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Provider Portal Quick Guide

Orders

If the patient has been tested and wants to proceed with a purchase, follow these

easy steps to place an order.

STEP 1: Login/Locate Patient Appointment \

Log into the Start Hearing
Provider Portal with the
credentials provided

by Start Hearing.

Click on the Appointments
tab at the top of the screen.

Search for the patient record
by using the search feature
on the right or by using the
tabs across the top:

START $:» A | Locations | Referrals \\ Orders | Attestations
HEARING

Home > Appointments

Appointments

All Appointments Open - Pending Appointments Open - Pending Results Completed Appointments Cancelled Appointments

All Appointments

Show 10 v entries Search:

Patient Id Patient Name Location Name i Date + i Time + i Result Opportf

Heather's
482364 Joe Doe Hearing - Eden 11/28/2024 10:15 AM Appoin
Prairie

« All Appointments — All Appointments in any respective status.

« Open - Pending Appointments — Appointments that are waiting to be
scheduled or have a future-dated appointment.

« Open - Pending Results — Appointments that have occurred, but the status has

not been reported.
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STEP 2: Update the Appointment tab

After locating the patient record, navigate to the Appointment tab within.
The Appointment Date and Appointment Time (should already be populated).

« After the appointment has occurred, you will have to select the Appointment
Result in the dropdown menu and click Submit.

Appointment Results:

Sold — The patient is interested in purchasing hearing aids.

Loss No sale — The patient tested with a loss, but is not interested in
purchasing hearing aids.

Medical Referral — The patient tested with a loss, but it's recommmended that
they see a medical professional.

Insurance — The patient tested with a loss, has a medical benefit, and
is going to submit the claim through that benefit (only in cases where Start
Hearing isn't able to bill for the medical benefits).

No Show — The patient was a no show to the appointment.

Rescheduled — The patient wants to reschedule but has not set the date yet.
If the patient chose a date to reschedule, you'll update the date in the form.

Cancelled — The patient cancelled the appointment with no
rescheduled date.
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If the Appointment Result was Appointment Detail

Sold, after you click Submit,

c'ick create order. Contract Details Patient Details Provider Details Appointment
You will see a message at the e .
top indicating your request is Appoinment Time

7:00 AM

being processed.

Opportunity Disposition *

Appointment Pending

This will create an order for you

to complete. You will fill in the \I
first 4 tabs. Your order will be
in G NeW (or drqft) Stqtus unt” If Order is being placed, please Create Orde:

you hit the Submit on the Item
Details tab and then it will be in Patient Details  Order Billng/Shipping  Testing Details  Order Detail  Hem Details  Fitting  Payment

Sales Orders: Provider Location: *

O Pending (Su bmitted to Stq rt QRD-03697-W555X3 CX-003337 - PortalTestaccount - Commerce Twp
Hearing) status. — e

Tab 1: Patient Details - You'll Faame- e e o
see the demographic vt Forsiemies

. . Stront 1 Price List
information that was entered 924 Main S

Street 2

for the referral.

Apt 924 Provider Guide

Tab 2: Account/Testing Details -

Select the appropriate Start Hearing Bill-To-Account and enter your office Ship-To-
Account. Also select the appropriate Hearing Loss Type and Diagnosis Codes

(up to 3) then click Submit.

Tab 3: Order Detail - Similar to an order form, provide the appropriate information.
Each field has dropdown options. You can fill in Special Instructions with any
additional requests.

Tab 4: Item Details - This is where you will add the product, service and/or
accessory line items pertaining to the patient order.

Click on Product Search. That will open N\ — ' —
the Product Search window. Use the top \I
dropdown menus to narrow your sedrch
. . Service Serial Number Serial Number Serial Number
accordingly. Then, select your items. Name

You have to select one item at a time.
To select click Add (to the right of that

There are no records to display.

item). When it's been added you'll see a
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message at the top indicating
“Successfully added sales
product”. Click OK to clear that

Brand/Manufacturer Product Group Technology Level

message and add any other P sae— e —— SR ——

Product Search

i te m d e S i re d . Category Class Category Style Product Color

Select Category Class v Select Category Style v Select Product Color

Once you have added all
your items click Close at the
bottom right. That will close o veeem
out the Product Search window
and take you back to the Item

Details tab with your items
chosen.

If you want to remove an item, click the Trash Can at the right of that line item.

Once you have reviewed and are ready to submit your order to Start Hearing,
click Submit at the bottom of the Item Details tab.

STEP 3: Orders
You'll find your orders by selecting Orders at the top.
« All Orders — All Orders in any respective status.

+ New Sales Orders — Orders that you have not submitted and remain in a
draft status.

« Pending Sales Orders — Orders that have been submitted but not shipped.

« Pending Fit Documentation Orders — Orders that have shipped and
Start Hearing hasn't received the Confirmation of Delivery document from
your office.

+ Completed Sales Orders — Orders that have received the Confirmation of
Delivery document and have been invoiced by Start Hearing.

+ Payments Due Sales Orders — Orders with payments due and need to be
collected at time of fitting.
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Fitting

When you have received your shipment of the product, it is time to do your
fitting. Go into the portal and open that patient’s order.

« Click sales Order Number link to get to the Order.

- Click Item Details tab and enter today’s date (date of fitting) for each line item.
After each line click Save to the right of each line (appears as a disk icon).

« The Serial Numbers will populate based on how Start Hearing has entered them
into our system. The smaller serial number right and larger number left. Please
confirm that you are fitting based off serial number.

START i:- L. Locations |  Referrals Appointments Orders Attestations Portal Provider] -
HEARING
Home > My Orders > Order Detail
New Sales Order | Welcome, Portal!!
af ety er o ] L e ta e ety F L) e L ' ‘J L
Mame Service Date SN LeRt SN Right Cuantity Price Pes Unit Marusl Discount  Extended Amount
FYOLY & 2000 W STO-STRL: | Sorvamons e Prepeee— 100000 1149900 §1,498.00 L
Lot
EVOLY Al 2000 RIC 312 STD-BLC 00000 149900 §1,498.00 L
it ” ' 00034 ] EsrIsear
ARC 41 1600 MRIC 312 STD-BRNT P— - pp—— 100000 109000 Vo9 00 L
Lek
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Delivery Document

Click Fitting tab and then click Generate Document.

Patient Details Order Billing/Shipping Testing Details Order Detail Item Details Fitting Payment Order Status Documents

Generate Document

Please review document with patient. Both patient and provider should provide E-Signatures.

Patient Sign Date Provider Sign Date
Patient Signature Provider Signature
Patient Signature Provider Signature

Clear Patient Signature Save Patient Signature Clear Provider Signature Save Provider Signature

Please confirm all details above, if anything is not correct, please reach out to Start Hearing Care Center — 855-326-8752

« This will open the Confirmation of Delivery form. All information will be filled in,
including the Service Date, Serial Numbers and Warranty information, based on
the information that has been entered. This is an important step, please verify
all the information prior to generating the Confirmation of Delivery document.

« Once the document is generated, you can use the document to review the
information with the patient during the fitting.
¢ Product fitting and associated pricing
¢ Warranty information
¢ Trial Period (verbiage included at the bottom of the document)
¢ Confirm if any patient out of pocket is due, and review payment with the patient

« Click back into the Order, if there is an out-of-pocket payment due, click
Payments tab.



START{3=HEARING

Patient Payment

Click Make Payment which will open up the Payment window. Complete the
patient’s payment information.

« Click back to the Fitting tab. Have the patient electronically sign in the
appropriate box and click Save Patient Signature. Have the provider
electronically sign in the appropriate box and click Save Provider Signature
then click Submit. This will automatically send the Confirmation of Delivery form
to the Start Hearing Claims Team with portal signature information.

Patient Details Order Billing/Shipping Testing Details Order Detail Item Details Fitting Payment Order Status Documents
Please process payment for any portion of the balance due that is patient responsibility.

Make Payment

Please confirm all details above, if anything is not correct, please reach out to Start Hearing Care Center — 8§55-326-8752
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