CREDIBLE

Behavioral Health Software

Export & Import Process for Billing Matrix Rate Changes

Contents

INTRODUCGTION: ....ccceciteieereceeceecrectecsescescescrscsssssscsscsssssssssssssssssssssssnssssesssssssssssssssssssssssnssnsesssnssnssassanses 2
A. EXPORT THE MAIN FORM OF THE BILLING MATRIX LINES TO BE REPLACED: ....c.cccceeeererrenrenrenceecennnes 2
B. PREPARE THE NEW BILLING MATRIX LINE IIMPORT DATA : ....cuttitteeecenceectecraceecescescescsassasssscescascsnnes 4
C. IMPORT NEW BILLING MATRIX LINES (WITH UPDATED RATES & DATES):...ccccceeeerremnnecrrennncerennnnneens 5
D. EXPIRE THE OLD BILLING MATRIX LINES BEING REPLACED: .....cccectuireeerecerecrecenreceereceecasecessaceosansees 8
E. EXPORT ALLOWED PAYERS FROM EXPIRED BILLING MATRIX LINES: .....ccceiteeeiruirrenrecereceececrecensecenns 9
F. PREPARE THE NEW BILLING MATRIX LINE ALLOWED PAYERS IMPORT DATA: ....cccccttecerereecnrecenceens 10
G. IMPORT ALLOWED PAYERS INTO THE NEW BILLING MATRIX LINES:......cccctceteenirececrecerecrecenroceecannes 12

Confidential & Proprietary Page10f12

L, 301-652-9500 Q 240-744-3068 4 info@credibleinc.com  [d credibleinc.com

Mission: Improve the quality of care and lives in Behavioral Health for clients, families, providers and management.




CREDIBLE

INTRODUCTION:

This document provides a step-by-step process for creating new Billing Matrix lines needed due to periodic payer or agency
rate changes using the Credible Export Tool and Import Tool functionalities.

This process should be used only when there are a large number of Billing Matrix records that need to be expired and copied
for rate changes. This process requires a minimum of 2 Exports and 3 Imports to complete the rate changes. 1 additional Export
and Import each will also be needed if Payer Specific Rate & Codes and/or Payer/Dx Specifics are used within any of the
needed Billing Matrix lines.

IMPORTANT WARNING:

If the steps outlined in this document are completed incorrectly, it could severely and negatively impact your agency
billing. Please enter a Task Ticket requesting a review with a Billing Specialist prior to attempting your first Billing
Matrix import.

If a smaller number of Billing Matrix lines require updating, Credible’s best practice recommendation is to use the Billing Matrix
record’s Copy New Entry feature accessible from the bottom of the Billing Matrix form. This feature copies ALL of the defined
data within the Billing Matrix line, including Allowed Payers, Payer Specific Rate & Codes and Payer/Dx Specifics and
requires no other manual Export or Import process.

Steps to Expire Old and Create New Billing Matrix lines for Rate Changes:

1. Select Billing Tab > Billing Config > Billing Matrix

2. Select “Edit” on desired Matrix 1D

3. Enter ‘Expiration Date’ (one day prior to effective date of new record)

4. Select “Save Settings”

5. Select “Edit” Again for the now expired Billing Matrix line

6. Select “Copy New Entry” (at bottom of page)

7. Update the ‘Effective Date’ and ‘Expiration Date’

8. Update the Rate field(s) (these may be in ‘Payer Specifics Rates & Codes’ as well as the main form )
9. Make any other needed updates

10. Select “Save Settings”

A. EXPORT THE MAIN FORM OF THE BILLING MATRIX LINES TO BE REPLACED:

In Reports > Export Tool:

1) Create an Export Tool for the BillingMatrix table called ‘BillingMatrix for Rate Changes’ (or similar):

18 SNP-Forms Dictionary CUSTOM Ccs -TABLES
16 SNP-Episodes CUSTOM CS _
AccountingPeriod
14 SNP-Partner Config CUSTOM CS AdminTime
11 SNP-Credentials CUSTOM CS AdminTimeTypes
12 SNP-Data Dicticnary CUSTOM cs ﬁnswef Rol
10 SNP-Custom Lookup Categories CUSTOM CSf e
9  SNP-Locations Location CS Authorizations
8 SNP-Programs CUSTOM cs Axis1
BedBoardFacility
7 SNP-Payers CUSTOM cS§ BedBoardRoom
4  SNP-Profile CLIENT HT] BillingCodes
3 Unmatched Ledger Lines CUSTOM 31 BillingMatrix
BillingMatrixPayer
BillingMatrixPayers - -
New Export Export Name: |Billingiviatrix For Rate C Form / Table Name: | [SIT55 0 =104 v

Custom Query:

a. Select ALL Billing Matrix table fields by checking the BillingMatrix checkbox in the Export Fields area:
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CREDIBLE

Client Employee Schedule Visit Admin Billing

Export Builder: BillingMatrix

Export Name: Billinghatrix For Rate C| Export Format: | HTIVIL Table v Quoted Fields:

Delimiter: | Batch Mode:

Date Format: (ie. MM-DD-YYYY HH:NN) For Template Printout:
Lock Export: Show on Reports Tab:
Category: Other v Is Advanced Search:

Can Unbatch Exported Items:

Pre-Query:

Where Clause:

Custom Param 1: Param 2: Param 3:

Notes:

E 'ﬁ Export Fields
3 @ silingMatrix

. v @ visittype_id

¥ @ payertype_id

v @ description

¥ @ cpt 4 code

v @ other_code

¥ @ modifier

< 9 modifier2

¥ @ modifier3

7 @ modifier

¥ @ program_id

v

@ axternal code

b. Select Next Step and Reorder the columns, as desired. (Note: Reordering the column sequence is not required.)
c. Select Finish to complete the creation of the Billing Matrix Export tool that includes ALL of the ‘Main Form’ Billing Matrix options.
2)  Run the new ‘BillingMatrix for Rate Changes’ Export to return all Billing Matrix lines in the domain.

NOTE: Export in Delimited (CSV) and check Header Row checkbox.

A 3 < o E F & H 1 ) K L " N o v q n s

1 [Visittype_ie payeriype_ie desengtion ot _4_codn otrar_code mediier modifer? medifier] modiard program i exiamal_tode location i3 recipient_id eredantisl_group em_code multiple_flag start_langth_min and_length_min seart_dae

GROUP TIALRAPY - Outpatient 90853 f s 10 Si1/m08

n GROUP TIERASY - Outpatient - N6 20851-ND : 1 7 siums

n GROUP TIERARY - T35 20833 un 0 1 s 180 Si1/3008

5 n GROUP TISLRAY - CTS5.- NI 20851-ND 0 1 1 T siums

5 n ‘GROUP THERAPY - ChildDayTe 50853 ua 2 1 s 180 /16

7 n ‘GROUP THERAPY - ChildDayT - N 30853-NB 2 1 1 7 sfums

5 5 DeT GROUP 50853 5 ® 180 5/1/z6

] 5 08T GROUP 30853-NB 5 1 7 sfums

n a DET INDIVIDUAL 30834 5 ® 52 sfufms

n as DT INDIVIOUAL 20834-ND 5 1 7 siums

12 . TRAVEL - ARMMS onss, 5 ) a0 81018

1 . TRAVEL- CRESIS wones, i o 180 87008

" . TRAVEL- €T35S wones, 0 o 10 Si1/3008

Mas » CHILD DAY TREATMIENT M2 W ! » 440 51206

15 ) CHILD DAY TREATMENT - N8 H2012-NB 2 1 B sfyms

It - EAMESt. AN - Level 1 s 3 u 1 1 1840 5/U/z06

15 o EAM Est. APRN - Level 2 sz 3 H 2 1 1840 5/1/z6

1 o EAM Est. APRN - Level 2 sz 3 u 2 1 1840 5/1/z6

0 M &M Fxie AFRN - Lavel 2 W ) k1] z 1 W0 SLE

n " TBM £33 AN - Lavel 2 (Tebevideo) nnz or : 1 1 ) 1 10 Si1/3008

- TEM (31 APRN - Livel 2 (Televideo) wnz ar 3 1 2 F 1 1840 8/1/m008
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B. PREPARE THE NEW BILLING MATRIX LINE IMPORT DATA:

Within the .CSV file created in Step 2:
3) Select Filter from the DATA tab to allow filtering of desired Billing Matrix lines.

HINT: To make working with the spreadsheet simpler, it is recommended to ‘delete’ any columns that return ONLY ‘Blanks’ and ONLY
‘0", as these settings have not been used in your current configuration.

4)  Filter for the current Billing Matrix lines that are to be expired and replaced with new records for the new Rates.

In this example: We are replacing all the current ‘billable’ Billing Matrix lines for Program ID ‘10, so we have filtered on the program_id
(20 only), non_billable (0s only) and end_date (blanks only) columns to return only the records that need to be replaced.

HINT: Copy the filtered records to a new .csv (comma delimited) worksheet and once again ‘delete’ any additional columns that return
ONLY ‘Blanks’ and ONLY ‘0’, as these settings have not been used in the current configuration for these specific records.

A ; c ; ; " i . L " e 2 " ' ) ’ : 2
1 [wisittyp » Jdescrin = | cpt_a_¢ = modii{ = |mods = | prograr = | recipee = |creden = star_le = | end_le = [start_d = |ls_spbt = rste | = uit_fif= | first_ur = |unit_m = \unit_ec = | claim_{ = | update = rolbup_ = roll_m = |forme_d + | mesge_ = | billing_ = | masrix | = | deaf_ri =
2 13 INTERBRE T1013 ey 8 a0 /i 1 oam 1 ma 1 e 1 o o a ) m um
37 CMFACETT023  HE 1 1 54 512018 o mass 1 3 1 ova 1 1 1 3 3 0388
N I CMEACEITIDY  HE 1 S &1 S0 o migs 1 P 1ema 1 1 1 3 12 20088
s 3T CMPACEITINZ M 1 &5 aes0 3173006 o mm 1 » 1caa 1 1 1 ) 3 20088
B CMPHON TIOZ3  HE w n H 1 a0 5206 o mams 1 " 1 ova 1 [ 1 3 i 20088
43 PRE-PETIT A 1 H B 1440 fi/2008 o M 1 mas 15 » 1 [ o [ 3 160 )
€ PRE-PLTIT NA © 4 1 1440 31/ o W 1 ns 13 » 1 o © [ ] ™MD
£ PRE-PETIT KA n 6 8 10 s/ o am 1 @|s 15 1p 1 o [ 0 3 ® M7
1 53 PRE-PETIT NA 1 & B a0 i o am 1 = 15 1p 1 o 3 o 3 W M7
1 9 PRE-PETIT NA 1 2 0 10 312008 0 oM PN - 13 v 1 o [} [ 3 M
& PRE-PETIT KA ® e 5 10 s/ 0 mam i = 15 » 1 o 3 o 3 ™ M
53 PRE-PETIT NA 1 Y 8 a0 /2016 o am 1 ms 15 » 1 o [ [ 3 w2 M7
#9 PRE.PETIT NA 1 18 B 1440 8//2008 0 1 m 1 » 1 o [ [ i LTS
& PRE-PETIT KA 1 16 8 a0 sfuf0is o um 1 ms 1 » 1 o o o ) LT
PETIT N m w B 140 332006 o am 1 ma 1 2 1 0 o [ 3 ™ MTS
£ PRE-PETIT NA 1 18 B 1440 5f3/208 RS 1 B 15 » 1 o [} [} 3 LT TR
& PRI-PETIT KA 10 19 B 440 s/ o wum 1 ms 1 P 1 o o o ) ™ M
& PRE-FETIT NA i u B 180 3372006 0 um 1 ms 1 e 1 0 1 o 3 ™ MTS
£ PREPETIT N 1 :s B 1440 5f3/2008 e 1 »a 15 1p 1 o [ [ 3 M M
& PRE-PETIT KA 10 = 8 a0 s/ar0ns o mam 1 ms 1 1p 1 o o o ) ™ omm
183 MIEAGE MILEAGE n U a0 S0 o o 1 15 1 e o o o o s oos

5) Update the rate and start_date columns, as needed, for the new Billing Matrix lines.
NOTE: Be sure to save the “matrix_id” values for these rows, as we will be expiring these Billing Matrix lines in an upcoming step.
NOTE: If ‘deaf_rate’ is used, update these rates as needed as well.

NOTE: If there are any Billing Matrix lines in your worksheet that DO NOT need new rates, delete these rows now.

A B L= o E F G H 1 ] K L 1] N o P Q A 5 T u v W X
1 visittype_description cpt_a_codmodifier modifier2 program_i recipient_start_lengend_lengistart_datefs_splitse{rate finit_fixec first_unit_unit_min unit_counclaim_forupdate_cyrollup_cocroll_mont force_as_ymerge_babilling_group_id
2 15 INTERPRETER SERVICE - Licensed  T1013 10 L] 1440 1/1/2007 Y 525 1 s 15 ie 1 o o L] ¥
3 37 OM FACE TO FACE (Adult) Ta023 HE 10 1 34 V12017 o 210.33 1 » 1CMA 1 1 1 3
4 37 CM FACE TO FACE (Adult) 2023 HE 10 85 614 1/1/2017 o 21033 1 P 1CMA 1 1 1 3
5 37 CM FACE TO FACE {Adult) T3 HE ] 615 aasan| 1/1/3007 o 21033 1 L 1CMA 1 1 1 3
L 38 CM PHONE (Adult) T3 HE L) 10 2 1 1840 1/1/2017 o 21033 1 P 1CMA 1 o 1 3

183 MILEAGE MILEAGE 10 o 10| 112007 o 0.56 1 15 1 ip L] L] L} L]
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CREDIBLE

C. IMPORT NEW BILLING MATRIX LINES (WITH UPDATED RATES & DATES):

In Reports > Import Tool:

6) Create an Import Tool (or update an existing one) for the BillingMatrix table to create the new Billing Matrix lines with updated Rates
and Start Date (Billing Matrix Import - New Records):

15 Impg BHngCods csv POST
14 B"""QMEW csv POST

3/30/115 11:55 AM  10/6/15 7:23 AM (jpiwko)
3/30M15 11:01 AM 11/29/15 12:54 PM (jpiwko)

[edit ] [delete] [ run_ )
[Cedit ] [delete] [ run |

12 Cliey BilingMatrixPayer csv POST 373015 10:27 AM 924116 9:25 PM (jgrant)
1 Tear| CHnaMatrixPayers csv POST 330115 10:23 AM
BillinglviatrixPayerType
10 Clie gjlingMatrixRevCode csv POST 3/3011510:21 AM  12/10/156:31 AM (jpiwko)
9 Emg Changelog csv POST 32715355 PM 81216 1:58 PM (aahmed)
6 Pay{ ChangelogType csv POST 923114 1236 PM 7/11/16 5:15 PM (jgrant)
ClientAllergy
| ClientAxis -
Table: | AccountingPeriod v | Format: | Comma Separated ¥ Add New Import

a. Check all data elements/Column Labels that are left in the worksheet completed in Step #5 and select Next Step:

NOTE: Data elements that are always required for new Billing Matrix line imports are:
visittype_id
description
cpt_4_code or other_code
start_length_min
end_length_min (required for ALL Billing Matrix imports)

start_date
rate
unit_fixed

claim_format
update_cpt_oncascade

Import Name: Billing Matrix Impart - New Records.

Format: | Delimited

Allow Invalid Fields:

Use External ID:

Pre Query:
Post Query:

v

Delimiter (CSV):
AddiDelete Column:
Use Internal ID:

Parent XML Element:

Replace/Delete ALL:

Selectall columns that will be in the import file:

¥ visittype_id ¥ update_cpt_oncascade
payertype_id override_edi_location

¥ description send_rendering

¥ cpt_4_code approval_as_senvice_date
other_code ¥ rollup_code

* modifier rollup_gap_max

¥ modifier2 sum_code
modifier3 sum_emp_only
medifierd sum_units_with_roll

* program_id ¥ roll_month
external_tode roll_week
location_id roll_week_start_day

¥ recipient_id roll_week_eom
credential_group roll_auth
em_ctode Rollup_Episode
multiple_flag bill_roll_end_date

¥ start_length_min rollup_custom

# end_length_min | force_as_primary

¥ start_date roll_xdays
end_date roll_consecutive_to_limit

¥ is_splitsecondary ¥ merge_batched

¥ rate subtract_overlapping
contract_rate subtract_overlapping_units

¥ unit_fixed can_overlap

¥ first_unit_min auto_approve

< unit_min autn_required

¥ unit_count force_client_pay

LY

overproduction_units
overproduction_code

0y

billing_group_id
non_billable

overproduction_period matrix_id
overproduction_start_day Transportation
overproduction_start_date deaf_rate

contract_flag

claim_format
use_provider_for_rendering
override_crossover_secondary

revenue_code_837i
location_default
location_is_pos
is_op_8371
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CREDIBLE

b.  Verify that the Column Headings appear in the same order as your import worksheet columns (i.e. - Reorder, as needed) and
select Finish:

Import Details: BillingMatrix - Billing Matrix Import - New Records

Column Order Column SQL Transform (%col%)
1 v visittype_id

v description

v cpt_4_code

v modifier

v modifier2

program_id

v recipient_id

v start_length_min

w o | @ ;e W
“

v end_length_min
10 v start_date

1M is_splitsecondary
12 - rate

13 v unit_fixed

14 v first_unit_min

15 v unit_min

16 v unit_count
LI claim_format

18 v update_cpt_oncascade
19 v | rollup_code
0w roll_manth

21 v force_as_primary
2 v merge_batched
23 v billing_group_id

| ResetOrder | | Reorder | | Finish=> |

7) Import the new Billing Matrix lines using the Import Tool completed in Step #6b and the .CSV Import Worksheet completed in Step #5.
NOTE: Be sure to select the Skip First Line option.
NOTE: Best Practice is to run the Import in Test Mode first, verify results and then run live import.

NOTE: If importing many new lines, select 5 to 10 records to test the live import first (by copying column header line to a new import
worksheet and then cutting the desired number of rows to live test and pasting them into the new import worksheet).

Upload Impeort File: BillingMatrix : CSV
Select File:

Import_New CM Billing Matrix lines_01012017.csv

Test Mode: ¥ Skip First Line:
Upload File Now

Verify the import was successful:

Import process started at: 1/5/2017 10:41:15 AM

File Import_New CM Billing Matrix lines_01012017.csv received through HTTP upload. 816 bytes received.
Import started for table: BillingMatrix - format: CSV

File Processed: 6 entries were scanned.

File Processed: 6 entries were processed.

File Processed: 0 entries were invalid and not processed.

File Processed: 6 entries were for insert.

File Processed: 0 entries were for update.

File Processed: 0 entries were for delete.

Import process ended at: 1/5/2017 10:41:16 AM
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CREDIBLE

Verify the Billing Matrix lines are created successfully in Billing > Billing Config > Billing Matrix:

Marix Other External Stam  End Effective Expiration Credential  Nen Dsaf Contract Fixed FirstUnit
[ Description. _ CPT& _ Code Modifier Code Visit Type _Program Location Recipient Minutes Minutes Date  Date  Group Group Billable Rate  Rate  Rate  Units Minutes N

801 CMFACE TO FACE (Adull) T2023 HE CMFF TCM Clay A 1 254 112017 21033 a0g 100

902 [CMFACE TO FACE (Adult) .TX?YJ HE .I:M FF TCM Clay »\'l. . %55 6‘-4.1'1'20” . . . 21033 . [ ED. 100 [

@03 |CMFACE TO FACE (Adult) .TL‘CIR HE .llr.l FF TCM Clay A. 815 -I-lﬁdO.l 12017 . 21033 . o EOI 100

904 CM PHONE (Adult) T2 HE U4 [ CM PHONE TCM Clay .-:. AdeChent [ 1 I-HO.I 127 [ [ .210 3 [ [ m. 100

S0 INTERPRETER SERVICE - Licensed T1013 [ INTERPRETER SERVICE  TCM Clay A. [ 8 1440112017 | [ BB ] E-]. 100 2501

.(0(' .h‘ LEAGE .'-"LEHGE . . . .f-‘lLEﬂGE-CONTRC' ONLY.glll-lCLht ﬁ. . . 0. ‘“U.‘-'l".’(ll'l' | . . . . 056 . 0 m. .‘ 1] . 1501
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D. EXPIRE THE OLD BILLING MATRIX LINES BEING REPLACED:

8) Create a .csv (comma delimited) file Import Worksheet to expire the no longer valid rates.

NOTE: Only 2 columns are needed to expire the old records: matrix_id & end_date
Populate the worksheet with the Matrix IDs that need to be expired (i.e. — those replaced by the import completed in Step #7) and
the desired Expiration Date (i.e. — usually one day prior to the Effective Date of the new records):

A B
matrix_id end_date
201 12/31/2016
351 12/31/2016
352 12/31/2016
353 12/31/2016
354 12/31/2016
895 12/31/2016

LV, N S UV S

~ O

In Reports > Import Tool:

9) Create (or update an existing) BillingMatrix table ‘Update’ Import Tool (Billing Matrix Import - Update) by selecting only matrix_id (order
1) & end_date (order 2) from the Column options:

NOTE: For Billing Matrix ‘updates’, also select the Use Internal ID option:

Import Name: Billing Matrix Import - Update

Format: Delimited ¥ Delimiter (CSV): | Parent XML Element:
Allow Invalid Fields: Add/Delete Column: Replace/Delete ALL:
Use External ID: I UseInternal ID: ¢
Pre Query:
Post Query:

Import Details: BillingMatrix - Billing Matrix Import - Update

Column Order Column  SQL Transform (%col%)

1 matrix_id
2 end_date
| Reset Order | | Reorder | | Finish == |

10) Import the Billing Matrix line updates (i.e. - expiration dates) using the Import Tool completed in Step #9 and the .CSV Import Worksheet
completed in Step #8.

Verify the import was successful:

Import process started at: 1/5/2017 11:16:53 AM

File BM Lines to Expire.csv received through HTTP upload. 116 bytes received.
Import started for table: BillingMatrix - format: CSV

File Processed: 6 entries were scanned.

File Processed: 6 entries were processed.

File Processed: 0 entries were invalid and not processed.

File Processed: 0 entries were for insert.

File Processed: 6 entries were for update.

File Processed: 0 entries were for delete.

Import process ended at: 1/5/2017 11:16:53 AM

Verify the Billing Matrix lines are expired successfully in Billing > Billing Config > Billing Matrix.
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E. EXPORT ALLOWED PAYERS FROM EXPIRED BILLING MATRIX LINES:

In Reports > Export Tool:

11) Create an Allowed Payers Export using the BillingMatrixPayers table:
a. Select matrix_id and payer_id under the BillingMatrixPayers section
b.  Select ALL BillingMatrix section options (by checking the 1st checkbox)

c. But DESELECT matrix_id in the BillingMatrix section

B4 [ Export Fields
B0 BillingMatrixPayers
? @ matrix_id

v @ payer_id

@ date_updated

B3 O programs

= BillingMatrix

7 @ yisittype_id

Select this checkbox 1st, then DESELECT the
matrix_id option in this section

¢ @ payertype_id
¥ @ description
¢ @ cpr 4 code

d. Reorder the BillingMatrixPayers:matrix_id to Column Order 1 and BillingMatrixPayers:payer_id to Column Order 2:

Export Details:
Column Column Ancestor Export
Order Name ID Name
1 v BillingMatrixPayers:matrix_id matrix_id
2 v BillingMatrixPayers:payer_id payer_id
3 v BillingMatrix:visittype_id visittype_id
4 v BillingMatrix:payertype_id payertype_id
5 v BillingMatrix:description description
6 v BillingMatrix:cpt_4_code cpt_4_code

e. Select Finish

12) Run the ‘Allowed Payers’ Export to return all Allowed Payer information across all Billing Matrix lines in the domain.

NOTE: Export in Delimited (CSV) and check Header Row checkbox.
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F. PREPARE THE NEW BILLING MATRIX LINE ALLOWED PAYERS IMPORT DATA:

Within the .CSV file created in Step 12:

13) Prepare an import worksheet that will populate the appropriate Allowed Payers into the new Billing Matrix lines, by extracting this
information from the now expired records.

a. Inthe .csv worksheet, go to the DATA tab, select Remove Duplicates, select the Unselect All button, then check only the
matrix_id, payer_id and visittype_id checkboxes and select OK.

- (2 ot

Remove Duplicates 8 e

To delete duplicate values, select one or more columns that contain duplicates.

[ 4= select Al ] &= Unselect All My data has headers

Columns il
matrix_id |i|
payer_id

visittype_id

[ payertype_id

D description

[T cot 4 code i

== = —

b. Inthe .csv worksheet, go to the DATA tab, select Sort, in ‘Sort by’ select matrix_id, select Add level and in ‘Then by’ select
payer_id. Select OK.

c. Inthe .csv worksheet, go to the DATA tab, select Filter, so that the data can be filtered down to the desired Billing Matrix
records.

In this example: We are filtering for all the expired (as of 12/31/2016) ‘billable’ Billing Matrix lines for Program ID ‘10’, so we have
filtered on the program_id (10 only), non_billable (Os only) and end_date (= 12/31/2016) columns to return only the Allowed Payer
records that need to be imported into the new Billing Matrix lines.

B c ] E F G H I ' K L M N o P Q R s T ] v
matrix_ ~ | payer_| = |visittyg ~ | payerty = |descrip = cpt_4_¢ = |other_¢ ~ |modific = |modifit = jprograr -¥|recipie = |creden = |start_le = end_le ~ |start_d - lend_date -Tlis_split = |rate ~ |contrac = | unit_fiz = | first_ur = |unit_m =
10087 201 2 15 INTERPRE T1013 10 8 1440 5/1/2016) 12/31/2016 1 34.75 1 225 15
lﬁﬂll-F 201 114 15 INTERPRE T1013 10 8 1440 5/1/2016] 12/31/2016 1 34.75 1 225 15
10089 201 224 15 INTERPRE T1013 10 8 1430 5/1/2016) 12/31/2016 1 .75 1 22.5 15
16213 351 2 37 CM FACE1T2023 HE 10 1 254 5/1/2016| 12/31/2016 0 20388 1
16214 351 17 a7 CM FACETT2023 HE 10 1 254 5/1/2016 123172016 o 203.88 1
16215 351 34 a7 CM FACETT2023 HE 10 1 254 5/1/2016 12/31/2016 o 203.68 1
16216 351 a7 37 CM FACE 172023 HE 10 1 254 5/1/2016 12/31/2016 0 20388 1
16217 351 54 37 CM FACE1T2023 HE 10 1 254 5/1/2016 12312016 o 203.88 1
16218 351 66 37 CM FACE1T2023 HE 10 1 254 5/1/2016 12/31/2016 o 20388 1
16219 351 79 37 CMFACE1T2023 HE 10 1 254 5/1/2006 12/31/2016 0 20388 1
16220 351 82 v CM FACE1T2023 HE 10 1 254 5/1/2016 12/31/2016 o 203,88 1
16221 351 99 37 CM FACETT2023 HE 10 1 254 5/1/2016 12/31/2016 o 203.88 1
16222 351 114 7 CM FACE1T2023 HE 10 3 254 5/1/2006 12/31/2016 o 203.88 1
16223 351 197 37 CM FACE1T2023 HE 10 1 254 5/1/2016 12/31/2016 0 20388 1
16224 351 244 37 CM FACE1T2023 HE 10 1 254 5/1/2016 12/31/2016 0 20388 1
16225 52 2 37 CM FACE1T2023 HE 10 255 614 5/1/2006 12/31/2016 o 203,88 1
16226 352 17 7 CM FACE1T2023 HE 10 255 614 5/1/2016 12/31/2016 o 203.88 1
16227 352 34 a7 CM FACE1T2023 HE 10 255 614 5/1/2016 12/31/2016 o 203.88 1
16228 352 54 37 CM FACE 172023 HE 10 255 614 5/1/2016 12/31/2016 0 20388 1

d. Inthe .csv worksheet, copy the values from the first TWO columns (A & B) into a new .csv (comma delimited) worksheet. (This
will become the Allowed Payers Import worksheet for your new Billing Matrix lines.)

NOTE: DO NOT copy these 2 columns by clicking on the Column letter labels. This will cause serious problems upon importing the
file. Instead highlight ONLY the cells to be copied, including the Column table labels.

In Billing > Billing Config > Billing Matrix:

14) Filter for the newly created Billing Matrix lines that need Allowed Payer information:
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900 |INTERPRETER SERVICE - Licensed [T1013 INTERPRETER SERVICE |[TCM Clay A 8 1440|1/1/2017

901 |CM FACE TO FACE (Adult) T2023 HE CM FIF TCW Clay A 1 254(1/1/2017

902 |CM FACE TO FACE (Adult) T2023 HE CM FIF TCM Clay A 255/ 614[11/2017

903 |CM FACE TO FACE (Adult) T2023 HE CM FIF TCWM Clay A 615  44640|1/1/2017

904 [CM PHONE (Adult) T2023 HE,U4 CM PHONE TCWM Clay A AdltClient 1 1440|1/1/2017

905  |MILEAGE MILEAGE MILEAGE-CONTRCT ONLY |TCM Clay A 0| 14401/1/2017

Within the .CSV file created in Step 13d: (Not going to lie... this is a tedious step...)
15) Replace the Expired Billing Matrix IDs (in matrix_id column) with the NEW Billing Matrix ID for each row in the Allowed Payers import
worksheet:
Old matrix_ids: New matrix_ids:
A B C D E F e A B
1 matrix_id payer_id 1 'matrix_id payer_id

2 201 2 2 900 2
3 201 114 3 900 114
4 201 224 4 900 224
5 351 2 5 901 2
6 351 6 901 17
7 351 7 901 34
g AL ) H 901 a7
9 351 Replace the expired matrix_ids with 9 901 54
10 351 10 901 66
11 351 11 901 79
12 351 12 901 82
3 351 3 901 99
14 351 114 14 901 114
15 351 157 15 901 197
16 351 244 16 901 244
18 352 17 18 902 17
19 352 34 19 902 24

HINT: Utilize the originally exported and filtered data (from Step #13c), along with the filtered Billing > Billing Config > Billing Matrix
records in Credible, to help determine which new Matrix IDs replace the old.
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CREDIBLE

G. IMPORT ALLOWED PAYERS INTO THE NEW BILLING MATRIX LINES:

In Reports > Import Tool:

16) Create (or use an existing) BillingMatrixPayers table (Allowed Payers) Import Tool (Billing Matrix Import - Update) by selecting only
matrix_id (order 1) & payer_id (order 2) from the Column options to match your new Allowed Payers import worksheet columns:

Import Builder: BillingMatrixPayers

Import Name: Billing Matrix - Allowed Payers Import

Format: | Delimited ¥ Delimiter (CSV): | Parent XML Element:
Allow Invalid Fields: Add/Delete Column: Replace/Delete ALL:
Use External ID: Use Internal ID:
Pre Query:
Post Query:

Select all columns that will be in the import file:

¥ matrix_id date_updated
¥ payer_id

17) Import the new Billing Matrix line Allowed Payers using the Import Tool completed in Step #16 and the .CSV Import Worksheet
completed in Step #15.

Verify the import was successful:

Import process started at: 1/5/2017 4:17:58 PM

File Import_New CM Allowed Payers_01012017.csv received through HTTP upload. 449 bytes received.
Import started for table: BillingMatrixPayers - format: CSV

File Processed: 52 entries were scanned.

File Processed: 52 entries were processed.

File Processed: 0 entries were invalid and not processed.

File Processed: 52 entries were for insert.

File Processed: 0 entries were for update.

File Processed: 0 entries were for delete.

Import process ended at: 1/5/2017 4:18:00 PM

Verify the Billing Matrix lines Allowed Payers are imported successfully in Billing > Billing Config > Billing Matrix > Export
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