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\dd an empty Fee Schedule

1. Select Customer Setup > Codes... > Fee Schedules.
2. Click the New Fee Schedulebutton.

3. Select Create an empty fee schedule.

4. Select the Show Preview button.

5. Type your fee schedule name in theName field.

6. Enter the Effective From and Effective To dates.
7. Write aDescription of your fee schedule.

8. Within the Fee Schedule tab, a list of your CPT/HCPCS and Revenue Codes will display.

/" Atleast one CPT/HCPCS and Revenue code must be added in order to create a new fee
schedule.

9. Add your pricesto the codes in the Price column.
10. From the Configuration tab, select how to apply your fee schedule.

1. Apply based on payer, payer type, or patient type: This option will allow you to apply this fee
schedule to a specified primary payer, primary payer type, or patient type.

1. Select Payer (based on primary payer).

1. Place acheck in the Set as default for new payersbox to have this fee schedule apply
to any newly created payer.

2. Use the Payer drop-down menu to select the payers this fee schedule should apply to
2. Select Payer Type (based on primary payer).

1. Use the Payer Type drop-down menu to select the payer types this fee schedule
should apply to.

3. Select Patient Account Type.

1. Use the Patient Account Type drop-down menu to select the patient types this fee
schedule should apply to.



2. Apply based on location or provider. This option will allow you to apply this fee schedule to a
specified rendering provider, rendering provider’s practice, facility, or facility and provider.

1. Select Provider (based on the Rendering Provider)

1. Place acheck in the Set as default for new providersbox to have this fee schedule

apply to any newly created providers.

2. Use the Provider drop-down menu to select the provider this fee schedule should

apply to.
2. Select Practice.

1. Place acheck in the Set as default for new practices box to have this fee schedule
apply to any newly created practices.

2. Use the Practice drop-down menu to select the practices this fee schedule should

apply to.
3. Select Facility.

1. Place acheck in the Set as default for new facilitiesbox to have this fee schedule appl

to any new created facilities.

2. Use theFacility drop-down menu to select the facilities this fee schedule should apply

to.

4. Select Facility & Provider.

1. Use theFacility & Provider drop-down menu to select the facility and provider this fe
schedule should apply to.

3. Apply based on Place of Service or Type of Service This option will allow you to apply this fee
schedule to a specified POS or TOS.

1. Select Place of Service.

1. Use the Place of Service drop-down menu to select the POS codes this fee schedule
should apply to.

2. Select Type of Service.

1. Use the Type of Service drop-down menu to select the TOS code this fee schedule
should apply to.

11. Click Save.



\dd a Fee Schedule

lhere are many different ways to add a Fee Schedule. Follow the steps below to add a Fee Schedule based
rom an existing Fee Schedule or contract, from the Medicare Fee Schedule, or from charges entered.

1. Select Customer Setup > Codes... > Fee Schedules.
2. Click the New Fee Schedulebutton.
3. Select how you want to base the fee schedule from.
1. Set prices based on another Fee Schedule.
1. Select the Existing Fee Schedule from the list.
2. Set prices based on the Medicare Fee Schedule.

1. Use the Medicare Fee Schedule Year drop-down menu to select which Medicare Fee
Schedule Year to use.

2. Enter your Zip code or enter the Carrier and Locality.
3. Select the Pricing Method.

1. Use Non-Facility Pricing: Selecting this will not return the Medicare Fee Schedule’s non-
facility codes that are not applicable for non-facility pricing.

1. Include prices for codes that are not applicable for non-facility Select this option if
you still want to use those prices (when basing the fees on the Medicare fee schedule
but not necessarily submitting all claims to Medicare).

2. Or select Facility Pricing (default behavior).
4. Set prices based on a Contract.

1. Use the maximum contract price for each code: Set the procedure code prices based on th
maximum price across all of your contracts.

2. Base Prices on a specific contract Select a specific contract to base your procedure code
prices off of.

3. Set prices based on charges entered Specify how far back the system should look for
previously billed prices for your procedure codes.

4. Select one of the Adjust Pricesoptions for your new contact based on the Medicare Fee Schedule.

1. Do not adjust the prices of the new Fee Schedule Do not adjust any of the procedure code
prices on this contact.

2. Increase prices by: Increase the procedure code prices by adding a percentage of change to the



original amount.

/* If aprocedure code with a price of $200 isincreased by 140% it will calculate for a total
of $480. ($200 + $280 (140% of the price)).

3. Decrease prices by: Decrease the procedure code prices by subtracting a percentage of change
from the original amount.

/* If aprocedure code with a price of $200 isdecreased by 40% it will calculate for a total of
$120. ($200 - $80 (40% of the price)).

4. Adjust prices to: Adjust the procedure code prices by a set percentage based off of the original
price.

/" If aprocedure code with a price of $200 is adjusted by 140% it will calculate for a total of
$280.

5. Round prices up the next whole dollar amount Automatically adjust the prices to the nearest
whole dollar amount.

5. Select the Show Preview button.
6. Type your fee schedule name in theName field.

7. Enter the Effective From and Effective To dates to apply this fee schedule based on the dates of
service.

8. Write aDescription of your fee schedule.

9. Within the Fee Scheduletab, a list of your CPT/HCPCS and Revenue codes will appear.

At least one CPT/HCPCS and Revenue code must be added in order to create a new fee
schedule.

10. Add your pricesto the codes on the price column.
11. Optional: From the Configuration tab, select how to apply your fee schedule

1. Apply based on payer, payer type, or patient type This option will allow you to apply this fee



schedule to a specified primary payer, primary payer type, or patient type.

1. Select Payer (based on primary payer).

1. Place acheck in the Set as default for new payersbox to have this fee schedule apply
to any newly created payer.

2. Use the Payer drop-down menu to select the payers this fee schedule should apply to

2. Select Payer Type (based on primary payer).

1. Use the Payer Type drop-down menu to select the payer types this fee schedule
should apply to.

3. Select Patient Account Type.

1. Use the Patient Account Type drop-down menu to select the patient types this fee
schedule should apply to.

2. Apply based on location or provider. This option will allow you to apply this fee schedule to a
specified rendering provider, rendering provider’s practice, facility, or facility and provider.

1. Select Provider (based on the Rendering Provider)

1. Place acheck in the Set as default for new providersbox to have this fee schedule

apply to any newly created providers.

2. Use theProvider drop-down menu to select the provider this fee schedule should

apply to.
2. Select Practice.

1. Place acheck in the Set as default for new practices box to have this fee schedule
apply to any newly created practices.

2. Use thePractice drop-down menu to select the practices this fee schedule should

apply to.
3. Select Facility.

1. Place acheck in the Set as default for new facilitiesbox to have this fee schedule appl

to any new created facilities.

2. Use theFacility drop-down menu to select the facilities this fee schedule should apply

to.
4. Select Facility & Provider.

1. Use theFacility & Provider drop-down menu to select the facility and provider this fe
schedule should apply to.



3. Apply based on Place of Service or Type of Service This option will allow you to apply this fee
schedule to a specified POS or TOS.

1. Select Place of Service.

1. Use thePlace of Service drop-down menu to select the POS codes this fee schedule
should apply to.

2. Select Type of Service.

1. Use the Type of Service drop-down menu to select the TOS codes this fee schedule
should apply to.

4. Apply based on Modifier: This option will allow you to apply this fee schedule to a specified
modifier.

1. Select Modifier.

1. Use the Modifier(s) drop-down menu to select the modifiers this fee schedule should
apply to.

12. Optional: From the Anesthesia tab, select how to calculate the number of units for anesthesia

procedures:

1. Use anesthesia base units from the Medicare Physician Fee Schedule This option will use the
anesthesia base units (15 Minutes = 1 Unit) from the MPFS (recommended).

2. Change the number of minutes per unit for anesthesia procedures This option will allow you tc
manually enter the number of minutes per unit for anesthesia procedures when using this fee
schedule.

13. Click Save.

\dd a Fee Schedule from imported prices

-ollow the steps below to add a fee scheduled based on imported prices.
2art 1: Create a Spreadsheet
1. The first row of the spreadsheet shouldonly contain column names.
2. Label theFirst column of the spreadsheet asCode, it should contain the list yourbilling codes.

3. Label the Second column of the spreadsheet asDescription, it should contain the list ofcode
descriptions.



If the code is not in your local list, it will be added with this description.

4. Label theThird column of the spreadsheet as Default, it should contain the list ofdefault billing
prices.

If the code is not in your local list, it will be added with this default price.

5. Label the Fourth column of the spreadsheet asPrice, it should contain list ofcontract prices.

Example Format

Column headers must be the first row. Columns marked with a * are required.

Code ™ | Description ~ Default o Price” —
0G212 If the code is not in your local list, | If the code is notin your local list, | 50.25

it's added with this description. it's added with this default price.

OFFICE VISIT 45.00

6. Save the spreadsheet as a Comma delimited (.csv), Excel (.xls or .xIsx) file.

Only the first sheet/tab will be imported.

dart 2: Importing into CollaborateMD

1. Select Customer Setup > Codes... > Fee Schedules.

2. Click theNew Fee Schedulebutton.

3. Select the Import Prices option.

4. Use theFile to Import field to upload the spreadsheet.
5. Click the Show Preview to import the spreadsheet.

6. Type the name for the contact in the Name field.

7. Enter the Effective From and Effective To dates.

8. Write aDescription of your fee schedule.

9. Within the Fee Schedule tab, a list of your CPT/HCPCS and Revenue Codes will display.

At least one CPT/HCPCS and Revenue code must be added in order to create a new fee
schedule.



10. Add your pricesto the codes on thePrice column.
11. From the Configuration tab, select how to apply your fee schedule.

1. Apply based on payer, payer type, or patient type This option will allow you to apply this fee
schedule to a specified primary payer, primary payer type, or patient type.

2. Apply based on location or provider. This option will allow you to apply this fee schedule to a
specified rendering provider, rendering provider’s practice, facility, or facility and provider.

3. Apply based on Place of Service or Type of Service This option will allow you to apply this fee
schedule to a specified POS or TOS.

12. Select your configuration fields.

13. Click Save.



