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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.

Post a Returned Check

Last Modified on 02/21/2020 9:52 am EST

Version 14.19

Overview

If a patient's check is returned for any reason, the returned check must be posted in order to keep a
record of that transaction and reverse the payment made to reflect that a balance is still owed by the
patient. Additionally, if the practice's policy is to charge a fee for the returned check, that fee charge

may be entered into the patient's chart.

Post a Returned Check

1. Navigate to the patient's chart.

2. Click Payments in the Chart Navigation Panel.

3. Click the New Payment button. The Add Payments and Adjustments window is displayed.
4. If not already selected, select thePatient tab.

Tip: The transaction to which the original payment was applied will not be displayed in this
window because there is no balance due. Additionally, if the patient does not owe a balance

Q for any dates of service, there are no transactions displayed in the grid. This is expected

behavior. Continue with the steps below.

5. Use the Pay Method drop-down to selectRC Returned Check
6. In the Check/Ref # field, enter the check number of the check that was returned.
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Pay method: |RC RETURMED CHECK W
Check/Ref #: | 0020 M |[Ck
Memo:

Amount: A0 v | |Pay in Full| |Allocate

Patient | jnsurance

Note: The check number must be entered exactly as it was when the original payment was

posted. If the entry does not match, the user will be presented with the following error:

Legged In: Cindy Grimmie (374CG) on Cindy.Grimmie Pati..

Me transactions for the specified check number.

To confirm the check number entered when the payment was posted, navigate to the Claims

window and double-click the Patient Paid line to view the check #.

7. Click the Save + Close button. The Returned Check transactions are displayed in the
Payments window as well as in the Claims window when the claim is expanded. The patient's
balance for the claim is also calculated to reflect the payment reversal.

= 160738 07,01,/2019 BCDC 120.00 25.00 25.00 71.76 23.24
= 07/01/2019 99213 QFFICE/OUTPATIEN BCDC 120.00 25.00 25.00
0702091 PAYMEMNT ECDC (71.76) 71.76
07/10/2019 1 ADJUSTMENT BCDC (23.24) 23.24
09/27/2019 2 PATIENT PAID BCDC (25.00) 25.00
|02,"1 972020 3 RETURMED CHECK BCDC 25.00 (25.00) I

Create a Charge for a Returned Check

Navigate to the patient's chart.

Click Charges in the Chart Navigation Panel.

Click the New Claim button. The Add/Edit Charges window is displayed.

Create a claim for the charge using the CPT code your practice has chosen to reflect this

charge.

5. Ensure that the Pat Only checkbox is selected for the charge so that it is not reflected as an
insurance balance.

6. Click the Save button.

AW =

Version 14.10

Overview

In the event that a patient's check is returned for any reason, you will want to post the returned
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check in order to keep a record of that transaction. The instructions below will walk you through

how to post a returned check.

To post a returned check:

1. Click the Account button.

2. Locate and select the patient.

3. Click the Claims tab.

4. Select the claim where the credit has been applied.

5. Click the Edit button . The Edit Archived Claim Transactions window appears.

6. Select the patient payment transaction line.

) Edit Archived Claim Transactions - o
i 9|
Summary: Charges vs Payments |rEla.5ic Information |r0ther ltems (1-27} |rln5t'rtutiunal (8371) kems

Claim summary: Notifications:

Claim #: 205858 1 Linked Charge
Patient Insurance Patient Ingurance
Portion owed: ¥ 215.00 $120.00
Payments: 31500 « ]
Adjustments: W W
Payment details:
Applied Pra; ] W £15.00 Adjustment code: v
Applied P/R: w| Ptonly: [] Check#:
Balance: {15.00) (0 &) | sShow Details Payment method: | Patient/Payer Credit v | Trx# Paid: 985848
ltemn Details / Charges:
CPT. Mod 1: Mod2: Mod 3. Mod 4. CPT description: DX 1: DX 2 DX 3: DX 4. EPSDT. Referral
2 v " W W ||PATIENT PAID W W W W W W
Unit charge:  Units: Total charge:  Est reimburse: 24a-q NDC ID:
0.00 w | ¥ v = W W

Trc# Tre# Dat CPT ch Patient Insur Patient  Patient Patient Patient Patient Insur Insur Insur

r Paid & Code arge Balance Balance Owed Payment Adjust Applied Resp Payment Adjust  Applied
985849 985848 01M1/2016 2 (15.00) .00 15.00 o I
985848 01/11/2016 99214 135.00 120.00 15.00 15.00 o

7. Enter the check number of the check that was returned (if it is not already entered) in the
Payment Details field group.

Payment details:
Adjustment code: W
| check: 0020 |
Payment method: |Check w | Trx# Paid: Sa5802

8. Click the Save changes @ to save.
9. If you had to enter the check number, you will receive a popup asking if you would like to
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queue the corrected claim, click the No button.
10. Click the Exit button and return to the patient's Account screen.
11. Click the Payments tab.
12. Click + Payment button.
13. Click the Patient tab.
14. Select Returned Check for the Pay method dropdown.
15. Enter the Returned check number in theCheck/Ref # field.

Pay method: |RC RETURMED CHECK W
Check/Ref # 0020 M |[Ck
Memo:

Amount: A0 v | |Pay in Full| |Allocate

Patient | nsurance

16. Press Enter on your keyboard. This will create a negative payment on the claim line.

Patient | |nsurance

£ Claim# SvcDate Rend Prv BilPrv CPT CPT Description Charge Balance | Payment | Adjust AdjReason  Unpaid Patient Action
»| 20865201/11/2016|  305| 30599213 |OFFICE/OUTPATENT VIS, ES|  90.00 00| -15.00 .00 | 1500

17. Click the Save + Close button.
18. Return to the Claims tab to view the reversal of the patient payment indicated as RETURNED
CHECK and the amount now listed as a patient balance.

(o] [F12] Patient Account; BAXTER TEST (6877) Sex: M DOB: 10/09/2009 Age: 8 yrs. 5 mos.

-

[ A

= Overview Status: Date range: ) -
4| [ nclude voids f &= Void || Rebuild || Proof || f@ Change Payer

B insurance @Al (Prf? @Al (3160 (=890
4| () Due (<30 ()61-90 [JExpandall 2= | Recoup Gy Prim| | [Gf Sec|| [Ef cms-1500

F@ Charges (2} | -

Claim # Claim/Pay Date Ins Pat  Primary Second Charge Patient Insurance Patient Patient Patient
E—E Claims Proc/Pay Type Proof Proof Insur Insur g Balance Balance Owed Payment  Adjmnt
ﬁ Payments | | ¥ 205693 01/26/2016 BKH
= 205652 01112016 BKH 50.00 15.00 75.00 15.00
4 Credits

= 011172016 85213 OFFICE/QUTPATIENT BKH 90.00 15.00 75.00 15.00

£ Statements | 01112016 2 PATIENT PAID BKH (15.00) 15.00

E,‘:: Tazks ID1.I’11I2EHE 3 RETURMED CHECK: | BKH 15.00 (15.00) I
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