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Add a Payment Type

1. Go to Setup: Billing Setup: Payers

Billing Setup
Billing Queue
Precedure Codes
Diagnosis Codes
Payers

Superkill Ter@s
EMR Setup

AnywhereCare

2. Inthe upper right corner, next to the magnifying glass, click on the gear icon to open the Window Settings
menu. Go to Setup, then Payment Codes.

New Payer ()0}

Security
Screen
Company
User
Claim Status Setup
Financial Class
Claim Rejection Codes
Audit
Payment Codes ﬂ‘n\
ERA GARC U Refresh
ERA Amounts Close
ERA Status/Payments

3. Select the Payment Type option in the upper left corner.

& Payment Codes -- Webpage Dialog

 wiethod | [=] Type | [E] area |[E] medicaia

T QR
Drescription Adjust. Pa
Adjustment b

4. When the window first opens, begin working on the right side of the screen. Select the Payment Area, enter
a Description of the Payment Type, then check the appropriate boxes.
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a Payment Type -- Webpage Dialog

R

X

-“:”“ = New Payment Type £F

Description

Adjust

Payment Receipt

Refund

‘Comment

Payment Type Values

Allowed

Co-Pay
Coinsurance

‘Copayment

Deductible

Empty
Empty

EOB Only
General Pay!
‘Generic Adj

Interest

Doatiant

Bad Debt Adjustment
‘Capitation Adjustment
Capitation Charge
‘Capitation Check

‘Collection Agency Commission
‘Courtesy Write-Off

Credit Adjustment

Debit Adjustment

Denied for no auth

ment

Ins Overpayment
Insurance Check

Insurance Coniract Adjustment
Insurance Recoupment Adjustment

Past Filing Limit Adjustment
Patient Colnsurance
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Payment Area ‘| vl

Description *| |

Abbreviation l:l

[ Payment Adjustment [] Affects Payment [ comment Indicator

[] receipt indicator [] Refund indicator ["] Prepayment

46 items.

5. Payment Area options are:

o Allowed - Used in deposit posting to report an allowed amount on an EOB

o CoPay - Used in Receipts, QuickPay, and Payments to identify the payment as a Copay payment

o Deductible - Used in deposit posting to report a deductible amount on an EOB

o ERAColns/ERACoPay - Used in deposit posting to report a Co-Insurance or Copay amount on an ERA

o Interest - Used in deposit posting to report an interest amount on an EOB

o Payment - Used in Receipts, QuickPay, Payments, and Deposits to report a general payment amount

o WithHeld - Used in deposit posting to report the amount of a withheld payment

o WriteOff - Used in Receipts, QuickPay, Payments, and Deposits to report an adjustment amount

o If you are adding a Payment Type which should be accessible from the Quick Pay Receipts tab,
select Payment. If you are adding a Payment Type to use as an Adjustment Type on claims, select
WriteOff.
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New Payment Type £}

Payment Type Values

Payment

Payment Area *
Description L
Abbreviation

D Payment Adjus)

Receipt Indica

Allowed
CoPay
Deductible
ERAColns
ERACoPay
Interest
Payment
WithHeld
WriteOff

6. When selecting check boxes, a previously created Payment Type can be a guide; this will help your new
Payment Type operate the same way as a previously created Type.
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Payment Type Values

Payment Area  * | Payment vl
Description * |Trealrnerrt Deposit |
Abbreviation l:|

D Payment Adjustment Affects Payment D Comment Indicator
Receipt Indicator D Refund Indicator Prepayment

7. Checkbox Selection Guidelines:

o Selecting Payment Adjustment will make the Payment Type an Adjustment Type.

o Selecting both Payment Adjustment and Affects Payment will make a Payment Adjustment Type,
which affects cash on reports.

o Selecting both Affects Payment and Receipt Indicator will make this a Payment Type available in the
Quick Pay Receipts window.

o Adding Prepayment means that if the Payment Type is used on a Receipt, the Receipt will not be
automatically reconciled via Receipt Posting.

o Comment Indicator should only be used with Payment Adjustment; a Comment Adjustment will put a
comment on a payment line, but it will not affect the claim balance in any way.

8. Click Save when you are done. If you need to create another Payment Type, click the New icon, and repeat
as above. There is a Delete option; however, only unused Payment Types may be deleted. The screen will
show you if the Payment Type is in use.
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[ Mew

3 Delete
Payment Area  *|Payment V|
Description * |Trealrnent Deposit |
Abbreviation =
|:| Payment Adjustment Affects Payment |:| Comment Indicator
Receipt Indicator [ ] Refund Indicator Prepayment

Payment Type Usage

Add a Payment Method

1. Go to Setup: Billing Setup: Payers

Setup «@
My Tasks ¥
Basic Setup

Referral Source A
Time Tracking

User Groups

Users

Schedule Setup
Appaintment Status
Appainiment Types
Blackout Reasons
Email

Group Notes
iScheduler Day Setup
iScheduler Templates
Lecation View
Patient Roster
Quick Scan
Resources

Resource Categories
Resource Dates
Resource Groups L
Resource Templates
Resource Types
Scheduler

Billing Setup

Billing Queus

Procedure Codes
Diagnosis Codes

Payers

Superbill Templates

EMR Setup

Chart Tab Sefiings

EM Coding Setup

Flow Sheets
Immunizations

Letters

e

2. Inthe upper right corner, next to the magnifying glass, click on the gear icon to open the Window Settings
menu. Go to Setup, then Payment Method. The Payment Method dialog box will open.



[CR--T WA]
NewPayer C {}

Secunty .
Screen
Company
User

Financial Class Setup

Financial Reporting Class

Clafm Status Audit

Claim Substatus

Payment Area Refresh

Payment Method Close

Payment Type

Medicaid Payment

Rejection Category

Rejection Code

3. To add a New Payment Method when the window first opens, begin working on the right side of the
screen. Select the Payment Area, enter a Description of the Payment Method, then check the appropriate
boxes.

@ Payment Method -- Webpage Dialog >
| Qe A= - New Payment Method {F
Description Adjust. Payment Receipt Refund Comment Payment od Values
Adjustment Y ] [ ] N
American Express N Y Y ] N ~
Cash N v ¥ N N Payment Area  * | |
Check N v ¥ H N .

Credit Card N v N N N Description [ |
Discover N ¥ ba N N
Master Card N v ¥ N N Abbreviation I:l
Other N ¥ N N N g "

Other Credit Cards N Y ¥ N N I:‘ Payment Adjustment D Affects Payment D ‘Comment Indicater
UNKN Pay Method N v v N N o i
Visa N v v N N [ Receipt Indicator ["] Refund Indicator

W
11 items

4. Payment Area options are: Allowed, CoPay, Deductible, ERAColns, ERACoPay, Interest, Payment, WithHeld,
WriteOff. Payment Types will always have a Payment Area = Payment.
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Payment Method Values

Pavment Area  *|Payment

Description *| Alloveed
CoPay
Abbreviation Deductible

ERAColns
[] Payment Adjus| ERACaPay
Interest
Receipt Indical{ payment
WithHeld
Write Off

v

. For the check boxes, there are only two possible options for a Payment Method. Affects Payment should
always be checked; Receipt Indicator should be checked if this is a Payment Method which should also be

available in the Quick Pay Receipts screen.

| |- - New Payment Method  £¥

Payment Method Values

Payment Area  *| Payment v|

Description =| CareCredit |

Abbreviation L

D Payment Adjustment Affects Payment D Comment Indicator

Receipi indicator |:| Refund Indicator

6. Click Save when you are done. If you need to create another Payment Method, click the New icon, and
repeat as above. There is a Delete option; however, only unused Payment Methods may be deleted. The
screen will show you if the Payment Method is in use.
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¥ Delste
Payment Area = |Payment

v|

Description »|CareCredit |

Abbreviation [ ]

|:| Payment Adjustment Affects Payment |:| Comment Indicator

Receipt Indicator [ ] Refund Indicator

Payment Method Usage

NOTE: Whether or not specific credit cards (American Express, Discover, Master Card, and Visa) are
available as Payment Methods is controlled through some Company Settings. They are not turned on and
off in the Payment Method window, due to the fact that these Payment Methods also affect Statements.



