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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.

Balance all Payments on an ERA, EFT
or ACH

Last Modified on 02/19/2020 10:20 am EST
Version 14.19

I Path: Billing tab > Billing Center button > ERA Payments tab

Overview

After posting an ERA, it is important to make sure that the postings balance to the ERA payment

amount. This ensures that there are no posting errors and that all adjudications received for the ERA

have been reviewed and posted.

Balance an Electronic Payment

1. Navigate to the ERA Payments tab of the Billing Center using the path above.

2. Locate the specified Payer, then ERA Check #.

3. Confirm the amount in the Posted Payments column matches the amount inPayment
Amount column.

Payer Name /.

3 Payment Posted Unposted
= | ERADate ¥ PayDate Check/Payment D o Payments | Payments | MEtP0d

41302018 4182018 600700121213 E] 585.34 585.34 ACH
482018 4182018 600800108924 D 111.32 111.32 ACH
=]

41472018 419/2018 600400065959 8278 8278 ACH
=] Payer Name : HIGHMARK BLUE SHELD

Tip: You can manually log that a check is fully posted by making a note in the Note field for

Q the specific ERA. Additionally, you can apply a time and date stamp by clicking the Stamp on
the ribbon and pasting in the Note field.

Review Out of Balance Payments
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Posted ERA Payments are considered to be out of balance when the amount in the Posted Amount

column does not match the amount in the Payment Amount column.

Note: When an ERA is unbalanced, the entire ERA row is highlighted in yellow. This highlight
indicates that the ERA has a difference that is causing the Posted Payments and the
Unposted Payments to not equal the Payment Amount. An example of where you will see
this is in the case of a recoup. It is recommended that yellow highlighted lines be
investigated to determine what is causing the difference prior to posting any payments on
that ERA.

The following steps should be taken when a posted ERA Payment is out of balance.

1. Navigate to the ERA Payments tab of the Billing Center using the path above.

2. Locate the out of balanceERA Check #

3. Click the Ellipses button --- . The Transactions Paid By ERA Payment ID window is displayed
with the transactions posted to the corresponding ERA.

4. Review the postings to identify what is causing the payment to be out of balance:

e If a payment is out of balance because of how the Adjudications were matched, navigate
to the patient chart and void the incorrect posting in the Claims window. Then, manually
enter the Adjudication information as a Payment ensuring the exact same ERA Payment ID
is entered as the Check/Ref #.

e If a payment is out of balance because the payment is split between OP and a legacy
billing system:

User Permission: The following workflow includes the use of theOverride out of balance
8 indicator checkbox. This checkbox is only visible to users with the permission:

Billing_Payment_Supervisor.

a. Post the appropriate payments in the legacy system.

b. Confirm that the total amount posted in the legacy system and the total amount posted
in OP equal the amount of the payment.

c. Inthe Transactions Paid By ERA Payment ID window, select theOverride out of balance
indicator checkbox.
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® Transactions Paid by the Specified ERA Payment ID
[&] erapavmentiD: [201608041070143900 | Amount: 330243 Expan grid [[Overmioe out of batence Inaratol @] |
Drag a column header here to group by that column
= Claim # Patient Date Payment Adpstment Trx# Tre# Paid CPT Description
¥ 357188 TESTTWO, CHASE 06/14/2016 457884 455342 99460
357189 TESTTWO, CHASE 06/15/2016 455362 455341 99462
357190 TESTTWO, CHASE 06/16/2016 455363 455343 99238
357190 TESTIWO, CHASE 06/16/2016 457437 455343 99238
357190 TESTTWO, CHASE 06/16/2016 458011 455343 99238
357972 TESTONE, CATHE 07/12/2016 455364 455340 99213
358120 TESTONE. CATHE 07/14/2016 458007 455344 99213
358120 TESTONE. CATHE 07/14/2016 458029 455344 99213
358120 TESTONE, CATHE 07/14/2016 458030 455344 99213
358528 TESTTHREE, SULL 07/20/2016 457887 455347 92551
358528 TESTTHREE, SULL 07/20/2016 1012 457885 455347 92551
358528 TESTTHREE, SULL 07/20/2016 1988 457886 455347 92551
358890 TESTFIVE, BRITLE| 07/25/2016 458010 455360 99213
358890 TESTFIVE, BRITLE| 07/25/2016 458027 455360 99213
l 358890 TESTFIVE. BRITLE 07/25/2016 458028 455360 99213

d. Enter a reason for the override. The override and the override reason are saved in the
audit log.

Note: Once the out of balance payment has an override performed, the Posted Payment field
of the ERA in the ERA Payments tab is highlighted in yellow as a visual indicator that an
override was performed. The payment will also be displayed when the Override Performed

radio button is selected in the Posting status section of the window.

| Overview| [ Superbills| =k Claims (A/R)| & Queue 5 Adjudications| = ERA Payments| 5 Receipts |7 Credits | ¥ Statemen
Posting status:
@all O unposted O out of Balance O override Performed

Payer Name *

S EADae 7 PayDaie  ChecPmmentd  TRORE TRE U MO s mestng
9/21/2007  9/20/2007 [~] NON
9/21/2007  9/25/2007 [~] 43350 43350 ACH
9/21/2007  9/25/2007 [-]  seoso[ _s30s0] ACH
9/20/2007  9/24/2007 =] 1400 ACH

Version 14.10

| Path: Smart Toolbar > Billing button > ERA Payments tab

Overview

Follow the steps below to balance an ERA after posting.

1. On the Smart Toolbar, click the Billing button | 5y
2. Click the ERA Payment tab E=E ERAPayments | .
3. Locate the specified Payer, then ERA Check #.

Payer Name  ~

ERADate v  PayDate CheckiPayment ID ';“;L":r?(‘ P:;:'::'s g::x‘:; Method
4132018 4182018 600700121213 = 585.34 585.34 ACH
4612018 4n62018 600800108924 = 1132 1132 ACH
4412018 41812018 600400065859 =] 8276 8276 ACH

I=) Payer Name : HIGHWARK BLUE SHEELD

4. If the Posted Payments do not match the Payment amount, click theEllipses button === to
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view the transactions posted to the corresponding ERA.

Note: You can manually record that a check is fully posted by making a note in the Note field
@ for the specific ERA. Additionally, you can apply a time and date stamp by clicking Stamp on
the Smart Toolbar and pasting in the Note field.

Version 14.8

I Path: Smart Toolbar > Billing button > ERA Payments tab

Overview

Follow the steps below to balance an ERA after posting.

Balancing ERAs

1. From the Smart Toolbar, click on the Billing button B,;,,';,, (to open the e-Billing center)
2. Click on the ERA Paymenttab r= ersrayments |
3. Locate the specified Payer, then ERA/EFT/Check #

Fil: Work Areas Reports  Corresponcence  Ublkies Repords  Log InfOut Toos  Window  Help _,':.'-'I’-'f: -
¢ @ VE & & ¥ 9
Does 009240 Send M 2.Rw | Frinter Stamp Pref | Chat

= [+ -
E W & = 3 ; W
Chat Chren Forms  Super Arerd  Billing

- e ] a
Sthed Rack Rgstr Insur Adr Bk Tasks

2 [F9] Electronic Billing Center
S = 2 B B &
Fdi Dakis | Refuth | SelAl 5 Fhoe | Grid
e
£ dmimzeAR [
J  eRabae 0| PavDste CrechPaymert D Amount | ethod | BankAccour | ABARouting [Note
B Transmi Quewe | oo e AETH, |
@ sdudcalions a1 Eo0E014 o - B30 i
lm: BHEAM4 EAGEO14 . 1534 CHiK
= curort Roncnte | EREnL] EAWE014 - - 5726 O
= AL Eraz014 —h 718.49 G
g curertcredts |[| anseod a0l e 9.29 CHic
B Salaent Qe (| arano EE T ]
aHzMG EA122014 —h 1529 CHK
I anzrms4 BEN2r2014 - + w 24239 CHK
~ Paner: '] anzao E12E014 s 74605 CHi
I ame0ia BT S ]
e ] smema 86004 b e el
N a5 Em20M49 * e 165925 CHE
252014 020 S—_— =]
Dt range: ———— B aisg BS2M4 -t o e 196,00 CHE
| ammte BARIA -ie [
L (] aminis EsR0 SR — 22542 Gk
€ Bdeys Il ammma BSR4 A — 34642 CHIE
C Wy T rerama 70014 doias b T]
L | [ 7o00m4 7785014 s [
ta - [ |7raem4 72972014 002 742 156,25 CHis |
. [ Fmeams a4 i 4 T84 N
|| 7reeon 7m0l | 11738 i

4. Click the Ellipses (three dotted box) button --- to open a new window displaying all
transactions posted against the corresponding ERA.
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25 Transactions Paid by the Specified ERA Paynent I

= |IER.-=. Paymet IC; | O02E1 TR IIMﬂu‘rt 153.25' || Expand grid

Cvag g Collmn heaer hare 10 @roup by st colemn

= Claim # LCeter Payrmant Al EbTEn: Tra # Tra# Pail CPT Casrgion
» 100748 IRt ) i SME 90635 |HEP A WaCc, PEDEE
_---'1-[;]?'-4-9 07052014 17.50 11569 S4B 90633 HEP A& WAoo, PEDW
] o0rss orosams 1000 11580 5045 G040 MM ACHAN 15T <1
: 100748 OF 052074 .00 1158 SHE D04a0  IWK ADEAN 15T, <1
100748 OF 052014 105,75 R =) SO0 9OTIE  CHECHER PO VALK
] 100745 07052014 1425 A1553 5050 90T6E  CHICHER POX WACK
] o07ss orosams 1000 11594 S051 G040 MM ACHN 15T, <1
I 100748 O7OS52004 2500 11585 SOET 90450 IWM ADKIN 15T, <1
i 100748 07052014 11367 502 93031 WED ZERY, EWE U
] 100745 07052014 E0.00 11556 5062 93051 WED ZERY, EWE ik
| L__seas]]  1m17s

Note: The top portion of the window will list the expected amount of the posting (as reported
N by the payer) and the bottom portion will list the amount your office has posted to-date. Ideally,
~ these two amounts should match. If not, you have remaining adjudications to post against this
ERA.

Note: You can manually record that a check is fully posted by typing Balanced in the
@ Note field. This gives you the ability to clearly identify any ERA files that are or are not fully
balanced/posted.
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2 [Fa] Electronic Billing Center
/=|® |k k|
Edi Dwlete | Rafrash | Selal SofMooe | Ged
;!.:: Claims + AR =
5 ERaDwle 7| PayDels CheckPayment I denourd | Methed | Benk docout | 4BARoling [Hote
TrsnEtrd Cusue =] Payer Meme | AETHA
& suedostens || | aetems BR0Z01 4 620 CHE
Im : 2014 BAQ2014 1534 CHE
= ZAaE0d L 35736 CHK
55 Curert Recets [N o anany BAas & 718,48 CHK
5 Curertcreste || ] eaaoms BAYA 8.2 i
& Stotoment Guzye ||| 5142014 UEE (e
ZAZE014 BA 2014 B15.39 CHK
7 anzoms A 22014 24239 CHE
Pryer || anzam4 BA2M201 4 705 CHk
‘ """" - | || ameos B RMA man
T — :‘ a0 BB (e
=1l BER0 B0 160,35 CHEK
= | e e Fud 204 iy}
- Dete range: 52014 BN 196,00 CHE
| =smna BEE0T (e
7 days M asena BEANT 22542 CHE
® 30 ds BT BSMMA AT K
Candys [ 7erams 201+ Rl
. Iy : FE0Z014 A0 [l
o = L | BT A4 OD2E174Z1 15B.25 CHE Pusted & Bakanced [DBO6 8 03400 J¢
Rad Tk 4 T2AL CHid
FRA2N 4 201 4 11738 CHK
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