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Important Content Update Message

We are currently updating the OP Help Center content for the release of OP 20. OP 20
(4 (official version 20.0.x) is the certified, 2015 Edition, version of the Office Practicum

software. This is displayed in your software (Help tab > About) and in the Help Center

tab labeled Version 20.0. We appreciate your patience as we continue to update all of
our content.

Apply Patient Credits

Last Modified on 11/08/2019 1:42 pm EST

Version 14.19

Overview

When patient payments are collected, they are entered into OP as credits.To apply an unallocated

patient credit to a balance, you will first want to review the patient's credits:

1. Navigate to the Patient Chart.
2. Review the patient's credits by:

¢ Clicking Credits in the Window Navigation Panel.
e Clicking Summary in the Window Navigation Panel.

Apply a Credit to a Patient Balance

1. Click Payments in the Window Navigation Panel.

2. Click the New Payment button.

3. Ensure you are on the Patient tab of the Add Payments/Adjustments window. The available
credit amount is displayed below the insurance payer information.

4. In the Payment Method dropdown, ensure PC Patient Creditis selected.

5. In the Payment field, enter in the credit amount that should be applied to each claim line.
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@ Add Payments and Adjustments: SARAH TEST (103) Sec F DOB: D8/02/2014 Age: 4 yrs. 11 mos. Ins: AETNA PPO - o x
Date: [Aagls ] nameoncrd Primayinsurance:  APP 126312367123
I Pay method: |PC PATIENT CREDIT ~ I mbe Secandary insurance:
Ched/Rel = M M) Available credits:  §30.00
Amount: [ 30.00 v | pay in Funl Allocate] Activate Card Reader Claim number: 100131

Patient | Insurance

 Claime  SvcDate RendPrv BillPrv CPT  CPTDescription Charge Balance |Payment | Adjust Adj Reason Unpaid Patient Adtion
»| 100131|03/05/2019) 305 305|99213 | OFFICE/OUTPATIENT VISIT, €S| 119.00| 119.00]  30.00] 00| | s9.00|

1 11900 11900 3000  0.00 89.00

6. Click the Save + Close button when complete.

Version 14.10

When there are unallocated credits to be applied to a patient charge, the end user should:

Open the Patient Account.

Search for the desired patient in the Patient Search field.

Select the appropriate patient.

Click on the Credits tab to view the outstanding credits on that individual's account.

Click on Payments tab to allocate the unapplied monies to outstanding balances.

Click on the +Payment button.

Ensure you are on the Patient tab of the Add Payments/Adjustments window.

Select the Payment Method to be Patient Credit (PC).

Enter in the credit amount that you wish to apply for now in the Payment column and to which
Date of Service that you wish to allocate the credit.
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(o] Add Payments and Adjustments = =
Date: 81272017 | Name on card Primary insurance:  AHM W11
YL leC PATENT CREDT] v| ca Secondary insyrance: MOLINA 000000000
CheckRer# k| e Yy Default statergent type: () Ins = Pai Resp (8) Pat Resp Only
Wemo: ard status Claim note: =
Amount: 00 v | [Payin Eul| |Allocate Claim numper. 205659
Patient | jnsurance
£ Clim# SvcDate RendPrv Bil Prv CPT CPT Description Charge Balance |Payment| Adjust djReasc ¥ Unpaid Patient Action
»| 208850[1211472015|  308|  305[08213 |OFFICEIOUTPATENT VIS, ES|  90.00|  10.00 | | 1000 |
| 20ss9[12/1422015| 05|  205(87830 |STREP A ASSAYWIOPTIC | 3000, 1542 | e |
z 12000 2542 000 000 25.42
save + Close | | cancel

10. Click the Save + Close button when complete.
11. Close all active windows.

©
( p officepracticum.com | 800.218.9916 | 602 W. Office Center Drive, Suite 350, Fort Washington, PA 19034



™
Office
.(op Practicum

©
( p officepracticum.com | 800.218.9916 | 602 W. Office Center Drive, Suite 350, Fort Washington, PA 19034



