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Accounting

What is a Receipt?
We use a Receipt as a holding card to post payments, refunds, take backs, and to move credits.
The most used receipt types are IP, Insurance Payment, and PP, Patient Payment. The details of
the check, cash, credit card - such as 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. *See Help Document ‘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.

What is a Payment?
Transactions posting the money from a receipt to a specific encounter. Typical transaction codes
mimic the receipt they are on PP, Patient Payment or IP, Insurance Payment

Where to add a Patient Receipt?
Patient Payment posting is available in a variety of places. First create a Receipt, then you may post
the payment. *Attach to a Reference Batch

& Ll - & L] & L T —-"J
Go'-Cut: ‘PP’ or ‘NR’ - (New Receipt) [ Ciick to create a new ‘Receipt’. * If the Go-Cut

or click Payments in the sidebar = _-‘ was used above, this step is not necessary.
[Post Payment] ] '

Patient

Scheduling - [#] Post Payments, Adjustments, and Refunds

Charges [E Post Payment ]

Payments
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‘Patient Dashboard’ > Click ‘Post Payment’

Patient

Insurance

From the Calendar, on the Appointment > Click

‘Copay’.

Post Date Dos
11142018 111412018
Post Uncollected Copay *

=]

Balance
107.86

If any amount of the Total Received is a copay, enter that portion into the Copay field

This creates a quick ‘Receipt’ that only requires
a minimum of information. It is posted when the
Encounter or Charge (for this DOS) is entered.

Check Cash Card Total Received
§25.00 | $0.00 | $0.00] 525
/ Check Number
$25 |123]
Note
v | [40 MIN TEST

B (saera) (cne)

Patient Payment Receipt details
e Fill in Receipt details

e Use the ‘Payment Posting Action’
determines how and when payment is
posted

e [Save]

*Auto Post rules are set on the ‘Statement Default’,
accessible from the sidebar > Admin

Payment Type

~Payment Information

| Patient Payment

"“i Choose "Patient Payment’ I

Post Date Received Date Check Date
10/29/2018 [10mgr2018 || |
Patient ID

' ZIMMERMAN, ROBERT ALLEN
Guarantor

|ZI MMERMAN, ROBERT ALLEN (DEFAULT) [3107 86] * |
If any part of the Total Amount is a copay then enter that amount into the 'Copay’ field.

Check Cash Card Total Copay

| 525.00 | 50.00] | 50.00] $25.00 50.00
~Additional Info

Reference / Check Mumber

123 |

Received From PO5 Payment Disbursed

| | [-SELECT- » e
HNote

‘Point Of Service Payment’ *used by billing
services to note money collected at check-in

~Payment Posting Action

(@] o T— O ]

Do not Post Manually Post Auto Post © Multiple Receipts ©

Do not Post - Create Receipt but don't apply payments now

Manual Post - Proceed to page to manually apply payments

Auto Post - System posts payment(s) - oldest first basis per guarantor
Multiple Receipts - After saving, proceed directly to a new Receipt

- -

ﬂ Save [F2]

How do | populate the guarantor on a patient receipt?

Filter Criteria Clear =) @]
Patient Last

(sove)

1. Patient ID > type the guarantor number, ex G2203
2. In the popup > click on the patient ID
3. The patient and guarantor populate on the receipt
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How to collect copay and on account balance?

Calendar ‘Appointment’ popup G0 oapiaoao

EG: $120 Check, keyed in Copay field only $20.00 g e N

copay amoun t on Iy . :%:E: a2mnum of the Total Received is a copay, enter that portion into the Copay
1 0.00] |

1. 'Enter Copay' link - ﬁﬁ“lﬁ;@“m“m

2. Receipt, enter the full amount received "Z”“'”"‘E'”"”“"”““"“‘“*“E

3. Copay field > only today’s visit copay amount "

4. [Save]

E;ym:nl;ype
:
Eakt from the Payment Receipt >

Post Date Received Date Check Date
02/10/2020 |02/10/2020 I

ot Key in the full amount received and then the
SMITH, Pl

e specific amount for today’s copay
SMITH, P, DEFAUL 130.97] v
‘I

f any part of the Total Amount is a copay then enter that amount into the 'Copay’ fizly
c Cash Card Total -opay.

L $160.97 | $0.00] | $0.00| $160.97

Info

Reference | Check Number

Received From POS Payment Disbursed

|[- SELECT -] | P
Note

‘$139.97 on account + copay 2/10 dos ‘

How do | add an additional receipt after the Copay is posted?
In an instance where front desk staff has already posted a copay receipt at check in, and the patient
needs to make additional payments. For instance, a self-pay item is dispensed or forms need to be
paid for at check out.

. _ Add a Patient Payment Receipt > From the Patient
w ; — Dashboard > 'Post Payment'

-[¥ ¥ Balance Post Charge ERAs[0] Cases (0] Receipts
insurance Patient Colkection

Manual Patient Payment Posting
Choose the radio button ‘Manually Post’ from the patient payment receipt or

[Post] from patient receipt dashboard to access the most commonly used posting methods.

While
creating the

~ [ Receipt Info Medify Change Log

receipt
Sanlaals,, W gived Daip. O w * "'dwm— ; P j"y
T T ———— Payment Posting Action |
After the Receipt is ’7011 not Post Manually Post  Auto Post |
- [ Actions \ saved ) - & -
( M Post ] Post (Expert Mode)




CATEGORY: PAYMENT ~ TASK: POST PATIENT PAYMENT

The Post Patient & Collections Payment page is split in sections so you can decide how and where to post.

_ Receipt Info .
Receipt eceived Date  Posted Check Date Received Amount 1. Receipt Info
257272 0472202020 04142020 S00.00
Patient Balance
273853 _ 61991
Suao Etmce 2. Statement (Dunning)
184702 61991
. Count > Dropdown to reset
_ Statement Count Management .
Payment Plan of $5.00 has been met } the Dunnmg message fOf' the
Reset the Dunning Count for the below Encounters to | DO NOT CHANGE ¥ | next statement
_Payment Application 1
C [ Filter Critera Clear 19
Posting Method 3. Payment Application >
Show a | - _ + sign to expand filters to help
| Services With Balance - _¥ | Include Additional Patients Under Same Guarantor [0] :
Method Total Eitre ) choose correct encounters to
| Apply Manually b Ll 500.00 d .E)
Encounters ' ~Payment Application
[=] Filker Critera Q;ﬁrj
Facility Facility Report Group Billing Eilling Report Group DO5 From DOS To
w P [ 1P| I
Billing Location Frocedure Procedure Report Group  Encounter
[ » P P P
[P Seard'i]
. Show N— . -
4. Posting Method > Services With Balance a v
a. Dropdown ‘Show’ Services With Balance
b. ‘Method’ > choose how to post Services With Collection Balance Only
. . All Services
c. Checkbox to include any patients ﬂ;!h.‘lﬁd.m |
. anua
who have this guarantor 4l y
5. Encounter > either manually click in Apply Oldest Balances First
checkboxes next to encounters to post or see how the ‘Method’ Apply Smallest Charges First
chosen has allocated HHhetk 2t
; ; Total Escrow E
d. Smiley face when you have posted in full e ﬁ 2 1 i
6. [Save] ki
| Apply Manuaty v (lu.lm @ N
_Encounters i
1[ 223653 132777
1 [223853 132777
1[223853] 133248
I s 2as663 LR
” Save [F2] '1;]
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Force-Apply Patient Payments

If there is more money on a receipt than can be applied to an existing balance, hold the [CTRL] key
and left-click in the checkbox. *note the credit posted in ‘New Balance’

Posting Method
|5£;|m5ewices v/l};pdn it tients Linde’ ==
Meathod Total Escrow
| Apply Manually u 000 %) ’ m
Encounters -—--__—__-—-:—- 4 .
Patient En Balance Applying Hew Balance
[148310] 120??1 ] 0.00 {% 40.00 -40.00
How do | manually reset the Dunning Message count? FestPatient& Collection Payments |
. i . . . ~ReceiptInfo
Click [Post] on a Patient Receipt to get to the ‘Post Patient | receipt Received Date  Posted CheckDate  Received Am
i ’ 77388 03/08/2016 03/07/2016
& Collections Payments’ page > e e
259 HOUGH, PATRICK T 140.(
i ' Guarantor Balance
Use t.he Max Statement' Drop-down to manually reset the |, HOUGH, PATRICK T L
dunning count s Count Maneg
Payment Plan of $5.00 has been met
One or more Encounters have reached the defined Max Statements (4) z
Auto POSt Reset the Dunning Count for the below Encounters to . DO NOT CHANGE ~
Payment Appliat DO NOT CHANGE
. . . B r 0
When should | use Auto Post? If a patient is paying a Show b

balance in part or in full, and there is no need to manually
reset the dunning or apply a credit.

How do | use Auto Post? While adding a patient (PP) Receipt, use the radio button 'Auto Post' and
select 'Multiple Receipts'

What does it do?

Add Payment Receipt Patient: 2569
Auto-apply the payment on an oldest-first [Patient Payment  ~ |

_ Payment Information

basis and potentially reset the dunning Post Date Received Date  Check Date
message count. 03/07/2016  |03/08/2016 || \
Patient ID
HOUGH, PATRICK T

*Setup in Admin > Statement Default > Payment Guarantor

rules. For more information> Help Center > QL e L S SN W Y
Getting Started > Add Statement Defaults .

[l - Automatically posts payments across all encounters starting with the oldest first. }

~ Payment Posting Action Tt
. . Do not Post Manually Post QAuto Post * Multiple Receipts *
On a saved patient (PP) Receipt, that 5) 5) ® v G ) )
Proceed directly to the next receipt. }

has not yet been posted > Use

[Auto-Post] ® soera) Gl

If part of the receipt is posted

P e T e ‘Auto-Post’ is not available.
- [¥]ReceiptInfo Modify

PostDate  Received Date Type Entered By ERA Batch

03/07/2016 03/08/2016 PP SUPPORT 2907

il i, (P e nl Ll S il e it L i ]
_ 5 Action:

( Post ][ Post (Expert Mode) I Auto-Post )




