INDIVICA

Service Codes

OSCAR creates all bills (OHIP and 3rd party) using service codes. These codes can be
modified and new ones can be created.

Note: This guide does not cover how to add codes to billing forms.

I. Modifying OHIP Service Codes
1. Click on Admin. Click on Manage Billing Service Code.

Upload Schedule Of Benefits
Manage Billing Service Code]
Manage Private Billing Code
Manage HST Control

HST report

2. Type in the code to modify in Service Code. Click Search.

| Type in a service code and search first to see if it is available.

Service Code| G5904 I(S letters, e.g. AOOIA)

Description (50 letters)
Fee (format: xx.xx, e.g. 18.20)

Percentage (format: 0.xx, e.g. 0.20) min. max.

Issued Date (effective date)

Termination Date 9999-12-31 (stale date)
Requires SLI Code | |

3. A message appears at the top. You may now make any changes you require
then click Save.
Note: If the message at the top says “It is a NEW service code”, the code
does not exist. Check the code or go to Section Il. Adding OHIP Service
Codes.
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You can edit the service code by clicking 'Save' or add a new entry
for this code by clicking 'Add Service Code'

Service Code | Gs90A | (5 letters, e.g. AOO1A) | search
Description | Flu shot with visit (50 letters)
Fee s5.10| (format: xx.xx, e.g. 18.20)
Percentage (format: 0.xx, e.g. 0.20) min. max.
Issued Date 2010-10-01 (effective date)

Termination Date (stale date)

Requires SLI Code

9999-12-31

l Save ]I Add Service Code || Exit |

Note: Fee and Percentage should not be filled in simultaneously or fees will
not calculate properly on invoices.

Warning: Do not click Add Service Code. This creates a duplicate code in
your system.

Il. Adding OHIP Service Codes

1. Click on Admin. Click on Manage Billing Service Code.
2. Type in the code to add. Click Search.
3. A message appears at the top notifying you that “It is a NEW service code”.

Fill in the fields. When you are done, click Save.
Note: Fee and Percentage should not be filled in simultaneously or fees will
not calculate properly on invoices.

| It is a NEW service code. You can add it. |

Service Code G777a (5 letters, e.g. AOOLA) | search
Description Gee Triple Seven A (50 letters)
Fee 7.75 (format: xx.xx, e.g. 18.20)
Percentage (format: 0.xx, e.g. 0.20) min. max.
Issued Date 2013-03-01 (effective date)
Termination Date 9999-12-31 (stale date)
Requires SLI Code
| Exit |
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lll.Modifying 3rd Party Service Codes
1. Click on Admin. Click on Manage Private Billing Code.

Upload 'Schedule Of Benefits

Manage Billing Service Code
Manage HST Control
HST report

2. Use the drop-down menu to choose an existing code. Click Edit.
Note: If your code does not appear on this list, it does not exist. Go to Section
IV. Adding 3rd Party Service Codes.

“

- choose one - Edit

h | " - choose one -
Private Code _ | 001A| Telephone Advice

N | 1 002A| Prescription Renewal (over pho [ ]
Description | 003A] Sick Note i (50 letters)
r ~ 004A| Missed Routine Appointment
Fee | 005A| Missed Physical p0)
- D0BA| TB Skin Test
Issued Date - 007A| Faxing & Photocopying
007B| Money laundring
008A| Transfer of Medical Records (p
009A| Transfer of Medical Records (e
010A| School/Camp Forms

| Delete |

3. Make the changes you require then click Save.
Note: The Description will appear on printed invoices.
Note: Clicking Delete will remove this 3rd party code from your system.

You can edit the service code.

| - choose one - 4 | Edit |

Private Code _ 003A '(e.g. O001A) | search |
Description 'sick Note (50 letters)
Fee dd GST () (format: xx.xx, e.g. 18.20)

Issued Date 2008-11-22 (effective date)

| Delete | | Save || Exit |
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IV.Adding 3rd Party Service Codes
1. Click on Admin. Click on Manage Private Billing Code.

2. Type in a code to add. Click Search.
Note: All 3rd party codes will start with an _underscore. You do not need to
type in the underscore on this screen.
Note: Unlike OHIP codes, there is no restriction on what a code can be.

Type in a service code and search first to see if it is available. |

| - choose one - : | Edit |
Private Code |CRvo  |(e.g. O001A) [ search |
Description (50 letters)
Fee | Add GST () (format: Xx.Xx, e.g. 18.20)
Issued Date (effective date)
| Delete | | Save || Exit |

3. A message appears at the top that “It is a NEW service code”. Fill in the
fields. When you are done, click Save.

It is a NEW service code. You can add it.

| - choose one - ¢ | Edit |

Private Code _ CRYO (e.g. O001A) | search |

Description ‘Wart removal (50 letters)
Fee 20.00 Add GST (| (format: xx.xx, e.g. 18.20)

Issued Date 2012-03-01 (effective date)

| Delete | Save f| Exit |
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