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MDofficeManager User Manual Insurance Payment Entry 

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

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  

 
 
 
Enter Charge:   Enter the Charge ID from the  
EOB or click on the ellipsis to lookup a charge  

Click OK  
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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  
 
 
 
 
 
 
 
 
 
 

Charge:   Enter the Charge ID from the EOB.   If you selected the Insurance Company selection via Charge 
Lookup, the information will have automatically populated  
 

 

 

 

 

 

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  
 
 
 

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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Payment Entry 
Responsible Party Payment PE  
Begin by clicking on the # symbol to create a new payment ID  
 

 

 

 

 

 

 

 

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  
 
 
 
 
 
 
 
 
 
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)  
 

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

By selecting this option, the charge information will populate in the 
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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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  
 

 

 

 

 

 

 

 

 

 

Paid Amt:  Enter the amount paid  

Save  
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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 can be later 
on applied to the charge by going to the Apply Pymt Tab in the charge.  It will show the information bubble  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.   
 

 
 
 
 
This will open the Payment Entry – PE screen.  Enter the unapplied amount in the Paid Amt column and press Save.  
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