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When scheduling a visit related to a Third Party Liability, such as MVA, you must create a Third Party 

Guarantor Account and also create a new claim record or select an existing Claim Info Record, if an 

appropriate one already exists. Your job role and system security will determine whether you are or 

are not are able to complete these tasks. 

Try It Out 

1. Schedule the visit and complete Encounter-related registration fields. 

 Make sure to indicate that the visit is Accident Related on the Encounter Info form. 

 
Encounter Info form 

2. Change the Guarantor Account and create a new Third Party Liability Guarantor Account. 

 From the Guarantor Account Wizard, click the Third Party radio button. 

 Select the responsible party. Select Self for adults. Minors should have another 
responsible party used (ie Father, Mother, or Other). 

 Click Create New Account. 

 
Guarantor Account Questionnaire 

Scheduling Visits with Third Party 
Liability Accounts 

Date: 01/27/2016 
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3. Select the Claim Info Selection form. If the patient has any existing accounts, they will appear 
on this screen. If a list of existing Claim Information Forms display, review them to determine 
if you should select one of the existing Claim Information Forms to associate with the 
appointment you are scheduling.   

For new claims, click the Create a New Claim Information Record radio button. 

 
Account/Coverage Wizard 

4. Click Next. 

5. The Claim Name form will appear.  Enter the date of the injury, followed by the body part(s) 
injured. (i.e. “01/11/2014 Left Arm”) 

 
Claim Information Selection 

6. Click Accept. 
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7. Populate the following fields on the Claim Information form in the Worker’s Comp/TPL 
section: 

 Accident type 

 Auto accident state 

 Injury date 

 Body part injured 

 Condition related to = Auto 

 WC Claim number (populate the Auto Claim Number here) 

 Injury description (free text) 

 
Claim Information form 

8. Click the Coverage Selection form. 

9. Search for the appropriate coverage. 

 To see a full listing of all available MVA coverages, type “motor vehicle” and click Search. 

10. Complete the Member/Subscriber Info forms. 

 Set the Verification status to appropriate status (i.e. Verified, Needs Review, etc). 
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 Member/Subscriber Info form 

11. Click Finish. 

12. To add Medical Insurance, click the Coverage Info form. 

13. Click Add. 

14. Select the Use This Coverage (Alt+1) button to use existing coverage. 

 

Adding a Generic Coverage 

If the appropriate coverage is not available to select within Epic, you must create the coverage using the 
Generic option. 

1. From the Create New Coverage window, type “generic motor vehicle” and click Search. 

2. Select the Generic Motor Vehicle plan. 

 
Coverage Selection 

3. Select the Claim address link and complete the Claim Information window with all known 
information about the Coverage Account. 
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Claim Address 

4. Click Accept. 

5. Complete the Member/Subscriber Info forms. 

 Set the Verification status to appropriate status (i.e. Verified, Needs Review, etc). 

6. Click Finish. 

7. To add Medical Insurance, click the Coverage Info form. 

8. Click Add. 

9. Select the Use This Coverage (Alt+1) button to use existing coverage. 

 

Adding a Generic Coverage 

To add additional information to the Guarantor account, you can add a Guarantor Account note. 

1. Select the appropriate Guarantor Account folder 

2. Click Guar Acct Note from the top toolbar. 
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Registration- Guarantor Account 

3. Enter a free-text not in the New Note section, and then click Add. 

4. The note will be saved to the Guarantor Account. 

 

Important Reminders 

 If you do not have all of the Third Party information during scheduling, set the Accident Flag to 
“YES” and add the TPL/MVA Guarantor and but DO NOT add coverage. 

 If you do not have the Third Party coverage information during scheduling, create the Third Party 
guarantor and do not add a generic coverage. Generic coverages should only be used when the 
coverage is known but is not available in Epic. 

 Third Party Liability visits should have a Third Party coverage and the medical coverage associated 
to the visit. 

 


