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What is a Receipt?

We use a Receipt as a holding card to post payments, refunds, takebacks, move credits. The most used
receipt types are IP, Insurance Payment and PP, Patient Payment. The details of the check, cash, credit
card ie - date, amount, check or reference number are all on the receipt.

What is Escrow and how is it used?

Escrow is money that has been entered into the system on a Receipt, but has not yet been applied to a
service. It is used as a temporary holding card until the Payment is posted in full.

One obvious application is a patient copay collected at check-in. We do not yet have a charge to apply it to,
so on the copay Receipt, the money sits in Escrow.

All money that is manually added to the system sits in escrow for at least a short time. A good example is
an Insurance check; the Receipt is added, then payments are posted to the applicable Encounters,
ultimately reducing the Escrow to zero.

How do | find Receipts with Escrow?

Reports that list Escrow
Receipts Management> using the escrow filter

> Reference Batch, A/R Management, Period Analysis & Closing
(include Transaction and Receipts)

Receipts History >
4 Golj

Filter Criteria Clear [z, M)

Receipt Received From Received To Posted From Poswcd T~ Type Deleted
| | | | | | | A v | [Exclude v

From/To Reference EFT Amount Batch Al B Escrow Only

| | | | |AII v| | | | | Patient Payment [PP] =]
Insurance Payment [IP]

Search n

- Invoice Payment [VP]

Go box ‘R’ > use the filter > Checkbox 'Escrow only' and/or the receipt ‘Type’ > [Search]
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How do | work or apply payments from receipt with escrow amounts?
We provide several places to apply payments from receipts or ‘work’ escrow.

e During Charge posting
o If there is a 'Patient Payment' (PP) receipt with copay for the charge date of service then the

user is presented with 'Apply Copay' popup.
o Click the receipt to apply the copay ‘in escrow’ to line one

Apply Copay

| Select a Receipt to apply to this Charge
Receipt D Provider Facility Appoint
109055 Unapplied Copay 20.00 CC CRAIG CHESNEY MAIN OFF Viev
e While reviewing the Statements, before they are uploaded
o On the Statement
Batch ltems page -  Statement Batch ltems Batch: 601
filter by 'Unapplied'  _Frilercriteria Clear &, @)
Guarantor IDIName: Patient ID/Name: Encounter:
Deductible (PR1): |~ Coinsurance (PR2): || Copay(PR3): || OtherPR: | Unapplied: /|
a. This allows you to view all Escrow and apply it to the account where appropriate
Guarantor ‘ Patient Name Encounter Ins Due Pat Due Unapplied
59456 ] 202198 18485 [ 2 3481.00  13.55 27.21
59520 [] 202258 11425 1 000 6127 25.00
58423 [] 201350 19440 000 2820 7.00

b. Hold down the Ctrl key and click on the Patient ID - this will open a new browser tab

o Close the tab when you are done
posting the escrow and return to the list

c. from Patient Dashboard, look at Balance Section, _E [KiBalance PostCharge ERASs [2] Ca;sem Receipts
Caol n
;]';.uu

Post

take note of the DOS then > Click Receipts link . e, Exifin
0.00 0.00
d. Filters for patient payment, Escrow only | -Select Action- v | Apply]
[+ Encounter [] - DOS Lines Insurance
e. Highlight the Receipt, read the note, if applicable > R [ (easeing s b1 RITEL HES: (]
9862 ] 09/13/2017 3 UNITED HEA [UHC]

click the Receipt to post to the correct DOS

Filter Criteria Clear @ >
leted

Receipt Received From Received To Type
| | | | «’ j | Patient Payment [PP] v | clude v |

FromiTa Reference Method User Escrow Only

| | | | [Al '|f' I »© e
(Seae)
7

Receipt Received Posted Type Reference Method  Amount  Applied Est

ot2s2018 PP p! 1610 Check 13846 3000 1

*
|Nole:prepayment dos 11/8/17 l
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e From the Receipts history page

Go box ‘r > use the filter > Checkbox 'Escrow only' and/or the receipt ‘Type’ > [Search]

- On the Patient Payment (PP) receipts
1. Post

2. Auto Post - available if no part of the receipt has yet been posted. It uses the logic - oldest

balance first
Receipt Dashboard

Receipt: 109283

3. Post Expert - use if you
need to post a specific
amount per line

[ Receipt Info Modify

PosiDate  Received Date Type
0809/2018 0810172018 PP
Patient

JOPLIN, JANIS B [1540]
‘Guarantor

JOPLIN, JANIS B [1024]
ReferenceiCheck

Cash
500.00
Received From

Amount Copay
500.00

0.00

Last Modified By ERA
SUPPORT2662
Balance
856.40
Balance
856.40

Batch
2747

Escrow
500.00
POS Payment Disbursed

Processed  Confirmation
0.00

Reversed Receipt Number

Insurance Payment (IP)

Sr—: N

Post

)

receipts ¢
1. Post - to manually post as remitted
2. Post Expert- useful if you are only posting
the IP transaction and not the entire
remittance ie CO,PR,Allowed

e Period Analysis and Closing

[ 2

Receipt Dashboard

Receipt: 109278

- [# Receipt Info Modify

Post Date Received Date Type
06/12/2018  06M18/2018 IF
Insurance

MEDICARE [109]

Reference/Check

Last Modified By

Method

Check

Amount
0.00

Received From POS Payment Dishursed

Note

Reversal of Receipt No: 109170

ERA Batch

2744

Escrow
162.36

Reversed Receipt|
109170

1

Acti
[ Post

o Period End worklist includes a link to receipts in escrow for the period
o Click on the receipts and post them

Post (Expert Mode)

Filter Criteria Clear (&, @]

_|Ee rnmbmd From | Received To
FromfTo Reference Method

| 11 | LAl v
Search |

Posted From Posted To
| 05/01/2018 06/01/2018 f,n.u v
Amoynt Batch User

If you're unable to apply money in escrow at the time of review, we suggest adding a note to the receipt.

e Modify Receipt > add a Note > Save

e When the receipt is highlighted the note is viewable
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ayment Hecelpt iJ
Receipt History
Paymant Information
Filter Criteria Clear @) B3] Eost Date ~Beceived Date Check Date _ Referen
Receipt _ Received From  Received Ta _ PostedFrom  Pasted To  Iype :f:f:ﬁ:"s |os/o1/2018 || | 2747
_ I | | L | |Patient Payment [} (1549 # JOPLIN, JANIS B
FromTo Reference ~ Mathod Amagnt ~ Batsh  Uger |
| | W | | UL et = P e
Search )
I _ SELECT- v |
'
B i Received Posted Type From/T rovider has not yet closed their chart notes 2/2
109483 11/282018 1172612018 PP DYLAN, ROBERT [3356]
109430 10192018 102972012 PP ZIMMERMAN, ROBERT [5387) 25.00
109429 1111472018 102972018 PF 7.88

ZIMMERMAN, ROBERT [5387]
1f: 08/01/2018 08/09/2018 PP JOPLIN, JANIS [1540] ® (saveF2)) (cancal

Mote:provider has not yet closed their chart notes 2/22/19
Encounter Patient From To Frocedure T

How do | refund escrow?

Escrow cannot be Refunded, only Payments can be refunded. The Receipt must be posted in full to an
Encounter. The refund can then be posted using the refund button on the payments page or the 'Refund'
link from the Patient or Encounter Dashboard.

Related Topics

See the Help Center for PDF’s on these related topics

Payment Posting > Patient

Payment Posting > Insurance, Manual or ERA
Receipts Correction

Undo Post

Reverse or Modify Charge

N 2 2



