Time For What Matters os
ARKANSAS CHAPTER HFMA I nC.

AUGUST 21, 2025

‘ Discussion - Where do we spend our time?

Ag e n d a a What's important? Where should we spend our time?

Time for What Matters: Taking control of our time to do what matters most
Examining Your A/R Systems, Processes and

Personnel
° Get your team excited about RCM again!
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Discussion
Where do we spend our
time?
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Time Study - Major Tasks

Emails 65% a Work Retire Die
. ‘ @WorkRetireDie
Meetings 25%
I.’'s/Employee 4% . .
[Employ Can't believe | went to college for 4
years to basically just become a

professional emailer

Reporting/Analysis 2%
Other 4%
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Discussion
Where SHOULD we spend our time?

......

PRIORITY #9
PRIORITY #3

PRIORITY #4%

RCM Goals
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* Maintain GDRO in 30-40’s

« Cash flow optimized

« Reduce number of accounts requiring intervention

» Reduce cost to collect

« Denial management solution to reduce denials to under 5%

« High productivity and performance standards

« Reduce unbilled to under 4 days revenue holding
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Where should we spend our time?

Sk

Problem Solving
« Improve efficiency
+ Remove bottlenecks

* Inter-department
communication

+ Backlog management
« Denial issue resolution

o0

Staff Development

« 1Ts

« Stand-ups

+ Team building

« Training and education
+ Audit feedback

+ Goal setting

@)

Process Improvement

Effective workflow to
eliminate touches

Systems review

Departmental
collaboration

Automation

®

Reports and Analysis
+ A/R KPI Scorecard

» Denials Management
« Payer Scorecards

» Resolution rates

+ Auditing

« High dollar review
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Discussion
What do we LOVE to spend our time

on?

1 4

MY JOB |
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IFEVERYTHING ISA
PRIORITY

Where to
start?

NOTHING]IS

Control Email

» Schedule specific times to do emails

« Turn off all notifications

» Keep inbox clean — one and done

+ Use tasks or calendar to block time if email requires time
» Delete, delete, delete

« Create rules to reduce emails to inbox (Email Review)

* Reduce CC'ing and reply to all — Use BCC

» Keep them short — 5 sentence rule

+ Use teams to stop the back and forth

» Email Free Fridayslii!
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Meeting Management

* Normalize 20-minute meetings
* Define objectives and outcomes
* Agenda and discussion points

* Research assignments and tasks
sent ahead of time

* Minimum necessary participants

* Action items and follow up I\l EETI N(;g
*No meetﬁng Monddys”” A meeting is an event at which the minutes are

kept and the hours are lost.
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Meeting Rankings
# Criteria Value
1 Did everyone come to the meeting prepared, and did 0-1-2
we follow the agenda?

2 Was the team engaged and actively participating? 0-1-2

3 Were we open and honest? 0-1-2

4 Do we have a plan that keeps our rocks moving 0-1-2

forward?
5 Do we have clarity on next steps? 0-1-2
k = vescpvonr 4. m
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Outlook settings

Outlook Options

General
ez @ Change the settings for messages you create and receive.

Compose messages

Calendar
Groups. Change the editing settings for messages.
People Compose messages in this format: | HTML v
Tasks Show text predictions while typing @
Search

abc [ Always check spelling before sending
Language

Ignore original message text in reply or forward

Accessibility
Critaneed IZ Create or modify signatures for messages.
Customize Ribbon
Quick Access Toolbar Aa Use stationery to change default fonts and styles, colors, and backgrounds.
Add-ins Outlook panes.
Trust Center

Message arrival

ng When new messages arrive:

[ Play a sound

(] Briefly change the mouse pointer

[C] Show an envelope icon in the taskbar
[] Display a Desktop Alert

[m]
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Outlook Options

General x & X
ﬁ Change the settings for calendars, meetings, and time zones.

Mail

Calendar Work time
Editor Options
Groups

F} Work hours:

People O stattime: [s00m ~

Tasks Endtime: [500PM  ~

Spelling and Autocorrect. G Work week: []Sun B Mon B Tue B Wed B Thu B Fi []sat

e Firstday of week: [Sunday  ~

Accessibility
Signatures.
Advanced lendar options
| Stationery and Fonts... | Customize Ribl Add online meeting to all meetings | Meeting Providers..
Quick Access ¢ Default duration for new appointments and meetings: | 30 minutes ~.
Shorten appointments and meetings: | End early +
Add-ins

Less than one hour: | 5 minutes

Trust Center
One hour orlonger: | 10 minutes +

Default reminders: | 15 minutes v

Allow attendees to propose new times for meetings
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13
Ut y%ﬁ{irotri?yei:vhere your * Block off first 30 minutes of day and
lunch time
» Schedule email review times
* Avoid back-to-backs, or leave
meetings earl
Manage Hngs eary
* Decline meetings or accept
Your tentatively
* Set up focused work time
Calendar P
 Schedule office hours for your team
*» Use color coding to balance priorities
» Time for what you lovellll
14
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Balance your activities

6 7 8 9 10 11 12

7AM " Email Free Fridaysi o [

8AM Training Topicof the  Office office [l Reming ‘Sauk Rejections foi o
Week. Hours Hours .
g, T "7 st
o
9AM o I Rivers o ~ Write Off Approva ¢
I Trivia questions o
10AM | Richland Team Me o
Sales/Marketing N
1AM | Gibson Team meet o || Community Medico,
I Sauk Team Meetin o
12PM Trivia Tuesday; Mi o
_ Leadership meeting I Braden Team Meet o,
Microsoft Teams Me~i+
et
Credit Balance Re.q |

2pM _ IJMHTeam meeting — HFamqul Payments Po: || Training Program Tot
— Microsoft Teams Meetir
paulin’s house
oS
= Volleyball

e [
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Re-focus your energy on things that make a difference to
your organization
Conclusion
Spend time with people - not on emails
Time for What Matters: Take control of your day and work on what is MOST important
Optimizing Resources and Time in Your
Revenue Cycle Management
Do more of what you love!
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Thank you!
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Don't hesitate to reach out to our presenter with follow up questions or if you'd like to
learn more about OS inc.'s services.

Lori Zindl
President
lzindl@os-healthcare.com

INC.
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