Posting Payments
Revised March 9, 2010

The Insurance Payment posting functions has been enhanced to offer payment reconciliation for
multiple occurrences of the same prescription claim. You will be able to reconcile not only Payable
responses but multiple Payable responses and Reversals for the same prescription.

The system now creates individual record (in a file called the Open Claims Queue) for each prescription
claim billed or reversed. Later you can post payments and reconcile with each successful transmission of
the Rx claim (Payable or Reversed).

Since the Open Claims Queue did not exist prior to Legacy Pharmacy Plus version 4.38a, when you
upgrade your software version from one previous to 4.38a the upgrade will create an Open Claims
Queue with up to six months of all your open claims (claims that have an authorization amount but no
check has been posted). Thereafter, every claim that is Payable or Reversed will be copied to the Open
Claims Queue. If you did not receive a response for a claim, the claim will NOT be placed in the Open
Claim Queue, but you will have a way to manually copy the Rx claim to the Open Claims Queue via the
payment entry screen. Additionally, you will be able to view or print all the open or paid claims in detail,
find out the Open Claim balance for a given insurance or view a detail posting by check number.

POSTING AN INSURANCE PAYMENT

el e ot |

This is set in
the system
configuration
screen.

Post-Uiew payments received 4_38a

; L Enter the check information.
Mursing Home-Facilityif

Received check from Plan: TE TEST — HNDC eSS
Date:- B2-8%2-2818
Check amount: 38.48
Reference: B3Z2726
Description: Payment—-Thank you
Itemize claim payment: Yes

Enter the check amount to post payment. enter a negative amount to post

an adjustment (paid claims will be displayed). You can Uoid a pavment
via the payment history [F51 key or vou can manually Add a claim to the
Open Claim Queue via the Uiew [Fb1l screen.

We begin by entering the check information. Notice that the “Itemize claim payment” says “Yes”, this
was Set in the Configuration Preference screen, this tell the system that the payment will be posted to

open claims (itemizing all claims paid by the check). If you elect not to itemize payments, you will not

know what check paid for a given Rx claim.




PostsUiew payments received 4_.38a

[ Posting
Mursing HomesFacilityidl
Received check from Plan: TE TEST — NDC <(RELYHEAL
Date: B2-89-28018
[ Reconciliation options I;
Specify how far bhack to review open claims and whether to
automatically post the payment to open claims.

r—1 2 3
Only list claims billed to Plan:
Only post to claims Billed from: to
Automatically post payment to open claims: o

pa
the Uiew [F&]1 zcreen.

If “Itemize Claim Payment” is set to “Yes” the above screen will be displayed.

e Claims billed to Plan — here you can enter multiple insurance plans (in the case a processor pays
for multiple insurance in one statement or you have the same insurance defined multiple times).
You can specify up to 10 insurance plans, the system will remember all the plans entered and
will display them the next time you enter a payment from the same “multiple insurance
processor”.

e Date Billed —in this field you can put the statement billing cycle date range.

e Automatically post payment to open claims - optionally, the system can post the entire check to
all open claims until the complete check is posted by answering “Yes”.

PostsUiew payments received 4_.38a
[ Reconciling payment against open claims 1

Planz:- TE

TE ABREU,. MA 6BB5%6 B B2-683-28108 Jg.48 Jg.48 P I a.688
TE ABREU,., MA 6805276 B8 O2-83-2818 38.48 —38.408 23.28 .68

This is a reversal. Payable
claim

Count: 2 Billed total: 76.88
Check %: 38.48 Open Cr: B.88 Cleared: B.A@ Remaining: 38.48

Use the [T1] arrow kewvs to move or [Enter] to post payment.

Esc Fi F% | Fi@ -+

Next, you will be show all the open claims under the billing period and payment plans specified, notice
that the same Rx is show twice, the claim got a Payable response and later Reversed.




PostsUiew payments received 4_.38a
[ Reconciling payment against open claims 1
0| Itemize
Enter helow payments or adjustments to apply against Rx.

Patient: MARIA ABREU
Rx 6868596-8 COUMADIN 1 MG TABLET

Billed: 38 .48 PREUIOUS PAYMENTE

Mew Pavment{—> 38 ._48 Other Paid: A.88

Mew Adjustment<—> a.68 Other Adj: a.8d

Mew Copay Paid(-> A.aa Copay Paid: A.88
Prev. Payments(—> . —

Write—OFf (> A.aa Co—Pavyment : A.88

Balance<=> a.684 Authorized: 38.48

Status: FPD

- i
Check %: 38.48 Open Cr: B.88 Cleared: B.AA Remaining: 38.48

Adjustments for a given period can printed. see reports.

Esc Fi {4

Since our check was for $38.40 we will be posting to only one claim, the other claim will be posted when
we receive the statement that includes it. If the processor charges a fee, you can set the fee in the
Payment file and the fee will be automatically entered in each posting. In the case you billed more than
the authorized amount, the program will automatically “write-off” the difference.

PostsUiew payments received 4_.38a
[ Reconciling payment against open claims 1

Planz:- TE

TE ABREU,. MA 6BP5%6 B 62032818 38 .48 38 .48 23.28 38 .48 PD
TE ABREU. MA 680526 B8 B2-683-2818 Jg&.48 —38.48 P a.688

Reconciled

Count: 2 Billed total: 76.88
Check %: 38.48 Open Cr: B.88 Cleared: 38.48 =RECOMCILED=

Use the [T1] arrow kewvs to move or [Enter] to post payment.

Esc Fi F% | Fi@ -+

Above, you can see that our posting has “reconciled” and is now complete. We can press [F10] to save
the posting or [Esc] and the posting (full or partial) will be placed on hold to allow you to complete it at a
later time.



e [Find] — We can also find Rx claims we want to post to be either pressing the [F5] key and typing

the Rx number or just typing the Rx number.
e Sort—We can sort all the open claims by Patient, Rx number, Date or Payment plan to
accommodate and put the list in the same sequence as the insurance EOB statement.

Payment plan file

Open balance reflecting a Reversal that has not been &%

processed.

2 0 2 0 146 ON FILE

An Open balance is maintained in the Payment Plan file, has claims are submitted a Payable increases
the balance Reversals and payments decrease the balance automatically.

Payment History

PostsUiew payments received

[ Posting

Murzing Home-Facilitull
Received check from Plan:

If multip
make sure
payment v

Date:

Here you can get a summary of payments posted
for a given criterion. Once the pavment is
displaved vou will he abel to display a detail
itemized posting of the payment.

MH-Facilituli: CBlank for list)
Payment Plan: B <Blank=ALL>»
Beginning date:

the Uiew [F&l screen.

4.38a

insurance .,
1 can Uoid a
claim via

By pressing the [F5] key, you can get a summary list of payments and then view details.




PostsUiew payments received 4_.38a

[ Posting Payment/Adjustments 1

Murszin
BEYROEY] | Payment Plan: TE

Date Ref Mo Description Amount
Al1-28-20180 23837 Payment—Thank you —-24_58
Al1-28-2018 2323 Payment—Thank you —22._88
A2-A3-2818 231 Payment—Thank you —-23.88

B2-83-20018 3223 Payment—-Thank vyou 122 .88
2092018 832726 Payment—Thank you —38_48
insurance,
can Uoid a

payment claim via
the Uiew

Press [F31 to void a pavment.
Esc Fi F3 -4

To view an itemized list of the payment, highlight the payment and press [Enter].

PostsUiew payments received 4_.38a

[ Posting Payment/Adjustments 1
Mursin [ Third part ayment lo
Re [ Payment Details of Check #B832726 1
Date Bx Mumbher Authorize Paid Adjust WriteOff PP StT
B2-83-26010 6BA596— @ 38.48 38.48 a.88 B.88 TE PD

Press [F31 to void a pavment.
E=zc Fi

Above is an itemized list of the Rx claims paid by a posting (check #832726 for $38.40).




View Open Claims

PostsUiew payments received 4_.38a

[ Posting
Mursing Home-sFacilituydl

The Open Claims Queuwe contains claims that have been approved for
payment C(payabhle} or reversed when a response from the processor has
been received. A given Rx may have multiple entries, for example, a
claim that was paid then reversed and then rehilled will have three
separate entries. If you did not receive a response for a claim,. bhut
are sure that it was authorized (Payahle} or Reversed. vou may
manually add the claim to the gueue on the next page.

Payment Plan: B <Blank=ALL>
Billing date range: =
View only open claims: es

By pressing the [F6] from the Third party payment posting screen, you will see the above screen. Here
you will be able to view all open claims for a given period.

PostsUiew payments received 4_.38a

[ Posting Payment/Adjustments 1

Date REx Humber Authorize Paid Adjust WriteOff PP St +
p2-A3-2018 6AAS76— A —38.48 a.88 A.8aa A.A0 TE

Above you will find all the open claims for the specified criterion.

Note: We provided a way for you to place a Rx in the open claims log [F5], in case the Rx was not
automatically added to the log due to a lost in communication when transmitting or any other
unforeseen scenario. However, make sure you have thoroughly searched for the claims first.



Insurance Claim Fee

Payment plan file 4_.38a

Index
Payment Plan: TE TEST — HDC <RELYH
Descr: TEST — HDC <(RELYHEALTH?> TEST PCS

BIN #: 2800082 Flan ID: THIRD PARTY SOLUT
[ Prescription Pricing 1 ESYSE
He vou can specify how the prescription will he TAL SCRIPT
priced. TEH TOUWN
ANSWORLD FRESCR
ITED PROVIDER S
Uze the default table to calculate price? Yes HEALTHCARE
What is the wswal dispensing fee? A.aa LUE RH
Discount what percent of the total? A. a8 SThA HEALTHPLAN
Add on a tax percent of? LGREEM HEALTH P
Get co—payment from patients profile? HARUIN
Plan charges per claim a fee of? LLPOINT PHARMAC
I 6B3286 CHMCRLE
RKERS COMPENSAT
Iz thiz a workers comp. insurance? Mo 146 ONM FILE

You may enter a per claim fee in the Insurance record (Payment Plan file), this fee will be automatically
included in every claim when reconciling.

Reports

Two of the most used reports for tracking payments are the “Payments Received Report” and the
“Open/Paid claims report”.

¢+ Command Prompt - go = |I:I| xl
4._38a

Reports menu

Prescriptions Payments Received Report
Daily Prescription Log
Controlled Drug Report
Patient Rx history PP Patient Date Reference Dezcr Amount
P0OS Reconciliation Rpt A ABE.JOE 4-85 1823 Payment—ck 45 _88
Billing Verification Rpt DOE,.SAM 482 2345 Payment
%ales Pvofit Apnalysi=  |I—F——F—7T7T75T"T -"T"7"-"-"7"57"7T7"7T7JbZ34Z4Z7ZD—————"———"——
Salez by Payment Plan Rpt# A112
Salesz by Drug
BRx Refill Reminder
Prezscription Report

RBx Transferred-Notes

Payments Received Report

Refill Register Report

Open-Paid claims report

Insurance Claim Report A—Locate the desired report with the arrow
Expired Rx Report 1 keyz. Press the [Enter] key to zelect.




[ Report index 1
Prescriptions
Daily Prescription Lo
Controlled
Patient Rx
F0OS Reconc
Billing Ve
Sales Prof
Sales hy P
Sales by D
Rx Refill
Prescripti

Press

To date paid
Only pavment
Onl
Onll Hurzing

[Enter] here when
From date paid

reference L 1

Reports menu 4_38a
[ Report Sample 1
T E Payments Received Report
Specify what to extract I
done= F-DONEA
[B2-84-20181
[B2-11-20181

plan L 1

Amount

Home #Company L 1

BRx Transfe

R Uze [11] to move,.

1
or [Escl to exit. 1

Refill Reg
Open-Paid claims report
Insurance Claim Report
Expired Rx Report

&
LEnter your selection,. then press [Enterl]
4 on C"DOME'"> to continue. Any field that
iz bhlank or that haszs an "#*' will extract
everything for that field.

Payments Received Report — if you enter a reference number (Check number) you will get a detail list of
all Rx paid with that check. Otherwise, you will get a summary of payments received within the period

requested.

[ Report index 1
Prescriptions
Daily Prescription Lo

Controlled
Patient Rx
F0OS Reconc
Billing Ue
Sales Prof
Sales hy P
Sales hy D
Bx Refill

Prescripti

Preszs

[Enter] here when
From date Billed

To date Billed

Only pavment plan L 1
Include paid claims?

Reports menu 4_.38a
[ Report Sample 1
} E OpensPaid claims report
Specify what to extract I
done= FDONEA
[A1-12-268181
[A2-11-268181

[H]

Bx Transfe
Payments R

Uzse [11] to move,

or [Ezcl to exit.

Refill Reqg

claimsz report
Insurance Claim Report
Expired Rx Report

&
LEnter your selection. then press [Enterl
4 on C"DOME'")> to continue. Any field that
iz blank or that has an "#'" will extract
everything for that field.

Open/Paid claims report - In this report you can view or print outstanding (Open) or Paid (Closed)

claims.




View payments/open claims

Mursing HomesFacilityidl
Received check from Plan:
Date:

Check amount:

Reference:

Description:

Itemize claim payment:

Enter the check amount to post pavment,. enter a negative amount to post
an adjustment <paid claims will be displaved?. You can Uoid a payment
via the pavment history [F5]1 key or vou can manually Add a claim to the
Open Claim Queune via the View [F&61 screen.

[F5] — Payment History, press this key to see payment received within a specified date range, in
summary or detailed.

.. hird party payment log ]

Payment Plan:

Date Ref Mo Description Amount
A2-s12-28018 1212 Payment—-Thank you —1.88
A2 12-.20018 3434 Payment—-Thank you —1 .88
A2-22-.20180 3434 Payment—-Thank you —4A .88
A2-26-2018 55445 Payment—-Thank you -2 .88
A3-A5-2018 34 Payment—-Thank you —33.88
A3-@A5-20180 2 Payment—-Thank you -2 .88
A3-A5-2818 23 Payment—-Thank you —23.88
A3-85-2818 233 Payment—-Thank you —368.88
@3-85-2018 3434 Payment—Thank vou —234._88
A3 8528168 223 Payment—-Thank vyou 234.08

[F6] — View open claims queue, press this key to see all claims that have or have not been paid within a
specified date range.

Open Claims Queue

The Open Claims Queuwe containz claims that have been approved for
payment C(payabhle? or reversed wvhen a response from the processor has
been received. A given Rx may have multiple entries, for example, a
claim that was paid then reversed and then rehilled will have three
separate entries. If you did not receive a response for a claim. but
are sure that it was authorized (Payable? or Reversed., you may
manually add the claim to the gueue on the next page.

Payment Plan: M <Blank=ALL>
Billing date range: =
View only open claims: es




Third party Open Claims Queue

Date Bx Humber Authorize Paid Adjust UWriteOff PP St +
21220018 6AE597— @ 78.32 3.88 A.88 A.88 TE FD

B2-12-2018 6HAGHZ2- @ 33.77 1.68 H.86 #.88 TE TFD
A3-84-2018 6HAA611— @ 234.90 234.90 A.86 217.88 TE TFD
A3-84-2018 6HAA611— @ —234.088 —234.088 A.86 685.88 TE P
B3-85-2018 6BB612- @ 178.808 A.688 a.86 B.88 TE P

Displayed above are all the claims found in the “Open Claims Queue”. From the above screen you will be
able to view or add to the Queue by pressing the [F5] add button.

Here you can add a claim to the log file for
claims that were not recorded due to lost
communication or other reason. The Rx entered
must have a pavahle status code and authorize
amount and no authorization numbher.

Rx Humher: B- A
Post as a Uoid: Mo

To add an Rx claim to the Open Claim Queue you will only need the Rx number and Refill number. If you
accidentally placed a claim on the Open Claim Queue, you can set “Post as a Void” to “Yes” and it will
create the same Rx claims with a negative value (similar to a reversal).

PATIENT CO-PAYMENT

To properly manage patient’s co-payments make sure to set the following default to “Yes” in page 4 of
the Configuration preferences on all workstations in your business:

m>» Default AR CoPay on new patient to ¥Yes?: Yes

Every time you create a new patient the co-payment will make an A/R entry. This will force the system
to treat co-payments as an Accounts Receivable item and later you will be able to post co-payment
payment to open A/R co-payment. If you created a patient and the “A/R Copay” field is set to “No”, all
the prescriptions co-payments after that change will not show as due. If you later change the “A/R
Copay” field to “Yes”, the Rx co-payments previously done will not be reflected in the patients balance,
you will have to manually change the balance or if you produce patient’s statements it will automatically
re-calculate the patients balance for all the patients in your selection criterion.



