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Intro & Overview

Welcome to training for AccelaCAPTURE, White Plume’s intelligent, ICD-10 compliant electronic encounter form.

AccelaCAPTURE replaces your paper encounter forms and can be deployed on a tablet, laptop, or desktop PC. AccelaCAPTURE

is used to mark procedure and diagnosis codes and capture other claim-related data. It allows access by different users within
the clinic to enter and review notes and other information.

The encounter forms that appear in this training module are generic. Your electronic encounter form is designed to
complement the work flow of your clinic and will likely resemble the layout of your current paper superbill.
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Opening AccelaCAPTURE

To launch the application, go to https://<yoursubdomain>.accelacapture.com.

At the login screen, enter your username and your password and click Login. AccelaCAPTURE requires that you have security
permissions and a default form assignment, and that you belong to at least one business entity (or database) before you can
use the application.
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Appointment List Screen
The “Appointment List” screen displays when you log in to AccelaCAPTURE. The top of the screen shows your appointment
filter criteria. You can specify filter criteria in this area to determine which appointments display on the Appointment List

screen. AccelaCAPTURE remembers your filter preferences the next time that you log in to the application.

Menu ~ Configuration ~ Import ~ Repors ~ View ~ 4= Back WHITEPLUME CLIENT IN API DB
{Versions0import) ~
Appointment List
SHOW APPOINTMENTS FOR
Test Business Entity v “TONY CARLTON - 007" Select Location Code
Start | 5M1/2015 End = 51072015
Appointment Time First Name Last Name Location Provider Encounter No. Status Action
05/01/2015 12:00 PM MINDY MURPHY WPB TONY CARLTON 15118130 Appointment Select| T
05/01/2015 02:00 PM GENEVA PAGE Lake Street TONY CARLTON 15118122 Appointment Select| T
05/01/2015 04:00 PM JOSEPHINE FERNANDEZ HBMA TONY CARLTON 15118114 Appointment Select| T

You can choose which appointments display in the Appointment List by selecting the statuses that you want to view from the
View menu. For example, if you check Complete; only appointments with this status will display in the list.

You can also change the status of an encounter by selecting a new status from the dropdown list in the Action column.

Appeintment Time First Name Last Name Location Provider Encounter No. Status
05/01/2015 12:00 PM MINDY MURPHY WPB TONY CARLTON 15118130 Appointment Select|[ T
05/01/2015 02:00 PM GENEVA PAGE Lake Street TONY CARLTON 15118122 Appoiln Lab

In Progress
05/01/2015 04:00 PM JOSEPHINE FERNANDEZ HBMA TONY CARLTON 15118114 Appoin Room
05/04/2015 09:00 AM JUANA FERNANDEZ Roanoke TONY CARLTON 156118186 Appoipmm .

Properties
05/04/2015 10:00 AM CATHY MYERS Fairhope TONY CARLTON 15118170 Appointment Select [~
05/05/2015 09:00 AM ETHEL MERTZ Lake Street TONY CARLTON 15118212 Appointment Select|| T
05/05/2015 09:00 AM GAY REESE Downtown TONY CARLTON 15118202 Appointment Select|| T

To open a patient encounter form, click the appointment that you want to see.
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NOTE: The first time an appointment is opened, the appointment will automatically open to the encounter form. However, if
the user has access to two or more encounter forms, the user will be prompted to select the particular form to use for the
appointment.

NOTE: It only takes a SINGLE CLICK to open an item on the appointment list.
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Encounter Form Overview

The Encounter Form indicates services rendered, diagnoses treated, and charges incurred during a patient encounter for the
purpose of billing and claims submission.

The top of the “Encounter Form” screen displays the patient information. The information displayed here is imported from a
file that you create. You can display different encounter information, such as procedure and diagnosis codes, as well as Rank
and Link, by selecting the appropriate tab directly below the patient information. The information within each tab is specific to
your practice.
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Marking an Encounter - Procedures

Select the procedures that you want to add to an encounter simply by clicking numeric codes, or descriptions, on the
Procedures tab. Procedures added to an encounter are highlighted in yellow.
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If you decide that you want to remove a procedure that you selected, click again to deselect the procedure.

If you need to change the quantity, the box to the left of the procedure code is a field that can be modified.
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Modifiers

You can add modifiers to a procedure by selecting the modifier after you select the code or by selecting the modifier first. This
automatically selects the corresponding procedure, allowing you to select a procedure and choose a modifier with just one
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If a modifier is not showing on your procedure line, double-click a procedure that has already been selected. A dialog box
opens, allowing you to enter one or more modifiers to that procedure.

s O
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If for any reason you have opened or marked a new encounter in error, you may click Restart, which will clear any charges and
notes added to the encounter, reset the encounter status, and return you to the Appointment List.

[ 1]
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Marking an Encounter - Diagnoses ICD-9

To add an ICD-9 code to an encounter, simply click the code or codes on the Diagnosis tab. To remove a diagnosis code from
an encounter, click the code again. ICD-9 diagnoses added to an encounter are highlighted in yellow.

If for any reason you have opened or marked a new encounter in error, you may click Restart, which will clear any charges and
notes added to the encounter, reset the encounter status, and return you to the Appointment List.
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Marking an Encounter - Diagnoses ICD-10
ICD-10 codes are projected to replace ICD- 9 codes in October 2015. With AccelaCAPTURE, you will continue to use your
familiar ICD-9 encounter forms until the mandated transition to ICD-10.

Add ICD-10 diagnoses to an encounter from the Diagnosis Tab just as you did for ICD-9 codes. Simply click to select each
diagnosis to add. Click the ICD-10 diagnosis again to remove it from the encounter.

ICD-10 diagnoses added to an encounter are highlighted in green, instead of the yellow highlighting used for ICD-9 diagnoses.
This serves as a visual cue that a diagnosis is an ICD-10 code and not an ICD-9 code.
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If there is a one-to-one match between an ICD-9 and ICD-10 code, the diagnosis is selected with one click. For example, when
you click Pain in Neck, you’ll notice that Cervicalgia is selected and becomes highlighted in green.

If you select an ICD-9 diagnosis code that maps to multiple ICD-10 codes, AccelaCAPTURE displays a custom list, called a
scenario, allowing you to select the appropriate ICD-10 code. These custom scenarios were created to provide a productive,
organized, and visually appealing way to select the right ICD-10 code from an ICD-9 code on your electronic encounter form.
For example, when you click the diagnosis for 715.16 Osteoarthritis of Knee, an ICD-10 pop-up selection box displays four

options.
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Click to select the appropriate ICD-10 code, and your selection replaces 715.16 Osteoarthritis of Knee on the encounter form
and is highlighted in green.
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For an ICD-9 diagnosis with a large number of associated ICD-10 codes, AccelaCAPTURE organizes the choices in a logical order
to help you make the right selection. For example, when you click 813.42 Radius Distal Alone, an ICD-10 selection box shows
the type of fracture on the vertical axis and the laterality on the horizontal axis, which quickly allows you to recognize the
pattern and choose the correct type of fracture and laterality. Click to select the appropriate ICD-10 combination, and your
selection replaces 813.42 Fx Radius Distal Alone on the encounter form and is highlighted in green.
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NOTE: If you ever need to select more than one code within a grid, click on the white push pin in the upper left corner of the
grid. This will “pin the form” and allow you to make multiple selections. Once you have completed your selections, click Save

changes and you will be routed back to your encounter.

[]

[ ]

All choices are now highlighted in green, indicating that ICD-10 codes have been selected for this encounter.

Notice the selection stating Multiple Codes — Click to View; this includes the multiple codes you selected while the ICD-10 pop

up box was pinned.

If for any reason you have opened or marked a new encounter in error, you may click Restart, which will clear any charges and

notes added to the encounter, reset the encounter status, and return you to the Appointment List.
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Marking an Encounter: Adding Return Visit Information
You have the option to include Return Visit options on your encounter form. Including return visit options provides a quick and
easy way for providers to mark when a patient needs to return for a follow up appointment.

To select a return visit option, click in the box for the desired visit type. The following pop up will appear:

Click on the number of days/weeks/months for the return visit. You will be routed back to the encounter and you will see the
amount of time listed in the box.

RETURN VISIT

COE COE Visit

1 OC OC Visit
DIL OC DIL OC Visit
CLCK CLCK Visit

[ L=

DIL PO DIL PO VISIT

NOTE: The display will list the number selected followed by D (days), W (weeks) or M (months).

Return Visit information will be listed on the Encounter Summary and the Encounter Charge Data report. It will NOT be listed
on the Rank & Link tab.
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Rank & Link

Before you complete an encounter, use the Rank and Link tab to verify the procedure and diagnosis codes and to link each
diagnosis to the appropriate procedures. This tab ensures that each diagnosis supports the procedures that were performed
according to payer reimbursement requirements. Think of this screen as a summary of all the procedure and diagnosis codes
for an encounter and the place where you can associate or “link” the diagnosis codes to procedures.

AccelaCAPTURE automatically ranks diagnoses in the order that they were selected on the encounter form. If you want to
change the ranking order, select a diagnosis and click the Up or Down arrow accordingly.

You can also use this tab to link one or more diagnoses to a procedure by clicking the check boxes next to a diagnosis. The
order (primary, secondary, tertiary, etc.) of the linkage is dependent on the order/sequence you select each check box.
NOTE: The codes displayed in the examples below are in ICD-10; the ICD-9 functionality will work the same.

[ ]

Page 19 of 25



AccelaCAPTURE MD Training for Providers

If you select the Link All box, you can assign a maximum of four diagnoses selected in the encounter to a procedure with one
click.

If a desired procedure or diagnosis is not listed on the encounter form, but you know the exact ICD, CPT, or HCPCS code, type
the code into the text box above your selected codes and click the first plus sign (+) to add the code. Under Diagnoses, you
have an additional lookup option.
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You can utilize the ICD-10 Lookup And Add + option if you know your ICD-9 code and need to convert it to an ICD-10 code. If
your ICD-9 code translates to numerous ICD-10 options, an ICD-10 selection box will appear. NOTE: If the encounter is ICD-10,
then the ICD-10 Lookup And Add + option will display on the ICD grid; if the encounter is ICD-9, then the ICD-10 Lookup And
Add + option will not display on the ICD grid.

If the code that you entered exists on your encounter form, the corresponding code description will appear.

If not, the description field displays “Description not available”. If you see this message, it simply means that the code does
not exist in your database. It does not indicate whether or not a code is valid or invalid.

E10.9
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NOTE: once you Save your encounter, the description will populate with AMA’s diagnosis description if it is a valid code.

You can also type notes in the Notes sections at the bottom right corner of the Rank and Link tab. You have 2 options: Patient
Notes and Billing Notes. These notes can be viewed in the encounter by all, but patient notes are the only ones that will print
on the form, while billing and patient notes will print on the Encounter Charge Data Report.
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Restart / Saving / Closing / Printing an Encounter
After you update an encounter form, you have options at the top of the screen to save or print your work.

Click Restart to clear any charges and notes added to the encounter, reset the encounter status, and return you to the
“Appointment List” screen.

Click Save to save the encounter without closing, allowing you to continue making changes.

Click Save and Close to save the encounter in the current status and return to the “Appointment List” screen.

Click Save and Complete to save the encounter with a status of “Complete” and return to the “Appointment List”
screen.

Click Print to view an image of a printable copy.
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e Then click Print Form to select your printer, and click OK to print the form.
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Closing / End

AccelaCAPTURE provides you with a seamless ICD-10 compliance solution using a familiar ICD-9 superbill format that you can
customize specifically for your practice to suit the requirements and needs of your payers. For more information on using
AccelaCAPTURE, send an email to support@whiteplume.com.
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