Use the links on the left to complete the different parts of the claim form.
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5. Click [Preview].

Extract Statistics (Reports)

When you use Universal Office to record and track Extended Health Benefits, you gain

valuable insight into your business data.

From the variety of information you can extract from the system, the following are the

most common reports used in facilities across Ontario.

9 Report Manager Plus - [Report Viewer: Patient EHC Benefit Schedule] = x

8 MyReports  Tools  Options
8 Report Explorer
) Lsts
{2 Patierts & Receivables
{2) Accourts & Taxes
+{2) Providers & Schedules
1) Services & Medical Supplies
i) Referals
-2 Collections
Collections by Adiuster
Account Receivable by Provider
~[=] AR Aging Summary
{22 My Custom Reports
1) Income Tax
“2) Referals
{2 patient flow
{2 New Clinic Reports.

Report Explorer

el Save | b Customize... ~ & Refresh

(ER-5-ARFIEEROTA D@@BA2|o)w [-|e

Sample Physical Rehab (ANXDemo)
Patient EHC Benefit Schedule
e e o T i N v i TR
Adams, Kenny AdaK1

Canada Life Assurance Company
Chiropractic

Prescription Required: Yes

2010 EHC1  Active , ACTON 235234
Start Date | 01-Jan-2010
Required By: Family Practitioner/Gen eral Practifoner

$500.00 DeductibleVisits: O

4535342
1. Service End Date 31-Dec-2010

Limited Max Amt Paid Receipt: Required

Coverage Rate: 80 % Previously Used 50.00

Cammen s,

Cambination of services:

2. Service Kinesiology Start Date 01-Jan-2010 End Date 31-Dec-2010
Prescription Required: No Required By:

Limited Max Amt  $1,00000 DeductibleVisits: 0 Paid Receipt:

Coverage Rale: 80 % Previously Used 50.00

Cammen ts:

Combination of services:

3. Service Physiotherapy Start Date 01-Jan-2010 End Date 31-Dec-2010

Prescription Required: Yes
Limited Max Amt

Required By: Family Practitionen/General Practifoner

$500.00 Deductible Visits: 0 Paid Receipt: NotRequired

Coverage Rate: 80 % Previously Used 512000

Commen ts:

Combination of services

4. Product Orthotics Start Date 01-Jan-2012 End Date 31-Dec-2012
Prescription Required: No Required By,

Limited Max Amt 535000 Deductible Visits: 0 Paid Receipt. Required

Coverage Rate: 100 % Previously Used 50.00

W o4l 14610 b M | O0-ME <«

Patient List with EHC Coverage: This report lists patients with Primary and/or

Secondary EHC coverage, regardless of case type.

Patient EHC Benefits Schedule: This report lists patients with Benefit Schedule

coverage details for every case.
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EHC Treatment Plan Remaining Quantity: This report lists EHC Plans with the

current count for remaining visits.

Patient visits by Primary EHC: This report lists patients with checked-in appointments
grouped by their primary insurer. The total count of the checked-in appointments is

summed up and displayed at the end of the list.

MVA Patients with EHC Coverage: This report lists all MVA patients with primary

and/or Secondary EHC coverage.

Renew Benefits Schedule

At the end of every year, it's time to confirm that the benefits for patients with Extended
Health insurance are renewed and ready to be used for the following year. In this

section, learn the steps to renew benefits for all patients at once.

Open Patient Manager.

Go to File > EHC Batch Renew.

Check the Select All box or check only the box beside an individual patient case.
Choose next year from the Renew selected items for drop-down list.

Click [Renew & Close].
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The system renews selected cases and returns to the Benefits Schedule Renew

Batch Manager.
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