aprima

EHR ¢« PM ¢ RCM

Entering Payments in Aprima PRM

Introduction

The Insurance Payment and Responsible Party Payment windows are very similar in their look
and functionality, but there are some differences. The differences in the functionality of the
windows are discussed below in the procedures for entering payments. Both windows contain
the following sliders.

e Transaction Details: This slider displays allocations made from the payment item, and
enables you to select a superbill to which you want to make an allocation.

o Attachments: This slider enables you to add and view attachments, such as a scanned
copy of the EOB or check, or a letter or other document related to the payment item.

e Financial Summary: This slider displays a list of the transactions within the payment. A
transaction is an allocation to one or more charges on a superbill.

When you create a payment item, whether from an insurance payer or a responsible party,
you can print a receipt for the payment.

The title bar of the payment window displays information about the payment once it is
entered. The title bar displays the payment reference number, the payer, and the payment
amount.

Saving Payment Information

As you are working in either payment window, you can save your work by selecting the Apply
button. This applies your entries to the database, but leaves the window open and active so
that you can continue working. The OK button saves your entries and closes the window.

Posting the Responsible Party Payment at Patient
Check-in
A payment from a responsible party may be for a single superbill for a single patient, for

multiple superbills for a single patient, or for multiple superbills for more than one patient.
Most responsible party payments are received from the responsible party.
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Access the patient appointment by selecting the time hyperlink on the desktop. The
appointment window will appear.

View (@ Primary () Secondary

BENE
Calendar Dr. Frank Patterson; Dr. Omer - Main; Dr. Cardinal; Dr. Gasteneau
Date  1/2472012 E E] New Ap

Tuesday Visits (1)

f Anderson. Bill (1/1/1968, FP2387) ,
(214)938-2728 & (&)=

Follow Up - 15: Still

coughing/Sinuses draining

Calendar: Dr. Frank Patterson

Checked In

Access the Account tab in the appointment. Here you will see the amount of the copay and
have the opportunity to enter the payment.

Q Appointment Patient - Anderson, Bill/99/FP2387/M/44 Years/Aetna PPO 25

i bill | Future Appointments Ii HM F{ules] Service Orders
Resource
Dr. Frank Patterson @
Appaintment Type
Follow Up - 15 (@] [ Find Appointment Siot |
Appointment Date Time Span Appointment Length
1/24/2012 [@] 1115am 2 - 1130am fe[15 =1 min




From within the Account tab, enter your payment information.

) Appointment Patient - Anderson, Bill/39/FP2387/M/44 Years/Aetna PPO 25 = =R ==
W WAF i mEE & New-
[ Appointrr‘ent]Accollﬂ] Superbill] Future Appointments Ii HM F{ules] Service Orders q Pk
Account
Main @
Copay Amount Primary: $25.00 Specialist: $35.00 Other $10.00
Visit Payment
Amount Method Reference
0.00 =Y
Date Batch
<) =
Eilling Note
Account Balance:  $30.00 Patient Balance:  £20.00

Responsible Parly:  Bill Anderson
Responsible Parly Balance:  530.00

Account Payment

Amount Method Reference
0.00 (@)
Date Batch
&) @)
Eilling Note

oK Cancel

£l | (NoBatch Set)

Automatic copay allocation: The copay will automatically post to the superbill if the amount
allowed schedule allows a procedure to populate the copay; the patient has the copay
amount on their demographics, and if the superbill and copay are both attached to that
appointment. If you see that the copay is not listed on this tab, you can select the account
name in the Account field and hit F10 on your keyboard. This will allow you to modify the
account and enter the copay if necessary.




e

@ Appointment Patient - Anderson, Bill/99/FP2387,/M/44 Years/Aetna PPO 25
A MM EFES mMEE & New-
Appointment A{:(:Oll'll] 5uper|::i||] Future Appointments ]! HM F-lulesl Service Drders]
Account

Main
Copay Amount Primary: 52500 Speciahst 53500 Other: 51000 1 I
Visit Payment

Amount Method Reference

25.00 D | cash 3 IFndersnm’F‘A 4 I
Date Batch
6

14242012 5 I'I;’EMEDD PAdamson

Billing Mate

Copay 7

Review the copay amount - Here the copay amount will display as it was entered in
demographics. Be sure to collect and enter the appropriate copay for your provider. If you
see N/A, the patient's copay amount is blank. If you see $0.00, the amount of the copay is
zero.

Amount - This is the amount received by the patient.
Method - This is the tender you are posting. Cash, Check, Credit Card

Reference - This is required as it is how we catalog our payments. Enter the information
that best describes the payment. If it is a check, you can enter the check number. If it is a
credit card, you can enter the authorization number. If the payment is a cash payment,
you can enter the patient’s last name for reference.

Date - This is the date of the payment. It should match your batch date.
Batch - Your default batch should populate here if you selected one upon login.

Billing notes - Notes regarding this payment

Select OK to save your payment.

g —
@ Cancel




If you’d like to print a patient receipt, select the Print Patient Receipt button within the
appointment.

@ Appointment Patient - Anderson, Bill/99/FP2387/M/44 Years/Aetna PPO 25
 UWEFEH MEE ¥ New-

[ Appointmentleoolli] Superbill] Future Appointments Ii HM Rules] Service Orders

b=

Account

Main

Copay Amount Primary: 52500 Specialist $3500 Other: $10.00
Visit Payment

Amount Method Reference

25.00 Cash & Anderson/PA

Date Batch

1/24/2012 ||| (1/24/2012 PAdamson ()

Eilling Note

Copay

Account Balance:  530.00 Patient Balance:  530.00
Responsible Party:  Bill Anderson
Responsible Parly Balance:  530.00

Account Payment

Amount Method Reference
0.00

Date Batch

Eilling Note




Posting the Responsible Party Payment at Patient
Check-out

Access the patient appointment by selecting the swinging door icon on the desktop. The
appointment checkout window will appear.

View (@ Primary () Secondary [E| Q

Calendar Dr. Frank Patterson; Dr. Omer - Main; Dr. Cardinal; Dr. Gasteneau

Date 172872012 E E New Apr

Tuesday Visits (1)
11:15 AM & Anderson. Bj 1968, FP2387) , Checked
fe.ﬁ:_. to (214)938-27. &) =mE
Uischarge Follow Up - 157

coughing/Sinuses draining
Calendar: Or. Frank Patterson

Once the checkout window has appeared, review to see if the patient has a copay. It will
populate here. If so, select the Update Payment button.




@ Checkout - Anderson, Bill/99/FP2387/M/44 Years/Aetna PPO 25 1/24/201211:15 AM
W& ESmEE N New-

Account Information

=

Account Balance: $30.00
Patient Balance: $30.00

Copay Amount: $25.00

ment ]
o

Follow Up

Future Appointments:
Mo appointments found!

Referrals:
Mo referrals made.

Patient Plan

escnplio

[] Education Form

atient Visit Receipt

’ Print Selected Forms ]

’ Generate Documents ]

QK _Cancel
= (Mo Batch Set

The account tab from the patient appointment will appear. Enter the payment as shown
below.




Appointment Aﬂmuﬂ] 5uper|::i||] Future Appointments ]! HM Hule.sl Service Orders
Account

Main
Copay Amount Primary: %2500 Specialist: 53500 Other: 510.00 1
Wisit Payment T—
Amount Metheod Reference
25.00 2 I::ash El Anderson/PA 4
Date tch “—
1/24/2012 5 1/24/2012 P Adamson 6
Billing Mote

7)

1. Review the copay amount - Here the copay amount will display as it was entered in
demographics. Be sure to collect and enter the appropriate copay for your provider. If you
see N/A, the patient's copay amount is blank. If you see $0.00, the amount of the copay is
zero.

Amount - This is the amount received by the patient.
Method - This is the tender you are posting. Cash, Check, Credit Card

4. Reference - This is required as it is how we catalog our payments. Enter the information
that best describes the payment. If it is a check, you can enter the check number. If it is a
credit card, you can enter the authorization number. If the payment is a cash payment,
you can enter the patient’s last name for reference.

5. Date - This is the date of the payment. It should match your batch date.
6. Batch - Your default batch should populate here if you selected one upon login.
Billing notes - Notes regarding this payment

Select OK to save your payment.

g —
@ Cancel

You will return to the checkout window.




) Checkout - Anderson, Bill/99/FP2387/M/44 Years/Aetna PPO 25 1/24/2012 11:15 AM ===
WA FEf@mBEE % New-
i

Account Balance: $30.00
Patient Balance: $30.00

Copay Amount: $25 00 Visit Payment: $25.00 1

[ Update Payment ]

Follow Up

Future Appointments:
Mo appointments found!

Referrals:
Mo referrals made.

[] Patient Plan

["| Fdycation Form 2
Patient Visit Receipt

Print Selected Forms

1. Visit Payment - The payment you posted will appear here.
2. Patient Visit Receipt - Select this checkbox if you’d like to print a patient a receipt.
3. Print Selected Forms - When you select this button, your receipt will print.

Select OK to discharge the patient.

Posting an Insurance Payment

An insurance payer generally will send a single payment for several patients and superbills.
When you enter the payment in the database, you will create a single payment item for the
entire amount of the payment. Then you will allocate money from that payment to the
various patients and superbills.




Creating the Insurance Payment

To create the insurance payments, you will need to be in the Track Payments window.

Go to Billing — Track Payments

) DemoP4 - Adamsan, Pat

Desktop  Teools | Billing | Help

=l ENS" § [i] !@ Batches
View (@ Primary Track Superbills

Track Superbill Procedures
Calendar Dr.

Track Financials

ge -

Bl e

steneau

Date 01/31/2012

Track Payments

Track Payer Credits
Track Transactions
Process Claims
Filing History
Superbill Reports

Update Closing Date
Track EDI Responses
Settlement History
Settlement Details

Visits Without Superbill
Appointments Withaut Superbill

Create Statements

Responsible Party Collections

R EBE O0HEEDBEE L LB B @

A Insurance Proi

Brint Collect

Choose the New Insurance Payment button at the top of the window.

@ Payments
File

B 7 [ Newinsurance Payment

Responsible Party Payment  Reassign Batch

e O Reference

& Amount

$ Unalocated  §)

The Insurance Payment window will open. Here, you will enter the check information.

10



Here is a layout of the Payment window.

@ Insurance Payment -

ECB ERA Rejections

=N Eol =)

View Menu - If you need to
activate a slider.

ERA buttons - These buttons will illuminate when
you have an ERA attached to the payment. The

EOB button will display the entire EOB. The ERA
Rejections will only display the rejected lines

JPaUT] JUNDDDY JAAR]

i from the ERA.
=
g
% ‘_ Sliders: There are 4 sliders available within the Payment
window.
: The Transaction Details slider should be open and pinned to make
g payment posting easier. To pin the slider, select the slider and
N select the pushpin. The X will close the slider and you will need
%ﬂ /to reactivate the slider through the View menu.
2 d

Transaction Details Q

i :
Superbill
Name V] W Charg::e I{) S — Patient {| Deposils) ¢ Batchis) & State ¢ Disibutions | Adu

Superhills that have been posted to this payment will appear here.

< i D

Apply this Payment to anaother item.

Superkill

[Ell | Default Batch: 2/10/2012 PAdamson

Sliders:

1. Payer Account Credit - This slider allows the user to post the remaining monies to the
patient account. This will allocate the money, allowing the batch to be completed,
however the money is not allocated to a specific superbill.

2. Attachments - This slider allows you to attach an image for file to this payment. If you are
scanning in your paper EOBs, you can attach them directly to the payment, instead of the
patients, ensuring patient privacy.

3. Financial Summary - This slider allows you to see the full accounting of this payment. It is
updated as soon as you save the payment to the application. You may need to select OK
(save the payment), and then Modify the payment to see the information populated.

4. Transaction Detail - This slider is required to post payments as this is the slider used to
select the superbills included on the payment. Be sure that you pin this slider so it is
always accessible during payment posting.

Enter the payment information requested.
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9 Insurance Payment - 123456789001, United Healthcare, $373.96
File  View

EOB ERA Rejections

[E=5 (e =X
L‘ Payment Type Insurance Check Batch  2/10/2012 PAdamson
hil
"E Reference Number 3 |123456?35DD1
z
g Payer 4 [Un'rted Healthcare
;(:3 Amount Paid 5 IJ?S.BB Unallocated 837396 IE. Deposit Date 210/202
o
= Comment E
[
=
g Sean Credit Card : i .
3’ n Credit Card | Prirt Receipt
El
T}
an
]
E]
=
a.
@
=
3
2
= | New | [ Ay | [ ok || cancel |
Transaction Details X
Superbil
MName Patient Deposit(s Batchis State Distributions Adju
0 ld | Charges | Balance 0 posits) 0 &) 0 0 0 .

1] I [r]

Apply this Payment to another item..
Superbill @ @

£l | Default Batch: 2/10/2012 PAdamson

1. Payment Type - This is the tender you are posting. Most likely this will be Insurance Check
or Check

2. Batch - Your default batch should appear here.

3. Reference Number - This is required as it is how we catalog our payments. Enter the
information that best describes the payment. If it is a check, you can enter the check
number or EOB number.

Payer - This is the insurance payer that is paying you.

Amount Paid - This is the amount received by the payer.

Unallocated - This is the amount remaining to be allocated.

Deposit Date - This is the date of the payment. It should match your batch date.

© N o o &

Comment - Notes regarding this payment. If some of this payment is posted in your legacy
system, you can enter that information here. This will help when balancing your deposit
at the end of the day.
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9. Superbill - In this field, you will enter the first superbill number on the EOB.

For this training, we will be using a training EOB. Here is the header of the EOB we are
posting.

UNITED HEALTHCARE

SAN ANTONIO, TX 70951

HAPFY TRAILS MEDICAL CLINIC, LLC. FROVIDER NEI: 1234567887

11234 5TH AVENUE SUITE 201 DATE: A

DALLAS, TX 75000 CEECK/EET #:

PAGE #:

BEND PROV SERV DATE POS NOS PROC  MODS BILLED  ALLOWED DEDUCT  COINS  GRE/RC-AMT PROV ED
e

HAME JAMES, CORBIN HIC A1234B6785%d w ICH 12345687698321 ASG ¥ MOA MAO1

1427074327 0620 062011 12 1 99350 141.25 0,00 28,25 CO-45 29.11 113.00

BT RESP 28.28 CLATM TOTALS 170.36 141.25  0.00  28.25 28,11 113.00

ADJ TO TOTALS: PREV FD INTEREST 0,00 LATE FILING CHARGE 0.00 NET  113.00

Posting the Insurance Payment

After entering in the payer and the check number, enter the superbill ID number from the

EOB in the Superbill field. This is the account number. Then press the Tab key on your
keyboard.

Apply this Payment to another tem. .

Superbill  790] Tab

This will open the Transaction window. We will be focusing on the center part of the window
first. This is the charge line.

13



) Transaction 123456789001-790b - 6/20/2011, James Corbin, Main, Main, Frank Patterson =R =
Options
& B M &ET £ ¢ P ET % New- o Ledger @ MewMessage Superbill History EOB

ER Claim Level Detil | |E} Procedure Level Detail

Superbill 7906 [@)] Transaction 123456783001-7500 Batch  2/10/2012 PAdamson @
Insurance - Insurance Check. 2/10/2012, *Primary{United Heatthcare) Payer Credits

Deposit 123456789001 Insurance  United Heatthoare/United || Ameunt  $373.96 Unallocated  $250.96

Accourt Responsible Party - Corbin, James Payer Credits

Deposit @ Amount Unallocated @
I oS OICode O‘ModlCharge OI Balance I Allowed I Payment I Contract I Transfer to Adjustme

O Insurance ()| Patient ) Total {}|Estimated {) Actual § Amount § Type ) A O Type {| Patient § Type & Amount { T
6/20/2011 | 99350 $170.36 $28.25 50.00 $28.25 $0.00 $141.25 SH3.[HJ|3 Paymert -3 | $29.11 Contract @5:5 Transfer @55 Insurat

il 2] El 4] El 6]

Totals $170.36 $28.25 50.00 $28.25 $0.00 $141.25 $113.00 $23.11  (Total Adjustme (Total

Note

Update Superbill 730b From "Succeeded Primary United PPO 25/United Healthcare " to: Pending Patient Payment Corbin, James

[ awn ] (56 ] [ coes |

[l | Default Batch: 2/10/2012 PAdamson

1. This includes the CPT code, modifiers and total charge amount. This comes from the
superbill and should match the EOB.

DOS | Code ¢ Mod Charge &

1 |6/20/2011 39350 $170.36
MAME JAMES, CORBIN HIC AL1234B67B9C ACKT 790
1427074327 0620 062011 12 i 93330 =70.36
FT RESP 28 .25 CLAIM TOTALS 170.36

2. This includes the liability columns. These columns display where the liability belongs and

change as you post the payment. You will see the total liability equals the patient and
insurance liability.

Balance
Insurance ¢} Patient < Total &
$28.25 $0.00 52825

3. The Allowed columns reflect the allowed amounts found in the Amount Allowed Schedule
attached to the payer/plan. These are maintained in List Editor. The Actual column
reflects the allowed amount on the EOB. Enter in the Actual amount allowed to calculate

14



the contractual adjustment. These fields can be reported on as well to find any
discrepancies.

Mlowed ALLOWED
Estimated ¢{} Actual &

$0.00 £141.25 141.25

1al 25

The payment field reflects the payment amount on the EOB. Enter the payment amount
here. You can also edit the payment type if you wish by using the Find icon and selecting
a new payment type from the list.

Amount Type HMADL
$113.00 :.:"l_" | F.f) 113.00
| 113.00

The contractual adjustment will calculate automatically when you enter the actual
allowed amount. The adjustment type is defaulted to Contractual Adjustment here as
well. If you’d like to change the amount, you can override this entry. If you’d like to enter
in another adjustment of a different type, use the adjustment column. You can use the
Note icon to enter notes pertaining to the adjustment.

Contract GRF/RC=AMT
Adi O Type { 8321 ASG ¥ MOM
579 11 . Co-45 29.11
ContractL [E]E,f:. g 11

This allows you to transfer a balance to the patient. Enter the amount of the transfer here
and you will see the liability columns reflect the change. You also have the transfer to
insurance column further down the line. This is not used for carrier-to-carrier transfers
but instead used to move liability from the patient column to the insurance column. You
can use the Note icon to enter notes regarding the transfer.

Transfer to Transfer to
Patiernt Type & Insurance Type &
Transfer @E{} (528.28) # Trans [ﬁ]aﬁ

15



7. The Adjustment column allows you to enter additional adjustments to the line. You can
use the Note icon to enter notes regarding the adjustment.

Adjustment
Amount £ Type o
# Insuri |ﬂ||1f;

The Transaction window also includes the following sliders:

Claim Level Detail: Enables you to enter and view the claim level adjustments and
information required for secondary or tertiary claims. You may also want to enter this
information for tracking or reporting purposes. This information is required when there will
be a subsequent secondary or tertiary claim. You may also want to enter this information for
tracking or reporting purposes. The information in this section will be automatically
populated by ERA processing of payments. You’ll enter the following information on the Claim
Level Detail slider:

e Group Code: Identify the general category of the payment adjustment.

e Reason Code: Identify reasons for certain actions taken by insurance payers when
processing claims. They are used in statement of benefits and electronic remittance
advice to explain what was paid or not paid by the insurance payer. May be system or user
defined.

e Amount: The amount does not affect the payments or adjustments on the superbill.
e Quantity

e In the Medicare Outpatient Adjudication section, enter the following information as
needed.

e Reimbursement Rate
e HCPCS Amount

e« Remark Codes. Remittance advice remark codes are used by insurance payers to explain
how they handled a payment for a claim or why they handled it the way they did. Include
the remark code when entering a payment from a primary insurance payer if the patient
has a secondary insurance payer. Secondary and tertiary payers require this information
when they process claims.

e ESRD Amount

e Professional Amount
e Discount Amount

e Per Day Limit Amount

e Patient Responsibility Amount

16



COB Calculator Claim Level Adjustments

m

Owner  [Code 0| Chargs o] Paid [ Adused 0| RemakAmount [ Remsining () GrupCode O RessonCode O 1N Adiudication Date =
Primary 93000 52500 s000 52500 @ @
Frmany 80042 $14400 6200 $69.00 $0.00 $13.00 @ @ B ich o st Ol ) v
] A "
Primary 99214 $19800  §12300 53300 5000 54200 (@ (@ [@] (@] Be[ X ]
Medicare Outpatient Adjudication Other Information
{  Reimbursement Rate Discount Amount
HCPCS Amount Per Day Limit Amount
Remark Codels) [@]  Patient Responsibility

Amount
ESRD Amount

Prafessional Amount

Procedure Level Detail: Displays the details of all financial actions taken on the procedures.
Each action (charge, payment, transfer, etc.) taken on each charge is listed. Each entry also
includes the financial batch of the transaction, and the state of that batch.

9| Dos O Cade Mod = Owner {| Payer {| Paymet  Amourt {) Type 4| Group Code )| Reason Code ¢ Quartity ¢ Baich ) State ¢ Transacion { Reversed | X
1 [5/30/2007 93000 @] Primary $2500 Charge @] = @] [, 070530 Migrat Closed X
2 5/30/2007 80048 @) Primary $14400 Charge a @) = [, 070530 Migrat Closed X
2 5/30/2007 (30042 @) Primary Medicare 9876 $62.00 | |nsurance Payment E = @) [, 01/08/2008 M Open 9876238 x|
2 5/30/2007 gpo48 a Primary $69.00 Insurance Adjustment a a a [ 01/08/2008 M Open 9876238 e
2 5/30/2007 80048 a Patient 1515.00) Transfer to Responsible Party a a a [ 070530 Migrat: Closed X
3 5/30/2007 95214 @ Patient $198.00 Charge @l @] al [, 070530 Migrat Closed X
3 5/30/2007 99214 EY Primary Medicare 9876 $123.00 Insurance Payment @ = EY [, 01/08/2008 M Open 9876238 %]
3 5/3072007 99214 al Primary $33.00 Insurance Adjustment @l (@] al [ 01/08/2008 M Gpen 9876-238 X
3 5/30/2007 59214 a Primary {$165.00) Transfer to Medicare/MCE a a a [ 070530 Migrat: Closed X

@Q @ @ @Q B X

Balancing Transactions for the Coordination of
Benefits

When a patient has more than one insurance payer, the payments, adjustments, and remarks
for each procedure on a superbill must equal the total charge for the procedure for the
secondary insurance payer to accept the claim. A yellow warning message will appear at the
top of the window when any procedure on the superbill does not balance and the patient has
more than one insurance payer.

You can then use the Coordination of Benefits (COB) Calculator to balance the payment data
from the primary insurance payer in such a way that the claim will be accepted by the
secondary insurance payer. The COB Calculator is on the Claim Level Detail slider in the
Transaction window.

The COB Calculator lists each procedure on the superbill. For each procedure, it shows the
liability owner (such as Secondary insurance payer), the charge amount, paid amount,
adjusted amount, remark amount, and remaining amount. The remaining amount for each
procedure must be $0.00 before you can submit a claim to a secondary or tertiary insurance
payer. The COB Calculator also contains columns for group code and reason code so that you
can enter a remark to balance the procedure.

Patient payments are not considered by the COB Calculator. You must create a remark
explaining a patient payment, such as a copay amount you collected at the time of the visit.

17



£ Ephane e —— —
AR G A e
i moiger W St Hatw J HH"‘«-._‘
e 'y
_-?{\l-'_-_.-. . — — = "\-~ T Lo L ol S il et
Coe  (Code - Comgw 5 Peo O Sdeced ) Peset ) Fesswg ) OGoacCel  § Bescalods [ [FETRS TE lﬂ|
LT T ] LR | @j‘ % :|
: 3 1 i Gimplam | emenDals bamsd & ewsy I
ST S f T T ] um [ 1 -
) % 9 EEeTE ]
% S e - i
e — o
— R
Wiadic e [ diert B b O nermaes
|| Femtasmsen fake | F Cosant Angaas F
WO Aot # Fellyldiveer  #
Fgul, Tl il :-_:_| FalmiFapoabiy | #
FEAN A F
Frobmaural s F s
Spedd 10 TG Nswnmn Fizais [ EE T R o] e me—— |
i - Phach LI Torsmardl K arravisiiiiben sl -
Craes {Fash) &I FougacE e P ot Lk Ui | (F- .
et P et <k A i Pl Liviin e
et (5]t | Uralgied o (] Lrelmaws 7
" - o bicd |
D05 0 Gt 4 M Do ) LES IS ] Fanet Cordrect Twmber bz dch Ty |
& bwawcs () Pasent § Todb 3 Ddeahed ) Achid 3 e Tow 0 e & Ty | Pkt e B Aemoars 3 T A |
IR W L AW e e Lt Hhiwws GfRe s (R Bhwsie R g
T ST FE [t TV A ] C T ] [t ] unce |72 gy Ty Hesie |0 Ruges [GyRene |
il N =
ties |
[ ipdoin Sasparbl M Turond Secandsy MOV Do i 1
[Eaat ]
Bl o Beehsan

Distribute the payment from the primary insurance payer to the procedures on the superbill.
Enter any adjustments for the procedures.
Use the COB Calculator to create a remark for the remaining amount on a procedure.

Select the Group Code that identifies the general category of the remark, such as patient
responsibility.

Select the Reason Code that more specifically identifies the reason for remarking the amount,
such as copay.

The Remaining Amount changes to $0.00, and the Remark Amount changes to the amount that
had been remaining.

Repeat these steps for each procedure on the superbill.

Reviewing the Payment

Enter in the information from the EOB in the corresponding fields. Then, review your superbill
status.
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Balance Allowed Payment Contract
DOS  {|Code { Mod Charge ¢

Insurance )| Patient ¢} Total { Estimated { Type ]
1 |6/20/2011 |99350 $170.36 §28.25 $0.00 £28.25 50.00 §141.25 ERRNNT . Paymen @j ) ontractL @55
Totals $170.36 $23.25 $0.00 5$23.25 $0.00 $141.25 $113.00 ; $29.11 otal Adjustme &7,

4] il

Your superbill status will be suggested for you depending on the information you entered on
the procedure line. If you’d like to update the status to the suggested status, simply select
Apply or OK to finish the posting process. If you’d like to change the status, select the status
from the Find icon. If you’d like to keep the original superbill status, simply unselect the
Update checkbox.

Note

Eﬁe Superbill 730b From "Succeeded Primany United PPO 25/United Healthcare " to: Pending Patiert Payment rbin, James
" = 4

If you have more superbills on this payment to post, select the Apply button. This will keep
you in the Transaction window and allow you to enter the next superbill on the EOB in the
Superbill field.

Apply
| Superbill 791 | fransaction 123456783001-790b
salthcare)
Deposit 123456783001 Insurance | United Healthcare/United | Amount  $373.96
Account Responsible Party - Corbin, James
Deposit Amount

If you have completed your posting for this payment, select OK and you will return to the
Payment window, allowing you to enter a new payment.

If you have selected the Pending Patient Payment status, this will move the remaining
liability to the patient automatically. You will receive a verification window to remind you
that the transfer is taking place.

19



-

Pending Patient Payment transfer £3

The superbill status of ‘Pending Patient Payment’ will transfer the remaining
balance to the responsible party. Select Yes to confirm this status selection and
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Review the superbills on the Transaction Details slider. This will display a list of all the
superbill transactions, the superbill ID, the distributions, and a delete button in case an error
has been made.

Also, your amount unallocated should be $0.00.

From this window, you can attach or review a scanned copy of the EOB on the Attachment
slider.

Then, select New to begin a new payment, repeating these steps.

ox

Allocating a Payment to a Payer Credit

When you receive a payment that you do not want to allocate to a superbill, either in full or
in part, you can allocate the money to the payer’s account as a payer credit. This generally
happens when a responsible party overpays for services already rendered or pays in advance
for services that will be rendered in the future.

Because a payer credit is allocated from a payment, you must associate it with a provider,
service site, and financial center. This enables you to track the money and ensures that your
financial reports are correct.

When you allocate money from the payer credit to a superbill charge, you may change the
provider, service site, and/or financial center if needed. So for example, if a responsible
party pays in advance for a surgical procedure, you will want to allocate the payer credit to
the provider who will perform the surgery, the service site where the surgery will be
performed, and the financial center that is appropriate. If however, the surgery is actually
performed by another provider, when you allocate the payer credit amount to the surgery
charges, the allocation is made to the provider related to the charge. This will move the
amount from the provider who was expected to perform the surgery to the provider who
actually performed it.

From the Payment window, if you have an unallocated amount which needs to be allocated as
a payer credit, select the Payer Account Credit slider, and select the checkbox for “Allocate
Remaining as Payer Credit.” Select the billing provider, service site and financial center to
be associated with the payer credit.
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Allocating Money from a Payer Credit to a Superbill
Charge

When a responsible party or an insurance payer has a payer credit, you can allocate money
from that payer credit to charges on a superbill. The Payer Credit window is very similar in
appearance and functionality to the Responsible Party Payment window and Insurance

Payment window. You allocate payment amounts to charges from a payer credit in the same
way as you allocate payment amounts to charges from either of the Payment windows.

From the Track Payer Credits window, enter the desired search criteria, and select the Search
button to display a list of payer credits matching your search criteria.

The Available Balance column displays the amount of the payer credit available to be
allocated to charges.

Select the Payer Credit hyperlink for the payer credit you want to allocate.
In the Payer Credit window, select the Transaction Details slider.
In the slider, select the desired Superbill. This opens the Transaction window.

If the responsible party has one or more payer credits, then Find icon will contain a red
checkmark. Any payer credits with the same provider, service site, and financial center as the
superbill will be automatically displayed in this field.

22



Sphong

! Lnciowr @ e Mamage  Supeetill istory i.a;x;__qr'_::'_: B, P =
Lpatd | FM :g‘i Timmackm & (1-Tonl BT T A g[
wance, Trmaedcses A = " Pyt Croiti <)l |
facral T inuwrcs () pmenrt | Unadocuind | # .-'/ @ \
| \
nart Feppprodin Pty Homes Spof |I Pt Crecdty 5000 |
[ | g: Arward | £ Unalosged | & 5 121 [ ‘A
= i 1
3 b . > -
st et B Palancs Al Fatant hccount Pigemand Transtar iy i W T
& * Y reuwce 3 Pabent 0 Towl O Edwaled O Mkl 0 Sesed Typa 3 Inewance [} Ty e {} Ty “Fad 0 Adeed ) |
L3 85160 L2300 26D LAt M3 15 500 Pasierd P @5 Trireies @ Piend &
FRRND S e i 0000 10000 0 Fdn O] FIOED0 Pabrd P | (RS Toarwbes |3} Pabwd B2 !

1
1

| Conca
i

|
E’l Colt Batihi: 10714{200 0 sl e ;

Enter any payments or adjustments, as needed in the applicable fields. In the Patient Account
Payment field, enter any amount to be paid with the available credit.

Select the Apply button to save your entries in the database and continue working in this
window.

Select the OK button to save your entries and close the window.

Reviewing Payer Credits

It is recommended that you review payer credits at least once a week. This will help you
ensure that payer credits are allocated to charges in a timely manner.

In the Track Payer Credits window, you can select the Payer Credit hyperlink to access the
Payer Credit window to review the details of a payer credit. You can select the Deposit
Reference hyperlink to access the Payment window for the payment from which the payer
credit was created.

The Amount column displays the full amount of the payer credit. The Available Balance
column displays the amount available to be allocated to charges.

23



mpunmq Sermafie ) FrarculConis

ariam: i humu e S
Fiar Barmn (& iadnced | [ Geech | [ Cew | [ Few | [Gewas ]
Fitm irdnprs
Dt (@] N;u
Piprciar _ i
Farviea e @ [ tnchude barms i D batchua
Frorscial Corin . [T trachinder mowmi w: Dot Buateurt.
F [ e b i Dt bkt
Pasporaly Fity [Home. Sush (] ko ey rceted paper crots
Iraasrce @ [ it vesddnma
Uaich (@
[ 50t iz o Dt Pl il = vk s Ehia Y Evpons

QWM#WM-&IW#WImﬁ Bah Siw Gl

Mizamas dovn situid (] b rad ] S

o]

Dol Bl 1057150500 0 P i

24



	Introduction
	Saving Payment Information
	Posting the Responsible Party Payment at Patient Check-in
	Posting the Responsible Party Payment at Patient Check-out
	Posting an Insurance Payment
	Creating the Insurance Payment
	Posting the Insurance Payment
	Balancing Transactions for the Coordination of Benefits
	Reviewing the Payment
	Allocating a Payment to a Payer Credit
	Allocating Money from a Payer Credit to a Superbill Charge
	Reviewing Payer Credits

