
2026/06/04 11:09 1/3 Insurance and Registration

Spectra Health Wiki - https://wiki.spectrahealth.org/

Insurance and Registration

When looking at a patient’s chart under the registration for a specific appointment, there are several
things to look for to confirm that we have the insurance added to the appointment for them! Below we
will discuss what you should look for, both when checking a patient in and when an appointment is
being made.

When checking in a patient

When in the check in registration, you will see multiple tabs that shows a LARGE amount of patient
information. One of those tabs is “Encounter Guarantor and Coverages.” When you are looking at that
tab, you will see the following information.

As you can see, it indicates that there is an insurance that is displayed. That MNMA insurance is
showing up here to show that it is attached to this visit specifically. You can see that if you select the
tab as well with a slightly different look shown below.

You can tell that the insurance is attached to the visit here as it is listed under “Visit Coverages.”

Appointment Registration

To start, let’s define “appointment registration.” Appointment registration is the view of the
registration you see when you go to the appointment in the DAR or Snapboard and enter the
registration from there directly rather than going to the appointment desk then the registration. When
in the appointment registration, you will see the same view as the examples from the check in
process, but you will have access to another view under the “Pat Guar and Cvg” button on the top left
of the menu.
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From this screen, you see a couple of things that are new. The above boxes attached to the guarantor
show insurances that are attached to the guarantor and can be automatically attached to any visit for
the billing team. What you see below those boxes are insurances attached to the PATIENT account.
These coverages are a part of the patient account because they have been added at another clinic
that is not Spectra Health. These insurances can be selected so that they can be added quickly to a
guarantor account for billing by hitting the “Add Coverage” option in the empty box and selecting the
coverage from the list shown in that menu that you wanted to add.

You will see many more options that are attached to other patients that the guarantor is attached to.
It is best practice to double check all the names, and whether the insurance is on current patient of
not as highlighted above, to ensure we are adding the correct insurance to the correct patient.

Adding a new insurance

Click Cvg & Add’l Info under the Guarantor Accounts folder1.
Click “Add”2.
Search the insurance type (NDMA, MNMA, etc.)3.
Once selected, complete and submit the RTE query by clicking “Send,” or if it can’t be e-4.
verified, enter the Subscriber ID, Group Number (if available), Covered Through, Effective Date
(if unknown, use the first of the current month), and set as Verified by Patient.
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After the insurance has been added, return to Visit Info under the Demographics folder. Be5.
sure it shows up under Visit Coverages. If it is still listed under Unused Coverages and
needs to be attached to this visit, click the green “+” sign to the right.

Attaching an existing insurance

Click Cvg & Add’l Info under the Guarantor Accounts folder1.
Select the coverage you want to add underneath Select an Existing Coverage2.
After the insurance has been added, return to “Visit Info” under the “Demographics” folder.3.
Be sure it shows up under “Visit Coverages.” If it is still listed under “Unused Coverages”
and needs to be attached to this visit, click the green “+” sign to the right.

In both instances, you will need to make sure the patient has a guarantor account.

Registration

Make sure addresses are in all caps with no punctuation marks.
If you enter the zip code under “City,” the state, zip code, county, and country will all
automatically populate.
Please add Social Security Number if the patient/parent knows it.
Please list at least 1 emergency contact unless the patient refuses, then enter “REFUSED.”
Please enter patient Employment Info. If they aren’t employed, select “Not Employed” under
Employment Status, and enter “Child,” “Student,” or “Unemployed” under Occupation.
If the Guarantor and/or Subscriber is “Self,” please make sure to link the demographics.
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