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Introduction

CPSI has developed the Report Writer application to allow users enhanced reporting capabilities
when extracting data out of the system. The Report Writer application gives the User the ability to
sort, filter and manipulate data thru advanced options allowing them to customize their reports. Users
also have the ability to save reports in various formats, such as HTML or CSV, for additional reporting
capabilities.

Several existing reports have been converted to open within the Report Writer application. Also,
several new reports have been developed for use with the application. The following information
pertains to the various options available when using the Report Writer application to run reports within
the CPSI system.

Accessing the Report Writer Application

There are two ways to access the Report Writer Application. Report Writer may be accessed by
selecting a pre-existing report that has been converted specifically for the application and then taking
the normal path. For example: select Print Reports from the Hospital Base Menu or Master Selection
Screen, select Insurance, select Billed but Unpaid by Insurance, select a print option, Report Writer
will display. Report Writer may also be accessed for new reports: from the Hospital Base Menu select
Other Applications and Functions, select Word Processing, select Ad Hoc Reporting, select Report
Dashboard.
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Report Writer

The Report Writer application allows users enhanced reporting capabilities when extracting data out
of the system. There are several options available to sort, manipulate and extract data through the
Report Writer application.

Advanced

The Advanced option allows the User to filter through various data elements used within the report.
Once a report is selected within the Report Writer application, the Advanced option will appear at the
bottom of the screen.

Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins)

SMITH CHRISTA C
JF Reports CPSI COMMUNITY HEALTH SYSTEM

Insurance Billed but Unpaid x| + ¥

Insurance Billed but Unpaid
Parameters

Facility: {0002 CPSI COMMUNITY HEALTH SYSTEM w7

As Of Date:

Primary Switch -

Expected Pay Range

Insurance Code:

Service:

Aging Selection -

Sections To Exclude
Exclude Insurance Summary:
Exclude Grand Totals:
Exclude Summary Totals:
Miscellaneous

Level of Detait =

Include Cover Sheet:  []

aaEm

Output Format HTML -

@ RunReport Q Advanced ) B2 sort  §F load | Save Reset

Figure 1.1 Report Template

Once selected, the Advanced options will display.
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Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins) > Advanced

Insurance Billed but Unpaid x| + ¥
Search
Table Field Description -
Insurance Section is1_sapc_outlr Actual Apc Qutlier Amount El
Insurance Section is1_admit Admit Date
Insurance Section is1_apc_sw Apc Reimburse
Insurance Section is1_app_rec Approval Received Date
Insurance Section is1_app_sent Approval Sent Date
Insurance Section is1_autobil Autobil
Insurance Section is1_typebill Bil Type
Insurance Section is1_bill_dt Billed Date
Insurance Section is1_bl_chg Blood Charge
Insurance Section is1_bl_ded Blood Deductible
Insurance Section is1_bl_d_amt Blood Deductible Amount
Insurance Section is1_bl_furn Blood Furnished
Insurance Section is1_med_ness Elood Medical Necessity i

Add a Filter

insurancei.is1_pd_status

Table Field Filter
Insurance Section Billed Date Does not equal '0001-01-01"
Insurance Section First Receipt Paid Amount Equals '0001-01-01"
Insurance Section Second Receipt Paid Date Equals '0001-01-01"
Insurance Section Third Receipt Paid Date Equals '0001-01-01"
Insurance Section Payment Status Code Does not equal 'F'

Insurance Section
Insurance Section

Payment Status Code
Payment Status Code

Does not equal 'A'
Does not equal &'

@ 32 sort | [T] Columns

iF load | save

3 Delete

Figure 1.2 Advanced

The system will prompt "Search by:". Select Description, Field or Table from the drop down menu to
choose the kind of data to search for. Enter the Description, Field or Table nhame under the "Search:"
option. This data will be used in the calculation of the report.

Once the data has been chosen, use the "select a field" option to manipulate that information.
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Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins) > Advanced

Insurance Billed but Unpaid < | +

4l

Search
Table Field Description m
Insurance Section is1_aapc_outlr Actual Apc Outlier Amount E
Insurance Section is1_admit Admit Date
Insurance Section is1_apc_sw Apc Reimburse
Insurance Section isl_app_rec Approval Received Date
Insurance Section is1_app_sent Approval Sent Date
Insurance Section is1_autobil Autobill
Insurance Section is1_typebil Bl Type
Insurance Section is1_bill_dt Biled Date
Insurance Section is1_bl_chg Blood Charge
Insurance Section is1_bl_ded Blood Deductible
Insurance Section is1_bl_d_amt Blood Deductible Amount
Insurance Section ig1_bl_furn Blood Furnished
Insurance Section is1_med_ness Blood Medical Necessity -

Add a Filter

Does not equal

Table Is less than Filter

Insurance Section Is less than or equal to Does not equal '0001-01-01'
Insurance Section i: g:s:g a:g or equal to Equals '0001-01-01"
Insurance Section Second Receipt Paid Date Equals '0001-01-01"
Insurance Section Third Receipt Paid Date Equals '0001-01-01
Insurance Section Payment Status Code Does not equal F'
Insurance Section Payment Status Code Does not equal ‘A’
Insurance Section Payment Status Code Does not equal R

@ 84 sort [T] Columns ¥ load | Save &3 Delete

Figure 1.3 Advanced - Add a Filter

There are four basic commands that may be used to filter the fields selected so that only the desired
data is kept. They are as follows:

e Equal To

e Not Equal To

e Less Than or Equal To

e Greater Than or Equal To

Once a filter command is chosen, enter the value to be filtered against in the space next to the
S

command and select the green plus icon to add this to the report calculation. For example, if a

report is desired with no Inpatients then "Stay Type" would be selected from the available

descriptions, the "!1=" command would be selected and a value of "1" would be placed in the space

next to the command. This parameter would then be used in the report calculations so that no

Inpatient stay types would display.

For instructions on how to save these Parameters see the Save Parameters| o' section.
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Sort

The Sort option may be used to manipulate the order in which information displays on the report.

Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins)

Insurance Billed but Unpaid x| +

Insurance Billed but Unpaid
Parameters

4l

Facility: [DODZ CPSI COMMUNITY HEALTH SYSTEM ']
As Of Date:

Primary Switch
Expecied Pay Range:
Insurance Code:

Service:

Il

Aging Selection

Sections To Exclude

Exclude Insurance Summary: [

Exclude Grand Totals: =)

Exclude Summary Totals: [}

Miscellaneous

Include Cover Sheet:  [[]

Output Format: HTML =
4§ RunReport &Y Advanced @ Sort )F load | Save £ Reset

Figure 1.4 Sort

Once selected the Sort options will display.
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Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins) > Sort

Sort Method: @ Grouped () Ungrouped
seston:
Field Description s
is1_arid Accounts Receivable Id
is1_bill_dt Billed Date =
is1_contract Contract Number
isl_elechill Electronic Bill
is]_elecdate Electronic Billed Date
is1_expay Expected Pay
isl_ins_full
isl_num Account Mumber
is1_p_name Patient Name
isl_prim Primary Switch
is1_print Print Form
isl_serv Service Code 2
Add Sort
OrderBy:  <Select a Fiekd> Sort -
Sort
Field Besorndng ot
200

Figure 1.5 Sort

Select the "Grouped" sort method to arrange the fields and descriptions by available sections.
Selecting the "Ungrouped" sort method will arrange the list in the order that the system looks to the
fields.

Select the description of the field that will be used to manipulate the order of the report. Once

selected, the field name will pull next to the "Order By:" prompt. Choose Sort or Descending Sort
o

from the drop-down menu, and select the > green plus icon to add this selection to the bottom

window. Continue until all desired sort methods have been chosen.

29,

Select a chosen field from the bottom window and use the arrow icons to change the order in

(%)

which they appear. Chose the red = icon to delete a selected field from the bottom window.

Columns

The Columns option allows the User to customize what columns within a report will pull to a CSV
(excel) output format.
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Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins) > Advanced

Insurance Billed but Unpaid x + ¥

s
Search
Table Field Description fin
Insurance Section is1_opdesc Outpatient Description
Insurance Section is1_opphy Outpatient Physican
Insurance Section is1_opcd Outpatient Summary Code
Insurance Section is1_pdtypel Paid Type First Payment
Insurance Section is1_pdtype2 Paid Type Second Payment
Insurance Section is1_pdtype3 Paid Type Third Payment
Insurance Section is1_birth Patient Birthdate
Insurance Section is1_p_name Patient Name il
Insurance Section is1_reim_amt Payment Reimbursement Amount E‘
Insurance Section is1_pd_status Payment Status Code
Insurance Section is1_ppscode Pps Code
Insurance Section is1_prim Primary Switch
Insurance Section is1_printcross Print Crossover -
Add a Filter

insurancet.is1_pd_status  |Equals - [+

Table Field Filter
Insurance Section Billed Date Does not equal '0001-01-01'
Insurance Section First Receipt Paid Date Equals '0001-01-01'
Insurance Section Second Receipt Paid Date Equals '0001-01-01'
Insurance Section Third Receipt Paid Date Equals '0001-01-01'
Insurance Section Payment Status Code Does not equal F'
Insurance Section Payment Status Code Equals ‘A’
Insurance Section Payment Status Code Equals R’

@ B4 Sort Cm Cnlumnav Load k] save | @ Delete

Figure 1.6 Advanced

The Columns options will then display.
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Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins) > Advanced
> Columns

Insurance Billed but Unpaid x| + -

Select columns to include in report data

Field Description o
inscempl_name inscompl_name
invalid_age invalid_sge
isl_arid Accounts Receivable Id
is1_bill_dt Billed Date
isl_contract Contract Number
isl_elechill Electronic Bill L
isl_elecdate Electronic Billed Date 3
isl_expay Expected Pay
isl_ins_full is]_ins_full L4
isl_num Account Number
isl_p_name Patient Name
isl_prim Primary Switch
isl_print Print Form
il cans Sanirs Mada

Selected Columns

Field Description

isl_bill_dt Billed Date
isl_expay Expected Pay
isl_p_name Patient Name

[<LrlV)

@

Figure 1.7 Columns

Double-click on the field or description of the desired Column to pull it to the Selected Columns
window. Continue selecting until all desired Column headings have been chosen.

Select a chosen Column from the bottom window and use the ™ arrow icons to change the order

o

in which they appear. Chose the red = icon to delete a selected Column from the bottom window.
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Save Parameters

The Save Parameters option allows the User to save sort and filter criteria for future use.

Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins) > Save
Parameters

Insurance Billed but Unpaid x| +

Search: |

User Description
christa Insurance Billed but Unpaid

Parameter Set Name:

Figure 1.8 Save Parameters

The user accesses the Parameter Set Name: field. Enter the name the parameters will be saved.
Select the Save icon to save the Parameter Set.

Once Parameters are saved they will appear on the initial report screen for available selection.
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Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins)

Insurance Billed but Unpaid x +

Insurance Billed but Unpaid
Parameters

Facility: [DDDZ CPS1 COMMUNITY HEALTH SYSTEM

As Of Date:

Primary Switch
Expecied Pay Range:
Insurance Code:

Service:

I

Aging Selection
Sections To Exclude
Exclude Insurance Summary: [
Exclude Grand Totals: [}
Exclude Summary Totals: [}
Miscellaneous

Level of Detail

Include Cover Sheet:  [[]

Output Format: HML =

Saved Parameters

Quick Load: [ -
Patient’s Insurance Billed but Unpaid

4§ RunReport  » Advanced 8% Sort ¥ Load

H save © Reset

Figure 1.9 Report Template

The system prompts "Quick Load:". Choose the desired saved parameters from the drop-down menu.
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Load Parameters

The Load Parameters option allows previously saved parameters to be used.

Select Hospital Base Menu > Print Reports > Insurance > Billed But Unpaid Claims (by Ins) > Load

Parameters

Insurance Billed but Unpaid x +

Search:

User Description
christa Patient’s Insurance Billed but Unpaid

Parameter Set Name:

a ¥ Load

Figure 1.10 Load Parameters

Double-click the saved Parameter Set to select or highlight the desired Parameter set and chose the

Load icon at the bottom of the page.
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Report Dashboard

The Report Dashboard allows users to select from available reports and store them for use within the
Report Writer application. The Dashboard will hold reports specific to that User Based Login.

Add Report

Select Hospital Base Menu > Other Applications and Functions > Word Processing > Ad Hoc Report >
Report Dashboard

+ i

7
DshBd | ScrEd
Reports

Descripticn Parameter Set
Insurance Billed but Unpaid
Insurance Billed but Unpaid Patient's Insurance Billed but Unpaid

&3 AddReport 3 Remove Report

Figure 1.11 Report Dashboard

o
Select the - green plus icon to Add Report. Once selected, a list of available reports will display. If
(%]

a report needs to be removed from the Dashboard select the red = icon.

NOTE: When adding a report, the system will prompt for the current application password for the
application the report is associated. For instance, if it is a Payroll report, the system will prompt for the
Payroll password.
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Select Hospital Base Menu > Other Applications and Functions > Word Processing > Ad Hoc Report >
Report Dashboard > Add Report

=
Dehid  Sofd
Repar] Temalate
Deicingtisn

S5 Rt Files
UE Log Repost
Esnplirpoe Log
Lmnpiicry-re Bithar {Bangen Rapss
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Erepspn g Blled But Unpasd
realid Legaame Rogo
HQF Clns Tables Fapost
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Figure 1.12 Report Dashboard

Select the desired report from the available templates. Double-click to add to the dashboard or

% Select [
highlight and choose the Select icon to add.

Once a report has been added, it will be available for selection each time the User accesses the
Dashboard. Reports that have been added for selection will also display with each saved parameter
that has been created by that User. See the Save Parameters| o' section for more information.
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Online Presentations

This section lists hyperlinks to online presentations that are applicable for this document. They are not
intended to replace the document but are to be used in conjunction to enhance the process and/or
procedures related to this application.

Report Writer
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