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Policy: The purpose of this policy is to document the guidelines to maintain dictionaries (request new
entry) in the GECB practice management system.

Procedure:

1. The Information Management Systems Department and MPIP are jointly responsible for the
maintenance of the Billing Areas Dictionary (D202). The access to dictionary editing is limited to
the campus analyst security profile.

2. Requests for dictionary updates are posted in the MPIP SharePoint site under the Dictionary
Request section, Billing Area Dictionary Request.

3. Updates to D202 may be submitted by clinical staff. The campus analyst will review, evaluate, and
update if necessary.

4. The following fields need to be populated for general entry:

a) Billing Area name

b) Mnemonic

¢) Number

d) NPI number

e) Taxonomy code

f) CLIA number

g) First line of address

h) Second line of address

i) Third line of address

j) Reporting Category #1, 2, and 3
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After the Billing Area has been created in CB, a notification is sent to the MPIP Sr.
Director for Accounting and a new Billing Area entry is made into the

MPIP Revenue Distribution where the FOP is linked to the new billing area for
distributions. Web site: https://www.fiscal.ttuhsc.edu/mpipdistribution/




