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by SpeedySoft USA, Inc

The Speedy Claims - CMS 1500 is the industry leading form filler from the award winning

software company SpeedySoft USA, Inc.

The Speedy Claims - CMS 1500 is a very easy to use software program and the user

needs little guidance to quickly start filling out CMS 1500 forms.

This User Guide is designed to help you quickly understand the basics of the program

operation and some of the intricacies of the CMS 1500 claim form.
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Foreword

This User Guide is available as this pdf, as a Help File within the Speedy Claims
V7 software and from our website support page as a Print Manual.
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1 First Steps

                     

 

 

1.1  Registration
1.2   Online Registration



 

10

1.0 - Installing Speedy Claims

If you have not already installed Speedy Claims, the download is located onn our website at
https://www.speedysoftusa.com/downloads.html

 

Select Download under the Speedy CMS 1500

 

In most browser's, your download will show in the upper right of your window. If you do not see it
there, go to your downloads folder.

Click on the speedyv7.exe to open and run the application installer.

https://www.speedysoftusa.com/downloads.html
https://www.speedysoftusa.com/downloads.html
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Follow the installer prompts untill it is finished.
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Once the install is completed, you will see the program icon on your desktop.
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1.1 Registration

 

When you first open the software you will see a Registration Notice Popup

The 30 days remaining message is mainly for new users. During this period, select Open Program to access
Speedy Claims.  If the 30 days run out, a message to register will appear with no more days remaining. The
program does not remove itself. Once registered, all previous data entered during the 30 day trial will be in
your program.

 

               If you have not already subscribed to the software, you can click on the Purchase button to visit our website
and subscribe.
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Click on the Register button to begin the Registration process.

 

 

Enter the License Number you received when you subscribed to the software and click Continue.

 

You must be connected to the Internet at this point to finish registering. You will see the following screen
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1.2 Online Registration

"except the fields will be empty".

 

 

Fill in the fields with your information and click Continue.
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1.3 Creating Templates
 

It is reccomended to begin by setting up your custom template. Select Setup on the left, then
Templates from above.

 

 

You can create a Template to automatically prefill your claim forms with the information you usually include on
every form. First click on “Setup” on your main navigation field on the lower left of your screen. Next, click on the
“Templates” at the top to pull up an image of the form. Give your template a name where it states “Template
Name” at the upper right. Then just fill in any fields that will always contain the same information and select "SAVE".
Suggested field's are

 

#         12 and 13 – Signature on File,

#         24B – Place of Service,

#         24J – Rendering Provider NPI,

#         25 ID Number,
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#         27 – Accept Assignment and

#         all of 31, 32 and 33.

Once completed, click on Save at the top. When creating new claims, this information will populate automatically
when you fill out the claim.

 

Additional templates can be created for additional rendering or billing providers by selecting New at the upper left.
At the top right, give it a different Template Name and make your changes. Save when you are done. With multiple
templates, ensure you select the correct one on your main CMS-1500 form before entering your claim data.
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2 Using Speedy Claims
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2.1 Main Menu

 

              There are seven buttons in the Main Menu, located along the left-hand side of the screen.

 

 

 

      

Claims - This is the menu for viewing, creating and working with claims.

Tables - This menu is where you can create, view and edit patient, provider, insurance company and facility
data.

Codes - This is the menu where you manage your custom code libraries

 

Setup - This menu allows you to configure your default settings and create templates.
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Tools -  This section is for additional functions including your recommended Data Backup

Scheduler - If you have the scheduler function, this will pull up your patient scheduler application.

Ledger - If you have the Speedy Claims Suite, the Ledger option will be available and pull up your Ledger
options

Help - This section contains resources to assist with your billing and software functions
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2.1.1 Claims Button

              Whenever you need to create new claims, edit existing claims, or print claims, this is where you begin.

  By clicking on the Claims button, you will see 2 options above.

· CMS 1500 Claim - for entering data directly onto the form

· Claims List - the list of all the claims you have created

2.1.1.1 CMS 1500 Claim Form

 

Selecting CMS 1500 Claim opens a clean form ready for data entry to create a new claim. You can simply fill in the
blanks to create a new claim, then click Save or Print. If you choose to print the form, your claim is automatically saved.
It is as easy as that. Additionally, we have added numerous features to make your claim entry even easier.

.

.

2.1.1.2 Keyboard Shortcuts

·

In the date fields, you can manually enter the date in a mm/dd/yyyy format. The drop-down arrow will display
an interactive calendar with the current date preselected..

 

Click on the left/right arrows or scroll to quickly change the month. Click on the desired date to insert the date
into the field in the proper format.

l %2256d40cde-ed28-479d-936d-ed5b640d4f0e%22 h
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 CTRL +D is a powerful shortcut. You can use it in nearly every field in the form that has a corresponding
table setup.

In fields for Patient, Insurance, Referring Provider, Rendering Provider, Facility, Billing Provider,
Supplemental Information, Plan/Program Name, ICD Code, and Procedure Code.

 if you use CTRL +D or Double Click, a drop down list with all the approved choices will appear. Simply
select the appropriate one.

 

· CTRL +N - Creates a new blank record appropriate to where you are. If you are in the Claims List or Form
Entry then CTRL +N will produce a clean empty CMS-1500 form for you to use. If you are in one of the
tables or code tables then CTRL +N produces a new line entry for you to fill in with the appropriate data.

· CTRL +P - Shortcut for printing a claim. Can be used in the Claims List and Forms Entry.

· CTRL +C - Copy can be used to copy data from one field to paste to another.

· CTRL +V - Paste

· CTRL +X - Cut without copying

2.1.1.3    Claims List

 

If you click on the Claims icon you can see a list of all the claims you have produced.
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From this screen you can Edit an existing claim, Copy an existing claim, Print or Delete a claim or create a
new claim. There are multiple ways to accomplish all of these actions. We are sure that one of them will suit
your style.

1.  The menu bar across the top of the page has icons for New, Copy, Edit, Print Delete, Scrub,
and Archive, as well as your electronic batch options..

2.  RIGHT click on an existing claim. You will see a Pop Up Menu. with similar options that you see
at the top of your claim list when highlighting a claim.

 

You can sort this and ALL other lists by clicking on the column name. For instance, clicking on the column
name City will arrange all the claims alphabetically by City in ascending order. Clicking it again arranges them
in descending order. All columns work this same way.. One of the most frequently used is a date column, such
as Create Date. Clicking on the Create Date column header will sort your claims by date. Clicking it again will
reverse the order. This is particularly useful when batching, as it displays all recent claims together in the list,
rather than jumping around in an alphabetically sorted format.

  You can also choose which claims to print from this list by "batching". Batching is the process of selecting
multiple claims for a specific action. You can select multiple                              claims by highlighting one
claim first and then holding down the Ctrl key while clicking on the additional claims you want to select.
Once you have selected the ones you want, you  can then choose the desired action. Print, Delete, Batch,
etc.

2.1.1.5 Quick Claims recreate
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Creating repeat visit claims is one of our users' favorite functions. Speedy Claims features allow you to quickly and
easily create new claims for existing patients, without even needing to open the claim.

 

In your Claims List, highlight the claim or claims you need to rebill. Clicking on your F7 function key will recreate the
selected claims with the date of service one week later than the existing claim. Clicking on your F9 function key will
recreate the claims with today's date of service.

 

In this example, I have 4 existing claims selected to rebill for patients who had visits today.

Using the F9 function key, NEW claims with today’s date of service are created and saved in the list. They are also
highlighted and ready for you to print or create a batch file for electronic submission

This same function can be done by highlighting the selected claims and RIGHT clicking with your mouse to show your
popup window. Select Replicate.
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A window will appear, allowing you to select whether to recreate the selected claim(s) with today's date of service or
one week from the existing date of service.

 

Perfect for many solo providers who do their own billing, creating claims for the patients you saw today can be done in
seconds!
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2.1.1.1 CMS 1500 Claim Form

 

Selecting CMS 1500 Claim opens a clean form ready for data entry to create a new claim. You can simply
fill in the blanks to create a new claim then click Save or Print. If you choose to print the form your claim is
automatically saved. It is as easy as that. Additionally, we have added numerous features to make your claim
entry even easier.
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2.1.1.2 Creating Claims

 

 

Click on Claims from the top left vertical navigation field and select “CMS 1500 Claim” from the top. This will pull up a
blank form that is ready to fill out.

 

 

                                     

 

 

     If you have more than one template created, select the one you need from the drop-down in the upper left and
click on Apply Template before beginning to fill out your claim.
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\

AUTOFILL FUNCTIONS
 

If you are creating a new claim and you start typing the Patient name in Field 2, the autofill will open,
showing you a list that narrows down the more you type. When you see the patient's name, you can select it,
and the patient’s data will populate the form. “If preferred, a double lick in any of the fields below will pull
up its corresponding Table to select your needed entry”.

 

You can do this in many areas of the claim form including:

#     Patient Name – Field 2

#     Insurance Company – Carrier Fields

#     Referring Provider – Field 17

#     Diagnosis Codes – Field 21 **

#     Place of Service Codes – Field 24b

#     Procedure Codes – Field 24d **
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#     Service Facility – Field 32

#     Billing Provider – Field 33

#     All places where a date is required (Drop down)

 

** Diagnosis and Procedure codes are entered into their correct Table Fields by selecting “CODES” on your left
navigation bar. Select either Diagnosis or Procedure from above. Click on “NEW” in the upper left, fill in the
appropriate code and details then save from your “save” button above and repeat to build your custom code
libraries!

 

 

You can use your mouse to select the appropriate fields and your keyboard to enter the data or you can use
your Tab key to move among the fields. Either method you use, simply fill in all the appropriate fields and
click either the Save icon or the Print icon. Printing will save the claim to the Claim List automatically.

 

 

If you choose Print, the form will be printed according to your selection from the Settings Menu, and it will
be saved to the Claims List. If you choose Save, the claim will be saved to the Claims List for later action.
After the claim is saved, click on the “NEW” icon to start a new claim.

 

 When you create and save a claim, all of your data is saved into the appropriate tables AND a copy is
stored in the Claims List

 

SECONDARY CLAIMS
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Fill out the primary claim as usual. If there is a Secondary insurance check 11d there is another Health Benefit Plan.
Fill out 9, 9a, and 9d as instructed in 11d.

 

 

 

 

From the claim list, highlight the claim. An option for a Secondary Claim will be highlighted and available for
selection. Right-clicking on the claim will provide the same options as those highlighted in the upper bar.

 

 

 

This will pull the claim up as a New Secondary Claim. The information from section 1 and 9 have been reversed. All
that is needed now is to change the insurance name and address to the secondary insurance. In some cases, they
may want the amount paid from the primary insurance entered on the secondary claim in field 29.
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2.1.1.3 Keyboard Shortcuts
·

In the date fields, you can manually enter the date in a mm/dd/yyyy format. The drop-down arrow will show
you an interactive calendar with the current date selected.

 

                 Click on the left or right arrows, or scroll to quickly change the month. Click on the desired date to insert
the date into the field in the proper format.

 CTRL +D is a powerful shortcut. You can use it in nearly every field in the form that has a corresponding
table setup.

In fields for Patient, Insurance, Referring Provider, Rendering Provider, Facility, Billing Provider,
Supplemental Information, Plan/Program Name, ICD Clode, and Procedure Code.

 if you use CTRL +D or Double Click, a drop down list with all the approved choices will appear. Simply
select the appropriate one.

 

· CTRL +N - Creates a new blank record appropriate to your current location. If you are in the Claims List
or Form Entry, then CTRL +N will produce a new, empty CMS-1500 form for you to use. If you are in one
of the tables or code tables then CTRL +N produces a new line entry for you to fill in with the appropriate
data
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· CTRL +P - Shortcut for printing a claim. Can be used in the Claims List and Forms Entry.

· CTRL +C - Copy can be used to copy data from one field to paste to another.

· CTRL +V - Paste

· CTRL +X - Cut without copying

· CTRL +Z - undoes the most recent action you performed on your computer

 

undoes the most recent action you performed on your computerundoes the most recent action you
performed on your computer
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2.1.1.4 Claims List
 

If you click on the Claims icon you can see a list of all the claims you have produced.

You can sort this and ALL other lists by clicking on the column name. For instance, clicking on the column
name City will arrange all the claims alphabetically by City in ascending order. Clicking it again arranges them
in descending order. All columns work this same way.. One of the most frequently used is a date column, such
as Create Date. Clicking on the Create Date column header will sort your claims by date. Clicking it again will
reverse the order. This is very useful when batching as it will show all recent claims done together in the list
rather than jumping around the list in an alphabetic sorted format..

 

You can also choose which claims to print from this list by "batching". Batching is simply selecting multiple
claims for a specific action. You can select multiple claims by highlighting 1 claim first, then by holding down
your Ctrl key while clicking on the claims you want to select. Once you have the ones selected you can then
choose the desired action. Print, Delete, ANSI Batch, etc

 

 

From this screen, you can Edit an existing claim, Copy an existing claim, Print or Delete a claim, or create
a new claim. There are multiple ways to accomplish all of these actions. We are sure that one of them will
suit your style.

1.  The menu bar across the top of the page has icons for New, Copy, Edit, Print Delete, Scrub,
Archive, as well as your electronic batch options.

2.  RIGHT click on an existing claim. You will see a Pop Up Menu. with similar options you see at
the top of your claim list when highlighting a claim.
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The menu bar at the top as well as the popup on a right click, show the following options for selected claim(s)

New Copy - Opens your claim in New Copy mode for creating a new claim starting with all data from the
existing selected claim

Edit -Opens your claim in Edit Mode for adding or correcting information to the existing selected claim

Delete - Deleted selected highlighted claim(s)

Archive - This option allows you to archive selected claims, making them inactive. They will not show in your
claim list when archived; however, they are not deleted. To display archived claims, select 'Include Inactive
Claims' at the top of your claim list..

Restore - This option is used to reactivate archived claims. Once you include inactive claims they will show
up in dark gray. You can highlight desired claim(s) and select Restore to reactivate them back into your list.

Print - Prints selected claim(s)

ECH Batch - This option is used for batching your selected claim(s) for electronic submission in a "Print Image"
format

Sec. Claim - This option will open your existing claim as a Secondary Claim, reversing the data in 1a and
section 9. This function is only available if 11d is checked Yes.
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Scrub - This option will do a scrub check on your selected claim(s) for standard missing fields. It is very similar
to the auto-scrubbing done when creating an ANSI Batch, with the exception of a few fields being more strict
regarding format layout in an ANSI context. It will inform you of fields needing information and allow you to
correct while in the scrub window as well as updating the claim(s)

Envelope - This option will allow you to print the insurance and billing provider address for the highlighted
claim(s) for mailing paper claims.

ANSI Batch - This option is for batching your selected claim(s) for electronic submission in an ANSI 837 format

Export - This option allows you to export your claim list. You will have an option to export every claim field
or short format.
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.

Every claim field will export all data from the entire claim(s) selected. The short format will export the fields
showing in the claim list

.
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2.1.1.5 Repeat Claims in Seconds Shortcut

Creating repeat visit claims is one of our users' favorite functions. Speedy Claims has features that allow you to create
new claims for existing patients fast and easy, without having to even open the claim!

 

In your Claims List, highlight the claim or claims you need to rebill. Clicking on your F7 function key will recreate the
selected claims with the date of service one week later than the existing claim. Clicking on your F9 function key will
recreate the claims with today's date of service.

 

In this example, I have 4 existing claims selected to rebill for patients who had visits today.

Using the F9 function key, NEW claims with today’s date of service are created and saved in the list. They are also
highlighted and ready for you to print or create a batch file for electronic submission

 

This same function can be done by highlighting the selected claims and RIGHT clicking with your mouse to show your
popup window. Select Recreate.



 

38

A window will appear, allowing you to select whether to recreate the selected claim(s) with today's date of service or
one week from the existing date of service. There is a Custom Option as well to enter any date you require.

 

Perfect for many solo providers who do their own billing, creating claims for the patients you saw today can be done in
seconds!
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2.1.2 Tables Button

All of the data you enter in a claim will be saved. It will be saved as a complete claim in the Claims List. It will
also be saved in various specific tables.

Patient Table - contains all the data specific to a patient.

Facility Table - contains all the data specific to a primary provider.

Insurance Table - contains all the data specific to an insurance company.

Billing Provider Table - contains data specific to billing providers.

Referring Provider Table - Contains data specific to referring providers

Plan/Program Table - Contains data specific to Plan/Program use

Supplemental Information Table - Contains data specific to your supplemental information use

The following are types of supplemental information that can be entered in the shaded areas of Item Number
24: •   Narrative description of unspecified codes •   National Drug Codes (NDC) for drugs •  Contract rate •
  Tooth numbers and areas of the oral cavity

The following qualifiers are to be used when reporting these services. ZZ  Narrative description of unspecified
code N4  National Drug Codes (NDC) CTR  Contract rate JP    Universal/National Tooth Designation System
JO   ANSI/ADA/ISO Specification No. 3950-1984 Dentistry Designation System for Tooth and Areas of the
Oral Cavity For additional information for reporting NDC units, see the  National Uniform Claim Committee’s
website at www.nucc.org.

2.1.2.1 Patient Table

 

You can Add, Edit, Delete and Export patient data from this screen. Data from this screen can be used to fill
in fields 1, 1a, 2, 3, 4, 5, 6, 7, 9, and 11 on the claim form.

 



 

40

 

· Add Patient - To add a new patient, simply click the New icon, fill in the relevant data below, and

click Save.

· Edit Patient - To edit the patient data, select the patient from the list, change the data below,
and click Save.

· Delete Patient - To delete a patient from the system, select the patient from the list and click the
delete icon.

· Export Patient Data - You can export the patient list for use in another program if you wish. Simply
click on the export icon and select the format you want to use.
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2.1.2.2 Facility Table

You can Add, Edit, Delete, and Export the Service Facility data from this screen. Data from this screen fills
Field 32 on the form.

 

 

· Add Facility - To add a new Facility, simply click the New icon, fill in the relevant data, and click
Save.

· Edit Facility - To edit the Facility data, select the Facility from the list, change the data, and click
Save.

· Delete Facility - To delete a Facility from the system, select the Facility from the list, and click
the delete icon.

· Export Facility Data - You can export the Facility list for use in another program if you wish. Simply
click on the export icon and select the format you want to use.
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2.1.2.3 Insurance Table

 

You can Add, Edit, Delete, and Export Insurance Company data from this screen. Data from this screen fill
the insurance name and address at the top right of the claim. The Payor ID will be required for electronic
submission.
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· Add Insurance Company - To add a new Insurance Company, simply click the New icon, fill in
the relevant data, and click Save.

· Edit Insurance Company - To edit the Insurance Company data, select the Insurance Company
from the list, change the data, and click Save.

· Delete Insurance Company - To delete a Insurance Company from the system, select the
Insurance Company from the list, and click the delete icon.

· Export Insurance Company Data - You can export the Insurance Company list for use in another
program if you wish. Simply click on the export icon and select the format you want to use.
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2.1.2.4 Billing Provider Table

 

You can Add, Edit, Delete, and Export Billing Provider data from this screen. Data from this screen fills field
33 on the claim form.

 

If you have different Other ID numbers for use with various insurance entities you can duplicate your data
here, changing only the ID number. Then while filling out the form you can double click in Block 33 and choose
the appropriate entry.

· Add Provider - To add a new Provide,r simply click the New icon, fill in the relevant data, and
click Save.
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· Edit Provider - To edit the Provider data, select the Provider from the list, change the data, and
click Save.

· Delete Provider - To delete a Provider from the system, select the Provider from the list and click
the delete icon.

· Export Provider Data - You can export the Provider list for use in another program if you wish.
Simply click on the export icon and select the format you want to use.

 

 

2.1.2.5 Referring Provider Table

 

You can Add, Edit, Delete, and Export Referring Provider data from this screen. Data from this screen fills
field 17 on the claim form
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· Add Referring Provider - To add a new Referring Provider, simply click the New icon, fill in the
relevant data, and click Save.

· Edit Referring Provider - To edit the Referring Provider data, select the Provider from the list,
change the data, and click Save.

· Delete Referring Provider - To delete a Referring Provider from the system, select the Provider
from the list and click the delete icon.

· Export Referring Provider Data - You can export the Referring Provider list for use in another
program if you wish. Simply click on the export icon and select the format you want to use.
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2.1.2.6 Rendering Provider Table

 

             You can Add, Edit, Delete, and Export Rendering Provider data from this screen. Data from this screen fills
fields 24 I, and J on the claim form

 

 

 

· Add Rendering Provider - To add a new Rendering Provider, simply click the New icon, fill in the
relevant data, and click Save.
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· Edit Rendering Provider - To edit the Rendering Provider data, select the Provider from the list,
change the data, and click Save.

· Delete Rendering Provider - To delete a  Rendering Provider from the system, select the Provider
from the list and click the delete icon.

· Export Rendering Provider Data - You can export the Rendering Provider list for use in another
program if you wish. Simply click on the export icon and select the format you want to use.

 

 

2.1.2.7 Plan / Program Table

 

                                 You can Add, Edit, Delete, and Export Plan / Program data from this screen. Data from this
screen fills field 17C on the claim form

 

The “Insurance Plan Name or Program Name” is the name of the plan or program of the insured as indicated in Item
Number 1a
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· Add Insurance Plan Name or Program Namer - To add a new Insurance Plan Name or Program
Name, simply click the New icon, fill in the relevant data, and click Save.

· Edit Insurance Plan Name or Program Name - To edit the Insurance Plan Name or Program Name
data, select the Name from the list, change the data, and click Save.

· Delete Insurance Plan Name or Program Name - To delete an Insurance Plan Name or Program
Name from the system, select the Name from the list, and click the delete icon.

· Export Insurance Plan Name or Program Name Data - You can export the Insurance Plan Name
or Program Name list for use in another program if you wish. Simply click on the export icon and
select the format you want to use.

 

2.1.2.8 Supplemental Information Table

 

                 You can Add, Edit, Delete, and Export Plan / Program data from this screen. Data from this
screen fills the shaded portion on field 24 on the claim form
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The following are types of supplemental information that can be entered in the shaded areas of Item Number
24: •   Narrative description of unspecified codes •   National Drug Codes (NDC) for drugs •  Contract rate •
  Tooth numbers and areas of the oral cavity

· Add Supplemental Information - To add a new Supplemental Information, simply click the New
icon, fill in the relevant data, and click Save.

· Edit Supplemental Information - To edit the Supplemental Information select the Description from
the list, change the data and click Save.

· Delete Supplemental Information - To delete Supplemental Information from the system select
the Description from the list and click the delete icon.

· Export Supplemental Information - You can export the Supplemental Information list for use in
another program if you wish. Simply click on the export icon and select the format you want
to use.
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2.1.2.1 Patient Table
You can Add, Edit, Delete and Export patient data from this screen. Data from this screen can be used to fill
in fields 1, 1a, 2, 3, 4, 5, 6, 7, 9, and 11 on the claim form.

 

 

· Add Patient - To add a new patient, simply click the New icon, fill in the relevant data below, and

click Save.

· Edit Patient - To edit the patient data, select the patient from the list, change the data below,
and click Save.

· Delete Patient - To delete a patient from the system, select the patient from the list and click the
delete icon.

· Export Patient Data - You can export the patient list for use in another program if you wish. Simply
click on the export icon and select the format you want to use.
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2.1.2.2 Facility Table
You can Add, Edit, Delete, and Export the Service Facility data from this screen. Data from this screen fills
Field 32 on the form.

 

 

· Add Facility - To add a new Facility, simply click the New icon, fill in the relevant data, and click
Save.

· Edit Facility - To edit the Facility data, select the Facility from the list, change the data, and click
Save.

· Delete Facility - To delete a Facility from the system, select the Facility from the list, and click
the delete icon.

· Export Facility Data - You can export the Facility list for use in another program if you wish. Simply
click on the export icon and select the format you want to use.

 



 

55



 

56

2.1.2.3 Insurance Table
You can Add, Edit, Delete, and Export Insurance Company data from this screen. Data from this screen fill
the insurance name and address at the top right of the claim. The Payor ID will be required for electronic
submission.

 

 

· Add Insurance Company - To add a new Insurance Company, simply click the New icon, fill in
the relevant data, and click Save.

· Edit Insurance Company - To edit the Insurance Company data, select the Insurance Company
from the list, change the data, and click Save.

· Delete Insurance Company - To delete a Insurance Company from the system, select the
Insurance Company from the list, and click the delete icon.
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· Export Insurance Company Data - You can export the Insurance Company list for use in another
program if you wish. Simply click on the export icon and select the format you want to use.
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2.1.2.4 Billing Provider Table
 

 

You can Add, Edit, Delete, and Export Billing Provider data from this screen. Data from this screen fills field
33 on the claim form.

 

If you have different Other ID numbers for use with various insurance entities you can duplicate your data
here, changing only the ID number. Then while filling out the form you can double click in Block 33 and choose
the appropriate entry.
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· Add Provider - To add a new Provide,r simply click the New icon, fill in the relevant data, and
click Save.

· Edit Provider - To edit the Provider data, select the Provider from the list, change the data, and
click Save.

· Delete Provider - To delete a Provider from the system, select the Provider from the list and click
the delete icon.

· Export Provider Data - You can export the Provider list for use in another program if you wish.
Simply click on the export icon and select the format you want to use.
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2.1.2.5 Referring Provider Table
You can Add, Edit, Delete, and Export Referring Provider data from this screen. Data from this screen fills
field 17 on the claim form

 

 

 

 

· Add Referring Provider - To add a new Referring Provider, simply click the New icon, fill in the
relevant data, and click Save.

· Edit Referring Provider - To edit the Referring Provider data, select the Provider from the list,
change the data, and click Save.

· Delete Referring Provider - To delete a Referring Provider from the system, select the Provider
from the list and click the delete icon.

· Export Referring Provider Data - You can export the Referring Provider list for use in another
program if you wish. Simply click on the export icon and select the format you want to use.
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2.1.2.6 Rendering Provider Table
 

               You can Add, Edit, Delete, and Export Rendering Provider data from this screen. Data from this screen fills
fields 24 I, and J on the claim form

 

 

 

· Add Rendering Provider - To add a new Rendering Provider, simply click the New icon, fill in the
relevant data, and click Save.

· Edit Rendering Provider - To edit the Rendering Provider data, select the Provider from the list,
change the data, and click Save.
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· Delete Rendering Provider - To delete a  Rendering Provider from the system, select the Provider
from the list and click the delete icon.

· Export Rendering Provider Data - You can export the Rendering Provider list for use in another
program if you wish. Simply click on the export icon and select the format you want to use.
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2.1.2.7 Plan / Program Table
   You can Add, Edit, Delete, and Export Plan / Program data from this screen. Data from this screen fills field 17C on
the claim form

 

The “Insurance Plan Name or Program Name” is the name of the plan or program of the insured as indicated in Item
Number 1a

 

· Add Insurance Plan Name or Program Namer - To add a new Insurance Plan Name or Program
Name, simply click the New icon, fill in the relevant data, and click Save.

· Edit Insurance Plan Name or Program Name - To edit the Insurance Plan Name or Program Name
data, select the Name from the list, change the data, and click Save.

· Delete Insurance Plan Name or Program Name - To delete an Insurance Plan Name or Program
Name from the system, select the Name from the list, and click the delete icon.

· Export Insurance Plan Name or Program Name Data - You can export the Insurance Plan Name
or Program Name list for use in another program if you wish. Simply click on the export icon and
select the format you want to use.
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2.1.2.8 Supplemental Information Table
 

                 You can Add, Edit, Delete, and Export Plan / Program data from this screen. Data from this
screen fills the shaded portion on field 24 on the claim form

 

The following are types of supplemental information that can be entered in the shaded areas of Item Number
24: •   Narrative description of unspecified codes •   National Drug Codes (NDC) for drugs •  Contract rate •
  Tooth numbers and areas of the oral cavity

· Add Supplemental Information - To add a new Supplemental Information, simply click the New
icon, fill in the relevant data, and click Save.

· Edit Supplemental Information - To edit the Supplemental Information select the Description from
the list, change the data and click Save.

· Delete Supplemental Information - To delete Supplemental Information from the system select
the Description from the list and click the delete icon.
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· Export Supplemental Information - You can export the Supplemental Information list for use in
another program if you wish. Simply click on the export icon and select the format you want
to use.
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2.1.3 Codes Button

There are 3 tables in the Codes section of Speedy Claims

ICD-10 Diagnosis Codes - the classification system of diagnosis codes representing conditions and diseases,
related health problems, abnormal findings, signs, and symptoms

CPT4 Procedure Codes - a set of healthcare procedure codes based on the American Medical Association's
Current Procedural Terminology (CPT).

Place of Service Codes - two-digit codes placed on health care professional claims to indicate the setting in
which a service was provided

 

 

 2.1.3.1 ICD-10 Diagnosis

 

You can manage your ICD-10 Diagnosis codes library by selecting ICD-10 Diagnosis at the top menu after
selecting the Codes Button from the main menu on the left..
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As you can see, the software does not contain any Diagnosis codes when it is first installed. You can add the
appropriate codes for your practice individually by clicking on the New icon or by using your Ctrl - N keys.
This will bring up the input fields at the bottom of the page.

 

Enter the code number in the top field and the code description in the bottom field. Click on the Save icon
to save the code. You can edit any code by simply highlighting the code and changing the data in the fields
below and clicking Save.

The Diagnosis codes listed here are used in Block 21 on the form. If you are filling out a new claim form you
can simply double click on a diagnosis code line in Block 24D to bring up this list. Then you can import your
choice of code by double clicking on the code itself.
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2.1.3.2 CPT4 Procedure

 

You can manage your CPT4 Procedure codes library by selecting CPT4 Procedure at the top menu after
selecting the Codes Button from the main menu on the left.

 

 

As you can see, the software does not contain any Procedure codes when it is first installed. You can add
the appropriate codes for your practice individually by clicking on the New icon or by using your Ctrl - N
keys. This will bring up the input fields at the bottom of the page.

 



 

71

Enter the code number in the top field and the code description in the bottom field. Click on the Save icon
to save the code. You can edit any code by simply highlighting the code and changing the data in the fields
below and clicking Save.

 

 

The Procedure codes listed here are used in Block 24D on the form. If you are filling out a new claim form,
you can simply double click in Block 24D to bring up this list. Then you can import your choice of code by
double clicking on the code itself. If you have a charge amount assigned to the procedure code, it will populate
in the charge field in 24F as well.

2.1.3.3 Place of Service

 

The Place of Service Codes come pre-loaded in your Speedy Claims
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The Place of Service codes listed here are used in Block 24B on the form. If you are filling out a new claim
form you can simply double click on the Place of Service field in Block 24B to bring up this list. Then you can
import your choice of code by double clicking on the code itself. This code can be manually entered on the
claim form as well.
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 2.1.3.1 ICD-10 Diagnosis

 

You can manage your ICD-10 Diagnosis codes library by selecting ICD-10 Diagnosis at the top menu after
selecting the Codes Button from the main menu on the left..

 

 

As you can see, the software does not contain any Diagnosis codes when it is first installed. You can add the
appropriate codes for your practice individually by clicking on File then New, clicking on the New icon or by
using your Ctrl - N keys. This will bring up the input fields at the bottom of the page.

 

Enter the code number in the top field and the code description in the bottom field. Click on the Save icon
to save the code. You can edit any code by simply highlighting the code and changing the data in the fields
below and clicking Save.
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The Diagnosis codes listed here are used in Block 21 on the form. If you are filling out a new claim form you
can simply double click on a diagnosis code line in Block 24D to bring up this list. Then you can import your
choice of code by double clicking on the code itself.
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2.1.3.2 CPT4 Procedure

 

You can manage your CPT4 Procedure codes library by selecting CPT4 Procedure at the top menu after
selecting the Codes Button from the main menu on the left.

 

 

As you can see, the software does not contain any Procedure codes when it is first installed. You can add
the appropriate codes for your practice individually by clicking on File then New, clicking on the New icon or
by using your Ctrl - N keys. This will bring up the input fields at the bottom of the page.
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Enter the code number in the top field and the code description in the bottom field. Click on the Save icon
to save the code. You can edit any code by simply highlighting the code and changing the data in the fields
below and clicking Save.

 

 

The Procedure codes listed here are used in Block 24D on the form. If you are filling out a new claim form you
can simply double click in Block 24D to bring up this list. Then you can import your choice of code by double
clicking on the code itself. If you have a charge amount assigned to the procedure code, it will populate in
the charge field in 24F as well.
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2.1.3.3 Place of Service

 

The Place of Service Codes come pre-loaded in your Speedy Claims

The Place of Service codes listed here are used in Block 24B on the form. If you are filling out a new claim
form you can simply double click on the Place of Service field in Block 24B to bring up this list. Then you can
import your choice of code by double clicking on the code itself. This code can be manually entered on the
claim form as well.
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2.1.4 Setup Button

 There are 2 options that show up at the top when you click on the Setup Button.

 

2.4.1.1 Settings

Your Settings window is where you can set certain preferences for your Speedy Claims functions and claim
output. The software comes with default fields already selected to meet standard claim requirements. All
setting options can be changed to meet your needs.
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Box #24 - Total Charges

Total Charges WITH Multiplied Days or Units - This option will multiply your charges in 24F by the units in
24G showing the total charge for all lines in 28

Total Charges WITHOUT multiplied Days or Units -  This option will NOT multiply your charges in 24F by the
units in 24G. It will show the total charge for all lines in 28

Manual Charges (No Calculations) - This option will NOT multiply charges in 24F by units in 24G. It will NOT
show the total charge for all lines in 28.
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Box #26 Patient Account No - Auto Create

Having this selected (Yes) the program will automatically create an account number for patients based on
part of their name and birthday. IN general, claim will require a patient account number in field #26. If you
are not using your own account numbers for patients for this field, the YES is recommended.

 

Claim List Double-Click Behavior

This option sets the default behavior of the mouse double-click on a claim in the Claims List. Edit will open the
claim, and any modification will be made on the original claim. New Copy will create a copy of the selected
claim and will save any modification, as a NEW claim.

This setting can be overridden at any time by using the Right Click Menu in the Claim List, or by highlighting
an existing claim and selecting either New Copy or Edit

Print Zero Dollar Amounts

 In any charge field such as 28 and 29, this is to set the program to either print 0.00 dollar amounts or leave
blank. The No option is the default as leaving these fields blank when printing are mostly preferred by insurance.
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Scrub Warning Before Print

 This setting will affect the program by doing a prompted claim scrub checking for any missing or incorrect
standard fields on the claim when selecting to print.

Program Protection Password

 In this setting, you can choose to set up a password prompt required when opening the program. Additional
options are here to change or disable your password.

Check for Updates Automatically

This option allows the program to check for any software updates when opening the application. If it is selected
NO, checking for updated can be done manually anytime from the opening program screen.

 .

You must be connected to the Internet and online to receive updates.
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Automatic Data Backup

This option is to set whether to prompt a backup save window when closing the application or not to. A data
backup can be done manually through your Tools

Print the decimal point in ICD Codes

              This option allows you to choose whether to print the decimal in your diagnosis code This requirement may
vary depending on the insurance you are billing.

Claim List Range

 In your Claims List, the default setting is to show claims within the last 12 months' “date of service.” This
enables the list to load more quickly. You can change that

               default here, as well as toggle it from within the Claims List itself, using the drop-down at the top

2.4.1.2 Templates

 

l %2272960ed3-4ef5-4fa8-b8a8-4b2766fb9cef%22 h
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You can create a Template to automatically prefill your claim forms with the information you usually include on
every form. First click on “Setup” on your main navigation field on the lower left of your screen. Next, click on the
“Templates” at the top to pull up an image of the form. Give your template a name where it states “Template Name”
at the upper right. Then just fill in any fields that will always contain the same information. Suggested field's are

 

#         12 and 13 – Signature on File,

#         24B – Place of Service,

#         24J – Rendering Provider NPI,

#         25 ID Number,

#         27 – Accept Assignment and

#         all of 31, 32 and 33.

Once completed, click on Save at the top. When creating new claims, this information will populate automatically
when you fill out the claim.
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Additional templates can be created for additional rendering or billing providers by selecting New at the upper left.
At the top right, give it a different Template Name and make your changes. Save when you are done. With multiple
templates, ensure you select the correct one on your main CMS-1500 form before entering your claim data.

 

 

 

.
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2.4.1.1 Settings

Your Settings window is where you can set certain preferences for your Speedy Claims functions and claim
output. The software comes with default fields already selected to meet standard claim requirements. All
setting options can be changed to meet your needs.

 

Box #24 - Total Charges

Total Charges WITH Multiplied Days or Units - This option will multiply your charges in 24F by the units in
24G showing the total charge for all lines in 28

Total Charges WITHOUT multiplied Days or Units -  This option will NOT multiply your charges in 24F by the
units in 24G. It will show the total charge for all lines in 28

Manual Charges (No Calculations) - This option will NOT multiply charges in 24F by units in 24G. It will NOT
show the total charge for all lines in 28.
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Box #26 Patient Account No - Auto Create

Having this selected (Yes) the program will automatically create an account number for patients based on
part of their name and birthday. IN general, claim will require a patient account number in field #26. If you
are not using your own account numbers for patients for this field, the YES is recommended.

 

Claim List Double-Click Behavior

This option sets the default behavior of the mouse double-click on a claim in the Claims List. Edit will open the
claim, and any modification will be made on the original claim. New Copy will create a copy of the selected
claim and will save any modification, as a NEW claim.

This setting can be overridden at any time by using the Right Click Menu in the Claim List, or by highlighting
an existing claim and selecting either New Copy or Edit
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Print Zero Dollar Amounts

 In any charge field such as 28 and 29, this is to set the program to either print 0.00 dollar amounts or leave
blank. The No option is the default as leaving these fields blank when printing are mostly preferred by insurance.

Scrub Warning Before Print

 This setting will affect the program by doing a prompted claim scrub checking for any missing or incorrect
standard fields on the claim when selecting to print.

Program Protection Password

 In this setting, you can choose to set up a password prompt required when opening the program. Additional
options are here to change or disable your password.

Check for Updates Automatically

This option allows the program to check for any software updates when opening the application. If it is selected
NO, checking for updated can be done manually anytime from the opening program screen.

 .
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You must be connected to the Internet and online to receive updates.

Automatic Data Backup

This option is to set whether to prompt a backup save window when closing the application or not to. A data
backup can be done manually through your Tools

Print the decimal point in ICD Codes

              This option allows you to choose whether to print the decimal in your diagnosis code This requirement may
vary depending on the insurance you are billing.

Claim List Range

 In your Claims List, the default setting is to show claims within the last 12 months' “date of service.” This
enables the list to load more quickly. You can change that

               default here, as well as toggle it from within the Claims List itself, using the drop-down at the top

l %2272960ed3-4ef5-4fa8-b8a8-4b2766fb9cef%22 h
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2.4.1.2 Templates

 

 

You can create a Template to automatically prefill your claim forms with the information you usually include on
every form. First click on “Setup” on your main navigation field on the lower left of your screen. Next, click on the
“Templates” at the top to pull up an image of the form. Give your template a name where it states “Template
Name” at the upper right. Then just fill in any fields that will always contain the same information and select "SAVE".
Suggested field's are

 

#         12 and 13 – Signature on File,

#         24B – Place of Service,

#         24J – Rendering Provider NPI,

#         25 ID Number,

#         27 – Accept Assignment and

#         all of 31, 32 and 33.
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Once completed, click on Save at the top. When creating new claims, this information will populate automatically
when you fill out the claim.

 

Additional templates can be created for additional rendering or billing providers by selecting New at the upper left.
At the top right, give it a different Template Name and make your changes. Save when you are done. With multiple
templates, ensure you select the correct one on your main CMS-1500 form before entering your claim data.
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2.1.5 Tools Button

    

This section is for additional functions including your recommended Data Backup

 

Data Backup - Used to create a current backup of all data in your Speedy Claims database. This is recommended
to be done frequently and saved OFF your computer in the case of a computer failure or crash. Saving to a USB or
separate drive is suggested. This function is also suggested for the process of transferring your program to a different
computer.

Data Restore - This step is used to Restore a saved Backup file into your Speedy Claims. This is mainly used when
installing Speedy Claims to a new computer for either a crash or transfer purposes.

Calculator - Pulls up your computer's calculator
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Print Blank Form-Front - Used if needed for printing the blank claim front onto blank paper.

Print Blank Form-Back - Used if needed for printing the back of the claim form onto blank paper

Test Printer Alignment - This will pull up your print dialog window. In here can test print with all fields filled in to check
and adjust your printer alignment. The print dialog window is also where you will see your Form / Printer Settings
which is where printer alignment adjustments can be made.

Buy Forms - This link will take you to justcms1500forms.com where you can purchase claim forms and envelopes

Program Info - This section will give you your program details such as, version / build number, license, and database
location.
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Deregister - This function is used to release your license number from the current installation. It will give you your
current license as well as email it to the email you provide. This is one of the main steps when transferring your
Speedy Claims to another computer.
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2.1.6 Scheduler

The Scheduler button will open your scheduler in a separate window. This allows you to navigate between both
applications simultaneously..

The Calendar on your right will allow you to jump anywhere in your scheduler by simply clicking on the date.

 

2.1.6.1 Creating Appointment

Your scheduler is connected to your Speedy Claims Patient list. When you double click on a selected time or click on
New Appointment, it will open your window to create an appointment.
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In this section, you can select the patient, times, and assign label. Additional fields including location and notes can be
entered here as well.

2.1.6.2 New Patient Appointment

If a patient has not been entered into Speedy Claims yet to your Patient Table, you can select New Patient at the
upper right.
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Load the provided fields to start the patient record setup and create the appointment.

After saving, the new patient will be saved to your Patient Table and you can continue creating the appointment.
Added details on the new patient record will be updated to you Patient Table through claim creation or direct table
update in Speedy Claims

2.1.6.3 Confirming Appointment

Existing appointments can be opened directly from your scheduler screen with either a double click or right-click, and
selecting open.
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This will pull up the appointment details. There is a Confirmed check box as well. To confirm an appointment, check
the box and click OK below.

You will now see a check by the confirmed appointment on your main schedule screen.
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2.1.6.4 Options / Setup

By clicking on Options on the upper right, you get your setup window to manage your schedule hours, display, and
custom labels.

The Day Grid will be where you set up your default work time and display options.

The Time section in the middle can be used to customize set days and hours. In the example above, We have
Saturday and Sunday selected as closed days. We also have Wednesdays set as early days ending at 1:00
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In the Labels section, labels can be created and edited to suit your practice's specific needs. These helpful, color-
coded labels make it easier to manage your schedule at a glance by indicating the purpose of an appointment or the
physician's name by the assigned color.

 

2.1.6.5 Appointment Lookup

The Find button will pull up a search field to allow you to look up appointments created in your scheduler.

 

The search can be done by looking up details from any of the selected fields shown below.

Double-clicking on the appointment result will open that appointment and date on your scheduler.
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2.1.6.6 Schedule Printing

 

Schedules can be printed by selecting File in the upper left.
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2.1.6.1 Creating Appointment
Your scheduler is connected to your Speedy Claims Patient list. When you double click on a selected time or click on
New Appointment, it will open your window to create an appointment.

In this section, you can select the patient, times, and assign label. Additional fields including location and notes can be
entered here as well.
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2.1.6.2 New Patient Appointment

If a patient has not been entered into Speedy Claims yet to your Patient Table, you can select New Patient at the
upper right.

Load the provided fields to start the patient record setup and create the appointment.

After saving, the new patient will be saved to your Patient Table and you can continue creating the appointment.
Added details on the new patient record will be updated to you Patient Table through claim creation or direct table
update in Speedy Claims
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After saving, the new patient will be saved to your Patient Table and you can continue creating the appointment.
Added details on the new patient record will be updated to you Patient Table through claim creation or direct table
update in Speedy Claims



 

104

2.1.6.3 Confirming Appointment
 

Existing appointments can be opened directly from your scheduler screen with either a double click or right-click, and
selecting open.

This will pull up the appointment details. There is a Confirmed check box as well. To confirm an appointment, check
the box and click OK below.

You will now see a check by the confirmed appointment on your main schedule screen.



 

105
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2.1.6.4 Options / Setup
 

By clicking on Options on the upper right, you get your setup window to manage your schedule hours, display,custom
labels, and locations.

The Day Grid will be where you set up your default work time and display options.

The Time section in the middle can be used to customize set days and hours. In the example above, We have
Saturday and Sunday selected as closed days. We also have Wednesdays set as early days ending at 1:00

In the Labels section, labels can be created and edited to suit your practice's specific needs. These helpful, color-
coded labels make it easier to manage your schedule at a glance by indicating the purpose of an appointment or the
physician's name by the assigned color.

In the Locations section, a list of default locations can be loaded. They will appear on a dropdown when creating your
appointment. Any location that is not on your list can be entered as well.
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2.1.6.5 Appointment Lookup
 

The Find button will pull up a search field to allow you to look up appointments created in your scheduler.

 

The search can be done by looking up details from any of the selected fields shown below.

Double-clicking on the appointment result will open that appointment and date on your scheduler.
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2.1.6.6 Schedule Printing

Schedules can be printed by going to File in the upper left.
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2.1.7 Ledger

The Ledger is included in the 30-day trial of Speedy Claims. If you subscribe to the Speedy Claims Suite, this function
will appear in your registered Speedy Claims as well.
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2.1.7.1 Ledger Settings

 

You will want to complete your Ledger Settings before creating any statements. This is where you will enter your bill
customization. The information here is what will be displayed on the statements you make in Ledger. The Ledger
Customization on the left side is already set to the program's defaults and can be changed if desired.

 

You can add your logo to your bill customization as well. This is optional.  Logo image specs are as follows.

The max dimensions are:

  maxWidth = 192;

  maxHeight = 96;

image file types:

.jpg, .jpeg, .bmp
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2.1.7.2 Ledger Claim List

 

 

The Claims List in your Ledger displays claims much like the list in your main Speedy Claims. It has an added column
for Ledger Status. This shows the claim's ledger status as payments are entered into your Ledger Payments.

 

From this list, you can easily navigate to the Ledger Payments section for payment posting and statement creation.
You can also open the CMS-1500 claim in edit mode from this list. Double-clicking opens the desired entry in the
Ledger Payment section.

If you highlight a claim line entry here, you will see the options to open in Ledger Payments or open the claim in edit
mode.
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Right-clicking a claim line entry displays the payment data entered in the Ledger, along with options to open the
claim in Ledger payments or in the CMS-1500 claim.

 

Ledger Payments is the main component of your Speedy Claims Ledger for posting payments and generating your
statements. The top section is for entering EOB information, including your insurance-allowed amount, payments,
and dates. The bottom half is for patient payments and adjustments. The option to Create Statement is located at
the lower right of this page.
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I have entered the insurance payment details for this claim and selected the Create Statement option.

 

When selecting to Create Statement, a patient statement will appear for the claim that you were working on in the
Ledger Payments section.

Below is an example of a patient statement. There are options at the top to customize your statement by adding or
removing specific fields.
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When closing the Patient Statement, you will be prompted to save.

Selecting Yes will save the statement to your Patient Statement List with the statement number.
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2.1.7.2.1 Ledger Payments

 

Ledger Payments is the main component of your Speedy Claims Ledger for posting payments and generating your
statements. The top section is for entering EOB information, including your insurance-allowed amount, payments,
and dates. The bottom half is for patient payments and adjustments. The option to Create Statement is located at
the lower right of this page.

 

I have entered the insurance payment details for this claim and selected the Create Statement option.

 

When selecting to Create Statement, a patient statement will appear for the claim that you were working on in the
Ledger Payments section.

Below is an example of a patient statement. There are options at the top to customize your statement by adding or
removing specific fields.
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When closing the Patient Statement, you will be prompted to save.

Selecting Yes will save the statement to your Patient Statement List with the statement number.
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121

2.1.7.2.2 Self-Pay Patients

There may be situations in which patients are not billed to insurance and are self-pay. For your Ledger to show these
charges, a claim will be required first. It does not need to be completed in full, such as a standard insurance claim.
At a minimum, you would want to include the patient's name, service dates, and charges. To track them more easily,
you can also create an insurance record in your Speedy Claims insurance table to use for the claim in the insurance
name field. A good example would be Self-Pay.

By doing this, it will show all your self-pay patients in searches of your Claim List and Global Report.

 

To post self-pay payments in Ledger

 

The responsibility for payment will start with the insurance company in your Ledger. To push the total balance to the
patient's responsibility, follow these easy steps.

 

This is a self-pay patient with a $250.00 charge for services. To transfer the full charge balance to the patient’s
responsibility, enter 100% of the charge for the allowed amount on the insurance payment line, then enter 00.00 for
the payment amount. This will now show the balance in the Patient section.
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Click Add Payment at the bottom left to enter the patient payments you receive.

 

The Add Payment button can be used to create additional payment lines if the patient is making multiple payments
towards the balance.
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2.1.7.3 Patient Statement List

 

The Patient Statement List stores your saved patient statements. From here, you can easily return to the Ledger
Payments section to enter patient payments you have received.

 

Patient statements can be reviewed, printed, and exported from here as well. If you have a clearinghouse that
processes statements, there is an ECH function to create a Print Image file for electronic submission.

Right-clicking a saved statement gives a selection to go to the Ledger Payments section. This is a quick way to post a
patient payment for a selected statement. Once a statement has been paid, you can delete it from the list if it is no
longer needed.
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2.1.7.4 Bundled Statement

 

The Bundled Statement allows you to create a statement that combines multiple dates of service from various
claims. This function differs from your Create Statement option in the Ledger Payments section, which creates a
statement for that individual claim.

The Bundled Statement feature is widely used for billing a group of service dates and charges in a single statement to
legal teams for auto or other accidents.

 

In this example, I have pulled up all the service dates for a specific patient. All have been highlighted, and I will select
to print.

 

Below is a preview of the Bundled Statement I have selected to print. This statement can be as many pages as
needed, depending on the number of service dates you choose to include.
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The Description of Service field here will load for procedure codes you have pulled from your Procedure Codes
Library, which includes a description when you are filling out your initial CMS 1500 claim.
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2.1.7.5 Patient Reports

 

 

The Patient Reports have an option to search patient balances in either the Amount Outstanding or Balance Due
report. Patient balances in the Aging Report do not begin until the insurance payment is posted and the Patient
Statement is created. There is a column for Unbilled Amount that reflects patient balances that have not been saved
in a statement.

 

Example Patient Aging Report

Example Patient Amount Outstanding Report
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Individual patients can be looked up to print a specific report for that patient.
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2.1.7.6 Insurance Reports

The Insurance Reports work very similarly to the Patient Reports. The key difference is that their results are for
insurance balances. There is also an Insurance Activity report. That includes a breakdown of service dates, charges,
and payment data.
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2.7.1.7 Global Report

 

The Global Report records all charges and payments posted to your claims, both for insurance and for patients, along
with the amounts collected and when. It has a dual search function at the top that enables a custom report that can
be printed or exported.

The dual search filters allows you to search using any of the column headers along with additional date paramaters.

 

In the example below, I have looked for records on a specific patient. The Global Report includes totals at the bottom
of each currency amount column

 



 

133

 

 

In the Global Rreport, you can right-click on a claim line to open it in the Ledger Payments section. This function
allows you to review, edit, and add payments to this claim.

 

 

Right-click on the claim line and select Ledger Payments.

 

 

Ledger Payments section
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2.1.8 Help Button

The Help Button opens the following links and documents

 

Quick Start Guide - This is a consolidated reference guide to using Speedy Claims V7.

User Manual - A much more thourough guide to all of the Speedy Claims V7 functions with
instructions

Online Help - This will take you to our wesite knowledgebase with helpful tips and answers to
FAQ.

NUCC 1500 Claim Form Insttruction Manual - An up to date manual provided by the National
Uniform Claims Committee with CMS 1500 form field detailed descriptions and instructions.

Medicare 1500 Claims Processing Manual - This an addional CMS 1500 manual with additional
specefics pertaining to Medicare guidelines.

Contact Support - This will take you to our website contact us page
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3. Additional Help references
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3.1 Printing

 

You have two options for printing your claims.

 

                            · You can print your claims onto the pre-printed red forms, which can be purchased from many vendors.

.

· You can print your claims onto a blank sheet of paper. This option prints the form and the data in
black or color (red).

 

You can set the option in the Setup menu under the Settings button.

We do NOT recommend that you print the claim onto a blank sheet of paper for three reasons.

1.  The number of insurance companies that will accept them is decreasing constantly. They do not want them because
they have to hand-enter all the data into their systems. If the claim is on the preprinted forms, they can scan them into
the system in seconds. The peculiar red ink that is used on the commercial forms disappears when scanned. Printing
the forms with red ink will not help, as it must be a specific type of OCR red ink compatible with their scanners.

2. When they manually enter your data into their systems, they can and do make mistakes. These mistakes can cause
delays and lead to claim rejections, resulting in financial losses.
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3.  Most folks want to print the form to save money. However, you can purchase the forms from us for less than
2 cents per form. When you add up the cost of the paper you print on and the additional ink you use, you are not
actually saving money by printing your own forms

 

Printing can be done claim by claim as you create them, or you can print them later from the Claims List.

. If you print a claim when you create it, the claim is automatically saved to the Claims List.

Alternatively, you can save the claims as you create them and "batch" print them at a later time. Open the
Claims List found under the Claims button in the Main Menu. Select the claim you want to print from the list
by left clicking on it once. Then click on Print.

              You can also choose which claims to print from this list by "batching". Batching is the process of selecting
multiple claims for a specific action. You can select multiple                                                                                           
  claims by highlighting one claim first and then holding down the Ctrl key while clicking on the additional claims you
want to select. Once you have selected the ones you                             want, you can then choose the desired action.
Print, Delete, etc

 

 

When you click on the print icon the printer dialog box opens.
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If you have any print alignment  problems, the Form / Printer Settings button in the lower left corner of the
dialog box is where you go to fix them.
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3.2 Printer Alignment Guide

 

Adjust your print alignment for your printer when printing
on Red CMS pre-printed forms.
When you begin using the program, switch computers, or change printers, you may need to make adjustments to the
alignment. Once you have 1 claim printed and see it needs to be adjusted, highlight the claim again in your claim list
and select to print again. When your print screen appears, select Form / Printer Settings in the lower left corner

 

This takes you to the Printer Settings window. Use the All Text to adjust the print as needed.
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If the top half becomes accurate, leaving the bottom needing to be moved up or down, the Vertical Spacing can be
used to Expand/pull down or Contract/push up the bottom half. The Horizontal spacing can be used to Expand or
Contract the right side in or out. Once your adjustment is correct, the setting will be saved.

 

NOTE. If you are printing on blank paper and want to print an image of the form as well, select one of the Blank
Paper options as your Print On option.
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Alignment Profile

The Alignment Profile is used to create different alignment settings for separate printers.
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3.2 Electronic Claim batching

Creating an ECH or ANSI file for electronic submission
 

Here is an example of the electronic batch creation in the program.

 

1 – Highlight the selected claims to batch and click on Create Batch for print image output. Select ANSI Batch for the
ANSI 837 Output.

 

 

 

 

 

 

2—Name the file. Mine is for today’s date. Save it to your preferred path destination.
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3 – Close the confirmation window

 

 

4 – Close Batch
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NOTE. While the Batch is still open, additional claims can be added to the file you have started on and created. Once
closed, it is ready to upload to your clearinghouse.
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3.2.1 ANSI Scrub feature

Speedy Claims features built-in claim scrubbers to help ensure that certain required fields are not overlooked. When
creating an ANSI Batch, it undergoes an ANSI scrub check to ensure that the data is entered correctly for accurate
reading through the ANSI output

After highlighting your selected claim/s and selecting ANSI Batch you will get the following scrub result window.

Select Results to get the next window. If the results show no errors, continue to ANSI Batch
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If the ANSI scrub detects any fields missing or entered in an incorrect format, it will show them under the patient's
name. The field location and description of the needed addition or change are as follows.

When you select a line item, it will display the corresponding section from the form below. Changes can be made or
added here to correct the claim. The changes will also be saved to your claim in Speedy Claims. Once you correct the
detected scrub issues, The example shows data missing in fields 24E and 24J.
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 Rescrub to get the message that "The selected Claim(s) does not contain any error". Continue by selecting ANSI
Batch from the button above

.

 Name the file. Mine is for today’s date. Save it to your preferred path destination.
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After saving you will receive a follow up window confirming the save path.

Select Continue to complete your ANSI Batch creation

Close the confirmation window

 

 

Close Batch when you are ready to upload the file to your Clearinghouse.

.

NOTE. While the Batch is still open, additional claims can be added to the file you have started on and created. Once
closed, it is ready to upload to your clearinghouse.
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3.3 Transferring to a New Computer

 

So, you have a new computer and want to move your Speedy Claims and records to it? Here’s how to do it without
encountering a registration problem.

 

On the old computer -

1. Start Speedy Claims and click on "Tools" then "Data Backup". The file will be named backup_xxxxxx.ssf.
x's for the current date. Save the backup to a USB or any shared folder that you can access from the new
computer. You can use a file sharing program as well, such as Dropbox, OneDrive or Send Anywhere. The goal
is to get your data backup to your new computer for the purpose of doing the data restore.

 

     

2. Click on "Tools" then "Deregister". This will release your serial number for use on the new computer. This
must be done while online or it will fail.

   

3. If you are unable to complete these steps on the original computer due to a any reason, a force transfer* of
your license can be done to the new computer without doing a Deregister.

*Force Transfer - If you are unable to deregister to release your license number and need to use it on a new
install, you will receive the following message when registering with your license number. Enter your email
that was used when you registered previously and select Transfer. Restore your last backup file into your new
Speedy Claims install.
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On the new computer -

 

                    1. On your new computer Download Speedy Claims V7.

2. Once installed, open the software. You will see a popup asking if you want to register now or later.
Choose Register Now and then enter your license number and click continue twice.

 

 

https://www.speedysoftusa.com/free-trial/speedyv7.exe
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3. Click on "Tools" then "Data Restore". Be sure your flash drive is inserted, if you use one for the
backup file.

        

  

Then navigate to the backup file on it.

Double-click the file, and a popup will appear asking if you want to Append, Restore, or Replace the database. Select
'Restore', and all your data will be restored to the new installation.
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4. Click on the "Claims List" to make sure all your files are there. You may have to click on the CMS
1500 form first then click on the Claims List to show the files.

 

That's it, you're done!
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3.4 Backing Up and Restoring Data

 

 

We have a built-in Backup and Restore system to help protect your data and work in the event of a computer crash. It
is very simple to use, and we highly recommend backing up your data frequently.

 

 

 

Backing up Your Data Correctly!

 

It is very important to save your data frequently from your computer in case of a crash. That backup is an encrypted
copy of your database and is used only to restore it into Speedy Claims.

Select "Tools" from the left column and then select "Data Backup" from the options above.

 

You will then see a Save window, showing you where the file is being saved, as well as the name of the backup.
For your extra protection in case of a crash, saving the backup off the computer will make the risk of losing all your
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records much less likely. Installing the software and transferring the license is very simple. Below is a shot of the
backup save window. I am directing this to my USB/Flash drive. I have also created a folder on the USB. Opening that
folder will direct the backup to it, keeping my backups in a specific folder on the USB  

 

Other options for saving your backup file, such as a shared network or server, cloud storage, or an external drive, are
also acceptable. The primary purpose is to have a current backup saved on a separate location, from the program is
installed and the database is located. Reinstalling the program is easy, but re-entering all your data can be very time-
consuming without the backup.

0

 

 

As shown in the File name, the backup file name includes the date it was created, so you can easily find the most
recent one in the event of a restore on a new installation.

 

Restoring

 

To restore your database to a new installation of the software, simply click on Tools, then Data Restore. You will be
prompted to browse to the location of your backup file. Select it and click Open or double-click on the file. You will receive
the following window.

l %22885de71b-e53a-4594-b66b-01b76c32b5f2%22 h
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If restoring to a NEW installation, select Restore.

              If you are restoring data from one database to another and want to combine the two, select 'Append'.

To overwrite one database with the one from the backup, select Replace

 

Please note that this function is not intended for transferring data between computers or exporting data to
another program. If you perform a Restore function on an   existing database, you may end up with duplicate
data and a corrupt database.
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