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Introduction )

Office Manager’s
Role in Billing

Medical billing can be complex, but as an office manager in a primary care
practice, you have the power to simplify the process, reduce errors, and
optimize revenue. This guide provides actionable tips to help you navigate
the billing cycle more efficiently.

Boost your practice’s efficiency with this guide:_Practice Efficiency Guide for
Office Managers
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Master the Medical Billing Process

Medical billing involves key steps, including:

@ Patient registration & insurance verification
& Proper coding & documentation

@ Claim submission & tracking

@ Managing denials & collections
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Understand Insurance & Payer
Systems

To reduce billing issues, familiarize yourself with:

e Private insurance vs. Medicare/Medicaid
e Payer contracts & reimbursement models
« Eligibility checks & verification best practices
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Ensure Accurate Patient
Registration & Insurance Verification

Avoid claim rejections by:

@ Verifying insurance before every visit
@ Collecting accurate patient information

& Confirming co-pays & out-of-pocket costs upfront
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Get Coding Right the First Time

Proper coding is crucial for reimbursement. Key code sets:

e« CPT Codes (procedures)
e ICD-10 Codes (diagnoses)
e HCPCS Codes (Medicare services/supplies)
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Submit Claims Correctly & On Time

To ensure fast, accurate payments:
@ Submit claims electronically whenever possible
& Use an EHR with built-in claim scrubbing

& Follow up on unpaid claims within 30 days
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Reduce Denials & Fix Rejected
Claims Quickly

Common denial reasons include: How to handle denials effectively:
€9 Incorrect patient details © Identify the issue
€9 Lack of prior authorization @ Correct & resubmit
€9 Non-covered services © Appeal when needed
i .
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Improve Patient Billing &
Collections

Encourage timely patient payments by:

& Offering online payment options
& Setting up payment plans

& Communicating billing policies clearly
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Get Coding Right the First Time

Proper coding is crucial for reimbursement. Key code sets:

e« CPT Codes (procedures)
e ICD-10 Codes (diagnoses)
e HCPCS Codes (Medicare services/supplies)
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Use Technology to Streamline
Billing
A modern EHR with billing integration helps:
@ Automate claims submission

€@ Reduce manual errors

© Track payments in real time
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Optimize Your Billing Workflow for
Maximum Efficiency

To simplify your medical billing, follow these best practices:

@ Standardize workflows with billing SOPs
@ Train staff on coding & compliance

@ Monitor billing KPls to track success
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Take Control of Your
Billing Process

By implementing these 10 tips, you can reduce errors, improve cash flow,
and enhance efficiency in your practice.

Next Steps:

& Boost practice efficiency with this guide:

& Maximize revenue cycle management:

& Upgrade your billing system today:



https://www.elationhealth.com/resources/ebooks-guides/practice-efficiency-guide-office-managers
https://www.elationhealth.com/resources/ebooks-guides/practice-efficiency-guide-office-managers
https://www.elationhealth.com/revenue-cycle-management/ehr-billing/
https://www.elationhealth.com/get-started-office-managers/
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Elation Health is the technology platform for primary
care success and was designed to empower primary
care practices with an intuitive, streamlined approach
to billing and revenue cycle management.

With Elation’s all-in-one EHR + billing solutions, you
can:

¥ Ssave time by eliminating inefficient workflows

M Reduce errors with automated claim scrubbing and
real-time tracking

¥ Speed up payments with seamless insurance
verification and patient billing

Switching to Elation is easy. Our transition process
ensures minimal disruption, saving your practice time
and money while enhancing efficiency.

% Award-Winning Innovation

Elation was recently recognized in the 2025 Best in
KLAS: Software and Services report as the top-ranked
solution in:

¢ Small Practice Ambulatory EMR/PM (1-10 physicians)
¢ EMR-Centric Virtual Care Platforms — Recognized for
the second time

Join the thousands of independent primary care
practices already benefiting from Elation.
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