What I Learned from the F1 Key when I brought up each library

Hi, I brought up some of the key libraries in Therapist Helper and pressed the F1 key. It provided a brief explanation of each library, what other areas of TH it impacted (such as the face sheet, or bills, or reports, or HCFAs), and gave further helpful links – I strongly recommend using the F1 and following some of the links when you have a question about libraries. I’ve copied part of the library definitions and listed them below (
Jeanne

Library of Clinics Screen

The Library of Clinics stores information about the business identity of your practice: its name, address, phone number, and related information. Use the Add and Edit buttons to add a new entry or change an existing one.

If you bill under different business names for different locations, you need to create a record for each location in this library.

Each patient’s facesheet specifies a clinic in the Library Links screen. The clinic information prints on bills and claims. The information about the clinic comes from this library.

Library of Therapists Screen

The library of therapists contains a record of information about each therapist in your practice. Use the Add and Edit buttons to add a new entry or change an existing one.

Each patient’s facesheet specifies a therapist in the Library Links screen. The therapist is automatically linked to each transaction for that patient, and the therapist’s name prints on bills and claims. The information about the therapist comes from this library.

Library of Services Screen

The Library of Services screen contains an entry for each service offered by your practice. Use the Add and Edit buttons to add a new entry or change an existing one.

Each patient’s facesheet specifies a service in the Billing|Session Defaults screen. This service is automatically selected when you add a session for that patient, speeding up session entry. The information for each service comes from this library.

Library of Insurance Companies Screen

The Library of Insurance Companies contains an entry for each insurance company used in your practice. Use the Add and Edit buttons to add a new entry or change an existing one.

For patients with insurance coverage, each facesheet specifies an insurance company in the Insurance Co. screen. The information for this company comes from this library, and is used for printing or sending claims.

Important: Deleting insurance companies is not recommended. It can create problems with existing transaction records.

Library of Referring Sources Screen

The Library of Referring Sources contains the referring sources used by your practice. Use the Add and Edit buttons to add a new entry or change an existing one.

Each patient’s facesheet can specify referring sources in two screens: 

· In Library Links the referring source is used only for sorting reports.

· In HCFA Info the referring source is used to fill in boxes 17 and 17a on the HCFA 1500 form.

Programs and accounts libraries

Helper uses the Programs and Accounts Libraries for sorting information in reports. They are unique among Helper’s libraries, because you define them. Think of them as sorting bins that you can build and label. 

What they do…

Each patient can be linked to exactly one program and one account in their facesheet, in the Library Links screen. That patient then becomes one of the group of patients linked to that program or account. You can then run reports specifically for this group of patients. In addition, many reports can sort by program or account.

Common problems:

· If information on reports is printing under the wrong program or account, look at the Facesheet|Library Links screen and make sure the correct program or account is selected. If the report is displaying transaction information linked to the wrong program or account, it may also be necessary to edit sessions and check them for program or account type.

Note: If you have already used the program and account links for a patient, and find you need a third link for sorting reports, you can use the Lawyers Library unless you are using it for actual lawyers. Each patient has a link to the Lawyers Library in the Facesheet|Library Links screen. However, unlike the Programs and Accounts libraries, there is no link to this library in transaction records. If you sort a report by lawyer, it can sort only by facesheet, not transactions.

Library of Adjustment Categories Screen

The Library of Adjustment Categories screen contains a list of the types of adjustments you use in your practice, such as "insurance writeoff" or "discount". Use the Add and Edit buttons to add a new entry or change an existing one.

Adjustment categories are optional; they are a way of keeping track of the types of adjustments you make, for reporting purposes. You can add adjustments in Helper without using categories.

Adjustment categories must be entered into this library to be available in adjustments.

Library of Methods of Payment Screen

The Library of Methods of Payment screen contains the methods of payment used in your practice, such as check, credit card, or cash. Use the Add button to add an entry.

Methods of payment must be entered into this library to be available in payments.

Library of Place of Service Screen

The Library of Places of Service screen contains a list of the standard Place of Service codes used for insurance claims. Use the Add and Edit buttons to add a new entry or change an existing one.

The Place of Service is selected in the patient’s facesheet in the Billing|Session Defaults screen. It is then used in each session record to fill in box 24b of the HCFA 1500 form, and for electronic claims.
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