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Marcus Welby, MD

How to keep your practice profitable and enjoyable

Suggestions to help you thrive in 2004

euggeStiOns

Income Overhead

extra revenue sources suggestions to cut your overhead

Time Stress

tips to save time and effort suggestions on how to

prevent a little stress

Mechanics

a few ideas to help with office operation
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Overhead

Transcription

time to-go-digital

Olympus 330

not Smart Card

small practice mamt 21st centur

Overhead

Digital Dictation Service Providers

e UnlimitedTranscriptions.com

e Doctor:Dictate!.com

e Medical Transcription.com

List at

Yahoo>business>health>medical_transcription

TranscriptionGear.com

small practice mamt 21st centur.

Transcription Equipment

¥ TranscriptionGear.Com - Hetscape

r——g T N S R

Looking For For as little as 10¢ a minute
wou can provide your dients
Brand Home Products? ol Free callin Dictation!

We Have Them All
Right Here!
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Digital Dictation

: Transfer to computer then
dictate send via the Internet

* Return 1 day, * 6-12 cents per line

« No office space or equipment for transcription

» No personnel issues like hiring, payroll,benefits,

coverage if out, training
« Better quality sound and transcription

» Works well with voice-to-type software

Cell Phone as Pager

. $50/ 1,000 minutes or per month

vs. 25¢ / page or e.g. $180 / mo

. Store all your phone #
. Caller ID

. Auto-forward

. Text Messages & E-mail to phone
. Change recorded message in seconds

. Why carry both pager & phone

small practice mamt 21st centur.

Overhead

Claim Clearing House
e.g. GatewayEDI

11¢ per HCFA claim sent via the Internet

vs 37¢ stamp for snail mail
vs up to $5 / claim
for interface & large corporation system

Print-to-File can be ideal way

to easily and inexpensively transfer your data
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* Print to File

How to let what you print
easily transfer the data to a database

How to let what you print

be easily stored or sent with an e-mail

* Print to File

If you can print it,

you can also make it a digital file

Digital files can link up with other programs

Your text data can automatically
fill in a database or spreadsheet

* Print to File-- Uses

+ Send your claims to a clearing house

no interface needed

+ Save your 10 page spreadsheet digitally

+ Query your database
then e-mail the repo
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* PRINT TO FILE

* Batch Print Clabrs

Type of Farm | =]

Cluma to Brocens: Fimary =
For Destinaon?
Select by Camiar & Pasint: [ -1
T |

Tpe of Date [ =]

Outpun File. HCFATAT
T~ Fomat e with CRILF?
F Beprnt clurs alwsdy prnted?
™ Enl claimrs dewignated 19 go alecteonicaliy?

I~ Eint enly clinms waih an insrence balance®
o e

Prist HGF AN

Close

Printer

MName:

Status:
Type:
Where:

Comment:

Page range

- ool Prtos s ime.

Print to File LM

-
Print

Printer

Hame: [ 58 Generic ] Text Only LPT 1 §
Stabus:  Ide

Type: Generic [ Text Only

Where:  LPTL: < >

Comment:

Page range Copies
=l Humber of copid

" Current page =,

s | @

Enter page numbers and/or page ranges
separated by commas, For example, 1,3,5-12

Pt what:  [Gocument ] Pint [alpagesinrange =

.. ol
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send / store
* PRINT TO FILESESEe——=

Plint
rink

Plame: [ 8o LaserJet 1000 =] Properties

Status: Printing: & documents waiting
hp LaserJet 1000

LPTL: = Erint o et

ere:
Commenk:
'age range opies

Fr 4l ’—(Number of capics: T = |

Three key pomts for printing
1) specific to a chosen printer

2) should use printer port LPT1
_3) must be generic text printer to transfer text

command
prompe

+ Select printer then click print to file option

+ Go to DOS prompt (in Windows>Accessories)
+ Enter the command PRINT and file name e.g.

IC:\>pr1nt report.prn

if you can print it, you can save it, send it,

* Hard Hat Area — Print to File

¢ Requires generic text printer

¢ File should have extension TXT or PRN

¢ Convert text-to-columns

with the tool in your word processor
then transfer table to database or spreadsheet
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Overhead

Benchmarks

Rent Lab Stamps
e.0.5% Paper
Toner / Copy Machine

SiEli Transcription | Phones
e.0. 22% eg.1.3%

Software M total monthly overhead / doctor

Hardware M total collection / doctor
M % collected after discount

Stress Prevention

Phones
* No phone service at noon hour or day off

* No voice mail for incoming receptionist calls

* \Voice mail to back line for simple replies
¢ 1 incoming line not 3 when needed

* Incoming phone line busy when needed

>>Patients do the leg work for
PA (prior authorization) for meds

PA for procedures
Schedule their own referral appointments

Stress Prevention

» Backup for Nurse and Receptionist

Cross Train !!
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TIME Savers

Mwireless pocket phone

mcall prescriptions to voice mail

mrefill meds prn X date

wtest order sheet
meveryone has a computer

and every station can schedule

small practice mgmt 21st century

TIME Savers

Message Form

if it’s not written, it didn’t happen

paper benefits
take message with 1 hand

get all the needed info via form to complete

easy to pass along to other staff

www.adultmedicine.com/forms (for examples that

digital system (e-mail) better if headset
so both hands can work keyboard

small practice mgmt 21st century

TIME Savers
Auto-Text with MS Word

the key to quick data entry

1) Imagine a 3 page physical dictated in 30 seconds

2) No more letterhead to buy

3) Add your signature from your computer
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AUTO-TEXT -the key to quick data entry

1) just memorized phrases
or pictures

2) pastes in with two key strokes

type name for the copied information -e.g. 1
then hit the F3 key

3) works for anything you can highlight
pictures-- logo

signature
entire normal exam or review of systems

field to add something like date
entire page with pictures, tables, text boxes

AUTO-TEXT examples to be shown

. full physical

. header for notes
. full letterhead—no special paper to buy

. signature insert
. bookmarks  to jump from top to bottom—

Control-F9 to insert F11 to jump
. calculated fields automatically add dates

. med sheet
. fax sheet

Auto Text Example

Template file 1 Memorized Phrase group 1
Template file 2 Memorized Phrase group 2

Template file 3 Memorized Phrase group 3

Insert can be from any of the three files

list to chose from can be any one or all of the files

small practice mgmt 21st century
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2l Document1 - Microsoft Word

Fie Edt Wew Insert Format | Tools | Table  window Help  Adobe POF

0= a8 a [& = % Speling and Grammar. .,

Language

Fig Broken Text...

Word Count...
AutoSummarize. ..

Laok Up Reference...

Spesch
Track Changes Ctrl+Shift+E

Compare and Merge Documents. .

Brotect Dacument...
Opline Collaboration

Letters and Mailings

Taols on the Web. .
Macro

Templates and Add-Ins, <(—

open auto text file options

AutoCorrect Options...

with Customize. .

Tools then Templates B i

Templates and Add-ins E| g|

Document temnplate

|N0rmal Attach...

IV automatically update document: styles Linked CS5...

~

Global templates and add-ins

Checked items are currently loaded.

v FDFMaker . dot =] add...

v auto-text-common-to-office. dot

v auto-text-dr-frank, dot Remove
¥ auto-text-dr-jones. dat

¥ aubo-test-dr-roy., dot

Fllbusine: e-medicine-01170

Select your

-]

g rou pS Full path:  D:h...\business-side-medicine-011704.dot

of memorized

ph rases QOrganizer. .. oK | Canicel

B_Trade phrases (auto-text)

oanizer.  from one file to another

Styles  autoText | Tookars | Macro Project rems |

In auto-text-demo.dot: To auto-text-dr-roy.dot:

letter Copy PP physical-female
FE physical-male

Delete physical-sports
= pmh

name ps
psh
| psr

AukaText available in: AutaText available in:

auto-text-dema, dok (Template) j |auto-text-dr-roy‘dot (Template)

Close File Close File

Description
REVIEW OF SYSTEMS:*PLLMOMARY: Mo cough, sputum, wheezing, No TB. Mo knowledge of any
active lung troubles, *CARDIAC: Mo chest pains with vigorous acti

Page 10 of 18
ACP 2004 Presentation-- Thriving in Small Practice in the 21st Century



Microsoft Word

Format  Tools Table Window Help Adshs PDF  Acrobat Comments

Break...

Page Numbers... & - o @ o -

Date and Time...

AutoTest \>
Field. .

Symbol.. Select Auto Text

Comment

Reference

Picture

Disgram...

Text Box
File...

Object...

Bookmark. ..
Hypsrlnk...  Ctri+K

BukoComect Sustoformak As You Typs

AkoTet FutoFuormal Smark Tags

¥ Ghom dursComplate suggestions
Ta secapt the AutcConplats suggestion, press Lnter

Enier AutnTest entries here:

HEVIEW OF & oL H
PULMORARY: Mo cough, sputum,

Choose
which

templates
to select from

AutoCorrect | AutoFormat As You Type

AutoText 1 AutoFormat Smart Tags

W Show AutaComplete suggestions
To accept the AutoComplete suggestion, press Enter

Enter AutoText entries here:

|
il Dilete

Insert
signature for Show Tookbar

letters etc.
=l

Lookin:  |Mormal.dot (global template)
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Time Savers

Frinicer
Hame: [ 8 HotFax Messagecenter Properties ‘

Skatus: 5 Generic { Text Only LPT 1

] Fing Printet ..
Bl 5 Generic IEM Graphics 3pin d

< Hot enter
where:

56 HP Desklet 812C (Copy [ Print to file
Comment: | 55HP DeskJet 812C-usb I Marual duplex.
Pags range | S8 HP Deskdet 820Cse

§hp LaserJet 1000
@ gl T

 Current page o

" Pages: W Collate

Enter page rumbers andjor page ranges
separated by commas, For sxample, 1,3,5-12

' Fax directly

pntohats [oocument <] oM from word processor
e W Pages per sheett |1 page i
Scoktopapersiet [Nascaing v

Qptions....

TIME Savers

everyone in the practice be able to easily
schedule an office visit

for an established patient

small practice mgmt 21st century

Relative Value Of Technology Time Savers

All

Call staff have
Pocket Scripts computer Message
Phone to XDate and can Form
Auto-text schedule

Analog Voica
$29

=2 2
Time e

Saved call backs

Use to call EEIEHE
Scripts work all tests
Schedule well any date

cT/MRI  WBEI Dictation Use
ect. Faxes to send i to order

can refill Letters
PRN a date} to get results

orx
by date etc

_10 finding

total hours

per week These are just my estimates for my solo practice
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MECHANICS

Patient Mix— new patients upon prior

approval
HIPAA release — form and on registration sheet

include patient e-mail and
permission to discuss with family

redo copy of insurance cards yearly
Convert paper to digital format — SCAN / FAX

e.g. Fax records to computer
then print later with laser printer

e.g. scan Insurance Cards
e.g.incoming faxes go to computer

MECHANICS

Patient E-Mail

How to get paid

1) get paid by webpage notice
and only send message from page

2) advanced arrangement--boutique practice

3) Auto-reply to incoming message

MECHANICS

Patients Sending E-Mail
Encryption

1) patients operate at a very basic level

2) direct e-mail from desktop computer better ?

3) incoming message— HIPAA requirements?
should incoming message be encrypted?
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www.adultmedicine.com/contact-office

FIETRP — v B

Electronic Patient Centered Communication

Resource Center

Contents

@mniel Z. Sands, MD, MPH

Guidelines

MECHANICS

Network Security .
1. BIOS (bootup) 5. Hide file property

password .
6.Server in lockable

2.Network & room
Program password

7.WIres only in office

3.No guest passes 8. Firewall

Virus scanner

4.0nly share
required programs

Router
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Passwords

1. Try 1% letter of every word in a sentence

2. and include a number

3. a character that needs 2 key strokes like ?

4. And at least 8 characters

eg: How Do You Do 5 Things At Once?
HDYD5TAO?

MECHANICS

Network Security L
1. BIOS (bootup) 5. Hide file property

password

6.Server in lockable

2.Network & room

Program password

7.Wires only in office

3.No guest passes 8. Firewall
Virus scanner

4.0nly share

i Router
required programs

Pre-employment Background Checks —
WEB DETECTIVE

www.PublicRecordsSources.com

www.ChoicePointOnline.com

www.CrimeTime.com/onine.html

PACER (pacer.psc.uscourts.gov )
www.USInformatonSearch.com

www.PreemploymentScreening.org
www.\Web-Detective.com

www.USSearch.com
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Income

Stop those NO Shows

1) call 2 days pre-visit

2) ask for call back to confirm
3) open slot if no confirm
4) call 1 hour after NO SHOW

Income

Revenue Enhancement

e.g. 1) Liquid Nitrogen and Cryotherapy
2) Medicare Allowed Screening Tests

Pap Collection / v76.2 Every 2 years

Pelvic / v76.2 Every 2 years
Prostate Check | v76.44 Every 1 year
Stool Guiac / v76.51 Every 1year

3) Extender (PA) — job share?

Pay by hour or 9% of their collections ?

cuggestion,

Income Overhead

New Revenue Sources - w
Digital Dictation

NS Stress Clearing House

Preventers Print to File
Telephone
i t

Time Savers Operational

Pocket Phone Mechanics

Message Form / digital version Network Security
Auto-Text ) Scan Paper
Voice Mail for Scripts Internet Pre-employment

refill x 1 year ___ © cCell Phone Pager
All staff can schedule office visit E-Mail to Patients

48 small practice mgmt 2
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Solo vs. Small Practice

I made a conscious decision to stay solo

¢ Like to do things my own way
¢ Like full flexibility

¢ Better control work and stress

and all aspects of practice

I missed out on some revenue and benefits of

extender, office lab, office xray,

group health plan, some pension options
& deferring all headaches to office manager

So What about the Future

Do we all invent the wheel ?

Remember the Dinosaurs—they couldn’t change

OFFICE CF 2 CENTURY

Rapid Change

Do More with Less

Technology & Efficiency

Manage: Increasing Complexity and Increasing| Infermation

—

Improved
Bottom Line
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Small Practice Management

Thriving

in the 215t Century

Questions -- Comments
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