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Spectacle Order Setup Guide

PLEASE NOTE IT IS ASSUMED THAT YOU HAVE GONE THROUGH ADMIN TRAINING AND HAVE BEEN SHOWN THE

PROCESS FOR CREATING BILL CODES.

Bill Code Setup

Go to the Admin in Crystal. The first section in the Admin area is called Billing. This is where you will create your
billing codes for your ophthalmic lenses and lens options. It is recommended that you create product specific
billing codes for all of your ophthalmic lenses and ophthalmic lens add-ons.

In the example provided below you can see that | sell the Varilux Comfort 2. For the Bill Code ID (1) you can see |
named it Comfort 2. In the Description field (2) | gave the bill code the description of ‘PAL-Varilux Comfort 2’

% 2 Sale Price
BillingT2ods Dascniption Quantity” (per 1 itam)
Comiort 2 PAL - Warilux Gomiort 2 25 150,003
Cordack Lers ar Inaclude an
Time Proc Code Requires Modfier Oplicisn ¢ Sta¥  Rowling Slip  Full Exam Frams= (UE Tamahte CCRLICCD
ofz] [wzras O ! m} [ ]

EMG [Emargency Cost ) Perchase Frice
Calegary E Flace of Service suggestad ™" or'’) ipar 1 ibam)
Diphibalmic Lenses - " 0.001-2

Billing Mates (does mat pnt an i cese]
Suggesied Diagnosis Codes - PORS

Code? Code2 Codad Coded Focter Mates (prints on invaics)

Fast Letler and Discounts >

I sell my Cr-39 Varilux Comfort 2 for $300. In the Quantity and Sales Price area (3), | adjust the Quantity to two
since | sell a lens for the (OD) and a lens for the (OS) and in the Sales Price (per 1 Item) | set the price for one
lens. When this bill code is used in the Billing Section, Crystal will do the math and charge the $300 for the pair

of lenses. Please see the example below

E e

= =T A

= S
Comfort 2 W2TE FAL - Varilux Comfort 2 2

300.00

below

In the Proc Code Box (4) make sure you put in the appropriate procedure code for the lens or lens options. In the
Optician/Staff box (5) it is recommended to put a check mark in this box for all of your ophthalmic lenses and
ophthalmic lens add-ons. This box is used to track what items your opticians and staff sell to your patients. In the
Category box (6) you can see | have categorized my Varilux Comfort 2 as an ophthalmic lens. Please see the example
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1 2 Sane Frice
BillingTode Dascription Quandily ™ (per 1 ibar)
Comfart 2 PAL - Varilux Ceemfort 2 2 150,005

% Carsact Lens ar InClude an
Tima Proc Code Requres Wodfier Opbiclen ¢ Stw®  Routing Slip FullExam  Frame Wzt Tamabis CORICCOD

O [VETE | O O O
EMG (Emargency Castf Perchase Prica

Calegary E Place of Service  suggestad ™" o'} ipar 1 item)
Dphihalmic Lenses w 1 0002

Etllll'lg Mates (doss mal pnnt on ifmcese)
Suggested Diagnosis Codes - PORS

Code 1 Cede2 Coded  Coded Footer Hates (prints on invaice)

Past Letier and Discounts =

Inactneabe Ball Code

It is highly recommended that you categorize all of your billing codes in to specific categories. For example, your

ophthalmic lenses and ophthalmic lens add-ons can be categorized as ophthalmic lenses or Lenses.

You can, if you want,

categorize you’re your ophthalmic lenses under one category and your ophthalmic lens add-ons under another category.
For example your ophthalmic lenses can be categorized as ophthalmic lenses and your ophthalmic lens add-ons can be

categorized as ophthalmic lens add-ons.

When creating your billing codes please keep in mind your billing structure for material upgrades. If you charge a flat
rate fee for material upgrades from SV to MF or PAL then you will only need to create individual billing codes for your

material upgrades. Refer to the example below

Billing o ” "
Bill Code Proc ... Q. Ti.. Description Category Tax O.. R.. Fu. Fr. M
Company 82962 82962 1 0 Glucose, blood by glucose mo... Professional Senices No No No No No No
Computers 92020 92020 1 0 Gonioscopy (Separate Proced... Professional Senices No No No No No No
Credit Card 65820 65820 1 0 Goniotomy Professional Senices No Ne Ne No No Neo
Defaults V2600 V2600 1 0 Hand held low vision aids and ... NONE No No No No No No
=5 Do S S RS W) Professional Senices No Ne No No No No
Diag Codes Hi Indax 160 V2799 1 0 Hilndex - 1.60 Ophthalmic Lenses No Yes No No No No
E Claims Hi Index 1.66/1.67 V2799 1 0 Hilndex - 1.66/1.67 Ophthalmic Lenses No Yes No No No No
E Prescribe il lgdex 1.70/1.71 1 15 _Hi Index 1.70/1.71 Ophthalmic Lenses No No No No No No

If you charge different fees for material upgrades based on SV, MF or PAL then you will create multiple bill codes for

each material. Please refer to the example below.

Silling . Bill Code Proc ... Q.. Ti... Description Category Tax | O.. iR
Company 92020 92020 1 0 Gonioscopy (Separate Proced Professional Serices No No No
Computers 65820 65820 1 0 Gonictomy Professional Senices No No No
Credit Card V2600 V2600 1 0 Hand held low wision aids and NONE No No No
D cfaulﬁ 7 33037 1 0 F Professional Semices No No No
Hi Index 1.60 PAL v2782 1 15 Hilndex - 1.60 Progressive phthalmic Lenses No Yes No
Diag Codes Hi Index 1.60 MF V2782 1 15 Hilndex - 160 Mutti-Focal phthalmic Lenses  No Yes No
E Ciaims Hi Index 1.60 SV v2782 1 0 HiIndex - 1.60 Single Vision phthalmic Lenses No Yes No
E Prescribe Hi Index 1.66 MF V2783 1 15 HiIndex - 1.66/1 67 Mufti-Focal phthalmic Lenses No Yes No
Email Hi Index 1.66 PAL V2783 1 15 HiIndex - 1.66/1.67 PAL phthalmic Lenses No Yes No
. . hHi Index 1.66 SV V2783 1 0 Hiln phthalmic Lenses No Yes No

The creation of the billing codes for your ophthalmic lenses and ophthalmic lens add-ons is crucial.

>

HEBe
No
No
No
No
No
No
No
No
No
No
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No
No
No
No
No
No
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No

No
No
No
No
No
No
No
No
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- eed ek b owd e omb b T

When creating your

bill codes for your ophthalmic lenses make sure you set the price for the Cr-39 cost. Also make sure to create a generic
bill code for frames. You will need just one or two generic frame billing codes. The one or two frame billing codes you

create will be used in the Frame Page Defaults Section. The frame bill code(s) you create essentially act as pointers to
look in the Inventory section of Crystal when the billing code used. Again it is recommended that you create product

specific billing codes for all of your ophthalmic lenses and ophthalmic lens add-ons and create at
billing code.

least 1 generic frame
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Frame Page Defaults

When you’re done creating all of your billing codes for your ophthalmic lenses and ophthalmic lens add-ons in the Billing
area of the Admin section, you will need to navigate to the Defaults area in the Admin section (1). Select “Frame Page
Defaults” (2). See the example below.

Biling " pafault Valses
Compagy Page: |Billing Defaults

) Defauts
i Other - TYPES oy Farm Defauts

m 1 Contact Order Defaulls
Contact Prescription Page Defauls
" Bilhng Adjus Contact RX Defaults

| "= defaull Rem

Biter Wisit | Routing Sip Notes

E Claims Gift Certifica Drug RX, Defaults
Refund Exam Defaults
E Prescribe INSFAnCE ALEleE S
Email Frames Page Defauls 2

E i- I Pt LI AL W

mployess Inveriony Defautts

Insurance Marketing Defaulls
Integrations Patients Page Dalaulls

| v Spectace RX Defaults

The Frame Page Defaults area is where you go to set up all of the functionality and drop-down options for your
Spectacle Lab Order screen. Please refer to the example below.

Default Valees

Page.  Frames Page Defaults + JCR R LR E

Edge | Coating 1| Coating 2| Coating 3| Other | Stahus l 1
Check Show Balances | Use Prev Order PD (f o blank) | Display Wholesale Frame Price | Expected [in days)

Always Show VSP option| Require PD for prescriptions | Require Seg Ht if Add Present | Require Authorization |
Require Lab| Require Frame Parameters | IF Sph. = +3 ! = -3, Require OC | Pnt Opbions Box|

Value Biling Code

Sake Frame : Frame

POF FOF : Patient COwn Frame
Reframe Style

Frame Warranty

Optican Redo

Medical Frame Replacement
Medicaid Frame

Matenal non-adapt

Lab Errar remake

Defactive Frame

Mone Inventary Order

#Add Biling Cade Remove Biling Code

In the picture above, you can see that this section has a lot to it. The main areas we will be discussing in this guide will be
the top eleven boxes starting at Frame Order and ending on Status (1). Each one of these eleven sections must be edited
to reflect the products and services your office provides for your patients in regards to creating a spectacle lab order.


http://www.crystalpm.com/
http://www.crystalpm.proboards.com/

Phone
1-800-308-7169 Option 1

Website
WWW.CRYSTALPM.COM

rystal

Practice Management

Email
support@crystalpm.com

Forum
WWW.CRYSTALPM.PROBOARDS.COM

FRAME ORDER

The first section we will cover is called “Frame Order”. In this section, you will create all of the values that coincide with
what your office considerers to be a frame order. In the picture below you can see that the options listed here on the
left side of the picture in the Frame Order section (1) are the same options that are listed in the Frame Order section of
the Spectacle lab order screen on the right (2).

Default Values Lab/Vendor: -
Page: Frames Page Defaults Lab Contact if Lab Order ¥

Frame Order Lens Type| Description | Material| Tint Spectacle Rx 1 Spectacle Rx 2| Spectacle Rx 3| PL
Check Show Balances| Use Prev Order PD (if r blank]

- - — Sphere Cylinder  Axis Vet Prism
Always Show VSP opu0n| Require PD for prescriptiond o [2.00 .00 120
Require Lab| Require Frame Parameters | If Sph. = +38 Transpase
0% 2w 1.00 120
Valua
ale Frame Selected : -
POF Frame Order: v
Reframe Stie Frame UPC: F'gll?
Frame Warranty Manufacturer: fReframe Style
Ciptican Redo Callection: Erame Uléarrlanrv
" can Redo
Medical Frame Replacemeant - Name: 2 Mg:;fcal Frame Replacement
Medicaid Frame Color: Medicaid Frame
Material non-adapt Material: E':’.'f;f"”“;“;;?'
Lab Error remake 3 Style: Defective Frame

Defective Frame
Mone Inventory Order

lone Inventory Order
Eye Dbl “vmm e

In this Frame Order section you can add or delete values as you see fit. In the picture above you can see a value on the
left hand side that says ‘Lab Error Remake’ (3). If you wanted to remove this value because it did not coincide with what
you deem to be a frame order then you would highlight that value and press on the ‘Remove’ button (1) at the bottom
of the screen. Refer to the example below.

[ Crystal PA -

Change Usar Time Clock
Feparis i Logout

Biling " pefault Vales

Cempany Page. Frames Page Defauls »| == default ism
Computers .
Cradit Card Frame Order Lens Type| Desr.ripuoﬂ| Materiall Tink | Edge | Coating '1| Coaun:|2| Coaling3| Cither | Status
Defaults Check Show Balances | Use Prev Order PD (if = blankll| Display Whodzsale Frame Price| Expected [in dﬁYS]l
Diag Codes Abyays Show VSP opdion | Require PD for prescriptions | Require Seg HE if Add F‘reseml Require Authorzation
EClakns Require Lab | Requirs Frame Parameters | If Sph. > +3 / < -3, Require OC | Print Options Bos |
E Prescribe T -
Walue Biling Code
Email
Sale
Employees POF
Insurance Reframe Style
Integrations Frarme Warranly Mew Text Valus
Inventary Optican Redo 3
[T T—— Medical Frame Replacement = | ——
MS Ward Material non-adapt T =
| | e
PORS Ty Cncer
Recall
Reports
Reuting Slip
Sehedule |_Remcve Ml U |
Tasks 2 1
TimeClock
Updates

[Mo Patient Selected Or. Roscher, Adam
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Once you press the ‘Remove’ button the ‘Lab Error Remake” value will be deleted from the list. To add values to the
Frame Order section press on the ‘Add Item’ button (2), please refer to the picture above. Once you click the ‘Add Item’
button, a small window will open allowing you to enter the new value you want (3). Type the value you want to add
inside of the box and press ok to add the value to the list.

Any values you add will appear at the bottom of the list. You can customize the order of the list by highlighting values
and either pressing the up button (1) or the down button (2). You can also alphabetize the list by pressing the Alpha
button (3), please refer to the picture below.

Man Inventory Order

When you are done creating the values that you want in this section you will need to link your frame billing code to the
value that will coincide with a frame sale. To do so, click on the value that will coincide with a frame sale then press the
Add Billing Code Button (4)

Once you press the Add Billing Code button, a Billing Code Search window will open up allowing you to search for your
bill code. Please refer to the picture below. You can search for the billing code by the Bill code ID (1), the Procedure code
(2) or the description of the bill code (3)

Default Values
Page! Frames Page Defaults | "= default item

Frame Order Lens Type| Description| Material| Tint | Edoe | Goating 1| Coating 2| Goating 3| Other | Status
Check Show Balances | Use P
Always Show VSP option | R

Require Lab | Require Frame Please select one or more:billing codes:
a 2 3
Value Search Bill 1D: Search Code: -'.202D| Search Description:
Sale =
POF Billing Code Proc Code Dreseription
Reframe Style
Frame Warranty MHIC Frame V2020 Medicaid Frame 4
Op“;;an Redo MHIC Upgrade | V2020 Medicaid Frame Upgrade
Medical Frame Replacement FiSun V2020 Plano Sunglasses
Material nen-adapt POF V2020 Patient Cwn Frame

Defective Frame
Mon Irventary Order

In the example above, | am searching for my frame billing code by entering in the procedure code in the Search Code
box (2). You will notice that after | put in the appropriate procedure code | get a list of possible billing codes | can use (4).
For this example, | will select the first bill code in the list, and then at the bottom of the Billing Code Search box | will
press the Select button (5).
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As you can see in the picture below, after the Select button is pressed, the bill code will link to the value in the list (1)

Default Values
Page: Frames Page Defaults v | "= default tem
‘Frame Order Lens Typel Descriptionl Maten’al] Tint ] Edge ] Coating 1 ] Coating 2] Coating 3| Other | Status|
Check Show Balances] Use Prev Order PD (if rx blank)} Display Wholesale Frame Pn'ce] Expected [in days]]
Always Show VSP option] Require PD for prescn’ptions] Require Seg Ht. if Add Present] Require Authoﬂzation‘
Require Lab | Require Frame Parameters | If Sph > +3/ < -3, Require OC | Print Options Box |

| Value Biling Code

| Sale Frame : Frame ¢ 1

POF
Reframe Style
Frame Warranty
The only bill code(s) that need to get linked to the Frame Order section are those bill code(s) that correspond with a
frame sale. This procedure for linking bill codes will be used throughout the first 10 sections in the frame page defaults

area (1) see the picture below.

Default Values
Page: Frames Page Defaulis * = default item

rame Order  Lens Type | Description| Material | Tint Edge | Coating 1| Coating 2| Coating 3| Other § Status

Check Show Balances | Use Prev Order PD (if no blank) | Display Wholesale Frame Price | Expected [in days]

Always Show YSP option | Require PD for prescriptions | Require Seg Ht. if Add F'resent| Require Authmizatiun|
Require Lab | Require Frame Paramet9ls| If Sph. = +3 = -3, Require OC| Print Options EDK|

LENS TYPE

The next area we will discuss will be the Lens Type. In the Lens Type section of the Frame Page Defaults you will want to
list all of the basic lens types. As you can see in the example below | have my lens types listed as Single Vision, Bifocal,
Trifocal, Progressive, Near Variable Focus and Specialty (1). The set up for this should be simple, as the values listed in
the example are essentially the basics of Lens Types. You will also notice in the example below that | have linked a bill
code to the Single Vision value (2). It is recommended that you link a bill code to this value as well. The bill code you link
here should be the bill code that coincides with a single vision Cr-39 lens. No other bill codes will need to be linked in

Lens Type section.
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Default Values
Page: Frames Page Defaults « PR
Frame Crder ”m Desuiption| Material | Tint | Edge | Coating 1 | Coafing 2 | Coating 3 | Other | Stams|
Check Show Balances | LIse Prev Order PD (if rx blanl:}| Display Wholesale Frame F"n'oe| Expected [in days] |
Always Show VSP option | Require PD for prescr pljnns| Require Seg Ht. if Add Presem| Require Nﬂhorizﬂtinn|
Require Lab | Require Frame Paramele;s| If Sph. = +3 [ = -3, Require CIC.| Print Options Emt|
Billing Code

S\V-Plastic - SV Plastic Lenses | 2

DESCRIPTION

The next area we will talk about will be the Description. In the Description section of the Frame Page Defaults you will
want to list the specific ophthalmic lenses you provide your patients and link the corresponding bill code to those values.
As you can see in the example below | have listed the specific ophthalmic lenses | provide my patients (1). | have also
linked the corresponding bill codes to the values in this section (2).

Drefaul Values

Page. Frames Page Defaulls w " =defaultitem
Frame Order | Lens Type || Description Material| Tint | Edge | Coating 1| Coating 2| Coating 3| Other | Status |
Check Show Balances | Use Prev Order PD (if reblank)| Display Wholesale Frame Price | Expected [in days]|
Always Show VSP option | Require PD for prescripions | Require Seg Ht if Add Present | Require Authorization |
Require Lab| Require Frame Parameters| If Sph. > +3/ < -3, Require OC | Print Options Box |

Walue Biling Code Limkaing
Bifocal - FT 28 BF-FT28 : Bifocal - FT28

Bifocal - FT 35 BF-FT35 : Bifocal - FT35

Bifocal - Executive BF-Exec : Bifocal - Execufive

Bilocal - Blended Seg 22 BF-Blended | Bifocal - Blended

Bifocal - Blended Seq 25 BF-Blended 25 : Bifocal - Biended Seg 25

Bifocal - Blended Seg 28 1 BF-Blended 28 | Bifecal - Blended Seg 28 2
Bifocal - Curve Top Seq 28 BF-Curnve 28 : Bifacal - Curve Top 28

Tiifocal - 728 TF.7x28 : Trifocal - Flat Top Tx28

PAL - Adaptar Adaptar - PAL - Adaptar

PAL - Varilee Comfort 2 Cormfort 2 - PAL - Varilux Cormfort 2

SV - Essilr Eyecode SV-Essilor Eyecode | Essilor Eyecode (SV)

|_Add e Wil Romove Wil Up W Down Wi SetDefaut |

It is recommended that when you link bill codes in this section that you link the bill codes that corresponds with the Cr-
39 cost for that specific lens. Material add-ons are done in the next section.
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MATERIAL

The next area we will talk about will be the Material. In the Material section of the Frame Page Defaults you will want to
list all the different lens materials you offer your patients. When creating your material values in this section please keep
in mind your billing structure for material upgrades.

If you charge a flat rate fee for material upgrades from SV to MF or PAL then you will only need to create individual
values for your material upgrades (1) and then link the corresponding bill codes (2). See the example below.

Crefaul Values

Page.  Frames Page Defaults R
Frame Order | Lens Type | Description | Material Tint | Edge | Coating 1 | Coating 2 | Coating 3 | Other | Status I
Check Show Balances | IUse Prew Order PD (if re I:lls.nk}| Display Wholesale Frame Price | Expecied [in da:.nsl|
Atways Show WESP opticn | Require PD for prescriptions | Require Seg Ht if Add Present| Require Authorization |
Require Lah | Require Frame Parameters | ¥ Sph_ = =3 / = -3 Require OC | Print Options Box |

Wahee Billing Code Limking
Glass Glass : Glass Lenses

Glass Hi Index Glass Hi-index | Glass Hi-Index Lensas

Bid Index Kid Ind=x - Mid Index Lenses

Plastic Plastic - Plastic Lenses

Plastic Hi Index 1.60 1 Hi Index 160 Hi Index - 1.60 2
Plastic Hi Index 1.6&M1.67F Hi Indies 1660167 © Hi Index - 1.866/1.67

Flastic Ha Index 1.7001.71 Hi Index 1707171 . Hi Index 1.7001.71
Folycarbonate Poly-5td - Polycarbonate - Standard

Triwex Trivex ;| Trivex

ThanLite 1.74 CRZ ALIZE LW Poty-Std - Paolycarbonate - Siandard

If you charge different fees for material upgrades based on SV, MF or PAL then you will need to create multiple values
for each material (1) except plastic then link the corresponding bill code (2). Please refer to the example below.

Defaut Values
Page. Frames Page Defaults v | " =defaukitem
Frame Order | Lens Type I Description ||—m Tint [ Edge [ Coating 1 | Coaling 2] Coating 3| Other ] Status |
Check Show Balances | Use Prev Order PD (if rx blank) | Display Wholesale Frame Price | Expected [in days] |
Always Show VSP option| Require PD for prescriptions | Require Seq HL. if Add Present | Require Authorization |

Require Lab | Require Frame Parameters | I Sph. > +3/ < -3, Require OC | Print Options Box|

Valee Bifing Code Linking

Plastic

Polycarbenate SV Poly SV : Polycarbonate SV Upgrade

Polycarbonate MF Poly MF - Polycarbonate MF Upgrade

Polycarbonate PAL Poly PAL | Polycarbonate PAL Upgrade

Trivex SV 1 Trivex SV - Trivex SV Upgrade 2

Trivex MF Trivex MF - Trivex MF Upgrade

Plastic Hi Index 1.60 SV Hi Index 1.60 SV : Hi Index 1.60 SV Upgrade

Plastic Hi Index 1.60 MF Hi Index 1.60 MF _ Hi Index 1.60 MF Upgrade

Plastic Hi Index 1.60 PAL Hi Index 1 60 PAL : Hi Index 1 60 PAL Upgrade

Plastic Hi Index 1.66/1.67 SV Hilndex 1.66/1.67 SV : Hi Index 1.66/1.67 SV Upgrade

Plastic Hi Index 1.66/1.67 MF Hilndex 1.66/1.67 MF : Hi Index 1.66/1.67 MF Upgrade

Plastic Hi Index 1.66/1.67 PAL Hilndex 1.66/1.67PAL : Hi Index 1.66/1.67 PAL Upgrade
T

Sct Defauit Acd Biling Co Remowve Biling Code
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TINT

The next area we will talk about will be Tint. In the Tint section of the Frame Page Defaults, you will want to create
values for your tints and link the corresponding bill codes. In this section you can get as specific as you want. In the
example listed below | have listed all of the most common types of tints to include gradient and solid tints (1) and linked
the corresponding bill codes (2)

Default Values
Page Frames Page Defaults v & S=defal item
Frame Order [ Lens Typej DescnpuonJ Matenal I [_‘Wﬁ Edge ] Coating 1 ] Coaling 2j Coating 3| Other I Slalus]
Check Show Balances | Use Prev Order PD (if rx blank) | Display Wholesale Frame Price | Expected [in days] |
Ahways Show VSP option | Require PD for prescriptions | Reguire Seg HL if Add Present | Require Authorization |

Require Lab | Require Frame Parameters | If Sph. > +3/ < -3, Require OC| Print Options Box |

Value Billing Code Linking
Solid Grey 1 Tint-Solid : Tint - Solid

Solid Grey 2 Tint-Solid : Tint - Solid

Solid Grey 3 Tint-Solid : Tint - Solid

Gradient Grey 1 Tint-Gradient - Tint - Gradeent

Gradient Grey 2 Tint-Gradient  Tint - Gradient

Gradient Grey 3 Tint-Gradient - Tint - Gradient

Solid Brown 1 Tint-Solid : Tint - Solid 2
Solid Brown 2 Tint-Solid : Tint - Solid

Solid Brown 3 Tint-Solid : Tint - Solid

Gradient Brown 1 Tint-Gradient - Tint - Gradient

Gradient Brown 2 Tint-Gradient - Tint - Gradient

Gradient Brown 3 Timt-Gradient - Tint - Gradient

Sold G-15 1 Tint-Solid : Tint - Solid

PPy

You do not have to get this specific if you do not wish to. You can, if you want, just create a value that says “Solid Tint”
and a value that says “Gradient Tint” and then link the corresponding bill codes.

EDGE

The next section we will discuss will be the Edge section. In the Edge section of the Frame Page Defaults, you
will want to create values that correspond with the different edge treatments you provide your patients. In
the example below you can see | have listed the most common lens treatments | offer my patients (1) and
have linked the corresponding bill codes to those values (2)

Default Values

Fage’  Frames Page Defaulis v
Frame Order | Lens Type| Description | Mﬂleriall Tink ”EdgT Coating 1| Goating 2| Coaling 3| Other | Status |
Gheck Show Balances | Use Prev Order PO (if rx blankll Display Wholesale Frame Pricel Expected Iinda\'5]|
Alwrays Show WSP opfion | Require PO r'urprescrimions| Require Seg Ht if Add F‘raserrl| Require Authorization |
Require Lab | Rexquire Frame Parameters | If Sph. > +3 /< -3, Require 0G| Print Options Bowc|

* = default lem

Value Billing Code Linking
High Luster Edge Polish Paolished - Polished Edges

Painted Groowve 1 Painted Groove | Painted Grooved Edge 2
Rall and High Luster Palish Rall & Falish - Rolled & Edge Palishing

Standard Finish Standard Finish - Standard Edge Finish

Hemave Hiling
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COATING 1, COATING 2 AND COATING 3

The next sections we will discuss will be the sections labeled Coating 1, Coating 2 and Coating 3. In the Coating sections
of the Frame Page Defaults you will want to create values for all of the coatings and add-ons you provide your patients.
In the example shown below you will see that in Coating 1 | have listed all of my anti-Reflective coatings (1) and linked
the corresponding bill codes to those values (2)

Defaut Values

Page: Frames Page Defaults v
Frame Order | Lens Type | Description| Material| Tint | Edge |[Coating 1 Coating 2| Coating 3| Other | Status|
Check Show Balances | Use Prev Order PD (if rx blank)| Display Wholesale Frame Price | Expected [in days] |
Always Show VSP option| Require PD for prescriptions | Require Seg HL if Add Present | Reguire Authorization |
Require Lab | Require Frame Parameters | I Sph > +3/ < -3, Require OC | Print Options Box |

* = default 2em

Value Biling Code
Aura AR-Awra - Anti-reflectice coating - Aura
Carat AR-Carat : Anti-reflectice coating - Carat
Carat Advantage AR-Carat Adv. : Anti-reflectice coating - Carat Advamage
Carat Advantage Gold AR-Carat Adv. Geld : Anti-reflectice coating - Carat Advantage Goid
Carat Gold AR-Carat Gold : Anti-reflectice coating - Carat Gold
Claris 1 AR.Clans : Anti.-reflectice coating - Claris 2
Claris Plus AR-Clarnis Plss - Anti-reflectice coating - Claris Plus
Cobalt AR AR-Cobat : Anti-reflectice coating - Cobak
Cobak Plus AR AR-Cobakl Pius : Anti-reflective coating - Cobal Plus
Crizal Aize UV AR-Alize | Anli-reflective coating - Crizal Alize
Cnzal Avance UV AR-Avance - Anti-reflective coating - Crizal Avance
Crizal Easy UV AR-Easy - Anti-reflective coating - Crizal Easy
1<
Add Billng Code

Defaull Values
Page:

Frame Order | Lens Type | Description | Matesial | Tint

Frames Page Defauls

In Coating 2 | have listed all of my scratch coats and UV coatings (1) and linked the corresponding bill codes (2) please
refer to the example below.

o = default item

Check Show Balances | Use Prev Order PD (if rx blank) | Display Wholesale Frame Price | Expecied [in days]|

Abays Show VEF oplion | Require PD for prescriplions | Require Seq HL if Add Presenll Require Authorization |

Require Lubl Require Frams Fararnelersl If Sph. = +3/ < .3, Require CIC.l Print Oplions Elvuxl

Value

Doctor Supplied UV
SRE - Factory Coated
SR - Foundation XT

Billing Code

Edge | Coating 1| Coating2 Coating 3| Other | Status |

U400 - LNV-400 Protection
BRC-Factory - Scratch Protection (Factory)
SRC-Foundation : Scrateh Protection (Foundation XT)

SRC-TD2 SRC.TDZ2 : Soratch Protection {TD2)
SRC - Tegra SRC-Tegra : Scratch Protection (Tegra)
SR - Unity HC SRC-Unity HC : Scratch Pratection (Unity HC)

Shaanem W Remove B Up B Covr WL Set Detautt |

Add Linking
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In Coating 3 | have listed all of my photochromic and polarized lenses (1) and linked the corresponding bill codes (2)

Please refer to the example below.

Default Values
Fage Frames Page Defaulis

o "= defaul ilem

Frame Ordcr| Lens Type | Descripiion | Matenal | Tint | Edge | Coating 1 Coating 2 ”m Other | Status |
Check Show Balances | Use Prev Order PD (if rc blank) | Display Wholesale Frame Price | Expected [in days] |

_hmax_.'s Show VEP option | Require PD for prescrptions | Require Sag Hi. if Add Presem|_.Reuure Autharization |
Raquire Lab | Require Frame Parameters | f Sph. > +3 [ < -3, Require OC | Print Options Box |

il
PBEX - Photo Brown Exira
PEX - Pholo Grey Extra
Fhotochromic - Ambsear
Photochromic - Brown
Photochromic - Colorfatic Extra Grey
Phaotochronmc - Copper
Pholochromic - Gray
Photochromic - LifeRX Brown
Photochromic - LifeRX Grey
Phatochromic - Photo Fusion Brown
Phatochromic - Phato Fusion Grey
Photochromic - Phato Gray Thin & Dark
Photochromic - Phata Sun i

e L e

|_Add lten |l Remove [l Up i Down |

Help Linkng

Photo-PBX - Phatochromic - Photo Brown Extra
Phato-PGEX | Phatachramic - Pholo Grey Extra
Photochromic - Fhotochromic

Phatachromic - Photochromic

Photo-Colorhatic | Photochromic - Colorfatic Extra Grey
Phatachromic © Photochromic

Phatochramic @ Phaolachromic 2
Phato-LifeRX, : Photochrome: - LifgRX BrownGrey
Phato-LifeRX - Photochrome - LifeRX Brown/Grey
Photo-PhotoFuesion - Photochromic - Photo Fusion Brown/ Grey
Phato-PhatoFwsion | Phalochromic - Phato Fusion Brown/Grey
Fhoto-Thin&Dark : Phofochromic - Thin & Dark

Phatg- Phato Sun il Photechromic - Photo Sun il

Import Backup

When setting up Coating 1, Coating 2 and Coating 3 please keep in mind that you can set these sections up however you
like. The way they are set up in this guide is merely a suggestion. In this guide | put all of my anti-reflective coatings in
Coating 1. You can, if you want, put all of your scratch and UV coatings in Coating 1 and put all of your anti-reflective

coatings in Coating 2.

OTHER

The next section we will discuss will be the section labeled other. In the Other section of the Frame Page Defaults you
will want to create values that coincide with all of the extra services that you provide your patients that have not been
listed in throughout the other sections of the Frame Page Defaults. In the example provided below you can see | have
listed all of the extras | provide my patients (1) and linked the corresponding bill codes (2)
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Diefault Valies

Page: Frames Page Defaulis w| © = elafult ilem
Frame Order | Lens Type | Description| Material| Tt | Edge | Coating 1| Coating 2| Coating 3|| Cther  Staius |
Check Show Balances | Use Prev Order PD (if rx blank) | Display Wholesale Frame Price | Expected in days] |
Always Show VSP oplion | Require FD for prescriptions | Require Seg Ht if Add Presert | Reguire Authorization |
Require Labl Require Frame Paramelers | IF Sph. = +3 7= .3, Require DC| Print Opticns Elml

Valug Biling Code
M
Custom Lens Shape Custom Shape : Custom Lens Shape
Custom Measurements Custom Measurements - Custom Lens Measurements
Custom Manwe Etching Mame Etching - Custom Mame Etching
Drill Mount 1 Dirill Mount - Dnll Mourting 2
Overpower Lens = 60 Sph = 20 Cyl Crearpower Lens | Overpowerad Lens
Oversized Lens =56 mm Owersized Lens © Oversize lens
Prism Prism - Prism
Siab Off Slab Off - Siab Off
€

| Femove Jl Up | Add Eilling Code

_Import Backup il Save Backup |

STATUS

The last section we will discuss will be the Status section. Statuses are used to denote what stage the glasses are in
during the order/production process. In the Status section of the Frame Page Defaults you will want to create all of the
various status changes that glasses go through. In the example provided below you can see | have a list of values that
give the general status of where my glasses order is during production.

Dwefaul Vales

Fage. Frames Page Defaults w| 7= delaull Rem
Frame Order | Lens Type | Description| Material| Tint | Edge | Coating 1| Coating 2| Coating 3| Otner |[ status
Check Show Balances | Use Prev Order PD (if n blank) | Display Wholesale Frame Price | Expected [in days] |
Always Show V5P -::||:-tim| Require PD for prescriptions | Require Seg HE. if Add Present | Require Authorization
Require Lab | Require Frame Parameters | MSph. = +3/(=-3, Requre OC | Print Options Eimcj

Created
Orckered
Received
FPatient Called
Dispensed
On Hold

| Up | Down | Sat Dafaull

Crystal does not automatically update the status in the Spectacle Lab Order screen. Status must be changed manually as
the glasses go through the production process. After the optician creates the order they will want to mark it as ‘Created’.
After the lab staff orders the glasses they will want to mark it as ‘Ordered’. Once the glasses arrive from the lab
completed the lab staff will want to mark the glasses as ‘Received’. Updating the status is an important part of the
glasses production process. Keeping the status updated and accurate will allow you to run reports to see where jobs are
in the production process.
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OTHER FRAME PAGE DEFAULT OPTIONS

Setting up the first eleven sections of the Frame Page Defaults is a crucial part of how the Spectacle Lab Order screen
will function in your office. You do have other options that can be selected to enhance how the Spectacle Lab order
screen will function. In the example below you will see a number of other options you can set up (1). Below | will give a
brief synopsis of what each of these options are

Default Values

Page! Frames Page Defaults w| = default item
Frame Older| Lens Ty'pe| Description| Maten'al| Tint | Edge | Coating 1 | Coating 2| Coating 3| Other |m
ICheck Show Balances | Use Prev Order PD (if rx blank) | Display Wholesale Frame Price | Expected [in days] [

Always Show VSP option| Require PD for prescription5| Require Seg Ht. if Add Present| Require Authorization 1

Require Lab | Require Frame Parameters | If Sph. = +3 /< -3, Require OC | Print Options Box | Packages

Created
Ordered
Pending

On Hold
Recaived
Patient Called
Dispensed

Add Item Remove [ Up | Set Default
Impart Backup

Check Show Balances — Gives you the option to view patient balances on the Spectacle Lab Order screen.

Use Prev. Order PD (if rx blank) — Gives you the option to pull the PD from a previous order if the PD is left blank on the
current order.

Display Wholesale Frame Price — Gives you the option to view the wholesale frame price on the Spectacle Lab Order
Screen.

Expected (in Days) — Gives you the option to set what the default turnaround time is for your spectacle orders.

Always Show VSP Option — Give you the option to use the VSP defaults instead of the regular frame page defaults when
creating spectacle lab orders

Require PD for Prescription — Gives you the option to set whether or not you require a PD on the Spectacle Lab Order
screen when creating an order.

Require Seg. Ht. if Add Present — Gives you the option to set whether or not you require a seg height if an add is present
when creating an order.

Require Authorization — Gives you the Option to set whether or not you require a number be entered in the
Authorization box on the Spectacle Lab order Screen.
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Require Lab — Gives you the option to set whether or not you require a Lab name be entered in the Lab box on the
Spectacle Lab Order screen.

Require Frame Parameters - Gives you the option to set whether or not you require Frame Parameters be entered in on
the Spectacle Lab Order screen.

If Sph. > + 3/< - 3, Require OC — Gives you the option to set whether or not you require an OC be entered if the power is
above a+/-3

Print Options Box — Gives you the option to set whether or not you want to print out which ophthalmic lens options list
you used: Either the VSP options list or the Frame Page Default options list.

Packages — Gives you the option to create packages that you can select from when creating an order.

How to Create Package Options in Frame Page Defaults.

Before setting up your packages it is assumed/recommended that you have gone through the optician training and
setup your optical so that a routing slip populates after creating an order

In order to set up packages in Crystal you will need to first navigate to the Admin section in Crystal (1). Once in the
Admin section you will need to navigate to the left hand side of the screen and select Defaults (2). In this section you will
need to select Frame Page Defaults from the drop down list at the top of the screen (3).

e Crystal PM G 1

“ ' b - Ve Change User Time Clock
. Yo

Patient Billing Tasks Schedule Inventory Reports Records Admin ﬂ%‘t
Billing Default Values ‘ 3
Company Page: Frames Page Defaults o *=default item
Computers
Credit Card

Defaults ¢ 2

Once in the Frame Page Defaults section you will need to select the Packages button (1).
Default Values
Page: Frames Page Defaults v 7= defaultitem

Frame Order Lens Typel Description| Material‘ Tint | Edge ‘ Coating 1‘ CoatingZ‘ Coating3| Other] Status|
Check Show Balances | Use Prev Order PD (if rx blank) | Display Wholesale Frame Price ‘ Expected [in days] ]

Always Show VSP option | Require PD for prescriptions‘ Require Seg Ht. if Add Presentl Require Authorization]
Require Lab ] Require Frame Parameters] If Sph. = +3 / < -3, Require OC | Print Options Boxl Packages ’@1
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You will now need to create the name of your ophthalmic lens package. To do this you will need to press the Add Item
button located at the bottom of the screen (1).

Default Values

Page: Frames Page Defaults v = default item
Frame Order| Lens Typel DescriptionI Material’ Tint | Edge | Coating 1| CoatingZ| Coatin93| Other | Status|
Check Show Balances l Use Prev Order PD (if rx blank) | Display Wholesale Frame Price ] Expected [in days] |

Always Show VSP option ] Require PD for prescriptions ] Require Seg Ht. if Add Presentl Require Authorization |
Require Lab | Require Frame Parameters] If Sph. = +3 / < -3, Require OCI Print Options Boxl Packages

Value Package Info

Add fiem [
1

This will open a small window in the middle of the screen. You will need to enter in the name of the package you are
trying to create in this window. Once you are done entering in the name of the package you wish to create press the OK
button (1)

L

Mew Text Value:

| |
1 CANCEL

You will now see the name of your ophthalmic lens package appear on the screen (1). At this point you will need to add
the items you want your ophthalmic lens Package to contain. To do this you will need to press the Edit Item button
located at the bottom of the screen (2).
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Default Values
Page: Frames Page Defaults v = default item

Frame Drder‘ Lens Type| Description| Material‘ Tint | Edge ‘ Coating 1 ‘ Coating.?‘ Coating3‘ Other ‘ Status|

Check Show Balances ‘ Use Prev Order PD (if rx blank) ‘ Display Wholesale Frame Price ‘ Expected [in days] ‘

Always Show VSP option ‘ Require PD for prescriptions ‘ Require Seg Ht if Add Present‘ Require Authorization ‘
Require Lab ‘ Require Frame Parameters ‘ If Sph. = +3/ < -3, Require OC ‘ Print Options Box‘ Packages

Value Package Info
SV Poly Package <=:|_
Add ltem | Sei Dofauli | 2

You will now see the Spectacle Lab Order window flash open and close. This is normal. After that window closes you
should see a window appear called Package Defaults. This is where you will enter in the items you want on your
ophthalmic lens package.

s Package Defaults — O X

Lens Selected
Lens Type:

Description:

Material:

Tint:

Coating:

Coating:

Coating:

|
|
|
|
Edge: | w~ |
|
|
|
Other: |

[] Clear All Lens Other Options (can not be combined with other Packages)

SAVE

From the Package default window you will need to select the Lens Type, Description, Material, Tint, Edge, and any
applicable coatings you wish to add to your ophthalmic lens package. You will notice a check box that says Clear All Lens
Options (1). Selecting this option will make the package eliminate and replace all items that were previously entered
during the ordered process. When you are done selecting the items press the Save button at the bottom of the Package
Defaults window (2).
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lbr Package Defaults - O *
Lens Selected
Lens Type: |Sing|e Vision R |
Description: |SV - Single Vision £ |
Material: | Polycarbonate - |
Tint; | ~|
Edge: |Standard Finish " |
Coating: |Criza| Easy UV v |
Coating: | ~ |
Coating: | v |
Other: | ~|

[] Clear All Lens Other Options (can not be combined with other Packages)
ﬁi wE <2

Once you press save, you will see some information appear in the Package Info column (1). You have now created your
first package. To test if your package is working correctly, navigate over to the Patient module, go to the prescription tab
and press the Frame button to create an order.

Default Values
Page' Frames Page Defaults .~ = default item

Frame Drder| Lens Type‘ Description‘ Material‘ Tint | Edge | Coating 1 ‘ Coating2| CoatingB‘ Other ‘ Status‘

Check Show Balances | Use Prev Order PD (if rx blank) ‘ Display Wholesale Frame Price | Expected [in days] ‘

Always Show VSP option | Require PD for prescriptions | Require Seg Ht. if Add Present‘ Require Authorization |
Require Lab ‘ Require Frame Parameters | If Sph. = +3/ < -3, Require OC ‘ Print Options Box| Packages

Value Package Info
SV Poly Package <fa>Single Vision</f.. Cag=3 1

Add Hem W Eaikem
import Backup
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Setup Options for Packages

There are a number of ways to create the package pricing You can bundle your package options in to one bill code or
you can have an al a carte style setup for your package options. It is recommended to do a more al a carte style setup for
your packages and create package discount bill codes to help offset the full cost of the package

In the example below you can see that | have charged my patient for a frame, Varilux Physio, Polycarbonate material
upgrade, tint, AR and a roll and polish. Because this is not a package | will charge my patient the full price of $700

Bill Cade Proc Code MC Description Cnit Emip Inzurance Amount |
Frame Y2020 Frame UPC: 1234567899 Mike Flexon 1 170.00
Physio WaTR PAL - Varlux Physio 2 250.00
PolyPrm  Wa7sd Polycarbonate - Premium 2 B0.00
Tint-Gradien V2740 Tint - Gradient 2 30.00
Foll & Polis %2799 Rolled & Edge Polishing 2 20.00
AR-Avance V2750 Anti-reflective coating - Crizal Avance 2 130.00

w

Swilch to Quate [ Show Insurance Details  |nvoice Patient: £700.00

Save Invoice

Check Invoice Credit Tranafer

Balance  |nsurance: §0.00

In the example below you can see that | have charged my patient for a frame, Varilux Physio, Polycarbonate material
upgrade, tint, AR and a roll and polish. This time | wish to charge this patient for the package price. As you can see | have
added a package discount bill code to help offset the full price of the options and set the monetary value of the bill code
to a negative number.

Bill Code Proc Code MC | Description Qnt| Emp Inzurance Amount | &
Frame V2020 Frame UPC: 1234567892 Mike Flexon 1 170.00
Physio V2TR1 PAL - Varilux Physic 2 250.00
Paly-Prm V2784 Polycarbonate - Premium 2 80.00
Tint-Gradien V2740 Tint - Gradient 2 30.00
Roll & Polis V2793 Rolled & Edge Paolishing 2 20.00
AR-Avance V2750 Anti-reflective coating - Cnzal Avance 2 150.00
Package Di FPackage Discount 1 -200.00 I
w

h to Quote . [ Show Insurance Details  |pvoice Fatient: §500.00
Check Invoice Credit Transfer Save Invoice VEP Calc Balance |nsyrance 2000

Tying it all together

Going through and setting up the Frame Page Defaults as described in this guide will allow your staff members to create
spectacle lab orders and then have the order information pulled off of the order and turned into a routing slip which
then can be turned in to an invoice. This set up will help speed up the process for creating lab orders and the subsequent
invoice for that lab order. We will discuss this process in the next section.
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Spectacle Lab Order

Now that you have gone through and created your ophthalmic lens and ophthalmic lens add-on billing codes, and set up
your Frame Page Defaults, it’s time to test how all of this will work. In order to get to the Spectacle Lab Order screen you
will need to go to the Patient module in the top left corner of Crystal (1), navigate to the Prescription tab (2) then press
on the Frames button (3). Please refer to the example below.

[ 2 Bunny, Bugs (103} dob01,/01/1912 - Crystal PM
auration Station EHR Impart f Bport Support  Meszages ?‘

_ Change User
m H

Tasks Schedule Inventory  Reporis _ Recomds Arimin Logout

Prescrption

| 1R | PEEeE 10152015 o NS

Backup Schedule

Timne Clack

Motes

“Files | Status l

Sphare Cylinder Auxis WVert Prism Hori Prism Add Sag He Dist PO Mono PO
QD .00 -2.00 180 +2.50
= Hear PO
Q5 am -1.75 180 +2.50

Notes:

SPECTACLE LAB ORDER SCREEN BREAKDOWN

You will notice from the example below that after you press on the Frames button, the Spectacle Lab Order screen will
open. There is a lot to the Spectacle Lab Order screen, so before we begin the order process let’s examine the various
sections of the lab order screen

[ Spectacle Lab Orders = =
Patient: Bunny, Bugs Order Date: | Previous | 10/15/2015 - Mest Fouting Slip
DOE: 0170171912 Gender: [y Authorzationiss | __Edit |
Contact # Cell Phone [954) 1111111 Optician'Staff: |_Romake | { Opt. |
LabVendor:  visionWWeh Demo Lab Ordered/Ref.# Date: Dispense
Lab Contact # Lab Order £ Expected Date: 1072512013 DVl Remo J View Log |
Dispense Data: | Not Dispensed Acct [D: 10003 Status: 1
Provider: Dr. Roscher, Adam
= n " g Save for
Sphere Cylinder Duiz Vert Prism Hori Prism  Add Seg Ht oPD: Mono PDY V5P
2 oD 100 R:
NPD: Go to Billing Fege
0sS 2m L:

[ rame sl |[tens selecied . Optons |
Frame Order: Lens Type: . 1
Frame UPC: ] Description:
Manufacturar: Material:
Collaction: Tint:
3 Mame: Eelge:
Color: Coating: 4
Material: Coaling:
Style: Coating:
Eye Dbl Tmpls A B ED Other:
FrmWrap  PanloTill  Verlex OD “ertex(0S 0COD 0ocos

otes To La otes (not sent to Lal
Waear as neaded

|_Dolote__|
[} Show Add’l Items 5
[ Show Balances
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Section 1

A Spectacle Lab Orders - O
Patient: Bunny, Bugs Order Date: | Previous  10/15/2015 v Next Routing Slip
DOB: 01/01/1912 Gender: |\ Authorization #: | Edit |
Contact # Cell Phone (954) 1111111 Optician/ Staff;
Lab/Vendor:  VisionWeb Demo Lab Ordered/Ref.#/Date:
Lab Contact # Lab Order Expected Date: 10/29/2015 | DVI Remo |
Dispense Date: | Not Dispensed Acct ID: 10003 Status: <: 1

Provider: Dr. Roscher, Adam
VSP
Goto Billing Page

In section 1 you can see that the patient name, DOB and contact information appear in the upper left corner of the
screen. Just below the Patients information you will see a box that says Lab/Vendor and Lab Contact. In these boxes you
will enter which lab you will be ordering your lenses through. Below that is a box labeled Dispense Date. At the time of
dispense, you will enter a date in this box. To the right of the Dispense Date box you will see Acct ID. This will show your
patients Crystal account ID.

You will also see at the top middle of this section, you have an Order Date box with buttons that will allow you to scroll
through previous spectacle lab orders. The Authorization box allows you to enter insurance authorization numbers if
your patient is using insurance for the spectacle lab order. The Optician/Staff box is where you will enter in the name of
the person who is creating the spectacle lab order. The Ordered/Ref#/Date box is a box that can be used for other
reference items pertinent to the spectacle lab order. The Expected Date box displays the date you expect the glasses to
return from the lab. The Status box shows the current status of the spectacle order. The Provider box shows the Dr. who
wrote the prescription.

At the top right hand side of section 1 you will see a number of buttons. The Routing Slip button allows you to access
the routing slip to either add or view the products or services that are currently on the routing slip. The New Order
button is used to create a new spectacle lab order. The Edit button allows you to edit spectacle lab orders. The Remake
button is used when you need to remake an existing spectacle lab order. The Print Order button is used to print the
spectacle lab order. The Opt. button gives you the option to decide what patient demographic information you want to
print on the spectacle lab order. The Dispense button is used when you are ready to dispense the spectacle lab order.
When this button is pressed it will automatically mark the status as dispensed and date stamp when the glasses are
dispensed. The DVI Remo button is used if you have integrated DVI Remo with Crystal and wish to place your order
through DVI Remo. The View Log button is used to view the history of the currently displayed order. The information
provided will show creation dates and status updates. The Save for VSP button is used to save a VSP spectacle lab order
to be attached to the next claim they file through the VSP claim window. The Go to Billing Page button is used to go
directly to the billing page in Crystal.
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SECTION 2
Sphere Cylinder Axis Vert Prism Hor Prism  Add Seg Ht DeD: Mono PD
oD 1.0 R:
2>
0SS 2m L:

In section 2 you can see we have the prescription information. The prescription information will automatically populate
in the Sphere, Cylinder, Axis, Add and Prism boxes when you press the New Order button. The optician will need to
record the other necessary measurements required for the spectacle lab order to include Seg Ht and PDs. The DPD box is
for your binocular distance PD. The NPD box is for your binocular near PD. In the Mono PD boxes | recommend that you
put your monocular distance PD.

SECTION 3

[ FTaE SeTeeied

Frame Order:
Frame UPC: |

Manufacturar:

Collection:
3 E> Narme:

Color:
Material:
Siyle:
Eya Ol Tmpls A B ED

To VisiOfice

In section 3 you will enter in what kind of “frame order” this will be and information on the frame the patient will be
using with this order. If you have entered your frame inventory in to Crystal then you can scan the bar code attached to
your frame, or manually look in the inventory to pull the frame information across in the appropriate fields. If you linked
your frame bill code to the Sale value in the Frame Page Defaults then the frame information will get added to the
routing slip which we will discuss shortly. The To VisiOffice and From VisiOffice buttons allows you to send information
and receive information from the VisiOffice equipment.

Section 4

Lens selectied Uptions
Lens Type: =
Description: - '
Material:

Tint:

Edge:

Coating: 4
Coating:
Coating:

Orther:
Frm'Wrap PanloTill VerlexOD Vesex0S OC OD OC 05
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In section 4 you will enter in the ophthalmic lenses and lens options your patient is needing. If you have linked bill codes
to the various ophthalmic lenses and lens add-ons you provide in the Frames Page Defaults section as instructed earlier
in this guide, then this will help facilitate the creation of the routing slip. We will discuss this when we cover the ordering
process.

Section 5
Hotes 1o Lab Notes [not sent to Lab)
Wear as needed

[] Show Add’l ltems 5
[ Show Balances

Section 5 is where you enter in notes. You will notice that you have two separate notes boxes. When you type
information in the Notes to Lab box, these notes will print out on the work order. The Notes (not sent to Lab) will not
print out on the work order but will be viewable from the Spectacle Lab Order screen.

THE ORDERING PROCESS

To start the ordering process you will first need to press the button that says New Order (1) in the upper right corner of
the spectacle lab order screen. Please refer to the example below.

e Spectacle Lab Orders = =
Patient: Bunny, Bugs Order Date: | Previous | 101572015 " Next Routing Slip
DoE: e Gender: [ Authorization #: 1 =TI T
Contact # Cell Phone (354) 1111111 Optician/ Staff: | _Remake | | Opt. |
LabWVendor:  VfisionVWeb Demo Lab Ordered/Ref-#iDate; |_Dispense |
Lab Contact £ Lab Order £ Expected Date: 122015 DVl Remo Ml View Log |
Dispense Date: |jot Dispensed Acct 1D: 10003 Status:
Provider: Dr. Roscher, Adam
Save for
V5P
Goto Billing Page

After pressing the New Order button you will notice that all the fields that were grayed out are open and available to
edit. You will also notice that the prescription will populate in the prescription boxes as long as there is a prescription
listed in the Prescription tab of the Patient module.

At this point you will want to verify that the patient’s information is correctly listed in the top left corner of the spectacle
lab order screen. From there you will want to select which lab you will be ordering from. If this is a job that has
insurance attached to it, you may want to enter in the authorization number in the Authorization # box. Under the
Authorization box you will want to select the optician/staff who is creating the order. You will also need to set your
expected date, status, and select the provider who wrote the prescription if the name is not already in the box.

Next you will need to take the appropriate measurements based on the prescription. Enter in PD and seg heights as
required.


http://www.crystalpm.com/
http://www.crystalpm.proboards.com/

Website
WWW.CRYSTALPM.COM

Phone
1-800-308-7169 Option 1

Forum
WWW.CRYSTALPM.PROBOARDS.COM

Email
support@crystalpm.com

rystal

Practice Management

Sphere Cylinder Axis Vert Prism Hori Prism Add Seg Ht DPD: Mono PD
OD 1.0 2.00 180 +2.50 R:
Transpose NPD:
0S 4 A.75 180 +2.50 L:

The next step is to enter the frame information. In the Frame Selected area, located underneath the prescription
information, you will need to first select what kind of “frame order” this is. To do this, first click on the arrow in the right
hand side of the Frame Order box (1). When you do that you will be presented with a list of options to select from (2)

Frame Selected

Frame Order: || v 1
Frame UPC: Sale
POF
Manufacturer: |poframe Style
Collection: Frame Warranty
Optican Redo
Name: Medical Frame Replacement <: 2
Color: Medicaid Frame
. Material non.-adapt
Material: Lab Error remake
Style: Defective Frame
None Inventory Order
Eye Dbl

Special Order [ PN

You will need to select the appropriate value based on what kind of frame order you are doing. In this example | will be
doing a new sale and providing my patient a frame from the frame board, so | will select the value that says ‘Sale’. When
setting up the Frame page defaults in the Admin section, it was recommended to link your frame bill code to the value
that coincides with a frame sale. This will be important if you want the frame price and frame information to show on
the routing slip and transfer to the invoice.

Next, you will need to enter the frame information. If this is a POF then you will need to manually enter in the frame
information. If you are not using a POF and have entered your frame inventory in to Crystal and are using barcodes or
have the UPC listed on your frame tag then you can scan or manually enter in the UPC number in the box labeled Frame
UPC (1) After the information has been entered in the Frame UPC box the rest of the frame information will populate in
the corresponding fields. This will only happen if you have entered your frame inventory in to Crystal.

Frame Selected
Frame Order: | Sale

W
1 E>|Frama UPC: IE@ 2
Manufacturer:
Collection:

Name:

Color:
Material:
Style:
Eye Dbl Tmpls A B ED

Special Order [
If you have entered your frame inventory in to Crystal and do not have the UPC or barcode listed on your frame tag then

you will need to manually search the inventory. To do so you will need to press on the magnifying glass to the right of
the Frame UPC box (2). Please refer to the example above
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When you press on the magnifying glass located to the right of the Frame UPC box, a small rectangular window will open
up allowing you to manually look in your inventory. In order to manually look in the inventory you will need to press the
button that says Look in Inventory (1) refer to the example below.

' Enter the Frame UPC

Enter Frame UPC or search text:

OK Look in Inventory Search Text

1

Once the Look in Inventory button has been pressed you will be presented with another window that will allow you to
select the Manufacturer, Collection, Frame Name, Color and Eye (1) when you are done selecting the correct frame
information press the OK button (2) at the bottom of the screen. Please refer to the example below.

i Enter the Frame UPC
Enter Frame UPC or search text:
750866976903 é
Manufacturer |ptarchon v
Collection Mike v
Frame Name | pjike Flaxsn 12345 v
Color brn ™
Eye 52 -

@ Inventory () Spex CD | Cancel |

You’ll notice below, that once you press the OK button, the frame information will transfer to the Frame Selected
section on the Spectacle Lab Order screen (1). You will also notice that on the far right hand side of the Spectacle Lab
Order screen the estimated balance went up (2). If the Estimated balance did not go up after selecting your inventory
frame, then there is something wrong with either the way the bill code was set up or it was not attached to the value
that coincides with a frame sale on the Frame Page Defaults in the Admin section of Crystal, OR the sale price was not
entered for the frame in inventory.
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Frame Selectad Lens Selected Options
Frame Order:  Sale Lens Type: ¥ (@ Defaults
Frame UPC: 750666076903 Description: v CIVSP
Manufacturer:  Marchon Matarial: v | Estimated Bal

1 E> Collcton: Wik Tint: | V| [ et <:: 2
Mame: Hike Flexon 12345 Edge: v
Color: bin Coating: ¥ |MONE w
Material: Tyl Coating: v Ins Est
Style: Coating: v (3000
Eye Dbl Tmpls A B ED Other: -] | Rk Est

52 13 145 a2 2 [52 | FrmWrap PantoTil  VerexOD VenexOS OCOD oC oS :::t:'{::olgnh
Spacial Order [ $90.00

Now that you have selected the frame information, it is time to select the ophthalmic lens and lens options your patient
is wanting. This information is entered on the Lens Selected section. First you will want to select the general type of lens
style. This is done in the Lens Type field. In this example | want to provide my patient with a Varilux Comfort 2. So | will

first start by selecting Progressive as my lens type.

Lens Selected
Lens Type:

Description:
Material:
Tint:

Edge:
Coating:
Coating:
Coating:
Other:

Frrn Wrap  PanloTilt

VertaxOD VerexOS5 OCCD

Progressive| v|

OoC 05

Options
® Defaults
IVSP
Estimated Bal
Total:
$230.00
Insurance
NOMNE v
Ins Est:
§0.00
Pat Est:
§230.00
Frm Wholesale
$90.00

Now it’s time to select the specific type of lens you want to provide your patient. In the Description field you will select
the specific lens type. Again for this example | want to provide a Varilux Comfort 2 to my patient. In the example below,
you can see that | have selected the Varilux Comfort 2 lens (1) you will also notice that the price went up from $230 to
$530 in the Estimated Balance section (2). From here on out, every option you select should increase the price under

the Estimated Balance section.

Lens Selected
Lens Type:

Description:
Material:
Tint:

Edge:
Coating:
Coating:
Coating:
Other:

Frm Wrap PantoTilt

Progressive

PAL - Varilux Comfort 2 w

Vertex OD Verlex OS5 OCOD

b

oC OS

Insurance
NONE w
Ins Est:

$0.00

Pat Est:
$530.00

Frm Wholesale
$90.00
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The next step is to choose the type of material you will be providing your patent. This is done in the Material field. For
this example, | want to select Polycarbonate for the material. You will notice in the example below, in the material field,
| put in the Polycarbonate material (1) and in turn that increased my estimated balance from $530 to $590 (2)

Lens Selected Options
Lens Type: Progressive w ® Defaults
Description: PAL - Varilux Comfort 2 w ISP
Material: 1 I Palycarbonate vI Estimated Bal
Tint: w [ Total: ¢ 2
$390.00
Edge: w
Insurance
Coating: gl NOMNE W
Coating: w Ins Est:
Coating: w 50.00
T Pat Est:
er Y $590.00
Frm'Wrap  PantoTit  Verex OD Verex OS5 OCOD OC oS

Frm Wholesale

§30.00

For this Example | will not add any tint or special edge treatment to the order. If | had selected a tint or edge treatment
from the corresponding fields then the price would have gone up in the Estimated Balance field. | will however add a
Crizal Alize to the lens order in the first Coating box. In the example below you will notice that when | add the Crizal Alize
to the coating field (1) the price increases from $590 to $740 in the estimated balance field (2).

Lens Selected Options
Lens Type: Progressive w @ Defaults
Description:  PAL - Varilux Comfort 2 w CIVSP
Material: Polycarbonate « |l Estimated Bal
Tint: «| || Total: 2
$740.00
Edge: W
Insurance
Coating: 1 J[Crizal Alize UV Yl nonEe 9
Coating: ~| Ins Est:
Coating: w| [50.00
T Pat Est:
F !v:rr- FantoTill  Vertex 0D Vertex OS5 ©C 0D 0C 05 o | ls7an0e
m ap anto 1 ernsx erex FI'I'I'I Whulesale
$90.00

For this example | will now conclude the ordering process. So to review, this example patient is getting a Marchon Nike
Flexon frame with Polycarbonate Varilux Comfort 2 lenses and a Crizal Alize coating. Before continuing make sure that
all the necessary information has been filled in to the required fields. To proceed you will need to press the Save (1)
button in the upper right corner of the Spectacle Lab order screen. See the example below.
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L4 Spectacle Lab Orders - D
Patient: Becrey. Bog Order Date: 10192015 T~ Routing Slip
DO8: 01/01/1912 Gender: ) Authorizetion #:

Contact # Cell Phone (954) 111.1111 Optician/Staff:
Lab/Vendor:  Egsilor Dallas " Ordered/Ref.MDate: 1
Lab Contact#  1.800.386.6342 Lab Order # Expected Date: nozi2015 O~

Status: Ordered

}EQ&E;Q Rx 1 Spectacle Rx 2| Spectacle Rx 3| PL Sun/CL | p ovider:

Dr. Roscher, Adam

Sphere Cylinder Axis Vert Prism Hori Prism  Add Seg He DPD: Mono PD
OD 100 -2.00 180 +2.50 :
Transpose NPD: Goto Biling Page
OS 125 A.75 180 +2.50
Frame Selectod Lons Selected Options
Frame Order=  Sale v Lens Type: Progressive ® Defaults
Frame UPC: 750666976903 55| Description:  PAL - Varilux Comfort 2 T VSP
Manufacturer:  Marchon Material Polyc Estimated Bal
Total:
Collection: Nike Tint:
$740.00
Name: Nike Flexon 12345 Edge:
Insurance
Color: bin Coating: Crizal Alize UV NONE 7
Material: 2yl Coating: Ins Est:
Style: Coating: §0.00
Eye Dbl Tmpls A B ED Ohas ‘;‘;j;‘o
52 Frmwrap PantsTit  VerexCO VerexOS OCOD  OCOS :
aioder O o eels
ahack - . . $90.00
Notes To Lab Notes (not sent to Lab)
Updated on 1071572015
["] Show Add'l items
"] Show Balances
| VisionWeb

Once you press on the save button you should see a small pop up window that says “Would you like to turn this order in
to a Routing Slip” (1) Below that statement you will also see “Routing Slip Values” with a list of values that will be added
to the Routing Slip (2). These values should coincide with the Frame, lenses and lens options that are on the spectacle
lab order. In the example below you can see that everything from the order | created is listed under Routing Slip Values.

Billing Code Selection

IWDUld you like to turn this erder into a Routing Slip? I 1

Reuting Slip values:
Frame Frame
Comfort 2 PAL - Varilux Comfort 2 2
Peoly-5td Pelycarbonate - Standard
AR-Alize Anti-reflective coating - Crizal Alize

Once you have verified that everything from the spectacle lab order is listed correctly under Routing Slip Values you will
want to press the Yes button. Pressing the Yes button will open the Routing Slip Window. In the example below you can
see that everything from our spectacle lab order pulled over in to the Routing Slip (1).
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W Routing Slip - o
Save to Routing Slip
Go To Page
Summary  Diagnosis | Billing = Recalls Fatignt Billing Reconds Schedule
Diagnosis Codes:
Diag Code  Description * || Diag Code Description
H25.13 Mgerelated nucle... a
H25.12 Mgerelated nucle... H52.12 Myopla, left eye
H25.11 Agerelated nucle... H52.13 Myopia, bilateral 1
H25.10 Agerelated nucle...
H10.413 Chronic giant pap...
HAN 417 Chromic miant nan
Claar all
search I e BT CoaeT
Bill Code Description “@ A B C Mod Description
1036F Non Tobacco User [ [ [ Comfort 2 Vara PAL - Varilux Comfort 2 150.00
2015F AND Dilated Mac... [1 [0 [ Poly-Std V2784 Polycarbonate . Standard 2 30.00
2022¢ DM dilated retin... [ [ [ AR-Alize V2750 Anti-reflective coating - Crizal Alize 2 75.00
2024F DM 7 standard fi...
2026F DM eye imaging ...
202TF POAG Optic Nerv...
Clear All
Naotgs to Billing (Right-click for defaults) 2 Import Diag Code from Last Invaice
|
. - Close and Schedule Appointment
Provider: Staft:
Dr. Roscher, Adam “ -
check PaRS 2

You will notice above that all of the lens and lens options pulled across with the pricing listed in the Fee column. You will
also notice that the frame price has not pulled across. The price of the frame will not appear until after you turn this
routing slip in to an invoice. Once you have verified that everything has made it from the spectacle lab order to the
routing slip, all you have to do is press the Close button (2) at the bottom right corner of the screen. Once you press
close on the Routing Slip the Routing slip will close. Now it is time to create the billing invoice for this spectacle lab

order.

USING PACKAGES TO CREATE AN ORDER

Once the Spectacle Lab Order screen opens up, you will need to press the New Order button close to the top right of the

screen (1).
W Spectacle Lab Orders 1 — O
Patient: |Bunny, Bugs | Order Date: | Previous | | 04/20/2016 “ MNext Routing Slip
DOB: |ﬂ1fﬂ1f1912 |Gender: IEI Authorization #: | |
Contact # Cell Phone | [(954) 111-1111 | Optician/Staff: |_Remake |
Lab/Vendor: Ordered/Ref.#/Date: | [l Dispense |
Lab Contact # | | Lab Order # Expected Date: 5/04/2016
Dispense Date: |Not Dispensed |Acct ID: 10003 Status:

Provider:
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Once that button has been pressed you will now be able to create your order. In order to select your ophthalmic lens
package you will need to navigate to the right side of the Spectacle Lab order screen. You should see a light blue button
that says Packages (1). You will need to press this button to select the package you wish to provide your patient.

Wty Spectacle Lab Orders - O bt
Patient: |Bunny, Bugs | Order Date: 5/09/2016 [~ Routing Slip
DOB: |U‘1!U‘”1912 | Gender: IE' Authorization #: | |
Contact # Cell Phone | [{954) 1111111 | Optician/Staft: v
LabiVendor: | /] Ordered/Ref.#/Date: | |
Lab Contact # | |LabOrder# [ ] Expected Date: 52312016 E~
Status: | V|
Spectacle Rx 1 Spectacle Rx 2‘ Spectacle Rx 3| PL SunFCL| Provider: iy
Sphere Cylinder Axis Vert Prism Hori Prism Add Seg Ht DPD: Mono PD
OD [100 || | | | || | | | | | R | | i
Transpose NPD: Go to Billing Page

0S [100 || | | | | | | | | | | | L m ——

Once you select the package you wish to provide your patient you will see the information now gets transferred to the
Lens Selected area on the Spectacle lab order screen.

IF YOU HAVE SELECTED LENS OPTIONS PRIOR TO SELECTING YOUR PACKAGE THEN SELECTING THE PACKAGE MAY
OVERWRITE PREVIOUSLY SELECTED OPTIONS DEPENDING ON IF THE OPTION TO CLEAR ALL LENS OPTIONS WAS
SELECTED WHILE CREATING YOUR OPHTHALMIC LENS PACKAGE

At is point if you are supplying the frame for the patient then make sure you add the frame in the frame selected area on
the spectacle lab order screen. When you are done press the save button close to the top right of the screen.

If you have set up your optical based on Crystal recommendations you should see a window open up asking if you want
to turn the order in to a routing slip.

CREATING THE INVOICE WITHOUT INSURANCE

To start the invoice process you will want to navigate to the Billing module (1) at the top of Crystal. Please refer to the
example below.

e 1 Bunny, Bugs (103} dob:01/01/

File ConfigurMg#h Station EHR Import/Export Support Messages Help Backup Schedule

o I b [ i I [+ A8 Change User Time Clock
m

Patient Billing Tasks Schedule Inventory Reports Records Admin Logout

As soon as you press on the Billing module, a window will open up letting you know that there is a routing slip available
and ask if you would like to turn this routing slip in to an invoice. Please refer to the example below.
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& Bunny, Bugs {103) dob:01,/01/1912 - Crystal PM

File ':1.‘.:J-u‘.|.'-

ot B [ 1) [=1 T B Change User [l Time Clock
Patient Billing Tasks Schedule  Inveniory  Reporie  Records \ Logaut Clage

Create Invoice from Routing Slip

There is a reuting slip available - Would youw like Bo turn it inte an
immice?

YES : Turn Routing Slip Inte Invoice
N : Delete Routing Shp
CANCEL : Keep Routing Slip

Yes Mo Cancel

From here you will want to press the Yes button. After you press the Yes Button the billing screen will open. In the billing
screen you should see all of the options you chose for your patient when creating the order. Please refer to the example

below.

Bunny, Bugs (103) doba0101/1912 - Crystal PM

“ B b B .~ B B M4 i |

Pationt Billng Taaks Schedule bweatory Reporls Records Admin
Patlent: £0.00

Overall Bal
| Creste New Invaice Transaction History I e mee : |
| Files || Show N5 | aUrance: | §1,010.00

Ineoice Notes (Dioes Mot Print on Invoice) << INS nptes

*

m o Seatic EHR ¥

Change User

Legot

Patient Bunny, Bugs

Physician: |Dr. Roscher, Adam
Assign Insurancs

Staff w
: Ean | imaoit
Diag  Deag = A ;
 Ivecice Focter (Printe on Imvaica)
Ding Code Dencriplen
A HSZN My, fght eye
B HE212 Uyopa, left ey
€ M523 Myop, Hatard
Eill Code Proc Cede MC| Deecripion Ont Emp Inauaros Amount | A[B|C| =
Frame W20 Frame UPC:T5066G9TE903 Mike Flaxan 12345 1 2z Frr
Comfot 2 WITE1 BAL - Vanlux Comlaet 2 2 w000 rr
Paoly-5td WaTed Paolycarbonate - Standard 2 BOLOD 1T
AR-Alire V2T AptireMactive coating - Crizal Alze 2 15000 Irr
w
| Switeh to Quote | | Show Insurance Dedaits  (oon o Patient. 5740.00
Balance  Insuranca: 50.00

| Check Invoice [l Pat Transier
F'lﬂent: Bunny, Bugs (103) dob:01/011912

Now that the charges are in the billing area of Crystal, it’s time to make a determination if this is private pay or if the
patient is using insurance. You will notice in the example below that as it stands now, our patient has a $740 balance (1).

If the patient is not using insurance then you can press on the Save Invoice button (2)
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* Bunny, Bugs (103) doba01/01/1912 - Crystal PM
Ry Cosfiguration  Stalic EHF ngom S Epon. & ot  hlescages  He Saciug
] . [ Time Clock
2 8 B B »~ B B8 4
Pationi Billing Toasks Schedule kriadory  Fepors Reoords Admim

ot o Overall Bal Patlent:
[ Voot Ot oioes | Crst e mvee—_ Troaacion isory | BT Ot s 208
Insurance:  $1,010.00

Ivemice Motes (Does Mot Print on Invoice) << INS notes

Patient Bunny, Bugs

Physiciam: | Dr. Roscher, Adam w
Assipn Insurancs

Staff -

Edll  |mpeei

Diag  Dis = : :

u Iveoice Facter (Printe on Imraica)
Driy Coedla Dismcrgden

A RS2 Mo, rghd ey
B HE212 Uyopa, keft eye
C H5213 Uyapis, biataryd
Bill Code Froc Cede MC| Deecripion Qi Emp Inauarce Argunt |A|B| Q| ~
Frame Wa0H Frame UPC:T3066G97T6%03 Mike Flexan 12345 1 23 rrr
Comfon2  WZTE PAL - Vanlux Comlon 2 2 1 0000
Paly-5td WITE Paolycarbonate - Standard 2 F) 8000 I
AR-Alze WarH Apti-eflactive coating - Cnizal Alize 2 15000

Patient: 574000
50.00

| Show Insurance Details

Involce

Balance Inswranca:

Check Inemace

F"lﬁent: Bunny, Bugs (103) dob:01/011912

Once you press the Save Invoice button a small window will open asking if you want to remove the frame from
inventory. If the frame was sold from your inventory then press the Yes button. If the Frame is being supplied by an

outside source then press the No button.

Remove?

Would you like te remove 1 Mike Flexon 12345 from [nventory?

After you have made your decision on the frame, the billing page will save automatically then present you with a series
of buttons across the bottom. As you can see in the example below you have a number of options you can take in

regards to this invoice.
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Bill Code CPT Description Emp Insurance
Frame V2020 Frame UPC 750666976903 Nike Flexon 12345

Comfort 2 V2781 Qnt 2: PAL - Varilux Comfort 2

Poly-Std V2784 Qnt 2: Polycarbonate - Standard

AR-Alize V2750 Qnt 2: Anti-reflective coating - Cnzal Alize

Prnt CMS Corm § Make d Void Edit View/Print Ogtions
VSP Claim v Invoice ) Column View| | Hide Diag

Save to Upload to ] Porta @) Row View L ins Details
PDF Portal \CCESS Custom View [v] Portsl Info

Amount  Diag
230.00
300.00
60.00
150.00

Patient: $740.00

Balance Insurance: $0.00

i]Patient: Bunny, Bugs (103) dob:01/01/1912

Dr. Roscher, Adam

If you do not need to add discounts or edit the invoice before taking your patient’s payment then you can press on the
Make Payment / Adjustment button. If this invoice needs to be edited then you will need to press on the Edit Invoice
button. If you need to add any discounts before taking the payment then you will need to press on the Add Discount

button.

Once you press the Make Payment / Adjustment button, the payment screen will open up allowing you to take your
patients payment. You will notice that the patients invoice total is located in the bottom left corner of the payment
screen (2). Your patient’s over all account balance is located above where the invoice balance is located (1) and at the

upper right corner of the screen (3) please refer to the example below.

- Bunny, Bugs (103) do:01,/01/1912 - Crystal PM

onfiguration  Static EHF t/ Bport pport  Me Helg

file ) v ¢ Backup
a5 P B . B o a e R
m
Patient Bilwng Tasks Schedule Iavenlory Reports  Records Admin Logout Ciose
] T

View/Print Old Invoices Create New |

Show INS

Racord a Payment
Patient Name:  Bunny. Bugs

Payment Type Cash Check J Credit ] Insurance Other

Resuting Patent Balance
$740.00 Ameunt:
1 Resulting Insurancs Balance: Cash Received:
$1,010.00
Change:
Memo:
nvoice Patent Balance
> 4000
nvoice Insucance Balance!)
$0.00

! Overall Balance

Patient: $740.00

Insurance: $1,010.00

Once you have entered in your patient’s payment you, will need to press the Save Payment button (4). After you press
the Save Payment button you will be brought back to the invoice screen. In the example below you will notice that the

payment is listed at the bottom of where the charges are (1)
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™ Bunny, Bugs (103) dob01/01/1912 - Crystal PM - o lEN

File  Configurateon  Statsen  EHR  bepost/ Bxpont Suppost Messages Help  Backup

2 B bHb B -~ B B 4
Owverall Balance  Patlent: g}.ug‘

Patienl Billing Tasks Schedule  Invenfory  Reporls Recoeds Admin
Insurance: $9,010.00

Timie Clock

| ViewPrint Old lnwolces Create New Involoe Transasction Histary

Date of Service Imvoice Netas (Doss Mat Pant on Invoice)
Patienl. | Bunny, Bugs /212015 [0.00 1 74 w
Previder,  Dr Roscher, Adam Imraice .

42

A2d & Camment ; P— o
Imsgice Footer (Pries on nvoicey | Bt Paysent Detsil | Edit Notes Edit Foater

Diag Code Descrption

A HE2 11 Ihyapa, right aye

B HiZ 12 Wyoma, lok aye

C H52.13 lyama, bilolersl

Bill Coda CFT Deseription Emp Insuranee Ameunt  Disg
Fraeme WA Frama UPC TS08669TEH03 Mike Fleoan 13346 1 230,00
Comlon 2 V2T Gnk 2: PAL - Vardux Comdont 2 304.00
Poly-Std WETEL Qnt 2: Pohycarbonate - Standand 60.00

g Caral Alizp 188 o
74000

1W2RE05

Wiew/Print Options

) Gatmn View[_| Hide D0 | Jnupies Padent $0.00
® FewWView [ |Ins Details  Balance | -
: ") Ceslam View [F] Porlal Ings Aot $0.00
Fatient Bunny, Bugs (103) dob:01/01A812 Dr. Roscher, Adam

From here all you need to do at this point is print the invoice by pressing the Print button to compete your transaction

with your patient.

CREATING THE INVOICE WITH INSURANCE

The overall process will be the same as described above. To start the invoice process you will want to navigate to the
Billing module (1) at the top of Crystal. Please refer to the example below.

e 1 Bunny, Bugs (103) dob:01/01/

File EHR Help Backup Schedule

6; ' b - 1% l n u Change User Time Clock
, m

Patient Billing Tasks Schedule Inventory Reports Records Admin Logout

Messages

Import / Export  Support

ConfigurMg#h  Station

As soon as you press on the Billing module, a window will open up letting you know that there is a routing slip available
and ask if you would like to turn this routing slip in to an invoice. Please refer to the example below.
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Bunny, Bugs {103) dob:01,/01/1912 - Crystal PM

Time Clock
Close

File

Configuratic

&!-Ilal

Change User
Logaut

IIIH

Reports Records Admin

Schedule  Inventory

Patient Billing Tasks

Create Invoice from Routing Slip

There is a reuting slip available - Would you like to turn it inte an

o

imvoice?
YES : Turn Routing Slip Inte Invoice
MO : Delete Routing Shp
CAMCEL : Keep Routing Slip

Mo Cancel

From here you will want to press the Yes button. After you press the Yes Button the billing screen will open. In the billing
screen you should see all of the options you chose for your patient when creating the order. Please refer to the example
below.
L Bunny, Bugs (103) dobd01/01/1912 - Crystal PM
Fe Coadiguration Eatic £k VIS %k H Il
| . Chi u Tima Clock
2 B B B »~ B 8 4 Eie
Fationt  Billing Tesks  Schodule bvealory  Repors  Records Admin Lepout Cleib
Cverall Bal Patient:
e e | )
Insurance: §9,010.00
Padiadi Bunny, Bugs Ivecice Motes (Does Mot Print on lr- nice) << INS notes
Physician: |Dr. Roscher, Adam b
Bssign Mswands
Staff w
EA:IH Irlr;utl
— "2 Ivvcice Footar (Prints an Imaice)
Dy Code Detcrgten
A RS2 Mo i, figha gy
B HE212 Uyopm, ft ey
¢ HE21Z Uyopin, bintary
Bill Code Proc Code MC | Dppcriplcn Ord Emip Inauaross Armount | A B G|~
Frame V2020 Frame UPC: 750666976503 Mike Flaxan 12345 1 23000
Comlon2 VITE PAL - Vanlux Comlon 2 2 M rrr
Poly-Std  WVITH Palycarbonate - Standand 2 B0LOD T
AR-Alze  VETHD Antireflactive coating - Crizal Alize 2 i rrr
| Switch to CGuote | [ Show Insuranes Datads oo 0 Patiant: £740.00
Check Invoege m m Balance  Inswrance: 50.00

IF‘I.HGI“: Bunny, Eug: {103] dobi01/01H1912

Now that the charges are in the billing area of Crystal, it’s time to assign the insurance to the line items. You will notice
in the example below that as it stands now, our patient has a $740 balance with no balance on the insurance (1).


http://www.crystalpm.com/
http://www.crystalpm.proboards.com/

WWW.CRYSTALPM.PROBOARDS.COM support@crystalpm.com

Website Phone
WWW.CRYSTALPM.COM | B 1-800-308-7169 Option 1
Forum rystal Email

Practice Management

File Cenfiguration Station EHR  ImportS Bxport  Suppost  Messages Help  Backup
[ ]
% B ® B - B B &

Patient __ Billing 5! e Inventory  Repors  Records  Admin Logout
Owverall Balance  Patient: 50.00‘

View/Print Old Invoices Create Hew Invoice Transaction History | i i
-I Files | Shc-w INS nsurance:  §1,010.00

Invaice Motes {Does Mot Print on Invaoice): |mcS notes||
Frame UPC: 750666976903

Change User

Patient: Bunny, Bugs
Physician: |Dr. Roscher, Adam ]
Staff: ~

United Health Care oter (Prints on Invoice)
Diag Code Diescription BB of T
of Texas

Eyerned ‘ 3
Bil Cede  |ProcCode | MC| Deseripban Or|Emp  |Mnswrames | Amount A
Frame V2020 Frame UPC: 750666976303 Mike Flexon 12345 1 | 23000
Comfort 2 W2781 PAL - Varilux Comfor 2
Paly-Std WaT7ed Polycarbonate - Standard
AR-Alize Waran Anti-reflective coating - Crizal Alize

[ Show insurance, i Patient £740 00
Balance  Insurance

|Paﬁant Bunny, Bugs (103) dob:01/01/1912

There are two methods to assign insurance to the line items in the invoice. The first method is by pressing on the Assign
Insurance button (2). In the example above, pressing this button will open up a small window that will allow you to
select which insurance you want to assign to all the line items in the invoice (3). The second method would be to go line
by line and assign the insurance (4). This method is used if you need to assign multiple insurances on one invoice. For
this example | will assign Eyemed to all of the line items.

In the example below, you will notice that | have assigned Eyemed to all of the line items (1). As you can see after we
assign an insurance, the invoice screen automatically switches from a “standard” view as shown in the example above to
a more “comprehensive” view (2) where you can assign what money the patient is responsible for and what the
insurance will be responsible for.

™ Bunny, Bugs (103) dob:01/01/1912 - Crystal PM - olEN|
File Canfiguration Stafion EMR Import/Export Support Messages Help Backup |

&s l b . & Time Clack

Class

Partient Biling Tasks Schedule  Inventory
7 c Overall Balance  Patlent:
View/Print Old Invoices || Creats Now Invoice Patient Recall $0.00

Insurance: $1,010.00

Patient Bunny, Bugs Ivaice Noles (Doas Mol Prand on kvaice): << INS nates
o ! Frama UPC: 750666976303
Physician: |Dr. Rescher, Adam ¥ Lizt:590.0i
A55igN INEUFAN e
Staff v
Edit | |Import
Di i
5| |§Eied Invoize Footer (Prints on Invoice):
[Diag Code Deserption
Eill Code| Proc Code MC| Description Gntl Emp Insurance IngEat | Co-Pay | Ins DSCT| PatResp| COverage | CverDSC| ParTor
Frame V2020 Frame UPC: 750666576 1 230.00 000 0.oo 0oo 0.00 0.00 Q.00
Comfort V2781 PAL - Varilug Comfart 2 2 300000 0.00 0.00 L] 0.00 0.00 000
Poly-5td V2TEB4 Polycarbonate - Standar 2 60.00 0.00 0.oo 0.oo 0.00 0.00 0.00
AR-Az V2750 Anti-reflective coating - 2 150,00 0.00 0.00 000 0.00 0.00 0.00
| :
Involce Patignt £0.00
Pat Transter Balance  Insurance: 5740.00

]T’aﬁent: Bunny, Bugs (103) dob:01/01/1812 Dr. Roscher, Adam
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Once you have assigned the charges to the patient and the insurance as shown in the example below (1) proceed by
pressing the Save Invoice button.

& Bunny, Bugs (1031 dob:01,/01/1912 - Crystal PM = =
Rle Configuratien Sation EHE  Imgport / Espert Suppot  Messages Help  Backup
H ' h . _ Change User Time Clock
1]
Patient Billing Tasks  Schedule lnwentory  Feporls  Aecoeds A Logout
. T COverall Balance — Patient:
Vgw/Print Old Invalcas Create Neaw Invoice Transaction History I Patient Recall gL
[ |[Show 5] Insurance: — $1,010.00
Patient Bunny, Bugs Invaica Hates (Does Mot Print on Invaica) =<INE notes
Frame PC. TS0RERSTEING
Physician: |Dr Roscher, Adam w List-590.00
Azzign Inswenoe
Staff: W
I:IEu:M: Impar
ing || D
||EE ics Foater (Frnts on Invaice) 1
| Diap Code Description

| 8ill Code| Proc Code M| Descripbon Ciné Emp 5 Amount nes Est Co-Pay | InsD3CT| PatResp| Owerage | Ower DSC  PasTox
Frams  W2020 Frame UPC T30S6E3T6 1 ¥ 230,00 50,00 0.00 000 150 00 0.00 one 15000
|Ct~"rl1l:l|'l: WaTet PaL - Variky Comfornt 2 2 300,00 15000 0.90 0.00 150 00 0,00 000 15000
Poly-Std WaTEd Polycarbanate - Slandar 2 .00 0.0 0.on 0.00 30,00 0.00 000 000
|."'.H-\.-"|Il.. WaTsl Ant-refleciive coaling - 2 150.00 75.00 0.00 Q.00 T5.00 0.00 0 7500
| “
|_Switch to Quate | i
—— : Show Insurance Details (e Patient 5406.00
Chack Invaice Pal Transfer 2 Balance  Inswance £335.00

[Patient Bunny, Bugs (103) dob:01/01/1812 Dr. Rescher, Adam

Once you press the Save Invoice button a small window will open asking if you want to remove the frame from
inventory. If the frame was sold from your inventory then press the Yes button. If the frame is being supplied by an
outside source then press the No button.

Remove?

Would you like to remowve 1 Mike Flexon 12345 from Inventory?

After you have made your decision on the frame, the billing page will save automatically then present you with a series
of buttons across the bottom. As you can see in the example below you have a number of options you can take in
regards to this invoice.
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| Bill Coda CPT Descnption Emp Insurance Amount Diag
Frame V2020 Frame UPC: 750666976903 Nike Flaxon 12345 230.00
Comfort 2 V2781 Qnt 2: PAL - Varilux Comfort 2 300.00
Poly-Std V2784 Qnt 2: Polycarbonate - Standard 60.00
AR-Alize V2750 Qnt 2: Anti-reflective coating - Crizal Alize 150.00

Pnmt

Save to
PDF

SP Claim

VSP C J stme ett Invoice Invoice Discount *) Column View| | Hide Diag lnvoice Patient: $740.00

® RowView [ linsDetails Balance [nsurance: $0.00

) Custom View [v] Portal Info

,]Paﬁent: Bunny, Bugs

(103) dob:01/01/1912 Dr. Roscher, Adam

If you do not need to add discounts or edit the invoice before taking your patient’s payment then you can press on the
Make Payment / Adjustment button. If this invoice needs to be edited then you will need to press on the Edit Invoice

button. If you need t
button.

o add any discounts before taking the payment then you will need to press on the Add Discount

Once you press the Make Payment / Adjustment button, the payment screen will open up allowing you to take your
patients payment. You will notice that the patients invoice total is located in the bottom left corner of the payment
screen (2). Your patient’s over all account balance is located above where the invoice balance is located (1) and at the

upper right corner of the screen (3) please refer to the example below.

File Configuration Station EHR Import/Export Support Messages Help Backup

Patient Bilng Tasks Schedule  Inventory Reports Records Admin

I View/Print Old Invoices Create New Invoice Transaction History

Change User Time Clock

E 2 4

Logout

l Overall Balance  Patient: $385.00
Insurance:  §1,365.00

Record a Payment 3
Potient Nome:  Bunny. Bugs

Payment Type Cash Check Credit Insurance Other

Once you have ente

Resulting Patient Balance:
$385.00 Amount:
Resulting Insurancz Balance: Cash Received:
$1.365.00
Change:
Memo:

Invoice Patient Salance:

Invoice Insurance Salance:

Save Payment |l Insurance Adjustment

$385.00

$355.00

red in your patient’s payment you, will need to press the Save Payment button (4). After you press

the Save Payment button you will be brought back to the invoice screen. In the example below you will notice that the

payment is listed at

the bottom of where the charges are (1)
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™ Bunny, Bugs (103) dob:01/01/1912 - Crystal PM - olEJ

| File Configuration  Station EMR Import/Export Support Messages Help Backup

2

& ® B .- B B8 a
[~ Patient Recall ] rall Patient:

| ViewiPrint Old Invoices Create New Invoice Transaction History I W odellis e i) $0.00
- Insurance: | $1,365.00]

Patient Biling Tasks Schedule Inventory  Reports Records Admin
Invoice Notes (Does Not Print on Invoice)

Change User

Logout

Date of Service

Patient.  Bunny, Bugs 100272015 [355.00 / v Frame UPC: 750666976903
Provider.  Dr. Roscher, Adam Invoice # LNESH0 00
43
Adda Comment Invoica Footar (Pants on lnvoice) | Eor PaymentOctal | Edit Notes E04 Footer

Diag Code Description
Bill Code ceT Dascription Emp Insurance Amount  Diag Disc Insur Pationt
Frame V2020 Frame UPC 750666976903 hake FI 1 Eyemed 230.00 0.00  100.00 130.00
Comfont 2 V2781 Qnt 2: PAL - Vanlux Comfert 2 Eyemed 300.00 0.00 150.00 150.00
Poly-Std V2784 Qnt 2: Polycarbonate - Standard Eyemed 60.00 0.00 30.00 30.00

Alp V2750 QOot 2 Satirefectne costiog Co= FM 1480 00 000 76 00 76 00

I 10/28/2015 Patiert - Cash Payment -385.00 0.00 -385.00 |

View/Print Options

@) Column View[ | Hide Diag m Patient: $0.00
ap e Insurance:
) Custom View [V] Fortal info 355.00

Save to Upload to
PDF Portal

[Pationt: Bunny, Bugs (103) dob:01/011912 Dr:Roscher; Adam

From here all you need to do at this point is print the invoice by pressing the Print button to compete your transaction
with your patient. If this is an invoice/spectacle order that will be filed on a paper then you will need to make sure that
you create the HICF/CMS claim form and print it out so it can be mailed to the appropriate insurance company.
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