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Your Patient Directory allows you to add a patient's routine information, such as address and member ID, to a
directory you manage. You can easily pre-populate many required fields for claims entry by selecting a patient

from your directory. You can also add, delete

and update patient information in your directory.

After logging into My Insurance Manager, you can access the Patient Directory from several locations.

i Logged-in as: Dr.Davis Blue (Facility Name) Modify Profile
s INSURANCE
MANAGER="
Patient Care Office Management Resources Profile Administration
Health
Authorization Extension ¥ Patient Directory |
aff profile(s) pending approval
Authorization Status Pre-Certification/Referral
Claim Status Professional Claim Enfry D My Insu rance Ma nager!
Eligibility and Benefits Superbill Maintenance kv My Insurance Manager. This secure tool brings you the same convenient functionality as before with an improved,
- Sl - ant with £ s " " . 5
Tnetitutional Claim Entry Verfy Primary Care Physician updated several transactions to be compliant with the Health Information Portability and Accountabilioy Act (HIPAA)

Other Health Insurance

Please take a few minutes

BlueCross BlueShield of South Carolina and BlueChoice®

its

Dental thorization and Referral

nt Estimates and Status

Claim Status Patient Directory
Dental Claim Entry Pre-Treatment Estimate tional and Dental Claims Filng
Entry
Eligibilty and Benefits
FV T — Ple-TreatmentEstimats HIPAA transactions to save you time. We've combined the Superbil and Professional Claims Entry functions so you can
i Status

build claim templates to use again and again.

o familiarize yourself with our new design. Thank you for using My Insurance Manager!

Site Map Privacy & Legal

HealthPlan are independent licensees of the Blue Cross and Blue Shield Assocdation.

In this example, under Patient Care, choose Patient Directory.

NOTE: This guide is for training purposes only. This is not a guarantee of payment. Non-payment of premiums and other

contractual limitations may result in denial of benefits or

refunds.




MY INSURANCE MANAGER PATIENT DIRECTORY USER GUIDE

PLAN AND LOCATION SELECTION

Your Patient Directory

* Indicates required field.

Plan Information Location Information

o7 Please select a Plan and enter the Date of Service o Please select a Location,
for your search.

Provider Name:
*Health/Dental Plan:

iBlueCrozs BlueShield Plans LI

—Fleaze Choose One—
Elu hicld Flans
ElueChoice HealthPlan
State Health Plan

rnfcd ey

Provider ID:

Search/Edit Patient Add A Patient

Under Plan Information, choose the patient’'s Health Plan from the list. Then choose the Date of Service.

Your Patient Directory

* Indicates required field,

Plan Information Location Information

7 Please select a Plan and enter the Date of Service 7 Please select a Location,
far your search.

Provider Name:
*Health/Dental Plan;

Test Provider m
ElueCross BlueEhield Flans j
Provider ID:
*Date of Service: 229332072
11/01/2011 =
rrrnde v

Search/Edit Patient Add A Patient

Under Location Information, click Select to pick the Provider's Name for the patient’s visiting location. The
Provider ID field will automatically populate.

Note: From this page you can either Search, Edit or Add a Patient.

NOTE: This guide is for training purposes only. This is not a guarantee of payment. Non-payment of premiums and other 3
contractual limitations may result in denial of benefits or refunds.
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PATIENT DIRECTORY SEARCH

Total Patients: 963

Patient Directory Search
Search | Add

Search Last Marme Alphabetically

o7 Browse your directory alphabetically by the first letter of the patient's last name.

ABCDEFGHIJKLMNOPODRSTUYWXY/Z

Patient Search

& You can search either by Mermber 1D, Patient's Account Murnber or Patient's Last Mame,

Member ID: Patient’s Account Number:

(Tnclude alpba prefix, if annlicablz)

Patient’s Last Name: Patient’s First Name:

Search

ke 'l

Once you select Search/Edit Patient, the Patient Directory Search window will appear. You will have several
different patient search options. You can search by the:

First letter of the Patient’'s Last Name

Member ID number or Social Security Number
Patient’s Account Number (ID Card Number)
Patient’s Last Name

Patient’s First Name

NOTE: This guide is for training purposes only. This is not a guarantee of payment. Non-payment of premiums and other
contractual limitations may result in denial of benefits or refunds.
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PATIENT DIRECTORY SEARCH

Patient Directory Search

b

Total Patients: 963

Patients Found: 5

Results
Select Mame &
o ZALEWSKI, REBECCA
o ZAMFARDIMG, MICHAEL 1
o ZIEBA, KRISTIMS,
s ZIMOW AN, GARY
o ZZERESKD, PALL

or Back

Member ID
123-45-67539

234-56-7890

345-67-53901
111-22-3333

222-33-4444

Date of Birth

01011956

02011957
03011956

04011965
05/01/1968

Created

0&,/0s,2009
06,/13/2008
0s5/30/2011
11/29/2010
o9/27f2011

Last Updated Action
06/08/2009 Edit | Delete —
06/12/2008 Edit | Delete
06/20,2011 Edit | Delste
11f29/2010 Edit | Delste
09272011 Edit | Delste
=

If you choose to search by the first letter of the patient’s last name, you will receive a list of all patients whose last
names start with that letter. For this example, we used “Z.” From this screen, you can select the patient and
choose to Continue, Edit or Delete the patient’s information.

If you select Continue, you must indicate if you want to start a dental, institutional or professional claim entry.

Your Patient Directory

Plan Information

o Please select a Plan and enter the Date of Service
for your search.

* Health/Dental Plan:
BlueCross BlueShield Flans ;I

*Date of Service:
11/01/2011 [
==l

Search/Edit Patient

Add A Patient

Member ID:
123-45-6789

Selected Patient

Patient Mame:
ZALEWSKI REBECCA

7 Start dental clairn entry
7 Start institutional claim entry

0 Start professional claim entry

Continue

Location Information

o Please select a Location.

Provider Name:

Test Provider

Provider ID:
222332222

Date of Birth:
01011956

* Indicates required field,

NOTE: This guide is for training purposes only. This is not a guarantee of payment. Non-payment of premiums and other
contractual limitations may result in denial of benefits or refunds.



Your Patient Directory

Patient Details

Required fislds feature an asterisk (*).

Patient Information

Last Mame: * First Mame: * Il Suffiz Sex* [rate of Birth: *

|zaLEWYSKI [REeEcca | [ | | Female I R T R e
Relationship to Member: * hMember ID:* (As shown on the member's 1D card.)

| SELF x| 123456739

Address Line 1:# Address Line 2:

|D0 not mail |

City: * State: * ZIP/Postal Code:
|camden | Sauth Caralina | |z9073 -]

Country: (f outside US)

Patient Account Number:

Health Flan®
|-~ Please Choose One --
Release of Information *

|—- Please Choose One --
Fatient Signature Source: *

|—- Please Choose One --
Fayment Assigned *
|-- Please Choose One - = |

Member Information
Please update or add missing information.

First Name: * Tl Suffix

|REBECCA

Last Mame: *
|zaLEwSKI
Address Line 1:# Address Line 2:

rr

IDD nat mail |
City: * State: *

ZIPiPostal Gode: *

ICamden | South Carolina
Country: (f outside US)

| |z9073 -]

[

Date Created: Time Created: Last Updated: Time Updated:

06/08/2009 16:40:30 06/08/2009 16:40:30

Update | Cancel |

When you choose Edit or Add from the Patient Directory Search, you will see this page. Enter the patient’s

information and click Update to save.

NOTE: This guide is for training purposes only. This is not a guarantee of payment. Non-payment of premiums and other
contractual limitations may result in denial of benefits or refunds.
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ACCESSING THE PATIENT DIRECTORY FROM CLAIMS ENTRY

5 INSURANCE

MANAGER =*

Health
Claim Status Autharization Extension M I M I
Eligitiiity and Benefits Autharization Status o y nsurance ana g er

e and improved My Insurance Manager. This secure provider portal continues to offer the same functionality as

Other Health Insurance wiing HIPAA-compliant transactions, now updated for compliance with HIPAS, version SO10;

Institutional Claim Entry |

Patient Directory MIM 1.0 AuthorizationfPre-

Certification/Referral fits

Professional Claim Entry

p— Pre-Certification/Referral frhonzation and Refiral
El
ent Estimates and Status
Superbill Maintenance

_tional, and Dental Claims Fling

Claim Status Patient Directory e top menu to access these transactions, Under Patient Care you wil also find toals to chedk authorization status,
Dental Claim Entry Pra-Treatment Entry thorizations and referrals, verify other health/dental insurance and primary care physician information for patients, and
emplates,
Eligibility and Benefits Pre-Treatment Estimate
Status srnittances and vour Maibos, dick on Office Management.,

Other Dental Insurance
1 find My Insurance Manager user guides and links to provider education and reference materials.

If you are a Profile Administrator for your location, click on Profile Administration to manage the My Insurance Manager user profies for your
office staff,

In addition to updating the look and feel of the site, we have streamlined our HIPAL transactions to save you time. We have combined the
Supethill and Professional Clairm Entry functions, alowing you to key a claim from scratch, or to build claim templates to use again and again.

| Al for raera irmrowarnants in Hha carninn menthe

You can also access the Patient Directory under Patient Care by choosing either Professional or Institutional
Claim Entry.

After going through the Welcome and Provider Information screens, you'll see the Patient Information screen.

NOTE: This guide is for training purposes only. This is not a guarantee of payment. Non-payment of premiums and other
contractual limitations may result in denial of benefits or refunds.



MY INSURANCE MANAGER PATIENT DIRECTORY USER GUIDE

ACCESSING THE PATIENT DIRECTORY FROM CLAIMS ENTRY

Brovider Infarmation Patient Information Claim Information Claim Lines Revigw Confirmation

* Indicates required fisld,

Date of Service Patient Information

10/00/2011 Patient Details

Insurance

Plan Name: % Choose a Patient gr enter the information below.

BlueCross BlueShield Plans
*Member ID: *Relationship to Member: *Patient Account Number:
|| —Flease Choose One— j

(inciude aloha prefi, if anplicable)

*Last Name: First Name: M.I.: Suffix:
*Date of Birth: *Gender:

—Flease Choose One— j
raryd vy

*Country: {If outside US)

UNITED STATES =l
* Address Line 1: Address Line 2:
*City: *State: *ZIP Code:
—Flease Choose One— j

Click Choose a Patient. This will take you the Patient Directory Search screen shown on page 4. To search for or
add a patient, follow the steps on pages 4-6.

NOTE: This guide is for training purposes only. This is not a guarantee of payment. Non-payment of premiums and other
contractual limitations may result in denial of benefits or refunds.
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