Welcome!

Welcome to the CBO!  My name is Teri, my direct number is 832-584-5614, direct fax is 713-430-4043, and my email is twilber@usph.com.
I am very excited to be able to help you out.  The following information is intended to simplify communication between you (the clinics) and myself in order to get accounts in Raintree worked and daypacks entered and closed timely. We know how busy you can be at your clinic and hopefully by working together we can eliminate unnecessary phone calls, repeated scans/faxes and needless paperwork.  This will not only make our jobs easier but will also allow you to focus on your daily tasks, as well as us to focus on billing insurance companies and receive our money sooner.  After all that is our goal!

Each day please scan your daypack into the EOD under Scan in Deposit by 10AM:

Steps to scan into EOD

1. Scan complete daypack and name it in your designated folder on your desktop or scan folder (IT will be setting this up for you)  
2. Go to folder and copy saved document. 
3. Go to End of Day in Raintree
4. Select date to be scanned into
5. Click Scan Deposit Button in lower Right corner
6. Under the word Document it states Clinic to add Image…. Right click in this box

7. Under image editor you will see a clipboard, hover over it –it will state Paste, select this and it will paste the file into Raintree.  

8. Click OK, Under the information tab clinic financial 

9. F10

Please use this list for reference daily to ensure you have included the requirements below!
1. Daily Balance Sheet and Calc Tape: all fields must be filled in except the “Posted to” boxes. CBO will fill those fields in after all the monies have been posted for the day. – see attached documents; Raintree Electronic Calc Tape and Raintree EDBS Instructions. Remember to include the OTC expected/collected amounts on the DBS
2. Copy of handwritten deposit slip: filled out completely with initials - see attached SOD (segregation of duties) instructions. 

3. Bank Validation Receipt: This can be sent later in the day if you do not do your banking until later in the same day. Please DO NOT HOLD your day pack. 
4. EOD Charges Reports signed: see attached instructions.
5. Copies of over the counter (OTC) Raintree receipts:  DO NOT COPY CASH; only send a copy of the cash receipt. Please copy all OTC payment checks and the R/T receipts that go together, copy all signed credit card receipts and R/T receipts that go together.
6. Copy of the credit card settlement report: for only the day we are closing.
7. Copy of all checks and EOB’s from the mail: Copy all of the checks and front and back of all EOB’s. Place them in this order, copy of EOB, and then copy of check.
8. Copy of all chart notes for workers compensation, Auto’s:  DO NOT HOLD your day packs if therapist hasn’t finished there notes. You can send these over later in the day under a separate fax cover sheet. Please notify me when this will occur.
Reports you should expect from me:  
Daily:
Once the EOD is complete, Kim Caminiti will find the completed daypack scanned into the EOD under Scan Deposit area.   The EOD reports, completed DBS, EOB’s with adjustment calculations and any corrections. Place these in the clinics Daypack - All Daypack must be in the same order- Please follow the attached Daypack Organization List. YOU MUST PRINT THIS COMPLETED DAYPACK EVERY DAY
Helpful Hints
Insurance Cards: 
All insurance cards must be scanned into R/T within the Insurance/Payor under Insurance cards screen. Occasionally a patient may not have their card with them on the initial visit; please obtain that info as soon as possible! Put the claim on hold by following the instruction above. Obtain this information by the next visit and enter it into the Payor screen.  

Referring Physicians: 
Referring Physicians must be entered into Raintree in order to bill. If a doctor is not on the Raintree list please contact Kim S, Kim C or myself and we will be happy to add it for you. 

Workers Comp/Auto: 
When a patient is work comp/auto accident please include the claim # under the Payor screen and then make sure that the authorization is included under the auth and benefits tab and the authorization is added.  If you do not have claim #, use the patient SS# for their ID#. Once you have verified that there is an open claim, fill out the verification screen. We will also need additional paperwork faxed to us. We will need a copy of the initial evaluation on the first visit and chart notes for all other visits and any POC’s that pertain to the patient’s treatment. 

Corrections:
We are ALL human and there may be times when errors occur! We need you to be our second set of eyes! We ask you to help us by making sure what we enter is correct  It is very important to check the reports and other information that will be faxed back to you once the EOD is complete. If there is a correction that needs to be made please contact us as soon as possible. We will address any corrections immediately. You will then need to put all corrected paperwork in the daypack it pertains to and make any appropriate corrections to your DBS/tape totals etc. We must have supportive documentation in order to comply with the daypack audits.  

Respectfully,

The CBO Team

Teri Wilber, Manager, twilber@usph.com

Segregation of Duties (SOD):
Revised 05-15-12

• Segregation of duties is a basic, key internal control. It is used to ensure that errors are prevented or detected on a timely basis by employees in the normal course of business. Segregation of duties provides benefits: 1) it is much more likely that innocent errors will be found, in essence it helps to protect the employee who makes unintentional errors, and 2) it helps to protect employees from the appearance of, as well as the potential for, misuse of the Company’s funds

• This is a 2 person process. Ensure that the person opening the mail and logging it is not the same as the person doing the data entry into the system.

Person #1: Write the next deposit number in the upper left hand corner of the deposit slip. Open, date stamp and log the mail onto the deposit slip(s). Draw a line all the way across, directly underneath the last entry and initial or sign the deposit slip to the left of the line, outside of the box. Do not subtotal!

ONLY ONE SET OF INITIALS OR SIGNATURE PER DEPOSIT SLIP!
Person #2: Log all OTC checks on the same deposit slip underneath the line drawn by person #1in the next box. Enter cash in the “Cash” or “Currency” box. Do not subtotal!
There is no need for a second signature or initials for the OTC additions!
Post the payments into Raintree/PTOS.  Raintree will post the user-number of the person who posted the payments to the system and a signature will not be necessary on the R/T Payment Reconciliation Worksheet. Please remember to sign the “All Payments Report” from PTOS (when applicable). 

If there is no mail in the clinic on a given date, Person #1 will draw a line under the “Cash” portion of the Deposit slip and initial to indicate there was no mail. 

Do not subtotal!

Proper Segregation of Duties Testing will be done quarterly to ensure the signature of the person who opened and logged the mail on the deposit slip is different than the person who posted the payment data into Raintree as evidenced by the signature on the user-number in Raintree.
Daypack Organization

Raintree Daypacks should follow these guidelines

· Daily Balance Sheet (DBS)

· Daily Close Reports followed by all Daily reports printed from Raintree:
                               □ Payment Reconciliation Report – A/R
                               □ Payment Reconciliation Report – Other income (if applicable)
                               □ Appointment Reconciliation Report

                               □ Charge Ticket Reconciliation Report – A/R
                               □ Charge Ticket Reconciliation Report – Other income (if applicable)
                               □ New Patient Reconciliation Report

                               □ Receipt Reconciliation Report

                               □ Allowable Adjustment Report, Manual Adjustment Report
· All tapes should be taped to relevant report.

                               □ EX. Charge tapes with Charge Ticket Reconciliation Report

                               □ Sign-in sheet

                               □ TEN’s in sign-in order

                               □ Daily Deposit Wizard printout from portal
                               □ Deposit Ticket – Hand Written and Bank Receipt, and Credit Card

                                             Batch Totals taped to one page 

                                        □ Over the Counter Receipts with Credit Card slips or Checks

                                    copied. DO NOT COPY CASH!

                                □ Mail Payments – EOB’s, Patients Payments, with copies of                                                         

                                    each live check.
 Raintree Electronic Calc Tape and Raintree EDBS 

Instructions

All Blue areas are able to have input 

All Yellow areas will give you totals….You do NOT put information in the Yellow areas. 

1. Open EDBS and Calc Tape file

2. Please notice there are two tabs at the bottom that states DBS and Calc Tape

3. Click on Calc Tape to enter all Deposit information. 

a. Enter Clinic name, then tab to next  (ex. CPR-1029, CPR-1030, CPR-1031, CPR-1032)
b. Enter Deposit number , then tab to next 

c. Enter date, then tab to next

d. Enter each cash payment in blue , then tab to next

e. Enter each OTC check received in blue, then tab to next

f. Enter each Credit Card received in blue, then tab to next

g. Enter each Mail check received in blue, then tab to next

h. **PARs or Office Managers Enter each EFT received then tab to next

i. Enter each charge corresponding to the order on the sign in sheet

j. ** PARs or Office Managers Enter each Adjustment total from each EOB in blue area

4.  Scroll down to balancing area

a. Enter total from written deposit slip.  *** If this equals what has been entered above the next box will turn green and state TRUE.  If it does not then it will turn Red and say False.  If you it turns false you have either not totaled your deposit ticket correctly or entered something incorrect above.  Please contact your PAR or office Manager for help if you are unable to balance.  

5. **PARs in the next area you will enter any transfers to and from you in the next two corresponding blue boxes.  

6. If you have any NSF checks that will go in the last blue box in this balancing area. 

7. Scroll down to Copays expected and Collected

a. Please enter the number of copays expected to collect and amount in the blue boxes

b. Please enter the number of copays collected and amount in the blue boxes

You are now finished with the Calc tape—Please click on the Raintree only DBS to finish. 

1.  Enter Date of DBS in blue, then click tab

2. Enter Clinic Name in Blue, then click tab

3. ** PARs please enter date of first EFT and then click tab enter name of Ins that the EFT was from and then click tab and enter the EFT # (repeat for all efts)

4. Enter to OTC Checks and enter the check number for each corresponding OTC check, tab to next blue

5. ***PARs Other Income amount from the Other income Charge report total goes here. Then tab to next 

6. Total TENS # then tab

7. Number of Patients Scheduled

8. Total Visits

9. No shows

10. Cancelled

11. Total New Patients

12. Rescheduled

Please make sure that the total charges balance to the End of Day charges
Click File Save as under the S:drive/ EDBS - Daypack/clinic
File name format = Clinic number date
(example 1029 120115, 1032 121515……)
Print to go with daypack. 

