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Web-based Payment Processing Module

There is now an alternative, web-based payment posting method for processing manual pay-

Accessing the Web-based Payment Processing mod-

ment posting transactions. This function is intended to allow rapid entry of the payments
detailed on the EOBs received from various payers.

The web-based payment processing module can be used as an alternative to the existing
payment posting screens within activEHR. Either may be used to enter payments against a
set of invoices and both will create the same payment batch.

To view a set of training videos on this module, click on the following link:

Payment Processing video

Accessing the Web-based Payment Processing module

To Access the Web-based Payment Processing module:

¢

Go to the top file menu bar and select Tools > 837/835 Electronic Billing

Wiew Electronic Submission File
Process Electronic Remitkance

Back Qffice Payment Posting

In:u:nlsi Reports Wideo ‘Window Settings

Transackion Processing

37335 Electronic Billing

aeneral Ledger Posting

To enter the manual payment posting area, click on the Manual Posting button, located on
the first screen that appears after entering the 837 / 835 module.

[Home]

Insurance Billing |

Submission Reports |

FPayment Fosting |

hanual Fosting |

Recent Submitted Billing Batches Un-Submitted Billing Batches
BatchlD |Runs |Status |Last Run BatchDate |BatchlD |Description
40 1 1 2011-12-13 13:00:05 01/05/2012 84 Diag test again
42 1 1 2011-12-05 11:44:09 01/05/2012 83 Diag test again
|5— E— | 01/05/2012 a2z Diag test

01/05/2012 4

Dec 30 to Jan 5 primary 1

01/05/2012 il

Dec 26 to Jan 4 primary 2

IE— Fiows |
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You will be presented with the following form:

Description of the fields on the form

[Home]
Actions Batch Name | [ Defaults Check Disposition
Clear SR1 - Pay, Code oK j Check Amount 200,00
T Test KB o Adi. Code pwo | applied Amount 7,00
P Date 2012-04-20 Remaining Amount 200,00
Add Invoice e Locate BatchID Last Saved 2012-04-20 15:01:22
#15012-04-20 15:58:49: Loaded saved manual posting
Chart # Invoice 9 Inv. Date  Enc. Date Name Ins. Chrg. Ins. Bal. Pat. Chrg.
14 0000015 2012-04-11 2012-04-11 Reid, Bill 150,00 150,00 0.00
Row # Procedure it Ins. Amt. Pat. Amt.  Paid Amt. WOff Amt. Sz Pat. Xfer ATz Bal:
Code Code Code
38 92014 SR 125,00 0,00 Im ID.DD W0 0.00 DED

Description of the fields on the form

Actions

Clear button
batch.

Save button

Clears the invoice data entry area and all the other fields ready for a new

Saves the current batch data for subsequent reload or prior to posting. This

button will be active once the Insurance Code, Description, Check Amount
and at least one invoice have been selected.

Process button

Files the necessary transactions to apply the payments entered against the

invoices. If any errors occur, then no changes will be made and you should
contact support for assistance. The button will be active only when the Check
Amount matches the Applied amount (i.e. the batch is in balance).

Batch Name

Enter the three character Insurance Company code into this field. If you don’t

know the code you may press the (...) button to the right and bring up the

Enter a batch name. The suggested value is the check number or other iden-

tifying information from the EOB. You may enter any value you wish. It must
be unique however, as it is saved once the batch is processed and if rese-

Ins. Code

Insurance Code selection window.
Description

lected, will display the previously posted batch for review.
Date

This will default to the current date but if you wish to apply the payments

against a specific date you may select this field and either directly enter the
date or pick it off the calendar control that will display when you click on the-

Date field.

EMR/ogic
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MED ae Pay.
AAADO1 Adl
Date 201p-04-17
4 April 2012 | 3
Mo Tu We Th Fr Sa| Su
Invoice K z 130 :1 152 153 1?-1 1';;_
0091459 :16 17 18 19 20 21 EZl
Procedure Bi 23 24 25 26 27 28 29
92014 I 30
Defaults
Pay. Code Displays the payment code used to apply the insurance payment transac-
tions. This code is set to ICK by default. You can change the code by clicking
on the drop-down menu. The selected payment code will be used when the
batch is processed.
Adj. Code Displays the adjustment code used to apply the insurance write-off transac-

tions. You can change the code by clicking on the drop-down menu. Any
subsequent invoice added to the batch will then use this new, updated
adjustment code.

Check Disposition

Check Amount Enter the value of the check being posted. If necessary it may be adjusted
later in the process but in general represents the amount the EOB shows as
having been paid.

Applied Amount The amount currently accounted for by payment transaction in the lower
form. As payments are entered it will reflect the current amounts entered.

Remaining Amount The amount not yet accounted for (Check Amount — Applied Amount)

Last Row

Add Invoice Enter the invoice number to add to the batch. When you tab, or click, off the
field if a valid invoice number has been entered, it will be added to the batch.
If the invoice already exists in the batch the lower area will be scrolled to
bring it into view and the payment field will be highlighted. If you don’t know
the invoice number, click on the (...) button to the right to bring up the invoice
search window.

Locate The Locate button allows you to deal more easily with large batches. With
this feature you can locate a particular invoice from within a large batch.

Batch ID Normally blank, but once the batch is posted the invoice posting batch num-
ber will be displayed here.

Last Saved Shows the date and time the last time the batch was saved. It will be green if

the batch is currently saved, it will go red when the batch has unsaved items.
There is a timer that will auto-save the batch after three minutes of no activ-
ity. However as long as data is being entered, the auto-save will not occur
and the user may press the Save button to save the current state at any time;
after which this field will update and turn green.

EMR/ogic
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Lower Invoice Payment Entry area
This area contains the detailed invoice information and payment entry data fields associ-
ated with each revenue line on the invoices selected.

Setting up a Batch

Before creating your first new batch, there are some initial parameters that must be set. You
can then add invoices to the batch.

+ Select an Insurance Company
» Enterin a Description (i.e. Batch Name)
* Enterin a Check Amount

Selecting the Insurance Company:
You can choose to enter in the three-letter insurance code in the Insurance Code field at

the top left in the Batch Name area.

Or, if you do not know the three-letter insurance code, you can use the browse button to the
right of the Insurance Code field to select the desired Insurance Company from the list (as
explained in more detail below).

Searching for an Insurance Company by Name:
If you do not know the three-letter insurance code, you can find an insurance company by
name.

1. To do this, click on the (...) button to the right of the Insurance Code field.

2. The Query Payor window will then display, with Insurance Companies listed in alphabetical

order:
Query Payor X
Marme Filker Done
Murnber Code MWarme Street City State Zip Code Phone
00038 AAR AARP P. O. Box 740819  Atlanta Gh 30374-0819 -
00635 AFD Admin Frederal D 5115 Knue Rd, Indianapolis N 46250 j
00150 ADF Advantra Freedom P.O Box 7154 London COH 40742
60054 AET Aetna P.0O. Box 981106  ElPaso s F9995-1107
ao146 AET Aetna Medicare P Box 951106 El Pasa T 79995-1107
00133 AEG Aetna navistar PO, Box 981106 El Paso T= FI995-1107
o110 AES Aetna PERS High  P.O. Box 951106  ElPaso Tw F9995-1107
noi11 AE4 Aetna PERS Low PO, Box 981106  ElPaso TA F9995-1107
oo109 AES Aetna UPS P.C. Box 981106  El Paso T 79995-1107
00091 APR Amos Press 911 vandemark De| Sidney 0OH 45365
oS54 AMT Anthem BCBS P.O. Box 37180 Louisville kY 40233-7180
0oog1 AEZ Anthem IAC P.0. Box 37180  Louisville KY 40233-7180
o011z AMS Anthem Senior PO, Box 37180 Louisville K¥ 40233-7180 ﬂ
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Query Payor x

Mame Filter Blue Done
Mumber Code Marme Street City Stake Zip Code Phone
oo1a4 BCE Blue Cross Blue Shie P.O. Box 1234 Chicago L G0EGEG

3. You can also type in the name, or part of the insurance company name, (e.g. Blue), into the
Filter field and tab out of this field.

4. If a match has been found, it will display in the list.

Click on the row to highlight it, and the insurance code will be auto-entered into the Insurance

Code field.
[Home]
Actions Batch Name | Defaults
Clear Ins. Code prp e Pay, Code |Trg j
T Description [P adj, Code | payo j
Process Date 2012-04-20
e Locate BatchID Last Sa

6. If no match was found, click Done to exit the Query Payor window.

Entering the Description and Check Amount

To complete the initial setup, you must next enter in a batch name and the total check
amount from the EOB (Explanation of Benefits).

For example, if the total check amount is equal to $380.00, enter this amount into the

Check Amount field.
[Home]

Actions Batch Name | [ Defaults Check Disposition
Clear BCE s Pay. Code CK j Check Amount 350,00
e Testomgl e Adj. Code |0 j Applied Amount g, 0g

Process Date 2012-04-20 Remaining Amount 280,00
Add Invoice 0000252 ™ Locate BatchID Last Saved 2012-04-20 16:06:58
2012-04-20 16:06:58: Saved 0 invoices as BCB-Testomgl

Enter an appropriate batch name into the Description field.

EMR/ogic
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Grid Layout and Navigation

The grid is laid out as follows to allow for easy navigation:
* The invoice header row is dark blue-grey, and individual transactions have a white
background
* A thin solid line separates invoices from each other

» Extra white space added between invoice rows (i.e. at end of last transaction in the
group)
+ The delete button (x), is located to the right of the invoice column header

Chart # Invoice 0 Inv.Date  Enc.Date Name: Ins. Chrg. Ins. Bal. Pat. Chrg. Pat. Bal. Status
13 0000018 20120411 2012-04-11 Song, Diamond 114.00 114.00 0.00 0.00 UXXP
c 5 WOff Kfer. 3
Row # Procedure  Bill. Code  Ins. Amt. Pat. Amt. Paid Amt.  WOIff Amt. Code Pat. %fer Code Balance Roll Over Applied Cmnt

4 w204 R 83,00 000 [ 100 o oo [peo’ 00 T s 0.00 o M
00 b0 W  [omo [oep” 000 T e 000 r

45 92015 SRR 25.00 0.00
Chart # Invoice 0 Inv.Date  Enc.Date Name Ins. Chrg. Ins. Bal. Pat. Chrg. Pat. Bal. Status
& 0000002 20120103 2012-01-03 Gray, David 105,00 105.00 2500 0.00 U P

Please also note that the Billing Code column (Bill. Code), now contains a flag to let you
know which insurance (Primary, Secondary, or Other), is currently being used.

Bill. Code
AARF

For example, if a subscript letter “P” is indicated in brackets beside the three-letter billing
code, this indicates that the insurance company is the patient’s primary insurance. If the
patient has a secondary insurance that you can roll overpayments or outstanding amounts
to, this insurance company is indicated by a three-letter code with a subscript letter “S” dis-
playing in brackets beside the code. This allows you to tell at-a-glance, if the patient has a
secondary insurance company that is available to roll amounts over to. If the patient does
not have a secondary insurance company available, then the three letter code will be dis-
played as SEL for self.

Invoice Header Information

The invoice header, which is the dark grey bar that displays across the top of each invoice

row on the grid, contains patient information. This information includes columns for Chart #,
Invoice number, Invoice Date, Encounter Date, Patient Name, Insurance Charge and Insur-
ance Balance. Patient Charge, Patient Balance and Status are also displayed here.

EMR/ogic
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Message Bar

Grid Layout and Navigation

The message bar, which is located directly below the general batch information at the top, is

used to display system messages.

Defaults:
Pay. Code | [CK j
Adi. Code [t x|

Check Disposition

Check Amount 232,00
Applied Amount 533 0

Remaining Amount .00

Last saved 2012-04-20 16:50:05

| ¥12012-04-20 16:50:05: Saved 4 invoices as AAR-Testing4 |

You can click on the (+) sign to the left of the message to display a window with any previ-
ous messages that the system has saved. You can use this information to tell when the
batch has last been saved, and how many times it has been saved.

Status Messages

Time Type
2012-04-20 16:44:1 Ok
2012-04-20 16:50:0 Ok
2012-04-20 16:50:0 Ok

Message
Loaded saved manual posting

Saved 4 invoices as AAR-Testingd
Saved 4 invoices as AAR-Testingd

Locate Invoice Window

The Locate Invoice window allows you to deal more easily with large batches. With this fea-
ture you can locate a particular invoice from within a large batch, without having to find the
invoice in the main grid. You can click on the column headers to sort any column that dis-
plays in this window, allowing you to find your invoice more easily.

Locate Invoice
Chart Lask Mame
Mumber

10245 Campbell
10245 Campbell
10245 Campbell
10245 Campbell
10245 Campbell
10245 Campbell
10245 Campbell
10245 Campbell
10245 Campbell
10245 Campbell
12217 Caltwelt
12217 Caltwelt
12217 Calbwelt
12954 Carlton
13230 Cartuwright
13230 Carbwright

First Mamne:

Marvane
Matvane
Marvone
Marvone
Marvone
Marvone
Marvone
Marvane
Marvane
Matvane
Cathy
Cathy
Cathy
Betty
Helen

Helen

Irevaice
Number

0003592
0007346
0009293
0012515
0015052
0019795
0020862
00z4465
0026747
0029285
0016092
0022440
0026577
0004062
0004592
0008776

Inwvoice
Date

2008-09-05
2008-12-05
2009-01-30
2009-04-21
2009-06-24
2009-10-26
2009-11-24
2010-03-01
2010-04-30
2010-07-12
2009-07-27
2010-01-12
2010-04-26
2008-09-16
2008-10-03
2009-01-16

Encounter
Date

2008-08-26
2008-11-25
2009-01-21
2009-04-15
2009-06-17
2009-10-20
2009-11-17
2010-02-18
2010-04-22
2010-07-01
2009-07-14
2009-12-22
2010-04-22
2008-09-02
2008-09-15
2009-01-07

Paid
Amount

100.00
150,00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.o00

Wrike: OFF
Amount

5.00
15.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Patient
Transfer

0.00 &
0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

oo x|
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To do this, click on Locate, which is located to the right of the Add Invoice browse button.

Actions Batch Name

Clear MED
Save LHH 20120329
Process Date 2012-03-29

Add Invaice s Locate BakchID

The Locate Invoice window will appear, and you can select the invoice that you want to
jump to, by clicking anywhere on that invoice row.

Adding an Invoice

After setting the batch parameters, you can add invoices from the EOB.
There are two ways to add invoices:

« Adding the Invoice by Invoice Number

* Adding the Invoice by Chart or Name Search

These two options allow for flexibility when working between a large batch of invoices, or with
only a few selected invoices.

Adding invoices by Invoice Number

To add invoices individually, type the invoice number into the Add Invoice field, then tab, or
click, out of this field.

Adding invoices by Patient Chart Number or Name

It is possible to add multiple invoices by clicking on the (...) button to the right of Add
Invoice.

The Invoice Lookup window will appear, and you can select which invoices to add to the
grid on the main window.

Enter the criteria into the Insurance Code (Ins. Code), Chart # or Last and First name
fields as required and click on the Search button. The invoices that match the criteria will be
displayed. Select the invoices you wish to add to the batch by clicking on them and the
check box in the far left column will be ticked. If you select one by mistake, you can un-tick
the box by selecting the invoice again.

To select all invoices that display in the list, click in the “master select” check box which
appears in the upper left column to the left of the Chart Number column (see screen shot
below). You can click this check box again to de-select all of the invoices.

Note: The maximum number of invoices that will be returned in a search query is 300.
Therefore, if you cannot find the invoice you are looking for, you should try to narrow your

EMR/ogic
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search criteria. For example, add in more letters of the last name, or if you know the Chart #
or Date Range, try adding in that search criteria as well.

When all desired invoices have been added to this window, click on Accept.

You may then click on Clear Selection and perform a new search and repeat the process.
When done, click on the Done button to close this window.

Invoice Lookup x
General Name Date Range
search
Chart # Last Testing From
Accept
Ins. Code asn First To
Done
Clear Selection [ show $0 Balance
Chart Invoice Invoice Encounter  Mame Ins. Ins. Ins. Pat. Pat. Invoice
MNumber Mumber Date Date Charges Balance  Adjust.  Charges Balance  Status
[ 2027330 0199419 2012-03-23 2012-03-23 Testing,Docugal 210,00 210,00 0.00 130.00 130,00 BWW'W
[ 2027330 0199420 2012-03-23 2012-03-23 Testing,Docugal 200.00 200.00 0.00 50.00 50,00 BXXW
[T 2027330 0199532 2012-04-20 2012-04-20 Testing,Docugal 57.00 57.00 0.00 55.00 5500 UXXW
[ 2027745 0199177 2012-03-07 2012-03-07 Testing,Miranda 35.00 35.00 0.00 55.00 55.00 BX XW
[T 2027745 0199300 2012-03-13 2012-03-13 Testing,Miranda 90,00 90.00 0.00 0.00 0,00 BXXP

Note: If you don’t see the invoice you are looking for, you can show invoices with a $0.00
balance by clicking in the check box to the left of “Show $0 Balance” at the top right of this
window.

Invoice Details Window

You can display the Invoice Details window, by left-clicking on the Invoice number, which
displays directly below the Invoice column on the grid.

Clicking once on the invoice number will display Invoice Details window, which allows you to
view more specific details about that invoice, as it would appear on the Transactions View
screen (Charge Entry tab) in activEHR.

Invoice Details x
Patient Details Fadility Insurance-
Testing Docugal Chart # 3027330 11, Family Eye Care [ pimary  aar
Invoice Details Provider [0 Second 5|
Date  2012-03-09 Inwoice # 0199213 Enc. Date  2012-03-09 -Raleigh O other  [sgL
Pstd  Trans. Service Date Note Fee Ins. Proc. Description Diag. Codes uac # Gross Pat. Ins. Net Contr. Billing Status
Mumber Sched.  Code Code Amount Rev. Amount  Amount Rev. Savings
v 1392228 2012-03-09 r F5A AAR 92014 Comprehensive Exam El 367.1 102.00 1 102.00 0.00 40.00 40.00 12.00 PXXW
72 1393337 2012-04-11 r wo AAR ADIST  AAR-Smoke Test - 2012 0.00 1 0.00 0.00 -25.00 -25.00 0.00 XXXX
2 1393338 2012-04-11 r 1K AAR PAYMT  AAR-Smoke Test - 2012 0.00 1 0.00 0.00 -15.00 -15.00 0.00 XXXX
W~ 1393357 2012-04-11 r CSH PAYMT  Cash 0.00 1 0.00 0.00 0.00 0.00 0.00 XXXP
EMR/og:
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Working with Existing Batches

This window is an exact replica of the Charge Entry window from the Patient Account area

of activEHR.

Removing an Invoice Row from the Batch

If you determine an invoice is not needed in the batch it may be removed by clicking on the
red X that displays just to the right of the Invoice column header (as shown below).

The invoice and all associated invoice details will then be removed from the display.

Chart # Invoice hv. Date Enc. Date Name
13 Q000015 2012-04-11 2012-04-11 Song, Diamonc
Row # Procedure  Bill. Code  Ins. Amt. Pat. Amt. Paid Amt.
44 92004 SR 89,00 0,00 |m
45 92015 SRRy 25.00 0,00 0.0

Working with Existing Batches

In order to access and view existing batches, you can click on the browse button (...) to the
right of the Description field.

The Select Batch window will appear, and you can click on the row that contains the desired
Batch Name. The invoices belonging to this batch will then display in the grid behind. Please
note that you cannot edit invoices in a batch that has previously been posted.

Select Batch

Ins. Code Batch name

Ins. Code = Batch Name

NVA
AET

NWVA - 02102012 - 2
ME - AET

AAR -02132012
Test

Ins Overpayment
Inv 0198493

inv 01989493

AAR. Payment Posting -
aar-01

test
LHH-20120321-A
bas

X
[ 1nclude Posted [] Hide Batch
O
Include Hidden
Check Applied Last Saved
Amount Amount
200.00 0.00 2012-02-10 10:43:08 i
10,00 0.00 2012-02-10 13:53:16
20.00 0.00 2012-02-13 15:33:19
20.00 0.00 2012-03-13 10:43:51
20,00 2012-02-15 15:4%:21
20.00 0.00 2012-02-16 09:22:57
20,00 0.00 2012-02-16 09:31:43
50.00 0.00 2012-02-22 08:24:19
100.00 0.00 2012-03-08 11:38:42
10,00 0.00 2012-03-13 11:53:24
10,00 0.00 2012-03-21 12:07:02
10,00 0.00 2012-03-23 09:07:52 LI

This window consists of the following areas:

Ins. Code:

EMR/ogic
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view batches belonging to the selected Insurance Company.
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Batch Name: If you know the batch name, you can enter it here and tab out, to narrow the
display results to this particular batch.

Include Posted: Include posted batches in the results.

Include Hidden: Include hidden batches in the results.

Hide Batch: Select this option and then click on a batch in order to hide the selected

batch. From this point on, hidden batches will only display when the Include
Hidden check box is selected.

Entering Insurance Payments

To process insurance payments, ensure that the total check amount is entered into the
Check Amount field at the top right. If you change the amount of the check, click the Save
button to update the records. Processing insurance payments allows you to apply the paid
amount against individual rows of the invoice, taking into account overpayments, shortpays,
patient transfers, rollovers etc.

Payment Posting Scenarios

When completing your day-to-day payment posting transactions, you might come across
various scenarios, such as:

* Posting a payment in full from the insurance company for the current insurance
receivable.

* Posting a partial payment and writing off the remaining amount.

* Posting a partial payment and applying a patient co-pay / deductible and writing off
the remaining amount.

* Posting a partial payment and maintaining the balance as receivable from the same
insurance company.

* Posting a partial payment and transferring (i.e. “rolling over”) amounts to the
secondary insurance, other insurance or self.

* Processing an insurance overpayment, and either creating a patient credit, insurance
credit or writing off the remaining amount.

* Reversing a write-off or patient transfer, and applying new check amounts to the
reversed balance.

* Posting a negative payment (the system is designed to “catch” these, and
automatically enter the NGC code for negative check).

Instructions for addressing these scenarios are provided in the following section:

Posting a Payment in Full from the Insurance Company

To apply a payment in full to a row in an invoice, type the paid amount for each invoice row
into the Paid Amt. field in the grid below. The Balance column will display as $0.00 and be
highlighted in green when Paid Amount is equal to the claimed amount.

EMR/ogic
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Chart # Invoice G Inv. Date Enc. Date Name Ins. Chrg. Ins. Bal. Pat. Chrg. Pat. Bal. Status
3 0000002 2012-01-03 2012-01-03 Gray, David 105.00 105.00 25.00 0.00 u F
o a woff Xfer. 3
Row # Procedure  Bill. Code Ins. Amt. Pat. Amt. Paid Amt. WOTF Amt. Pat. Xfer Balance Roll Over Applied Cmnt

Code Code

2 92014 VSP(P) 105.00 25.00 0.00 w0 0.00 DED 0.00 C sELs 105.00 r

Posting a Partial Payment and Writing off the Remainder

To apply a partial payment to a row in an invoice with a balance to be written off, type the
paid amount for each invoice row into the Paid Amt. field in the grid below. The Balance
column will reflect the difference. Then type the write-off amount into the WOff Amt. field to
the right. The Balance column will display as $0.00 and be highlighted in green.

Chart # Invoice a Tnv. Date Enc. Date Name Ins. Chrg. Ins. Bal. Pat. Chrg. Pat. Bal. Status
12 0000018 2012-04-11 2012-04-11 Diablo, Tobias 150.00 150.00 0.00 0,00 UXXP
. 3 woff Xfer. a
Row # Procedure  Bill. Code Ins. Amt. Pat. Amt. Paid Amt. WOFf Amt. Code Pat. xfer Code Balance Roll Over Applied Cmnt
40 97014 SR 1) 125.00 ooo oo [re.00 BE [o.00 DED 0.00 r sels 125.00 r

Note: in subsequent versions, there will be a hot key for write-off amounts. You will be able
to tab into, or click into the WOff Amt. column name, and the remaining write-off balance
will display here.

Posting a Partial Payment and Applying a Patient Deductible / Co-Pay

To apply a partial payment to a row in an invoice with a balance to be transferred to the
patient deductible or co-pay, type the paid amount for each invoice row into the Paid Amt.
field in the grid below. The Balance column will reflect the difference. Then type the deduct-
ible / co-pay amount into the Pat. Xfer. field to the right. The Balance column will display as
$0.00 and be highlighted in green. You may alternatively change the Xfer. Code field to
CORP for co-pay (or any other valid billing code).

Chart # Invoice 0 Inv. Date Enc. Date Name Ins. Chrg. Ins. Bal. Pat. Chrg. Pat. Bal. Status
12 0000016 2012-04-11 2012-04-11 Diablo, Tobias 150.00 150.00 0.00 0.00 UXXP
q 8 WOff Xfer. q
Row # Procedure  Bill. Code  Ins. Amt. Pat. Amt. Paid Amt. WOff Amt. Code Pat. Xfer Code Balance Roll Over Applied Cmnt
40 97014 SR 125.00 0.00  [11000 0.00 w0 [15.00 0.00 roseus 125.00 r

Posting a Partial Payment and Maintaining the Balance as Receivable from
the Same Insurance Company

To apply a partial payment to a row in an invoice with a balance to be left as receivable from
the same insurance company, type the paid amount for each invoice row into the Paid Amt.
field in the grid below. The Balance column will reflect the difference. Leave the invoice row
as is, with a balance displaying to maintain a receivable from the same insurance company.

Chart # Invoice Q 1w pate Enc. Date Name Ins. Chrg. Ins. Bal. Pat. Chrg. Pat. Bal. Status
1z Q000016 2012-04-11 2012-04-11 Diablo, Tobias 150.00 150,00 .00 0.00 UXXP
= q WOff Xfer. o
Row # Procedure  Bill. Code  Ins. Amt. Pat. Amt. Paid Amt. WOTf Amt. Pat. Xfer Balance Roll over Applied cmnt

Code Code

40 92014 SRE) 125,00 0,00 0.00 1O 0.00 DED 15.00 r sl 110100 r
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Posting a Partial Payment and Transferring (i.e. “Rolling Over”) Amounts to
the Secondary Insurance

To apply a partial payment to a row in an invoice with a balance to be rolled over into sec-
ondary insurance, other insurance or self-pay, type the paid amount for each invoice row
into the Paid Amt. field in the grid below. The Balance column will reflect the difference.
Place a check mark in the Roll Over check box. Leave the invoice row as is, with a balance
displaying to have a primary insurance charge roll over to secondary. Or a secondary insur-
ance charge roll over to other, or to have either roll over to self-pay if no secondary or other
insurance is set.

Chart # Invoice 6 Inv. Date Enc. Date Name Ins. Chrg. Ins. Bal. Pat. Chrg. Pat. Bal. Status
7 0000022 2012-04-20 2012-04-20 Smith, John 125.00 125,00 0.00 0.00 Uwx P
T 0 WOff Xfer. 0
Row # Procedure  Bill. Code  Ins. Amt. Pat. Amt. Paid Amt. WOff Amt. Code Pat. Xfer Code Balance Roll Over Applied Cmnt
&0 92014 KPPy 12500 0.00 |1[I5 on I[I on WO IEI 0o DED 20.00 ¥ ATLis) 105.00 r

A tool tip will pop up that indicates where the amount is being rolled over to (i.e. insurance
code for secondary or other, and SEL for self). Note: this has not been currently imple-
mented, and will appear in the next version.

Posting an Insurance Overpayment, and Either Creating a Patient Credit,
Insurance Credit or Reverse Adjustment with the Balance

To apply an overpayment, type the paid amount for each invoice row into the Paid Amt.
field in the grid below. Because the amount paid is greater than the original receivable, the
row will display three radio buttons that allow you to select how you want the overpayment
to be handled:

Credit Patient Creates a credit memo with the overpayment amount against the patient bal-
ance

Credit Insurance Creates a credit memo with the overpayment amount against the insurance
balance

Reverse Adjustment Creates a contra adjustment on the same invoice that serves to reduce the
overall insurance adjustments for the practice

Chart # Invoice 0 Inv. Date Enc. Date Name Ins. Chrg. Ins. Bal. Pat. Chrg. Pat. Bal. Status
7 0000022 2012-04-20 2012-04-20 8mith, John 125.00 125.00 0.00 0.00 Uwx P
WOoff Xfer.

Row # Procedure  Bil. Code  Ins. Amt. Pat. Amt. Paid Amt. Woff Amt. Code Pat. Xfer Code Balance Roll Over Applied Cmnt

50 92014 KP1tF) 125.00 000 [13500 @ Credit Pat. © Credit Ins [C Rev. Adj

Posting a Negative Payment and Writing off the Remainder

There may be cases where your office owes an amount back to the insurance company.
For example, this could be due to lab charges payable. As a result, the insurance company
may include a “negative payment” for one, or more of the transactions on an invoice. The
total amount receivable on the invoice could be $290.00, but a check was sent back from
the insurance company for $170, and with a “negative payment” deducted as the “Paid

EMR/ogic
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Adding a Comment to an Invoice Row

Amount” for one of the transactions. In these cases, if the user offsets the amount “under-
paid” as a write off in the WOff Amt. column, the system will automatically change the
adjustment code from IWO to NGA for “negative adjustment.”

The negative payment will then appear on the patient’s invoice as a positive amount with a
billing code of NGC for “negative check” (see second screen shot below).

Chart # Invoice 0 Inv. Date Enc. Date Name Ins. Chrg.
2027330 0199817 2012-06-18 2012-06-18 Testing, Docugal 290.00
Row # Procedure Bill. Code Ins. Amt. Pat. Amt. Paid Amt. ‘WOff Amt. WOff Code
1395019 92014 BCB(r) 50.00 0.00 20.00 120.00 INGA
1395020 V2020 BCB(P) 200.00 0.00 1200.00 j0.00 wo

Ins. Bal. Pat. Chrg.
290.00 0.00
Pat. Xfer Xfer. Code Balance
0.00 DED 0.00
0.00 bED 0.00

Pat. Bal.
0.00
Roll Over
F sl
F sEwLs)

Status
Uux x p
Applied
90.00

200.00

0BA18/2002 e 0199817 $ 0.00 | 0472042012 Inv 0199532 § 55.00' 03/23/2012 Inv 0193420 § 50.00 I 03/23/2012 Inv 0193419 § 130,00 | 01413/201 2 [y 0193409 § 115ﬂ_’|

Trans | From BCD Ins | Proc Procedure Diag Uac Gross Patient | Insurance Het Contractual | = |
Hum Date Code Code Description Code Amount Revenue | Amount | Amount Revenue Savings
[]1395019: 06MEM2 FSA BCB 92014 ‘Comprehensive Exam EP 367 1 $102.00 10200 3 000 § 8000 80.00 12.00
[] 1395020 06MEM2 FSA BCB V2020 Frames, purchases 3671 20000 50.00

1395021: 06MEM2 NGA BCB ADJSTBCB-JacTest? ($12000

0.00 F 000 (§120000)

-120.00

0.00

1395022 06MEM2 MEC BCE PAYM BCB-JacTest? § 3000

| O

#
1

25000 1 250.00 $ 000 § 200,00
1
1 0.00 § 000 $ 3000
1

3000

0.00

1395023 06AEM2 ICK  BCB PAYM ‘BCB-JacTest? (% 20000

0.00 F 000 (F20000)

-200.00

0.00

IO = =

Adding a Comment to an Invoice Row

It is possible to add a comment, which works in the same way as the Nt (Note) check box in

the regular payment posting module to any row in an invoice.

Name Ins. Chrg. Ins. Bal. Pat. Chrg. Pat. Bal. Status
Smith, John 125.00 125.00 0,00 0.00 w3
n woff Xfer. n
Paid Amt. WOff Amt. Code Pat. Xfer Code Balance Roll Over Applied
[o.00 [0.00 ) 0.00 [DED 125.00 T AT 0.00
It,ype ¥OUr payment processing comment here. . | i‘

Cmnt

Place a check mark into the Cmnt box and type your comment into the box that appears
below the transaction line (if the comment entry field does not immediately display click into

the white background of the window to force it to display).

Note: Please be aware that at this time, text added into the comment field will only show up
to 50 characters when viewed in the Transaction View window. This is a known issue.

To delete a comment, remove the check mark from the Cmnt box.

Processing the Batch when Complete

After completing the application of payments against individual invoice rows, the Check
Amount and Applied Amount fields should now be equal. If you have more than one
invoice to process, the Applied Amount field will tally the amounts as you enter them into

the Paid Amt. box in the grid below.

The Remaining Amount field will display any amounts that have not yet been applied.

EMR/ogic
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Processing the Batch when Complete

To process the batch:

1.

To complete the transaction, click Save and then Process.

Notice that the Process button is no longer greyed out when the Check Amount and Posted
Amount fields are equal.

[Home]
Actions Batch Name | [ Defaults Check Disposition
Clear BCE e Pay. Code | [k j Check Amount 350,00
e Testomgl e Adj. Code | o j Applied Amount 220,00
Add Invoice e Locate BatchID Last Saved 2012-04-20 16:23:20
2012704720 16:33:29: Saved 6 invaices as BCB-Testomgl

If the batch was posted successfully, a message box will appear:

Message from webpage E3

' ": Posting Status: Success, Posting Batch Number = 177
L3

A Batch ID number will then display after clicking on OK.

[Home]

Actions Batch Name | [ Defaults

Clear BCE I j

Check Disposition

Locate | 177 2012-04-20 16:36:2

| 12012-04-20 16:36:28: Posting Status: Success, Posting Batch Number =7

After clicking on Process, a Batch ID number is generated, and the screen is frozen / locked.
You cannot make any subsequent edits once you have clicked on Process. If you need to
enter changes, you may add the invoices to a new batch then apply the changes.

EMR/ogic
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