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Installing the Software

Note: Firewalls may interfere with installationtbke software. Temporarily disable firewall andiant
virus programs. You must accept the License Agreemeesented during the setup program in order
to use the enclosed software. If you do not acitepterms of the License Agreement, you are not
authorized to use the software.

1. Simply insert your CD and My Vision Express willtamatically start the installation*. (give it
a minute and the main menu will come up on youeescy

2. Select eithetnstall Full/Server or Install Client depending on your system set up:

Single Computer Installation
If you are going to install the software on one paoier only, perform Full install.

Multi-Computer Installation

For the multi-computer (Network) edition you muststf decide which computer will be your
server/main station. The server is the computdrwiibhold your database and tkemputer to which
all the other computers (Client computers) will gect. Please check the following table for minimum
hardware requirements for server and client conmpute

SYSTEM REQUIREMENTS

Full/Single PC/Server Client

Windows® Certified. P166 or higher for

Computer/Processor Intel Pl 700MHz or Faster Windows® 2000, 233 MHz or higher for
Windows XP
Minimum: 2 GB
Memory Recommended: 3 GB or more 512 MB RAM

Maximum: Operating system maximum

Hard Disk Available 10 GB 500 MB

w

Operating System Microsoft Windows Tablet PC, Windows Vista, WindoX®, Windows 2000, Windows Server 200

Acrobat Reader for Manual, Microsoft Word for Lestand Labels (optional). Software ships with
SQL Server Express Edition which is limited to 4GRlata. A database exceeding this limit, will

Software need to be upgraded to one of the following SQlv&eEditions: Workgroup, Standard, or
Enterprise.
Backup Media Any removable storage media e.g. Memory Key, CDRAfJ, External Hard Drive.
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Server/Main Computer
1. Perform aull install on the computer you have selected as server

2. After the installation is completed on the Senrer tomputeMUST BE RESTARTED in
order for changes to take affect and Databaseatt Before restarting please make sure
all screens are closed and installation is compleate

Client Computers
1. Client computers are all the other computers om#te/ork.

2. PerformClient installation on the computers that will act as a client andl @@hnect to the
server (main) computer for database access. Youwnstall client application on many
computers for simultaneous access to the applicaiach client connected to the server
will be able to see and share the same data tbattise server database.

3. Before installing the Client application, make stive Server computer is on the network
and is accessible by Client computers.

Please note that we do not provide support on netwloissues such as setting up shared
directories on your network. (Check with your netwak technician if you need further
assistance)

Running the Program for the first Time

1. Double-click on the My Vision Express Icon on ydbesktop. If you do not see My Vision
Express icon on your desktop, click on the Stamumeutton and sele&tart ->Programs -> My
Vision Express -> My Vision Express

A Logon window will display where you need to enyeur Username and Password.
Enter yourUsernameasAdmin, and press the Tab key.

Enter yourPasswordaspasswordfor user Admin.

Click OK.

a s wDd

Free Trial Version

My Vision Express demo software is~aLLY FUNCTIONAL PROGRAM that will expire 30 days
from the date of installation unless you choospuxchase the license. You can install the demongn a
number of computers.

The software included in this kit is intended festing and evaluation purposes only. It is notndes
for the production use and will not function aftee 30-day time limit has been reached.

Any data entered into the trial versigiLL NOT BE LOST when you purchase
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Registering the Software

Once you purchase the program you will be assigniegly license number. To register your My Vision
Express program you need to enter this license ruinkthe "Register My Vision Express" screen.

To enter License Key Code to Register Program:

1.

If the registration screen is not currently showgagto ‘Help’ on the menu bar and click ‘About
My Vision Express’.

On the ‘About My Vision Express’ window click o Update Licence... |
Click on the "I have the software key" radio-buteomd type in the Registration Name and Key

Code number. Check to make sure all numbers atstdeire correct and clic

User Training Tools

My Vision Express is designed to be used effectivath little or no training even by a novice
computer user. There are a number of tools includatdwill help you become familiar with the
program:

Quick Start Up Guide

You are reading it right nowrhis Guide will cover the most important topicshep you get
started with the program

Help File

Embedded Context-Sensitive Help file can be accesseen My Vision Express by clicking on
Help menu option or by simply clicking the F1 kayyour keyboard.

User Manual

Can be accessed from clicking on Start | All Progrd My Vision Express | Manual menu
option. Printed manual is also included with sofvaurchase.

Video Tutorials

Audio-visual walk-through and hands on tutorialfiey are available on the Installation CD
and also at our websitgtp://www.myvisionexpress.com/tutorials.htm

Knowledge Base

Online help to assist you in finding the answerytwr questions. It features an expandable
table of contents, index, search and many stepdpyisstructions for the most commonly used
procedures. Available &ttp://www.myvisionexpress.com/help/default.htm

Online User Forum

This is an online FREE forum where My Vision Exmessers can discuss problems,
suggestions, helpful user hints. It can be acceadeth://myvisionexpressgroup.com
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Setting up the System

After installing My Vision Express the next steptascustomize My Vision Express to suit your needs.
Some of the information needed here does not chiaageently and thus only needs to be setup once.

Setup Tax Rates

The Tax Screen is used to record different typesuas including their description and rate. Yam c
assign up to two tax types to each product. Whenproduct or service is added to the order the tax
amount in Tax 1 is added to the tax amount of Tax@ automatically added to the price of the item.

To add a Tax Rate:

1. Follow the menu item sequencekFile | Setup | Tax

2. IntheTax Screenclick theAdd Button located on the upper right part of the screen.
3. Enter the Tax type and rate.
4

. If you would like to add another TaxCode gastiep 2, otherwise clicBavethenClosefrom the
menu toolbar

Enter Business Information

The company information that you enter here is usesfywhere in the program. It is used to print
receipts, calculate taxes, and assign securitygigh Employee types. The tabs capture location and
system specific information.

To update Company information:

Follow the menu item sequence Eile | Setup | Company Information The company information
window has 7 tabs as follows:

1. Company tab
- Enter your company information including companynea address, city, State, Zip Code,
phone number and Tax ID Number.
Your company code can be anything you want. Thissgecially useful for multi-location
offices to denote the name of the location. Thimgany code does not print on receipt.

Thel _ Add and | D=ee | | ocation buttons would only be enabled if you have
multi-location license otherwise they will be grdyaut.
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Important: If you have a single location, overwtite existing location information instead of addan
new location and deleting the existing location.

2. Settings Tab
It's divided into 4 main sections; we have asstydédferent colors to every section to help you
identify them. Please refer to the following pietu

Settings Tab

r{;Ccln'lmrl)l'I.n‘FurrﬂItilm ‘
Company  Settings | Logo | Commissions | Secuy | WSP |
~ Gietengs -
Defoudt Lens Flx expity. [24 2 months
Defoukt Cortacts Rx expay: [12 2 months
Deloult RxPadexpsy.  [3 = months
¥ Print yous company name and addess on receipls
[T Group practics for slectionic claims submizsion wing ANSI 837

E)EE]

7 Dedauk Tax Rates

Tacl Tax2
Frames Tax rste: [Sdies T 7.000 [
Gateway EDI:
Lens Tow ate: [Fdles Ta 7.000 | Inteschange Feceiver ID: 431420764000000
Lens Treatmerts Tax tate: Falul’uc?.tm Il
Othes T rte: [5ales Tavc 7,000 | e eceives Code: 431420764
Corfacts Tax iate: [Sdes Ta 7.000 | ISAD7  GatewsyEDL: 22 Avality 01
Services Tax rate: | | |SAT4  Gateway EDI: Mo Avaidity: Yes
X-Charge Transaction Folder, [T\Progiam Fles\-Charge'LocalT 1an [

™~

For X-Charge Customers
Only
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Setting Section (Yellow)

Enter the Default Prescription Expiry in monthsr(ontacts, Lenses and RX Pad)

If receipts will be printed on preprinted forms,uy@an choose not to print the company
information on receipts by un-checking the Printiygompany name and address on receipts
Checkbox.

Systems Settings Section (Blue)

Specify universal settings that apply to the syste@spective of the location you are working on.

The date and phone format define how the date hadegydisplays in the system.

The Commission formula Field captures the settimgdommission calculation. Commission
calculation can be either based on retail or casef the item being sold. For more details on
commission calculation please refer to our helpunen

Tax on discount Checkbox:refers to whether the system should calculatdédore or after the
discount is applied. If the checkbox is checkedlilitapply tax before.

Price is Tax Inclusive Checkbox:If the prices charged to the customer are inckusi/taxes,
check the box. This setting is defaulted for Eurappere retail price of an item includes the tax.
Add inventory to all locations Checkbox: If you have more than one location and keep the
same inventory at all location you can check the o that if you enter the inventory at one
location it enters it at every other location.

Default Tax Rates Section (Green)

In the Default Tax Rates Section you can specifyouvo tax rates to apply to products and/or sewi
you offer at your practice.

Insurance Section (Pink)

This section should be filled only if you are gotiagbe submitting electronic claims using #ESI837
format.
Specify the Clearinghouse information and accouafirmation needed to process insurance
claim.
Medicare Service POS default:if you desire to have the Place of Service to éfaulted to
something other than 11 please enter it here.
X-Charge Transaction Folder: This section has to be filled out only if you ayeing to be
processing credit card and debit card transactiminsy X-Charge. Click on the browse button
and locate the X-Charge installation folder.
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3. Calendar Tab
Auto Add Calendar Patient Checkbox: Uncheck thig Boyou would not like to share the
Patients that you enter in Calendar module withr yatient module.
Enter theStart and End time that sets the beginning and end hours on the dalewhen
viewing appointments.
Select your closed and open colors for your calenda
Enter the default duration that breaks the day imitervals of default duration.
Setup yournormal hours of operation for the usual week This information is used while
booking calendar appointments.

4. Logo Tab
You can add your company logo .BMP format. Logo gets printed on Patient Statements and
Prescriptions.

5. Commissions Tab
If you pay commission on the specific Product typgsecify commission information for each
product type in the Commission Tab. For furtheradein commissions refer to the topic on
Commission on our help file

6. Security Tab
Under the Security Tab define the Security functiamailability for each of thEmployee types
listed in the Security group drop-down list. Youncanable, disable, or make invisible many
sections of the program depending on what you wikddyour employees to have access to.
More security groups can be setup under the catsgaindow. You can access it by following
the File | Setup | Categories....menu item sequedwell down on the list to Security Groups.
Security groups are linked to employee records vaatting up employees.
Specify in number of seconds in Auto-Lock field tdé time after which the application will
automatically lock itself.

7. VSP Tab
This tab should only be filled if you purchased YeP Interface. If you are a VSP Interface user
please refer to your VSP manual for further ingiouns

Once you are done entering all the required settgymation you can save the changes by clicking on
the save button on the top tool bar menu.

NOTE: Any settings changed in Company Setup wieétaffect after restarting My Vision Express.
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Setup your Employees/Users

Employee profiles are used to allow them to lo@ itite application and keep track of patients, ader
payments and inventory they enter.

1. Follow the menu item sequenceFile | Setup | Employees

2. In theEmployees Screertlick the located on the top right part of the screen to add
a new employee to the system.

3. Enter the corresponding employee information appaibgly in the text fields provided on the
lower portion of the screen.

Enter Providers

A provider is any member of your staff who provigesducts or services for your patients. All bidjin
and rendering providers’ information should be szdan the system in order to file insurance claims

1. Follow the menu item sequence File | Setup | Provider

2. In theProvider Screenclick the located on the upper right part of the screen.
3. Enter the Provider information in the correspondigg fields.

4. Enter the provider’s insurance numbers (UPIN) bgkatg on theAdd Button located in the
Provider Details Sectionon the lower right part of the screen.




Enter Physicians

Physicians are needed in the system to enter ppBsos, take orders and for booking appointments.

1.

2.

Follow the menu sequence Eile | Setup | Physician

In the Physician Screenclick the located on the upper right part of the screen.
Enter the Physician's information in the correspagdext fields.

Check thedn-house Checkboxif they are in-house physician the checkbox isted to the right
of theDegree text field

Assign a default provider. When filling insurandaim form from an order the default provider
assigned to the order’s physician is filled autacadly in field 33a of HCFA 1500.

If the physician is In-House, you can set the titfesdoctor is available undé@wailability and
Availability Exceptions Tab.

Under theAvailability Tab you can also reserve specific time slots for dmeservices or
simply make it unavailable. To do this click then& and Day combo slot and choose the
service that the physician will offer during themé or the unavailable status from the drop down
menu. When viewing the appointment calendar tine slots reserved for specific services will
appear in the color associated with that servicé log is unavailable the N e.g. if we set up red
color for contact lens fittings and reserved theerabons for contact lens fittings then the
afternoon time-slots will appear in red color.

Enter Suppliers and labs

Information on your supplier and lab is used when gre entering inventory or placing an order. This
is helpful to keep track of inventory suppliers dalol orders.

1.

Follow the menu sequence Eile | Setup | Supplier/Lab

In theSupplier/Lab Screenclick the locatedon the upper right part of the screen.
Enter the Supplier’s information in the correspagaiext fields.

Specify the Product Types they provide by checkimg appropriatd’roduct type Checkbox
and/or check theab Checkboxif it is a lab.
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Enter Insurance Companies

Enter the contact and insurance submission infoomabf all the insurance you accept. All the
insurance companies that you enter here are degldyoughout the application under the Insurance
Company drop-down list.

1.

Follow the menu sequence Eile | Setup | Insurance

In thelnsurance Screenclick the located on the upper right part of the screen.

Enter the Insurance Company’s information in theresponding text fields and check or
uncheck thé\ctive Box as appropriate.

To add an insurance plan to a corresponding inseraompany click thBlans Button.

If you also would like to set up an insurance feteslule or insurance reimbursement schedule to
automatically calculate insurance reimbursementpatiénts’ responsibility please refer to our Heé

Note: Insurance fee schedule must be done aft@mgefp your inventory (including services)

Enter Recall Reasons

Setting up recall reasons allows you to auto-cateutecall dates. Recall reasons are associatad to
number of months for the recall (between last extate and the recall date). Recall reasons defined
here are available in the patient module.

1.

2.

Follow the menu item sequenceFile | Setup | Recall Reasons

In theRecall Reason Screeglick theAdd Button located on the upper right part of the screen
Enter the recall reason.
Enter the default number of month.

If you would like to add another Recall Reagonto step 2, otherwise clicRavethenClose
from the menu toolbar.
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Setting up Inventory

Enter Contact Lens Manufacturer/Lens

Contact Lens name and Manufacturer are linked begeah the application. A manufacturer produces
many different lenses and they are linked with riufacturer in this screen. In the applicatior, th
Lens Name drop down list box is filtered based be Manufacturer that you selected in the
Manufacturer list box and the lenses that beloripab manufacturer.

1. Follow the menu item sequence File | Setup | Contact Lens Manufacturer/Lens
2. Select the appropriate Manufacturer on the lef sifithe screen by clicking on it. If the required

Manufacturer does not exist you can add the Manurfac by clicking on the
locatedbelow Manufacturer Data Box then entering the Manufacturer name in the emgty t
field.

3. On the right side of the screen you will see thed Rame that the selected Manufacturer sells.

4. To add a Lens Name for the selected Manufacturek tie adjacent td_ens Name
data area

5. Type the name of the new Lens name in the emptyfiedd.

6. Click the appropriate to add more Manufacturers or Lens Names.
7. Click SavethenClosefrom the menu toolbar.




Enter Inventory

My Vision Express allows you to keep Frames, Smdetdens, Soft Contacts, Lens Treatments,
Services and Other miscellaneous inventory. Invgngets automatically updated with the number of
items sold. If you add an inventory item to thelet its details including the price are automdca
filled in the order section of the screen. Invepnttems can also be linked to procedure codes tsed
bill a patient's insurance. Barcode labels credoryour entire inventory is also supported.

1.

Follow the menu item sequence File | Inventory | Frames(or the type of inventory you are
going to enter)

In the Inventory Listing Screen, choose the locatichere you would like to add the product
then click the Add Button.

Now we are at the Add/Modify Inventory Screen. Type products information

If you plan on using a barcode reader to scan tbdygats, type or scan each product UPC. If
you do not specify a UPC the system automaticadlyegates one for you.

In theProcedure Code field a code can be associated to the item for insarbitiing purposes
by selecting it from the drop down list. Spectdeleses can have up to 4 procedure codes.

The Inventory Checkbox allows you to specify whether you carry the prdducinventory.
Checking thdnventory checkbox means that you carry the product in inventory isduantity
will automatically be updated if the product is gbtisold or returned. If unchecked, the quantity
does not get updated.

Commission Type/Structure will allow you to enter commission information ifoy pay
different commissions on each product.




Locations Tab

8. In the Locations Tab on the bottom part of the Adloldify Frame Inventory Screen specify the
Tax Percentages and Reorder Point.

Transactions Tab

9. The Transactions Tab lets you add inventory quartt a product and it also displays the

transactions and sales history for the item. To iagdntory quantity click on the
then specify the transaction location, quantitypmier, date received and other information

All inventory types are entered in the same fashiaor further details on inventory setup pleasené&s
our help file.

Note: We have made the Services (Exams offered at y@atipe) part of the inventory. Services must
be setup in the same fashion as the rest of treniowy, retail price and duration of the service ba
specified. Your services must be setup before using your dalemodule since a service must be
selected in order to book an appointment.




Adding a new Patient

1. Click on the Patients icon located on the top bzl

2. TheSearch Patient Screens displayed. To add a patient click the
3. This takes you to thRatient Screenwhere you can add information for a new patient

4. Once all the information is entered you can clicktbbe save button on the top tool bar menu to
save the changes and a patient number will berassigp the record.

5. The patient Screen has 10 tabs that you can usave the patients personal and medical
information:

The Profile Tab maintains personal information like name, addrpgsne number,
birth date etc. If you are going to be doing recaibke sure to specify the recall date.

Demographics Tab allows you to enter/maintain patient’s employeuaantor,
referral and financial information. Guarantor ise tiperson responsible for the
patient’s account.
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Insurance Tab allows you to enter/maintain primary, secondary and tertiary
insurance information

Prescriptions Tab allows you to add/modify prescriptions and creatdecs. The
Prescription Tab displays all the prescriptions that have been edtdor this
patient. There are three types of prescriptions ¢tha be madeSpectacle lensSoft
ContactsandHard Contacts.

File Tab allows you to store any number of images, PDFles bf any other type
related to the patient record. You can store th& RIBs, pictures, scan images of
their prescriptions or eye exams and any othetype

History Tab displays order, calendar appointment and insur@ieien submission
history. If you like to delete any order, appointiher insurance claim can only be
done through this tab.

Custom Fields Tab This section offer you a way to keep track of speci
information of your unique practice needs. My Visi&xpress provides up to 50
custom fields for patient records.

Family Tab This section allows you to group related patig¢atgether. It allows you
to link new and existing patients with each otherlso allows you to disassociate
previously linked patients.

VSP Tab only will work if you have purchased the Eyefinityterface. The system
stores previous authorizations and doctor sengpernts which are accessible at any
time.

Interactions Tab every time the patient record is accessed an ttierarecord is
created and it includes the date and time the des@ss accessed and the name of the
person who accessed it. By clicking on the curmetetraction record it allows you to
put place a note with the interaction




Booking an Appointment

To be able to book appointments you have to setwp gervices (exams) first. To setup your services
follow the menu item sequencekFile | Inventory | Services.For more details refer to our section on
Inventory Setup.

1. Follow the menu item sequence FEile | Calendar or click onCalendar from the menu
toolbar.

2. Click the date on the calendar to scheduleppoiatment. The lower part of the screen will
show appointments for that day in thay Tab and appointments for the whole week in the
Week Tab.

3. Clicking theAdd Button or double-click on the day and time cell to boolkan appointment
for that day and time will take you to tBeld/Modify Calendar Screen

4. In theAdd/Modify Calendar Screen specify theStart Time of the appointment. This field
must be entered with 4 digits in 12-hour formato ther the hour and two for the minute. If
the hour or minute is only one digit it must be ¢ed on the left with a zero. You can search
for available appointments for the physician bygldhg onSchedule Buttonand selecting
the time slot for which you would like to schedtie appointment.

5. To print appointments for the day click on the emthe print section




Creating an Order

In this section you will learn how to enter an ardsing the Quick Order Screen. The Quick Ordex let
you capture all the important patient, prescripmd order information in one screen.

To access the Quick Order follow tRée| Quick Order menu item sequence; or click on the Quick
Order icon on the top tool bar menu.

Patient Section (Yellow):

You can select an existing patient by clicking ba t button
You can also add a new patient by typing in hisiinfation

You can add a new prescription or select an egsbine by clicking on the
button
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Order Section (Blue):

Select the type of order you are creating fromttipe drop down menu (Spectacle lenses,
Frame only, Contact lenses....). The screen will gedrased on the type of order you select.

If a prescription is needed you can enter it maguah this section or it can be filled in
automatically by clicking on the button from thatipnts section

You can specify up to 4 Diagnosis Codes per order

Specify the items details (manufacturer, style..If.jhe item is part of your inventory you
can just scan the UPC code and all the item’s mé&dion will be filled in automatically. If

you do not have a barcode scanner you can aldo atiche button located next to the
UPC field. This will allow you to search your inveny.

If the order type is Spectacle Lenses then the Oeeatments section will be available. You
can add lens treatments by simply checking theesponding box. The items displayed on
this list are coming from the Lens Treatment Ineewnt If you would like to add or modify
items on this list go to File | Inventory | Lengatments.

Frame Section (Green):
This section will be only enabled when the ordeetysFrame Onlyor Spectacle Lens.
Only one frame can be sold per order
If the frame is from inventory under Source selegentory

You can scan the frame barcode and all the detdllbe filled in automatically or you can

also click on the button located next to the UREIfto search for frames on your
inventory.

If the frame has to be ordered select Order froerSturce Drop Down menu. This will
allow you to fill in the Order Frame Section.

Invoice and Payments
The bottom part of the quick order consists ofitiweice and payments

For every item in the order it will be a line iretinvoice. (Spectacle lenses are 2 lines one for
each eye).

Exam Charges and miscellaneous items from yourtavg can be added to any order type.

Click on the button (located on the bottom righttee quick order screen) to add
exam charges and “Other” items to the invoice.

Note: Exam Charges (Services) will be located undéne Services Category.
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To record payments use the section highlightedumplp. If it's a single payment simply enter
the amount on the Amount field and select the paymeethod (Cash, Credit Card, Check...)
from the Payment drop down menu. If you are goiagpbst multiple payments (Patients,

deposit, Insurance) to the same order click on the button.

To print the order statement or the lab copy ctiokhe button. If you'd like preview
it before printing uncheck the Receipt and Lab copgion. After printing the statement an order
number will be assigned and the changes will bedav

To search for an already created order click on the button located right next to the
Print button.




Creating and Submitting Insurance Claims

The different tabs in this module capture insuranéermation required to fill the CMS/HCFA 1500.
The flow of information in this module is similao the CMS/HCFA 1500 form; each field name
corresponds to an entry in the CMS 1500 form.

To access the Insurance module follow Hike | Insurance menu sequence or click on the
Insurance icon on the top tool bar

To create a new Claim click on the on the seacchen

To transfer patient and order information, clicke th then search and select the
Order from the
You can automatically transfer Patient and Ord&armation to the insurance record. To transfer

patient information for whom no Order existiick the , then search and select
the patient from the&Search Patient Screen Once the patient is selected all their relevant
information from the patient module will be transésl

If there is no patient or order information stonmedhe system for this claim just type it in.

All required fields are highlighted in red. Makerswou fill them all up to avoid rejections.
Once you are done you can move on to the RefeRiogider tab.




Referring Provider Tab

In the Referring Provider Tab, enter patient diagnosis codes. Items 9a- 9d dhanlly be filled
out only if there is another health benefit plahth@t is the case box 11d should be checked).

After completing the referring provider continuelivihe Provider tab:

Provider Tab
Select the corresponding billing provider from Brevider Drop down menu:

Note: If this drop down menu is empty you will needo setup your providers first. For
further details refer to our system setup section

If this is a group practice and you file using @@y NPI number then select the practice
name as the provider. This will automatically fitl all the required information including
fields 32a and 33a.

Make sure to select the corresponding UPIN fronB@i@ drop down menu.

Now we can fill in the Charges tab:
Charges Tab

In theCharges Tah enter the items and their charges as would on CMSFA 1500 form.

(Click on the to enter items one by one) This iinfation could also be
transferred automatically from the Order Modulgati linked this insurance record with the
Order record. All the items ordered from the Oraler added here.
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The Rendering provider field (24)) will be default®o the billing provider you have selected
on the provider tab. If you would like to changeatany other provider on your list simply
select from the drop down menu located left toZfpe

Once the provider has been selected please cheseothesponding UPIN from the menu
bellow to the NPI (See graphic bellow)

In the Accounting Section there are some extra fields added for you to kesmgk of the
status of insurance. It also shows accounting mé&tion from the Order module.

Once you are done entering all the information gan see a preview of the CMS1500 form by going to
the preview tab. Save the changes and now yoweadyto file your claim!

How to file claims
With My Vision Express you can either file papetinis or do Electronic submission.

Paper Claims

If you are going to be printing CMS 1500 claims yaill need to align the printer to correctly pritite
data in its proper fields.

Search and retrieve the claim that you'd like totpr
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Go to the to the provider tab. Click on the tgalyour printer properly.
Typical settings are Left Margin of .300 and Topriyla of .325.
Place your CMS1500 form on the printer tray andkctin PRINT

Electronic Claims

My Vision Express supports two kinds of electrofacmats: ANSI837 and Print Image. They are
accepted by most clearinghouses and insurance co@spa’ou can submit claims individually or in a
batch.

In order to submit electronic claims you will neted

Setup an account with clearinghouse. We integratie @ateway EDI clearinghouse. This
integration will allow you to submit claims witholgaving the application to facilitate the
file uploading process. However you can work witty &learinghouse of your preference.
For more information on gateway EDI please visdithvebsite atvww.gateway-edi.com

If you are going to be uploading directly to theunance company, make sure you ask them
what kind of format they support.

We recommend you use the batch mode if you areggoinipload more than one claim.

Submitting Claims Individually
Click on the Insurance icon.
Search and retrieve the claim you'd like to file
Go to the Provider tab. Select the format you Wl using (Print Image or ANSI837) and

click on

Once the file is created a message will come upettojou know that the file has been
successfully created and saved under your C:\dfikie.name of the file will be determined
based on the format you selected:

Format File Name
Print Image Claims.txt
ANSI 837 ansi837.txt

Access your clearing house site and upload the filAs mentioned before the file will be located
under your C:\ drive
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Submitting a batch of claims

1. Follow the File | Reports | Insurance | HCFA/CM3L50menu item sequence. This will bring
up the search screen.

2. Search for the claims you'd like to submit
The search can be based on:

Claim Status
Insurance Type
Claim Created date
Claim Submitted date
Insurance Company

Note: By default the claim submitted date is ld&nx when a claim is created. This date is settgr af
creating the batch file.

3. Select your format settings:
On the bottom part of the screen you will find fbemat settings.
Make sure you seleé&lectronic andthe preferred format (print mage or ANSI837)

4. Click on the search button
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5. After clicking the search button you will see tlmtad number of claims found right bellow the
Clear button.

6. A processing window will appear. Wait until the pess is completed before doing anything
else.

7. When the process is completed you will get a messadifying you that the batch file has been
created and saved under the C:\DRIVE

8. Click OK

9. A popup window will appear prompting you for a sugsion date. You can enter today’s date to
update submission date for all the claims incluidethis batch file.

This completes the batch file creation process. Now can upload your file to your clearinghouse or
directly to the insurance company.

Note: The complete path to the batch file is the flowing:

C:\ansi837.txt or C:\claims.txt (depending on thdormat you selected)
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Running Daily Reports

My Vision Express provides you with many pre-desmgreports to help you better manage your
practice. Here are the instructions on how tothentop 5 most used reports.

The following reports can be accessed by followtimgFile |Reports |Order... menu sequence (Click
on the corresponding report from the menu)

Top Five Reports

1.

Day Sheet

This reportshows the financial position of your company at ¢he of the business day. It lists
total Sales, Sales Deductions (write offs and tsgdCash Reconciliation, Deposits and Aged
Receivables. This report can only be run for alsidgy.

Sales & Payments Summary

This report looks exactly like the day sheet batldws you to run it for a specific date range.
Aged Receivables

The aged receivable report provides detail of the money owed to the businasan aged
format. It includes detailed information includiegder number, outstanding balance and patient
information. This report can be run for the specifdate range

Detailed Payments

This is a very useful report for cash reconciliatfurposes. It gives you a detailed summary of
all payments received for the specified date ratigecludes order date and number, Patient
information, payment date and payment method

Profit

This will help you identify the most profitable ites on your inventory. It can be filtered by order

type.

Note: All of our reports can be printed, faxed aved on multiple formats (Text, CSV, Excel, HTML or

PDF)
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Recalling Patients

My Vision Express letters module features a poweduaall system which represents the most efficient
way to retain and build your business.

In order to use this feature you have to make gatespecify the recall date for every patient oa th
system. (Under the profile tab on the patient meyul

To print out Address labels for your recall postisar

1. Follow the menu item sequence File | Letters.

2. Highlight the letter nameBRECALL LABELS and assure that the letter typdatient. If it is
not Patient click on th&ype drop-down list and select Patient.

3. Click on theSearch Tah and then click on th€ustom Radial Button. Specify theRecall Date

Rangein the search criteria then click on . This vptipulate the lower portion of
the screen with all the patients who havRexall Date for the range specified. For example,
when the patient is entered in the system theaeRscall Date Fieldif this recall date is in the
bounds of th&kecall Date Rangespecified in the search above that patient wililbne list that
appears below.




6. To print labels for the patients click on the . aldg box will pop-up and ask you if
you wish to add this to the patients’ letter higtdryou click OK then a log of this transaction
will be added to the patietketter History in their record under thateractions Tab.

7. Now we are at th@review Screen To specify the correct size of the label clibk t
and select the correct size from ttebel Name drop-down list Click OK.

8. Click the to print the labels.

Note: The Letters module also allows you to cremtg kind of personalized letter from within the
program without the need of any additional wordgessing software. For further details refer to our
help menu.




