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MDofficeManager User Manual Insurance Payment Entry

Payment Entry PE

[+] || [&Lookup [ FDataEntry | KPCancel [y Query (2] - 25 Full Rights
J General | ERAfALtachments | « vy
Pavment Id:* | FiLdgr: Trans Date:™ | | oep:| | Posted: |:|
From - Ins Co: | E{ Classification:* | []  Amoune:| | [ uto apply
mirory:| o] eyt FR T —
Trans Type:® | [a]| bk Mo fRsFer: | | cammen |
Patient: | []| [[Tnsurance ] | | « >z
Charge:*| = [Insurance Company [Inact|Claim Tvpe | Pi [Frm | Subscriber/Insured |Member Mo
Ins o | |
Fin Cls: | I:"
Distribution:
[Procedure Code |Dos |Charge &mt | Patient &mt | Profile &mt | Allowed Amt | Starting Bal | Contract WO [Paid Amt | Balance B | Adiustment Ty
4| | »
Stm- Stre-
Crant: | pri =] cons |
S e I ] (<] ) [ v
Amount ol Paid: adjust:
| 2 Other Actions Mest: | DJ

Press F2 or click on the # symbol to create a new Payment ID
From - Ins Co: Press F2 or click on the ellipsis

From - Ins Co; | Clagkification:® |_|| h

R Party: Inslrance Companies

Trans Tupe:* Insurance Company Selection via Charge Lookup

Insurance Companies: This will open the IC - Insurance Companies table, you are able to select the
insurance company manually

OR

Insurance Company Selection via Charge Lookup: The following menu will open

Select Charge £
Enter Charge: | _ Enter Ch_arge: Ent_er Fhe Charge ID from the
— EOB or click on the ellipsis to lookup a charge
Click OK
oK Cancel
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MDofficeManager User Manual Insurance Payment Entry

‘General | ERA/Atachments by
Paysent 1d:* 20 #] piudgr: (] Teans Date:# 12123108 7] pep:[12723008 %] Posted:
Fom-InsCo: AT AETMA o] Clsshicaton:* HETIAETRA ) Aooutt|  $90.00
Riparty: i re— J
Trans Type:* [P EOB Payment, or Pay wiidi ] Chio,Refer: 4545454544555 | Conment:

The Trans Date, Dep Date will auto populate. Change the Dep Date to the date of the check/EOB.
Classification:  Enter the proper payment classification eg. Primary insurance payment, etc.
Trans Type: P - EOB, Payment, or Pay w/Adj

Pymt Method: Check
Chk No./Refer: Enter the check reference number
Amount: Enter the amount of the check

HALLTWELL-12/19/2008-17 + X
Patiert: 1 HALLEWELL, PIPER :J: |3 Induranee | Patent dlerts | RF Alerts | Appess | Open Changes 1k
Charge:* 17 HALLEWELL, FIFER laa ||| Trerrance Comparry hmtlﬂaiﬂ Type PIC | Frm | SubsoriberTreuned Hiember No
[ 1T RETHA | D DEFALLT H E |1 HALLTWELL, PIPER. BEQWVHWHS
:[#1 - AETH - =
L e muecnoss [l oermar w1 MALLIWELL, FIPER BC1234444
Fin Cis: [HICHAG =
RiPEs | $20.00
Ao dpphy

Charge: Enter the Charge ID from the EOB. If you selected the Insurance Company selection via Charge

Lookup, the information will have automatically populated

vt A i
P St e il (=] Chargn dord | Pafierd Sonk | Profis fund dale gl S Al Ball | Cosrde 2l Padl ol PP Ay Sek | Sedpurstemard Tygsn
L 3 EST PATIENT = INTENRE 1] §'WOo0 100,00 0, o0 ¥, 0 #1150, G ¥ 0, O 5,

] Fodaka #3000 TENE T WU # L (0 ‘.“:U TR TR

i I iy

T = . IE wom] (2 emw) LJor  sw
Lmcumeents W iobeer Actioes of Dreos Cheok () Sawe | SaveoMents -]

Allowed Amt: Enter the Allowed Amount from the EOB

Paid Amt: Enter the amount paid from the EOB

Cmnt: This field is for internal use ONLY

Stmt Msg: This message will appear on the patient statement for this individual charge id

Stmt Cmnt: This comment will appear on the patient statement for this individual charge id
HALLIWELL 2] 9120617 | = Chy 4

If there is more than one patient on the EOB, after applying the first payment, DO NOT SAVE! Click on the blue

plus symbol + to add another tab.

Once you have applied ALL Charge ID on the EOB, click on Save at the bottom right corner.
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MDofficeManager User Manual Responsible Party Payment Entry

Payment Entry PE

Responsible Party Payment

Begin by clicking on the # symbol to create a new payment ID

General ERMAttachments‘ try

Posted:

CH|

Payment 1d:* 22 PlLdgr: Trans Date:* ZIZSJ'UBE Dep:|12/23/08

[==]

From - Ins Co: mtlassiﬁcation:* PP PATIENTPAMENT || amourk  $100.00 futto Apply
0 OCEM, DAY ]

RiPaty: Pyt Method; C - CASH L FPEE s

Trans Type;* P ECB,Payment, or Pay wiAdj ;ChkNu.lRefer: Comment;

R/Party: Enter the patient ID, press F2 to open the RI - Registration screen or click on the ellipsis. By

clicking on the ellipsis, following screen will open

RfParty: :“ Eernk Method-: | 1l
[RI] FReqgistration and Related InfFormation

Trans T':.-'pe:*l

Patient:l E" Responsible Party Selection via Patient Lookup

Charae:*| | Fesponsible Party Selection wia Charge Lookup

Responsible Party Selection via Patient Lookup: This will open the RI - Registration screen

Responsible Party Selection via Charge Lookup: This will open the screen below (Suggested method)

Select Charge

Enter the Charge ID from the Encounter Form, EOB, or click on
Enter Charge: the ellipsis to lookup the charge.

By selecting this option, the charge information will populate in the
Ok Cancel payment screen.

Trans Type: P - EOB, Payment, or Pay w/Adj

Classification: Enter the Classification of the payment, e.g. Patient Pay

Pymt Method: Enter the method of payment, e.g. cash, check, credit card, etc. Chk
No./Refer: Enter the check number if applicable

Amount: Enter in the amount of payment
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MDofficeManager User Manual Responsible Party Payment Entry

| OCERN-12/23/2006-13 X
bt OCEMVOMNT | OpenCharges | marae | Paetdets P Mt | Agpe g
Gage?9  Ocomouwy || (Crold |Paten 005 |Chargedmt [Baice  PadAmt  [Coolract WO AdjetAm: |RiPBdance |RPPad |
M' (o o oomown [ naw f2m  we B0 pe fa0
Fnck:(C CAGH [

RPEE| S0

Aok 1 | i

Patient: Will auto populate if Responsible Party Selection via Charge Lookup was selected. Or you may enter
the patient ID

Charge: Will auto populate if Responsible Party Selection via Charge Lookup was selected. Or you may enter
the charge ID

Castribustion

[ Hmcnﬂd‘ | DS Chargas Amt | Patient Amt [ Profils Amk | Allowed Amt | Starting Bal | Contract 'WO| Paid Amt [slarice | R oy A 'ﬁdmm i
| o ﬂﬂﬂmTWIml 120061 0.0 120,00 .00 .00
;E;l [ Tﬂﬂi]l $120,00 #0,00 $0.00 §0.00 $120.00 $0.00 $90.00 $30.00 $0.00
| i | | ﬂ:
1 Somt- Sherls |
| ekl Mag: = ks | [
Lirapapied Tokal| 1 Tokal 1 Tokal|
Femnnt; o0 e | ! $0u00 | Prakd: ¥50.00| Adiati jﬂm
lDoomments % Other Actions | of Error Check | Save | Save-Neyt: L

Paid Amt: Enter the amount paid

Save
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MDofficeManager User Manual Responsible Party Payment Entry

COPAYS are to be entered the same way as above. If there is no charge created when you are entering Copay, just
leave the section for charge information blank and press SAVE. This will create an unapplied payment. This c:;i{(] be later

on applied to the charge by going to the Apply Pymt Tab in the charge. It will show the information bubble %"
B

B [CE] Charge EntryfInformation - (79) PT: HULL , DANNI L
[+ [*| [&Lookup ¥ Data Entry =7 cancel gaQuery (7] - ‘I Full Rights
« r g

weneral | ins Coveragsfoervice Letal [FIrAPPIY Byt fnancal rMgme | claimistmes History | Procedure pay | appealsjrollow-up | artachments |

DOC: DUNLOP , DON {dh 06/04/2007 02:04 PM}

DOS: 6/4/2007

Paid: Aadjust anmt: Balance:

ChrgfRP Dus T
Tokal: | $70.00] $0.00 | $0.00 | $0.00 | $70.00]
Responsible Parky: $20.00 | $0.00 | $0.00 | $20.00]|
Accourk:* [10 HULL, DAMNNI L [

Unapplied Payments: PymntId  [Pymt Dte | Unapp'd Amt |Method |Reference | Trans Total |
100 07/03/07 $20.00 Check 75563 $20.00

101 07{03/07 $20.00 Check FE983 $20.00

= Totals $40.00 $40.00

|Insurance Company
5 PACIFICARE

Insurance:

f Error Check - [ Sawe | Save Ment:| L]

£l Documents | “®; Other Actions

|
The unapplied payments will be listed. Click on the payment id that you want to apply to this charge. Click on Apply

payment to current charge.

[PE] Payment-adjustrment EntryInformation

&pply this payment zo current charge. ..
This will open the Payment Entry — PE screen. Enter the unapplied amount in the Paid Amt column and press Save.
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