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Create a patient, encounter, procedure, and diagnosis to post against
We are an encounter based accounting system, therefore you must have a charge to post
payment against. If the interest or penalty is for a specific encounter you may skip this step.
Create a ‘slush’ or miscellaneous account to post to:
Register a patient, such as interest payment, misc * you may need to change mandatory
fields by using the keys at the bottom of the page as you only need a bare minimum of info

1. Create a patient
2. Create an insurance profile for the Insurance that you need to post for
o in our exam ple WE  Insurance Management 2 Patient: 10008 Name: MISC, INTEREST
created two ] Profiles
. [ ) Add New Insurance Profile ] No Default Profile Specified Active
profiles for _ .
f t u Se Sta[;lus Encounters Created T Primary Secondary Tertiary
req uen Active 0 L2020 Policy: INTEREST Group: R
i 2 DLIOA2020 AETNA [110] (888) 632-3862 o

Active = Policy: INTEREST Group:

3. Add a new encounter
charge to the newly created “misc” patient

e Choose which Insurance [postcharge Patient: 10008 Name: MISC, INTERES]
[ ) Use diagnOSiS ‘miSC’ Guarantor:| MISC, INTEREST (DEFAULT) v énsurance: MEDICARE (INTEREST) / PATIENT [No Effi v
e Use CPT Interest or claim

MISC Facllity: oiF\CENR'r P POS: c:;Lce #  Rendering: DEEF P Billing: DEEF »
Save ZerO fee Charge, you WI'II Referring: Supervising: p Attending: p Statement:| PATIENT BILLING v
get a validation warning; Admitted: Discharged: ANSI Field: | # Accident: None|
Choose save and continue Template: | “SELECT- v Encounter Claim Status: | System Defaut ﬁmnm'woceea 0 Encounter v
e ‘next action’ proceed to | *"** g ' ~ & ANIM’

encounter Diagnosis iR W fo= Palient: 0006 Encounter Name; MISC,
Note the newly created e P - — —— -
encounter number for payment Dx7: # pxe: # pxo: # Dxa o) # pxB(1): # pxc e »2
posting Proced

DOS: | 01/08/2020  Facility: 5 # pos: 114 cpr P & M2 P » ma: »
[ ] [Save] Dx Link: |1 Billable: D::‘;SE = Om:e Fee: 0.00 Units: 1.00 Total: 0.00
Line Note:

You may now post your (Procedures | Receipts | Notes | Payments | Total: 0.00
interest payment to the e
newly created encounter and !/t +  01/08/2020 5 11 INTEREST  INTEREST 6 1 0.00 100 000 [Copay| [

use this same encounter for future interest/penalty payment from this insurance.

Please note you may also choose to create a custom transaction code to adjust the
interest/ penalty off the current A/R, depending on your accounting practices. Or you
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may want to make the new encounter have an identical fee to the interest, keep in mind
this would affect charge amounts for reporting.

How to use Post Expert to post additional /P, such as Interest or Penalty
Choose [Post Expert Mode] on the receipt

1. Choose the encounter number

2. Choose the line item by clicking on the ID hyperlink {under ID the format is Patient
ID E Encounter number, then the Line column}

3. In 'Transaction Code' field:

e [P for insurance payment >
tab to the amount field and
type in
the insurance payment (use
a negative amount if it is
a penalty) tab again to add

Post (Expert Mode)

Post Expert

BLUE CROSS OF CALIFORNIA
PATIENT
Receipt

Patient: 1393 Name: )

0.00
1000
Fram Hecelved Amount  Applied In Escrow

additional codes or SAVE
CO (or other adjustment
code) to write off the credit
balance (this is optional, to
bring the net value to zero) >
tab to the amount field and
type in the negative amount,
example $-.21

. [Save] the 'Post Expert'

popup for this line

. [Save]

a78 0.1
Encounter ID Line Data From Date To Procedure
1233 1 OEOTI2016 DEOT2016 99213
Allowed Billed-Allowed  Paid

Billed

Balance Remittance Remark Codes

Status

1409

3409 [

| [Paid v

Transaction Cudeﬂ Transaction Note

Amount

Paymentsiddjustments (Click Code fo Delete)

Balance

Code_ |

| insord | Group | Amount | 0

1P INSURANCE PAYMENT 1 P

CO45 INSURANCE PAYMENT ADJUSTMENT 1 Co

Send to Worklist

Balance To
0.21 Patient
Claim Crossed

=
-0.21 [ ratient

|Do not send A |

R =) )

How to add a Receipt to account for 'Provider Level Adjustments' on the ERA

There are times that the insurance has a takeback, penalty or interest at the 'Provider Level'.
These amounts must be
posted manually.

Modify Program
. T Payment Type
Click > 'Attach New Receipt [surence Paymant ]
- you are going to enter the - Payment Informati
Recei tnOW Post Date Received Date Check Date
p 01/28/2016 05/10/2016 05/10/2016

Insurance
109
Received Amount

$-79.00
— Additional Info
Reference / Check Num
|E757357 |
Received From POS Payment
|

) Use the new receipt to manually post

Takeback or Penalty is a negative amount.
Interest is a positive amount

Disbursed

|[-sELECT - v || »




