TUTORIAL: Receipting payment

Overview

1INCISIVE

H\L‘(ll(‘ill systems

The option used to issue a receipt depends on whether the payment is for one patient, or for multiple

patients.

Single patient
Multiple patients

— Patient = Financials
— Office > Receipts

— Office &> Schedules

Multiple patient receipting occurs when a 3" Party has been sent a number of invoices for services to
separate patients (such as a Health Fund\Insurer) but they prefer to send only one payment for all the
patients. This is also sometimes known as ‘Group Receipting’.

Additional consideration also needs to be given when there are multiple bank accounts to use either
for different providers, different payment methods, or different services.

Payments can be lodged with Personal and/or Shared bank accounts, for different services provided
or when working from various locations.
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Single Patient

Receipting payment for a single patient is most easily completed from Patient - Transactions, but
can also be performed in Office 2 Receipts.

The receipt is a document that you provide the payor as their proof that you have received a payment
from them, to either:

e Payadebt, or;

e Deposit a prepayment for an expected service.
At the same time a receipt is made it also creates an entry onto either the Banking deposit

supplement or the EFTPOS supplement. The only exception is if the payment has been directly
credited to your bank account.

Invoice Payment.

Nivw Heceipt Entry

lohn Williams
Date: [TATHE Brnk Account (D Jillams - Fractice Accaunt -

Payment Type Amount

Total 0
Type
T Label " Paper Dutatanding
T Emnil Patient Patiast
2318385

& Mo receipt required

?udp xnmnal|.fn:|

1. Inthe menu go to Patient - Financials

2. Click on the Receipt button on the Toolbar
Transactions New Edit Delete | Display Print Label | Charge Resend Maternity/Obst Receiqu}

3. Accept Today’s date or enter in the date that you want to record the payment as being
receipted.

Date: II]?.I]!]J ?

4. Choose the Bank Account that the payment is going into.
Bank Account IDr J'illiams - Practice Account
Dr J'Williarns - Practice Account
Group Practice account
Highcaps

The default bank account is already selected.



In the ‘Payment’ column, choose the method of payment.
| w

—|Cash

—{Cheque

__|Credit Card

__|Direct Credit
__|EFTFOS

Multiple payment types are able to be accepted. For each different payment type make a
new entry on the next row of the grid.

Depending on the payment type selected, further screens may appear for completion.

Cash
The payment amount will appear on the banking deposit supplement.
Enter the amount being paid by Cash in the ‘Amount’ column of the grid.

Cheque
fonk Wespec -
Brosch 2 CEIND -
From M MOUSE
Amoum % s0p
’:’_) !:loip‘ xmml‘ o ox

The payment amount will appear on the banking deposit supplement.

Bank

Select the bank from the list or type in the name of a new bank. If the bank is
new a prompt will appear asking if you want to save the bank to the list for
future selection.

Branch
Select the branch or type the name of the new branch.

From
Type in the name that is on the cheque. Some like to include the cheque
number as well.

Amount
Type in the amount being paid by cheque.

Credit Card
This is only used for the non-electronic credit cards where a manual slip is completed.

Direct Card
Use this option when the payment has been directly deposited into the bank account.
You do not have any funds to bank.



EFTPOS
This option is used for electronic debit or credit transactions.

Eftpos Detads

Type [Ma;ﬁalcwu -
Card Nome M MOUSE

Month  Yeor
Expitas (o4 [zo04]

"? Help ¥ concar ’ o ox ‘

The Types you can select from are:

e EFTPOS Pin
e Mastercard
e Visa

New Receipt Entry
ohn Williams
Date: II]?.I]Q.12 Bank Account IDrJWiIIiamS—Pradice Account

Payment Type
Cash $200.00

Cheque Westpac AUCKLAND M MOUSE $500.00
Credit Card $100.00
Direct Credi $50.00
EFTPOS Mastercard. M MOUSE Exp:04/2014. $500.00

-
f

Total 1.350.00

[ Type
® Label C Paper Outstanding

) Email Patient Patient

C No receipt required

P tew |

Type of Receipt

6. Choose the type of receipt that you want to produce.

Type
C'Label  @®Paper:

' Email Patient
' No receipt required

The default Type of Receipt for each User is set in Setup - Provider 2 Config 2

7. When the payments have been completed click on OK of press the F12 key.

Partial Payment

If the amount owing by the patient has not been fully paid off, and there are more than one
outstanding invoice, a form will appear which allows you to choose with invoices you want to allocate
the payment to.

By default, the payment will be allocated to oldest invoice, to the newest invoice.



8. Either accept the default allocation or change the amounts in the ‘Payoff’ column.

Pay off the following tems
Receipt Amoust: $1.350 09
Imw | Invaice # lg:":'""“ Nem Dascogton I tam Ovnnql Poyolt
4 _|95.10.04 (€2 ! ! ! $1.90235  [IRETIE
12.10.07 %6 ‘|2 1087 the practice | $160 ﬁﬂ'
81.11.07 |57 011187 Initiod Consultation | $176.00
$1.350.00
? Help Alocate | ¥ cancal | J oK I

9. Click OK or press the F12 key to complete the payment and produce the receipt.

The receipt transaction will appear in:
Patient > Financials

_ B WMOUSE, Mrs Minivera (Minnie), 23 pOR G030

John Willisems 129 Marseeks 52 Figoanton PULLS 5452

15w i
’ e

B davent Transactions liew £d2 [Delste Ooploy Print Labed  Charge Segend  MoternityObst  Becept

B Aspointment

l ) Favournes

| Dictation 07082012 Recegpt 74 Pesent L‘ = — 135000
07092012  Raceipt 71 Porant 1058 146017
o Ofce '
DE 062008 Scowdule 2 AFFCO 126 56 126 5%
Saurg & - 2007
A g om 2007 Recapt 53 Peaant &7 00
St 9111200 oce §7_ Fetont 150 1159

Office > Receipts

New Delats | Daplay Brint (abel | ACC Adves

John Williams - : : et
870017  72(Del)  Group Recaipt $1.30446  $12,345 80

07.09.12 73 Group Recept $455 18 $12.34500
1w i 078912 72 Revernod $1.304 46) ($12.345 00
678912 A Moune M $176 049 31,350 60
) Favournes
B oavent

.-.1 Appointment

» Dxctation n
4 Offce

U

Sauvg & - |

vaies | "
Bespn | u



The Cash, Cheques and Credit Card payments will appear in
Office > Banking

Mew Ede Qelete | Diplay Erint Label | Setfie SE7905
D¢ J Williams - Proctice Account

flraneh
AUCKLAND

el Caotins *  Current Deposit Supplemest No. 1 Tatals
X setup Current Credit Card Supp. No. | Chequos 9 $4.966 00
Credn Cards 1 $108.00
Cash $1.958 650
Clearsnce Fee

$7.02450

Curtent EFTPOS Sup_ #is 1 Towl 3 $4.07400

s-e-ll em]

?ml




Prepayments
A prepayment is the partial or full payment of the surgeon’s fee prior to the surgery being performed.

At the time of the prepayment being received there is no invoice to receipt against as the service has
not yet been supplied therefore the invoice is not generated. The prepayment is being held as a
credit balance on the patient’s account, and will be used to pay the invoice when it is created.

A receipt needs to be issued to the payor as proof that the payment has been received.

Creating a Prepayment
1. Go to Patient module and select the patient

2. Go to the Financials section and select New from the Toolbar.

3. S__elect the ‘Prepayment’ option.

£y Sehest Fenare vl “’
| \
Bing Type = Prvate I Dvangs Mg Tyoe
Billing Otawrs
7 Pasent Imoice [ Crodit
Tl ™ Dbt Wrto-ofl
7 Jrd Party Schudulus 7 2 Crwdit Write ot
[ Spit wvoice [ Betund
[ Jrd-Panty Invoica I Deshonoured Chegue
I No Charge I Dvshonoured Direct Credit
" Ewancinl Comasent ™ Syspend Stotement
” 7 ACC Scheduls 7 1 Suspesd Stmnl. Mossoge
‘ 1™ Inywntary Invesca ¥ Prapeymunt
4 My y 1
| [ Crodit Nowg
‘ I Prapeaymunt Token
| "?unlp] Xcmlllox]
| —— <~ =S e

P v | X concr | B o |

Patient is at the top of the list. The other 3" Parties are entered and listed in
Setup = Contacts 2> 3 Party Billing/Reports.



5. Continue receipting as usual.

Prapayman! Recaipt

Dow: flnggsz  Honk Accownt D) Wisaies - Pracios Accaent .
7 EFTPOS Visa T PATIENT Expaznz | $1.50000 -
|
(L +I1]
Total 4.600.00
Typo
T habul @ Poper
Lol Pt -GSY Applicabhe
Tl ecngn reguimd (152 *
""? Help x Concwl I J [ |

EMpos Oelindy

Typm R -

Card Name T PATIENT

Moreh  Youw
Epms 4 03

P o] W

6. This creates a ‘Prepayment’ transaction in the patient’s file.
Transactions New Edit Delete  Dsplay FPrit Lsbel | Charge Resend  Maternity/Obst  Recept

2012

10092012 Prepay 75 Petant -1500 00

Tots Cwng

7. If you highlight the transactions and press the spacebar you will be able to see the transaction
details.

PATIENT TEST. &

Jote Wilhwres

Locstsas Unbawrwe

Type el mpmmnt Fwcard « 15¢0

Dt Man HEDA M2

Erterog Wae M DI JVIZ 06 42 iy 15w

ToN e

Ancand f1sam GRT - RN
oot

Lorstos <atbrarmn>

PNarber " User ='W

Tomw 415 m

Typs LrTPOS

Faam T FATIENT

s, R

Applying the prepayment to an invoice
There are two methods to apply the prepayment to an invoice — at the time an invoice is generated
and after the invoice has been printed.



8. {:r_eate the invoice

L WewPateotiewaee [k Wil
e
i
__|Detw _ |hem |Aanstnben [Nt Gst Amoust | [Finte | Tatel  «
W [I00%17 ACL mpni - e knes 41 EACT S SISt AD  00F 150000
|
=i 1 . B
|
|
] | -
BOWS 1 9
| it . e
o it L o Amsand | 130 95T ey
s Toal $3.500 00
Do | Woma| TP e Boe| it (|
: | Deley Pyming } J

If the prepayment is going to fully pay the invoice you can select either the Receipt or Print
option.

9. You will be prompted as to whether you want to use the prepayment funds to apply to the
invoice.

o 5 e

Patent has 52,500 00 in cred, do you want 10 teke the credit off the
mvowe!

o | 7 I

If you select ‘No’, the prepayment will remain as a credit balance for the patient.

10. Two entries appear on the patient’s financial record:
e Pre Taken (prepayment taken)

e Invoice
Transactions New Edit Delete Display Print Label | Charge Resend Matermity/Obst Receqpt
Date  Type
2012
10092012  Invoice 136 Pafiert 3.500.00

10092012 Prepay 75 Patient -3.500.00
Totsl O

Jwing

Prepayment Taken

If has invoice has been issued and a prepayment not applied to it at the time of issue, you can utilise
the prepayment credit at a later time.

This option can also be used when you only want to apply some of the credit balance to the invoice,
and leave the rest of the prepayment as a credit.

11. In the patient’s Transaction section, select New from the Toolbar.

12. Choose ‘Prepayment Taken’

v iPrepayment Taken:




13. Enter the amount of the prepayment.

Date lmvoece # AmOunt owsn
051004 B2 uS‘z”s
121007 96 $160 09
011107 7 3
Take Prapoymust of $ 1y sq(f
D v x mnl o o I

14. If the amount of prepayment credit that you are applying to an invoice is less than the total
credit balance available, you will be prompted to confirm the action.

- = =3
SPM_Financial ‘ = lgj

|

[ £% Patient has $3,500.00 in credit, do you want to pay $1,500.00 off this
€Y' invoice?

15. Select the invoice(s) that you are applying the prepayment to.

Pity off the following tems
Propaymont Assount: $1.500.00
Mo | Annotation | Owing | Payoft
| Lap pic repair of inguinel herm $2.070.00
e | vl
$1.500 00
":? Lolp ] b4 Qﬂncﬂl o o

16. The transactions will appear in the patient’s file.

Transactions Mew Edit Delet Display Print  Label | Charge Resend Maternity/Obst Receipt

01

10.09.2012  Pre Taken 150000
10092002 Irwvoice 137 Patient 2.070.00

10.09.2M12  Preps; /7 Fatient -3.500.00




Multiple Patients (Group Receipts)

A Group Receipt is used where a single payment has been made for multiple invoices and
multiple patients, i.e. a cheque that covers both a husband and wife, or a direct credit from
an Insurance Company or Health Fund for a number of different patients.

It ensures that a single entry is made to the banking (i.e. the total sum paid) rather than
individual amounts for each patient. It also ensures that the correct amount is receipted and
allocated, as the total must equate to the sum of the amounts allocated to the patients.

This option is not used where you receive a single payment for a schedule (batch) invoice
which is a single invoice for services to multiple patients. Use Office - Schedules to receipt
payment for a schedule invoice.

Group Receipts can only be entered via Office 2 Receipts.
There are two parts to completing the Group Receipt.

e Recording the total Payment received
¢ Allocating portions of the payment to patients.

To enter the Payment received
Complete the receipt details for the total amount paid.

This is the amount that has been deposited in your bank account, or will be included in the
banking deposit supplement.

Office Receipt Entry

John Williams

Date 07.09.12 Bank |DrJWiIIiams—Pradice Account -
Account
Amount $ 12345.00

Payment  |Direct Credit

Type
From |ABC Insurer

For |3t Party -

Eftpos E’E Cheque
? Help Details EE Details x Cancel

1. Enter the date of the payment. If the payment is a cheque, press enter for today’s date.
If the payment is a direct credit, ensure that the date is the date the funds were deposited to
the bank account, or as per the Payment Remittance Advice.

2. Select the bank account the payment has or will be deposited into.

Bank Or JWilliams - Practice Account
Account - o : —

Or JWilliams - Practice Account

Group Practice account

Highcaps

The default bank account will be selected. Only change this if the funds have, or will be,
deposited into another bank account.

3. Type the total amount received.

4. Select the Payment Type



e Cash,

e Cheque,

e Credit Card,

e Direct Credit or,
e EFTPOS.

Depending on the payment type selected, further screens may appear for completion.

Cash
The payment amount will appear on the banking deposit supplement.

Cheque
Bank Miurpac -
Boach  fiELUnNGTON -
Erom IABIC Nominee Lic | #2345-9%7-01
D e ’ X Conca l o o=

The payment amount will appear on the banking deposit supplement.

Bank

Select the bank from the list or type in the name of a new bank. If the bank is
new a prompt will appear asking if you want to save the bank to the list for
future selection.

Branch
Select the branch or type the name of the new branch.

From
Type in the name that is on the cheque. Some like to include the cheque
number as well.

Credit Card
This is only used for the non-electronic credit cards where a manual slip is completed.

Direct Card
Use this option when the payment has been directly deposited into the bank account.
You do not have any funds to bank.

EFTPOS
This option is used for electronic debit or credit transactions.

Type [EFTFOS Fin -

Card Mome  [Mr Test Patient

Month  Year
Expires oz |zmna

?-} Help x Enm:ul| ( oK |

The Types you can select from are:

e EFTPOS Pin
e Mastercard
e Visa



5. Type in who the payment was from, i.e. Medibank Private, J & M Jones

6. Select, from the options, the type of invoice that was issued.
e 3“Party,
e Other,
e Patient or,
e Schedule.

This relates to who the invoice was to, i.e. Patient Invoice or 3™ Party Invoice and not
necessarily who is paying the invoices.

Allocation to patients
Once the payment details have been entered you then need to allocate all of the funds to patients.

The amount ‘banked’ displays in the top right corner.

You cannot exit from this form until the amount you have receipted to the patients equals the amount
banked.

For 3rd Party Amount Banked: $12 34500

Dhe&crvplion Crain Feoewed Fully Pad?
£ smi

L

® Mone O Paper O Label ¢ Email

Ditference $12. 34500

Party  Amount Owing
ACCOP $270.75

On the Remittance Advice statement you received with the payment, you will be able to see which
patient invoices have been paid — either partially or fully.

Search for the patient

1. Check to see which ‘Search By’ method is selected, and change (and Save as Default) as
required.

Search By

Surname j

Claim Number
Date of Birth
Firstname
1.D. Code
NHI Number




2. Infirst row in the ‘For’ column, type in the text that you want to search for. Press Enter to start
the search.
You can enter partial search text e.g typing in ‘SMI’ will search for patients with names of
Smiler, Smiley, Smith, Smithson etc.
For 3rd Party

For Descriptig

& |smi
| [ |

3. The search will return all patients that match the text you searched for, and who have an
amount outstanding.

Note that this only searches across patients with outstanding invoices for the Party selected,
i.e. Patient or 3" Party. If you have selected 3 Party and the invoice was to Patient, the
search will not be successful.

4. Double-click on the patient, or highlight the patient and press the Enter key. This will insert

the patient and invoice details into the receipting grid.
For 3rd Party Amount Banked: $12.345.00
Description Owing Received Fully Paid?

4 |Patient SMITH. Fred $648.33 |$648.33 Yes

5. Press the Enter key to move to the next row — do not use the mouse.
Continue searching for the patients by repeating from step 2.

Invoice Type

Occasionally an invoice that was given to a patient gets paid by another party (e.g. insurer), and
vice-versa. If this is the case then it is likely that your search for the patient will not be successful
unless you switch to search the other Invoice Type.

6. At the bottom of the form click on the ‘Receipt 3% or ‘Receipt Patient’ button to switch the

search criteria.

Receipt
3rd

Receipt
Fatient

The search will be initiated immediately.

Invoice Search

The payor may not use the patient’'s name to identify the payment amounts, instead they may just
provide an invoice number. Use the ‘Invoice Search’ option to search the invoice number.

7. Click on the ‘Invoice Search’ button.

Inwvoice
# Search




8. Enter the invoice number and click OK

Search Invoice Number E
N

Please Enter Invoice Number! -
i
Cancel |

\ 123

The patient that matches the invoice will appear in the selection list.

Description User Invoice Owing
HOBIN Richard Wy $333.00
Prepayments

Part of a payment may include a ‘prepayment’ for an operation, which will not of been invoiced
yet, therefore the patient or invoice search will not be successful. You can enter a prepayment
and include it as part of your receipt.

9. Click on the ‘Prepay’ button

Prepay

10. Click on the ‘Add’ button to search for the patient you are accepting the prepayment for.

Mowet| § lumn | R mk




11. Enter in the prepayment amount

Maw Prapayment John Williams
Faolenl  Lloyd DE HAAS Accept
Party  hustralion Unity Lnlart Gancal 1
Ampund 4567 [ GST Applicabla
[ %

12. Select the ‘Party that is paying the prepayment. If it is the patient chose the first item on the
list.

Pristent Zarwwa st Copcess
ML S Lavvaas Lo

P thow Dewens Lt
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13. The prepayment will appear in the list. Continue adding further prepayments or click ‘Close to

exit.
Prepayments Johin Williaims
ddd
Llengid DFE HAAS Avatrndsiin Liniky &4 567 00 Edi
Dslata
Chooe
Tuanl 4567 D L1 ]

The total amount of prepayments will be included with the calculation of the ‘Difference’ still

owing.
FPrepayment $4.567.00
Total $12.345.00
Difference

Partial Payment

If the amount being paid for a patient is less than what is owed, you will be able to nominate which, of
the patient’s invoices, you want to ‘pay-off’.



14. In the ‘Received’ column, type in (overwrite) the amount that is being paid.
$12.345.00

Amount Banked:

Owing Received Fully Paid?

$648.33

$648.33

Yes

$1.710.30

$1.710.30

Yes

$222.00

$222.00

Yes

$141.50

$141.50

Yes

$3.067.50

$3.067.50

Yes

$4.306.72

i$1.988.37

No

15. Then press the Enter key (this action is important). If the patient has more than one invoice
outstanding a form will appear listing the invoices and it will ‘pay-off’ the oldest invoices first.
If this is not correct, change the values for the invoices.

Firy of! tha following lams
Focept Aroust 51989 37
B ::::.. I trveuren ¢ ;3)';'::" Num D coplion | _,RTB”T_J_,':T'I
wminne & [EETIRH $1908 37
» 121007 & 121007  the pracscs s1iudo
oL o s 211107 wmmal Cossahionon $176 00
1988 37
2 - X oo | 9 o= |

Click OK once the allocation is correct.

Accept as Full payment

If an invoice has been partially paid you have an option to ignore the remaining balance outstanding
and accept it as ‘Full’ payment.

16. In the ‘Fully Paid?’ column, ensure the selection is ‘Yes’
Received Fully Faid?

[$100.00 BERZENINE

17. Continue to select and pay off individual patients until there is no Difference.
The ‘Amount Banked’ at the top of the screen must equal the ‘Total’ at the bottom of the
screen.



Amount Banked:

Owing Received Fully Paid?

$12.345.00

$648.33 |$648.33 Yes
$1.710.30 $1.710.30 |Yes
$222.00 ($222.00 Yes
$141.50 |$141.50 Yes
$3.067.50 $3.06750 |Yes
$4.306.72 [$1.988.37 |No
Prepayment $4.567.00

I ~ Total $12.345.00

Difference

Producing a Receipt

18. Choose the type of receipt document to produce.

Produce

@ None O Paper (O Label ) Email

The options are:

e None
e Paper
e Label
e Emall

19. Click OK to save and exit.

Receipts

Please note that if you select a paper or label receipt in Office, a receipt will print for the total amount
receipted. If a paper receipt is chosen, it will list each patient together with the amount allocated to
them.

If you require an individual receipt to send to the patient, go to Patient Mode, $Transactions. Highlight
the receipt and select Print — Highlighted entry. If you then choose ‘Paper’ you will get the following
message.

Group Receipt

Select “Yes' to get an individual receipt for the selected patient.

Office > All Receipts

Once the payment has been receipted it will appear in Office > All Receipts.



All Receipts Mew Delete | Display Print Label | ACC Advice

Date RBeceipt # For GST Amount

07.09.12 Group Beceipt $1.304.46 $12.345.00

To see the detail of the receipt you can either highlight the receipt entry and press the spacebar,

07.0912 73 Group Receipt $456.18 $12.345.00
ABC Insurance Direct Credit $12.345.00
R Hobin { ACCOP $222.00
L De Haas f AU $4.567.00
S J Hughes { ACCOP $1.710.30
P Patient f ABC $141.50
F Smith } ACCH $648.33
M Mouse $1.988.37
T Patient f AON $3.067 50

.(')r select Print from the Toolbar and choose from the oPtions.

Print Receipt Options
T WA
Typa
: Srgte 7 All Lacatkons
= Beceipt for Highlighted Entry
" Recoipt Ledgor Peanod
" Cradn Payments « Cyrrast Mosth
I Cradd Paymeats(All Users) " Last Month
™ Jransacton List - Recampts " Year to date
' Dote Ronge
Primt To From |
T Printer * Scresn T [
P o % concet | g o |

Credit Payments

Receipts are paid into a shared bank account (Group Practice account) will appear as a ‘Credit
Payment’ in the financial records for each of the Users.

The term Credit Payment is used as it is the ‘Group’ User who issued the receipt — not the individual
specialist.



Patient = Financials

When the receipt is save in Office — All Receipts it allocates the payments to the individual patients
and these appear in the Patient’s file.

elncm.e - B .1 — - 1Bl
| _ £ MOUSE, Mrs Minivera (Minnie), 23 DOR 02051969
NHL  LCXS191
John Williams 123 Harseake S0 Raccerton BULLS 5452
ID: < nocode >
5w 1
38 2
) Favounies
l@. Patient ] Transactions New Edit Defete Display Print Label | Charge Regend Maternity/Obst Receipt ;
' Registration ¥ - Tt
Reteral 07092012 Receipt 7] Posent 133 AT 138235
Caim — | S R {" e =
ﬁ Notes £ 06.08.2008 Schadue 2 AFFCO 126.56 12656
2007
Letters At v eAns Ao e miiil =T

Financial Details

Potiont MOUSE. Mrs Minivers (Minnm). 23
Uswe John Willinms

Transaction

Locasion cunkmown>

Type Reacaipt
Dale Fio7.092m72
Enterad Fi 07092012 1358 By 1I5W
ToJFrom
Nismbar 71 User «'W
Toted -$12. 34500
Foyment
Locaton <unknown>
Type Dwect Credn
from AUC Insurance
Amount -41.908 37 GST » -3259.3%




Schedule Receipts

A Schedule Invoice includes multiple patient services, and is always issued to a 3 Party.

" Py a——
T - e o L
_ Schedules Lot Dictay Drocms bl | Credd | Adoowiedgs Hsconde  Regegt
Jokn Wikiens =y SO i - WIS LI \
AL 1 1
1 ] :
S i waFco 1 2 2905 92 $126.58 $12656
@wWorx 3 1 170084 LRIk nu s
O Fincuies ACCOUN 1 n 2107 M $837.48 #5149 $82300 -
i AFFCO 2 1 124 5% "
2 vover e 1 M 7 N /L [ —
W mos 1 212556
B roscramant |
Octattr
s Ofice
iy &
»ane:
’ Pemeaty
Ichetuin
A o
| || Repoen
I
= Unne
. sELTENTT IO A A —
| O g F Eapomod TLboads |
y & Tpsome. Betwt Pt Seanie  Gheew | Scwdde x
e - - S— = - _

Payment of a schedule invoice can be complex as the Payor may choose to only partially pay for all
the patients included on the invoice, or may make multiple partial payments over a period of time.

Like Group Receipting (Office - Receipts) it involves two distinct components:

e Recording the total Payment received
¢ Allocating portions of the payment to patients.

But unlike the Group Receipting function, these two processes do not need to be completed at the
same time. This means you can receive the payment and include it in your banking, but delay
applying the payments to the individual patients until a later date. This is called ‘Reconciling’ the
invoice.

Multiple payments can be received, over a period of time, and applied against the invoice.

At an advanced level, there is an add-on function to allow the

Receipting payment

1. Go to Office 2 Schedules and select ‘Receipt’ from the Toolbar.

2. Complete the payment options.
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3. Enter the amounts being paid off against each schedule invoice.

Select Schedule(s) to receipt
Dote Printed  # tlems  Amount WOwing

[__l@ewoRk 1 170804 11 [9191.25 19126 |
| ACCDUN 1 21.07.04 nz. (863749 (851 49 |
\ DUN 2 100812 It ($40470  s40470  $380.00
[ »
Typa

& Nomceiptrequired  © Label  © Paper $350.00

? Help it I xga-w] o o ]

4. Choose the Type of receipt to issue.
Type
" @® No receipt required O Label ) Paper

5. The invoice will now appear as having been paid.
Schedules Edit Display Frocess Label Credit Acknowledge Reconcile Recept

$126.56
10.69.12 $404.70 $54 70 $350.00 =
$126.56

1 $76.50

8 $1.31468

2 29.05.02 $126.56 $12656 =
1 17.00.04 $191.25 $191.25

n 21.07.04 $837.49 $51.49 $52300 =
1

8

1

but the payment has not yet been applied to the patients so will not yet appear as a
transaction in their financial file.

Reconciling the invoice

Reconciling an invoice is the process of applying the payments received to the services claimed for
each individual patient on the invoice.

This process will then cause the payment to show on the patient’s transactions.

6. Highlight the invoice and select ‘Reconcile’ from the Toolbar.
Schedules Edit Display Process Label | Credit Acknowledge Reconcle Recept

Hems Printod

1 $76.50

8 $1.314.68

2 29.05.02 $126 56 $12656 =
1 17.06.04 $191.25 $191.2%

1" 21.07.04 $837 49 $51.49 $52300 =~
1 $126.56

# 10.08.12 ] $54.70

1 $126 56

7. If more than one payment has been applied to the invoice, select the payment you are
reconciling.
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as fully paid.
If partial payment is being made for any of the items, enter in the payment amount. A further
form will appear with the items that make up the claim. Allocate the payments to the

individual items.
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If all of the items have been fully paid, use the ‘Mark All’ which will mark all of the claim items

Tond Pant

Paty oft iho folowing 1lems

P e e»mn-|

Pacwpl Anosnt nxm
l Iromscm & I Sum Dascrymon i MHum Owng Payatt
_!__F lin rpin Azces s (Ieitai] siiaan, |
sz 0502 Savple Assesarment (Inibal) 11656 R{EEL]

nam

N omet | P ox

A message will appear warnlng

that the schedule invoice cannot now be altered or deleted.

5594 _Finsnciel —

altwrect Are you sune you went 1o peorsed?

Once this receipt & reconcied aganst the schedule, it can not be deleted oc
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9. If the invoice has not been fully paid it will remain listed until you receive further payments or
you choose to credit off the remaining balance owing.
Schedules gdit Display Process Llabel Credit | Acknowledge Reconclle Receipt

Printed Amount
ACC 1 1 $76.50
MPS 1 8 $1.314.68
AFFCO 1 2 29.05.02 $126.56 $12656 =
@WORK 1 1 17.08.04 $191.25  $191.25
ACCOUN 1 11 21.07.04 $837.49 $51.43 52300 =
AFFCO 2 1 $126.56
SXW 1000 1 $126.56 >

Issuing a Credit

If the 3" Party declines to pay part or all of a claim item, you can either:

e issue a credit to the 3" Party to write-off the debt, or;
¢ invoice to the patient for the balance.

10. Highlight the schedule invoice and select ‘Credit’ from the Toolbar.
Schedules Edit Display Process Label | Creztt;| Acknowledge Reconcile Receipt

11. Either
¢ Inthe $Credit’ column, enter an amount to credit the item, or;
e Inthe ‘$ Bill Pt column, enter the amount to invoice the patient.

Creant Sormaduke

ALCOUN L

Clued (§ Gy 3 Gl 2 B 1Y
' 113 )|

Takal Cirdt Tuotet On Diteg »Bow

Do | Edesml g Fonel xa—-[ oo

| |

12. A message will appear confirming you want to apply the credit.
SEN_Hneno e,

o Ase yuu e you wenl Lo uedl the dhosn amounds?

Yes ! e ‘ Soncel

13. If you have chosen to invoice the patient, an invoice for the patient will be automatically
generated.
Transactions Mew Edit Delete | Display Print  Label | Charge Resend Maternity/Obst Receipt
q To/From Charges (s

10.09.2012  Invaice 138 Patient Initially invoiced to & h4.70 h4.70

10 na2nta Tem Al Arrml Ik -Fa7n T

14. Once the schedule invoice has been fully paid and all claim items reconciled, it will disappear
from the list of schedule invoices.



Advanced

Automatic Reconciliation

It is possible to allow the SPM application to automatically reconcile some types of schedule invoice
payments if the ‘Remittance Advice’ has been provided electronically.

Payments from the following parties allow this to occur:

e ACC
e Medicare (HIC)

ACC Remittance Advice download

1. InInternet Explorer go to the ACC eForm site.
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3. Download the file (remittance advice) for the day it is required. Save into the
ACCSend/Remittance directory.

4. In Office = Receipts click on the ‘ACC Advice’ button to import & print the Contents
All Receipts Mew Delete | Display Print Label | ACC Advice[:}

5. Browse for the file then click ‘Import’
oy e — ——

Flacare [\ oomm 300 a0 send_revd




6. A Remittance Advice report will appear which displays the content of the file.
ACC Remmittance Advice Report:

Reterence B7106
Date Past .reaee
Totsl Past $4.340 &%
Bask Accoum 0 0836 S08123) 000
Ventor 10 600531
Schea Tme Schea e Ponted § Claimos § Faxd
Mis3ing maices ACC Proveer O
WAUKH 408 400084
TICRW EE L 3MES8
Tolsl Misssrsg lnvoces AJ404 4040
Pavent Nane Cuwm tham_ Cladm Dase  ACC rosce Colw $ Clanmwa § Paid_cosmer

ALC Wreoecies 002 Tound b Golen Specaist Canmre SPM datadase

S Seaw WON07TIN  TM2OW LDV R NESD A0 4005 M
e apesse 400684
2 Speck WOIIBIE SUEGI0 491199700 WPLANTS 33400 e
wheRw mss 3485
Wnkoied 434028 434049

If an invoice has been rejected by ACC (as shown on the remittance advice) delete that
invoice in Office =2 Schedules, make whatever changes are necessary then resubmit.
Don’t enter it again as the stock will be entered twice.

Auto-reconciling an ACC schedule invoice
7. Close the Remittance Advice report. The following screen will appear.

ACC Remittance Advice

Filename [y \test\Remittance_dvice_Detail_8471286-30112010.csv Browse

]

i

Reference =8471286 Dated: 30/11/2010 Import

Remittance Advice 8471285 already saved v HAeconcie Sohedules  heceipt |

Close

8. Ensure the ‘Reconcile Schedules’ is checked On. Click on the ‘Receipt’ button.

W Feconcie Schedules  Feceipt |



Automatic receipting and reconciling of HIC Schedules

After running the ‘Payment Report’ option in Office = Schedules 2 HIC Status select from
one of the following:

i, HIC Schedule Processes =]

What shall we do with the HIC Payment report’?

= Receipt [reconcile manually)

= Receipt and Reconcile [no credit entries)

" Receipt, Reconcile and add credit entries to balance

ME Invoices are receipted in All Receipts/HIC Payments,
Schedules as receipted and reconciled in Schedulez/HIC
Status

[~ Save as default

Mark as Paid

This option DOES NOT receipt the schedule, but marks it so that it is not reported on
(again) in the HIC Payment Report obtained from Office - All Receipts — HIC
Payments.

Receipt (reconcile manually)

This option will enter a receipt with the date and amount as per the HIC Remittance
Advice for the schedule.

HIC Remittance Advice for Schedule

Schedule Party BB, Medicare
Number 303
Processed 18.05.2011
Payment Date Paud 2005 2011
Total Deposit $1.478.680 (for this schedule)

LUTIONS PTY LTD

You will still need to reconcile the schedule manually based on the information
available in the report.

Receipt and reconcile (no credit entries)

This option will enter a receipt with the date and amount as per the HIC Remittance
advice for the schedule and in addition to this will reconcile the payment.

If any items have not been paid, or have been partially paid, they will still be left as
owing on the schedule. You will need to enter manual credit entries based on the
report.



Patient Name Service Date _Item No $ Claimed $ Paid $ DIff Reason

NETT, Ms Vickie 17.06.2011 55238 161.06 96.65 64.40 564
NETT, Ms Vickle 17.06.2011 55238 161,06 161.00 006 564
V, Mrs Merrilyn Gaye 17.06.2011 56276 161.06 127.80 33.26 154
TES, Mr James 17.06.2011 66274 161.06 127 .80 3325 154
IKHAM, Mrs Marie 17 06,2011 55278 161,06 161.06 0.00
LINS, Sister Leone 17.06.2011 55238 161.06 96.65 64.40 564
LINS, Sister Leone 17.06.2011 55238 161.06 161.00 006 564
ISHALL, Mr Graeme 17052011 55248 161,05 161.05 0.00
LON, Mr Graeme 17.06.2011 11610 5216 6215 0.00
LON, Mr Graeme 17.08.2011 55276 161,08 80.55 80.50 565
LON, Mr Graeme 17062011 55238 161,056 96.65 64.40 565

wre LON, Mr Graeme 17.05.2011 55238 161.08 156.25 4.80 5685

Total 1,823.70 1,478.60 34510

564 Multiple vascular ultrasound services site rule applied

164 Diagnostic imaging multiple service rule applied to service

565 Multiple di and vascular ultrasound service rules applied

Receipt, Reconcile and add credit entries

This option will enter a receipt with the date and amount as per the HIC Remittance
advice for the schedule. It will also reconcile the payments and credit any entries that
remain unpaid.

Refer to the Receipt Report to check for items that may need to be reclaimed.

Receipt Report: 2383011, 1027 am
Raceq Mumder an
Fecept Date 20062011
Amourt e
Oesarption DCMedcary
Ratorence 0
Date erteres 22082011
ety o
Oate Claimed ed20n
Amount Ciamed N
Amogmt Fxa ama
Patest Narve Serve Daw $ Toul P e Dated i ) § Clott  Reason
GALLON Grmoee 1heV01 MG LON 1A 0
19610 ORG2M L2317
W s 198 23
QW o L 2
20052011 PO S0 BAQTS Mulipin () 0N sRSCULN WRESOUNT SENVIOE TLRES JpW
2008201 400 SE20 ARGgie (3 el anc s U ERCUSE STV e g
20002010 6480 (A0S MUADI (5 I SO R EROUSE SENVICE RS MY
MARSHALL. Graome 1700 108 S0 1RGN w1os
COLLNS, Lsorw 110850y 008 MW Revn 161 00
om0 ”%ns
oo CO% SO MUEDIe ot wRImCNI AArVICes W LI e
2000281 6330 DAY Mulpie vIsCUSE GRTISOUNG Seryvies Wi e apoted
MDA arw 1ramaon 16108 %eQre a0 100
YEATES Jamen 1T TR Qe RN a8
20002011 D125 BAZTL DAagnosdc g matiple Service e apphod 1 ser
DONY. Merriyn Gasps 10 12780 MET6 RSO w
20062m1 M2 G676 DAgnosdc Magng mulyse Service MUl 2pphed 1 G
BENNETT, Viose 1N 2ras =T aRsON Wi
How a0 L T
20007201 008 JOTM MUBDIe st WRIVINIT SeTVIieS. S I appiet
2000201 G440 SASE MU WSO VETISOWD SETVICES S I apohed

LARE R saam

Save as default

Select this if you want the option selected above, saved as your default setting.



Allocate

If you are keeping track of the amounts that you need to pay your sub-contractors for services they

have provided you, you can ‘Allocate’ monies to the sub-contractor as the item is reconciled.
Paty oft {ho folowing ilems
Pacwpl Anosnt nz3m
e [lm_-o l;-;'“":" | Py Tem—— Hum Owng Payatt
» 2smar 290502 Sevgle Azces st (Jectal] LUALE LY \
s s 02 90512 Savple Assis st (nibal) 11656 81100
nam
P e | Mocate | xc-ml} o oo I

As you are reconciling the list of items, highlight the item and click on the ‘Allocate’ button which will

adjust the sub-contractor reports.

Sub-Contractor Payments In Period
Period: 01 Jul 2011 To 30 Sep 2012

109,212, 1:
All Payment Methods W - Joha Wi
Sub-Contractor  Date Patenl Operation Inmvolce  Recsipl Accrued Owing  Wyitten Off Claimed  Deseted
ATEINSON Dens
100912 PETIENT. TEST $110 00
$110.00

Acknowledge

Update GMS Schedule Acknowledgments L""J

[ ’-"'\' Are you sure you wish to reconcile input
‘€' and output electronic claim messages ?




HIGHCAPS

Highcaps is the electronic claiming mechanism for physiotherapists in Australia.
1. Select EFTPOS

Now Raocelp! Entry
Dot 127 08 00 Qank Account [Highcapy :j

Payment Type

» EFTPOS Pin S J HUGHES

S L
Total 112.00
Type Owistanding
& Labul " Prapet Patiwet
© No receipt roquired 27.826 59

P 1o | L el

2. Create a bank account called Highcaps, and select it when receipting

112.00

 No recet reguired 27.826 659

?u| X et | o o |

3. In Office 2 Banking choose Display from the Toolbar and select the Highcaps account.

Hgvaps = rasos N :!l
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4. This will produce a separate banking supplement.

AMP
EFTPOS SUPPLEMENT 1 Account Name: Highcapa
Hranch CORFORATE
Account No; Falral
—Date from / Card e Expires Amouet_
1 270808 tod f fred Y 123.00
2 270808 B JHUGHER | 6§ J HUOHER EFTPOS Pin 11200

Total Banked $2365.00




