CATEGORY: PATIENT PAYMENT ~ TASK: PREPAYMENT

This workflow allows for groups to not leave Receipts in escrow for prepaid services
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e Use a Charge Management Rule: Libraries > Charge

Management, to prevent users from accidentally 'completing' a entena

charge with PREPAY CPT. This keeps the charge
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CATEGORY: PATIENT PAYMENT ~ TASK: PREPAYMENT

1) Create an Incomplete Charge
a) Insurance > Choose Self Pay
b) Use the PREPAY Template
c) Inthe DOS Popup, enter a date
d) Use the [Copay] button to enter the Receipt
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e) Click [Payment] to Post the payment from the Receipt
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O, payments were distributed. You can click on Save button to post the charge and payments
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CATEGORY: PATIENT PAYMENT ~ TASK: PREPAYMENT

f) Choose Incomplete as the Charge Type
g) For ‘Next Action’ > Proceed to Encounter
h) [Save] the Encounter

i) Inthe Incomplete Reason popup Add a Note: “Prepay” > [Save]

2) From the Encounter Dashboard > [Add to Worklist] > use a ‘Due Date’ to act as a reminder for
when the service is to be rendered
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CATEGORY: PATIENT PAYMENT ~ TASK: PREPAYMENT
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7) Click ‘Receipts’ Receipt History Encounter: 6736 Name: D
ink > Filte Criteria Clear &) @ Receipt Dashboard
hyperlllnll< choose —— e oo N
Receipt in Escrow > — | | | | |- BaReceiptinfo Modify Changelog —
- [ Balance] Receipts [ERAs[0] B = FromTo Reference i Past Date Received Date  Type
[Post Expert] !mm:ﬂ;c;p!ﬁ I | | | | tomazots | owazoie | FR
1500.00 # Search Patient
_"'H DYLAN, BOSEY [10002] =
\'\ 3 Add pn—"‘v [ Pﬁtmm}
\‘ Recsipt __.--“"m o Methad Amaunt Applied  Escrow
10e14s ™" 12018 Check 50000 000 50

8) Post to the correct Encounter
a) Patient
b) Choose Encounter > line(s)
c) PP (Patient Payment) Transaction
d) [Save] twice

9) Resolve/Complete Worklist item
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i BLUE CROSS /| BLUE SHIELD 1,000.00
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Receipt Received Rpplied In Escrow Hew In Escrow
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Date From Date To ceT Alwed
1042019 10042019 51030 1500.00 NA

Note:You are applying payment to procedure prior 10 Insurance payment
Paid Balance

93 PC 500
1 ic 500,
@ PP 500
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