Avatar Guide: Remittance Advice (RA) or Explanation of Benefits (EOB)

Avatar Guide: Remittance Advice (RA) or Explanation of Benefits (EOB)

1st Step: Determine if guarantor’s denial or adjustment is valid and/or if guarantor requires more information to adjudicate claim. 
· Review remark and adjustment code descriptions on RA/EOB to determine reason for denial or adjustment. 
· Pull client folder and review CMS 1500 if applicable.
· Utilize other resources such as IEHP, MEDSLITE, and Noridian portals.
· Assign appropriate posting code if determination is that the denial is valid
· Return RA/EOB to OA IIIs to input

If client account review is needed to make determination for possible dispute, proceed to 2nd Step. 

2nd Step: Avatar: In the “Forms & Data” widget, use the “Search Forms” field to located the Client Ledger” report. Alternatively you can select from “My Forms” or “Recent Forms” if available (red arrow). 

HomeViewBILLING:
[image: ]

Client Ledger:  
[image: ]
Enter information for all the fields with red font: 
· Client ID – Enter Client ID number
· Claim/Episode/All Episodes – Select “All Episodes”
· Display Zero Dollar Payments/Adjustments – Should have “Yes” already checked
· Ledger Type – Select Crystal or Simple depending on data needed
· From Date – Should prepopulate with first date of service
· To Date – Click the “T” button to populate today’s date
· Specific date range can be selected if desired
Click the “Process” button to the left side under the “Client Ledger” tab to run the report which will open in a new window.  

Client Ledger Report:
[image: ]
Review claim lines that are on the RA/EOB and determine if claim status has changed since claim was submitted to guarantor (i.e. has new insurance information already been updated and is waiting to be claimed/has been claimed). Information in blue is a hyperlink that can be selected to see more detail for the item. The report will open another tab and display the selected information. 

· Date of Service hyperlink provides “Detail Service Information” which includes the Service Code, Service Description, and Providing Location (used to determine if service may be non-billable to Medicare because of service type and/or provider that rendered service.

[image: ]



· Guarantor Name hyperlink provides “Guarantor Detail” which includes the Guarantor’s address and phone number and the Subscriber Data.
[image: ]

· Claim Number hyperlink provides “Claim Data” which includes the Claim Number, Claim Creation Date, Total Bill Amount, and Expected Liability.  
[image: ]

To close a particular tab, select the small x or to return to the original report page, select the “Preview” tab.
If information in client ledger was not sufficient to make determination or additional guarantor information is needed, proceed to 3rd Step. 

3rd Step:  Verify Guarantor coverage effective and expiration dates. 

Avatar: Go to the Financial Eligibility Form by clicking on the green + button next to the Client Ledger tab at the top of the form (red arrow). Search for Financial Eligibility in the “My Forms” or “Recent Forms” sections or use the “Search Forms” field to locate it and double click to open. 

[image: ]

Financial Eligibility Episodes:
Click on the appropriate financial episode (MH or SUD) to move forward to the Financial Eligibility form. 
[image: ]
Financial Eligibility Form:
Click on Guarantor Selection to the left (red arrow) to move to the next form section that has the Guarantor Information.

[image: ]

In the Guarantor Information table, double click on the guarantor you want to verify coverage for (red arrow) per the RA or EOB being processed. Allow for the system to update and repopulate the fields below. Coverage Effective and Coverage Expiration dates are in the “Subscriber Information” section (blue arrow). 
Verify service was performed during the coverage period. Effective dates of other guarantors can be checked if needed by selecting other guarantor and repeating steps above.  

[image: ]
4th Step:  Verify Practitioner certification and/or discipline

Avatar: Go to the Practitioner Enrollment Form by clicking on the green + button next to the Client Ledger tab at the top of the form (red arrow). Search for Practitioner Enrollment in the “My Forms” or “Recent Forms” sections or use the “Search Forms” field to locate it and double click to open.

[image: ]

A pop-up window will require you to enter the practitioner’s name or number. Double click to select the practitioner name or click “Select” button (blue arrow). 

[image: ]
To view the practitioner’s discipline, click on “Categories/Taxonomy” on the menu on the left (red arrow). 
[image: ]

The first field, “Category/Taxonomy” will display the practitioner’s discipline (blue arrow). To see the practitioner’s type(s) of certification and certification dates, click on “Guarantor Coverage” in the menu on the left side (purple arrow). 
[image: ]
In the “Guarantor Coverage” table the types of Avatar Guarantors the practitioner is certified to provide services for, will be listed along with the effective dates of their certification (red arrow). 

[image: ]
 

· If determination is made that denial is valid, provide appropriate posting code on RA/EOB and return to OA IIIs to input. 
· If determination is made that claim should be disputed, follow appropriate process guarantor requires for dispute. Contact guarantor if needed. 
· Retype CMS 1500 if needed. 
· If medical records are needed to substantiate claim, verify crisis services, etc. follow internal procedure for Medical Records Request. 
· Update Open Receivables spreadsheet to document status of CMS1500.
· [bookmark: _GoBack]Take appropriate action on claim lines that are no longer valid for guarantor(s) or that need to be rebilled. 
· Perform any necessary follow up actions or set follow up reminders as appropriate. 
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