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The PatientPaymentAutoPost (PPAP) EDI plug-in is an auxiliary program that works with
athenaPractice v12.3, v19.x, v20.x, or later to allow the automatic posting of personal
payment files from the EDI clearinghouse. This document describes how to install and set up
the PPAP EDI plug-in and modify your existing athenaPractice database to post these
personal payment files.

The procedures you need to perform depend on your reason for installing the plug-in, for
example first-time implementation of EDI patient payment processing versus a simple plug-in
upgrade. Refer to the appropriate checklist to determine the required procedures.

Checklist for first time installations

If your practice is new to EDI patient payment transaction processing or if this is a first-time
installation of the PPAP plug-in, you need to perform the following tasks to install the plug-in and
set up athenaPractice for transaction processing.

[] Some tasks have more than one procedure.

“Patient Payment Setup”

“Order PatientPaymentAutoPost license”
“Collect required information”

“Install the PatientPaymentAutoPost EDI plug-in”

“Verify plug-in installation”

I W Iy W Iy

“Set up the clearinghouse”

Checklist for upgrading only

If you want to upgrade the currently installed plug-in, you need to perform only the following
procedures.

If you are changing clearinghouses, you should consider this a new installation. See the “Checklist
for first time installations” .

U “Uninstall the previously installed PatientPaymentAutoPost EDI plug-in”

O “Install the PatientPaymentAutoPost EDI plug-in”

O “Verify plug-in installation”

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com
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Patient Payment Setup

Before you can electronically process patient payments through the PatientPaymentAutoPost
clearinghouse, you must be contracted for VVC Holding Statements.

Once your contract has been processed you can install the patient payment plug-in. Once you
are setup with SmartPay and are processing patient payments online, you will receive your first
patient payment file. Please follow up with your EDI Implementation specialist to help setup and
post the first file.

Order PatientPaymentAutoPost license

Before you can use the PatientPaymentAutoPost Plug-in to automatically post patient payment
files, you must have a PPAP license.

If you are a new customer, your PatientPaymentAutoPost license is ordered by your VAR or VVC
Holding LLC sales representative when you purchase athenaPractice. License numbers are
added to your database when the VAR or sales representative installs at your site.

If you are adding this plug-in to your current athenaPractice system, contact your VAR or VVC

Holding LLC sales representative, and they will contact VVC Holding LLC to add PPAP to your
license. Then, VVC Holding LLC Technical Support will contact you to help you add the license
information to your database.

The PatientPaymentAutoPost license is:

License ID Part number
CEDI Post PT 714 Centricity EDI Auto Post Patient
Payments Payments

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com
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Collect required information

Use the following checklist to ensure you have the information required to set up the
athenaPractice database for EDI transaction processing.

Site information
U Server name — name of your SQL server

L Username — SA (system administrator)

L Password — system administrator password

J Database name

PatientPaymentAutoPost information
U File Transmission Logon ID — contact your EDI Implementation Specialist

File Transmission Logon Password — contact your EDI Implementation Specialist
File Transmission User ID — contact your FileTransfer Specialist

[

File Transmission Submitter Name — contact your EDI Implementation Specialist

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com
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Uninstall the previously installed PatientPaymentAutoPost
EDI plug-in

Perform this procedure to uninstall the PatientPaymentAutoPost EDI plug-in on a workstation
(local computer) or a network server.

1. Exit the athenaPractice application completely.
2. Navigate to the Control Panel\Programs\Programs and Features.

3. Select the previously installed PatientPaymentAutoPost EDI plugin and select Uninstall
option. Follow the uninstallation process.

4. Verify that the PatientPaymentAutoPost EDI plug-in was successfully removed from
Programs and Features.

5. This is a one-time step. The other steps are repeated on each client where you have the
plug-in installed. Remove the PatientPaymentAutoPost folder from the install folder and
the PatientPaymentAutoPost XML file from the Optional folder in JBoss. Here is the default
directory: C:\Program Files\Centricity Practice
Solution\jboss\standalone\deployments\demo.client.war\install; where demo is replaced by
the name of your database.
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[ [1 = linstall - o x
h Hom sh Vi (2]
e « 4 | « ProgramFiles > Centricity Practice Solution » jboss + standalone ar » install v 0| | Searchinstall »
install A [ Name - Type Size
athenaPractice File folder
athenaPracticeRT File folder
Availity File folder
ChangeHealthcare File folder
€PS_Client File folder
jova_runtime File folder
optional File folder
ymentAutoPost
eeeee [5] MBClnstalles20.dil o 1,969 KB
js
META-INF
practice_manager
=
styles.
styles_color 8
support
WEB-INF
v
=
- o X
(]
ram Files\Centricity Practice ptional ~|@ | search optional y
A O Neme . Size
1KB
1KB
1k8
a ealthcare 1K8
CPS_Client [ 2 PatientPaymentAutoPost 1KB
jova_runtime
optional
PatientPaymentAutoPost
required
eeeee
is
META-INF
practice_manager
sourc
styles
styles_color 8
support
'WEB-INF
slstyles
de
v
5 items 1iter: selected 145 Q;Vt:g E

6. Ensure below 3 DLLs are deleted from all your clients where the previous version of the
PPAP plugin was installed. This is the default location: C:\Program Files (x86)\Centricity
Practice Solution\Client. The uninstall from the Control Panel in step 2 may have removed
some or all of the dlls. However, any that remain should be deleted for a clean install.

PatientPaymentAutoPost.dll
PatientPaymentAutoPost.Utils.dll
Virence.CPO.PatientPaymentAutoPost.FileParser.dll
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PO P rymanthitibos Fief s 51
smatapter 2

Install the PatientPaymentAutoPost EDI plug-in

Perform this procedure to install the PatientPaymentAutoPost EDI plug-in on a workstation (local
computer) or a network server.

[]  If you are installing the plug-in locally, you must install the plug-in on all workstations that
are used to post patient payments.

Prerequisites
U “Patient Payment Setup” .

Have administrative privileges to the computer or be logged on as the administrator.

(|

J Know the server name, database name, and SA password. See “Collect required
information” .

a

Have athenaPractice security permissions.

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com
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To install the PatientPaymentAutoPost EDI plug-in

1. From the main menu, click the Product Updates button.

F athenaPractice I
Fle it View Options Help

BeEL S PELAOREE £ B B

=~ sathenahealth

athenaPractice” v20

=P Collections

@, Charge Management

@, Transaction Management

{8 EDI Submission Management

& EDI Response Management

[ Product Updates

2. The athenaPractice Product Installation page will appear.

D:' Important Note

Before proceeding to the next step for installation or upgradation of plugins,
the user will need to have the “Product Update” page open but completely
exit the CPS application. To ensure that no application process is running in
the background using the "Reset CPS Process" option available on the client
desktop to close any orphaned CPS process running in the background.

If you are on a Terminal Server or Citrix Server client machine, ensure that all
users have logged out and exited the CPS application.

311 Arsenal Street Watertown, MA 02472 « 617.402.1000 « athenahealth.com
10



PatientPaymentAutoPost EDI plug-in Installation and Setup Guide

“#athenahealth
athenaPractice™ v20

Visit the athenaPractice Website for Product Updates

Client Setup

The following files will install the athenaPractice application and required service packs on your machine.
Product Name Local Workstation Local Server Status

CPS_Client 20.0.6757.0 20.0.6757.0 no update required
Optional Components

Product Name Local Workstation Local Server Status

Java Runtime Environment

This is the Sun Java Runtime Environment. It is required for using search in the online help and for
internet transmission to some EDI payers. If you do not have Java Runtime on your workstation, please
install this item.

Java Runtime Environment update/install

3. Click the link Visit the athenaPractice Website for Product Updates to download
updates.

“#athenahealth
athenaPractice™ v20

Visit the athenaPractice Website for Product Updates

Client Setup

The following files will install the athenaPractice application and required service packs on your machine.
Product Name Local Workstation Local Server Status

CPS_Client 20.0.6757.0 20.0.6757.0 no update required
Optional Components

Product Name Local Workstation Local Server Status

Java Runtime Environment

This is the Sun Java Runtime Environment. It is required for using search in the online help and for
internet transmission to some EDI payers. If you do not have Java Runtime on your workstation, please
install this item.

The Product Updates page displays.
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4. Under Status, select the Download Update or New Download link for the desired plug-in.
The File Download page displays:

“sathenahealth

athenaPractice® v20

Back to the Product Installer page

Plug-ins

ltems in this section are part of the athenaPractice 20 plug-in install package.

To download and install a plug-in:

1. Under Status, select the Download Update or New Download link for the desired plug-in.
The File Download page displays.

2. Select the Back to Product Product Update page link, when the download is complete.

3. Under Support Documents, select the support document link for the desired plug-in.
The support document contains plug-in installation instructions and setup information.

4. Save the document to your hard drive.

5. Select the Back to Product Installer page link, when you have downloaded all desired plug-ins and

documents.

6. Open the support document and follow the plug-in installation and setup instructions.

Support Document

Awaility Not Found 20.0.29.0 New Download support document
athenaPractice Not Found 20.0.39.0 New Download support document
athenaPracticeRT Not Found 20.0.27.0 New Download support document
ChangeHealthcare Not Found 20.0.14.0 New Download support document
CPSHCM Not Found 20.00.2 New Download support document
ExpressBill Not Found 20.0.8.0 New Download support document

Mew Download  support document

GenericEStatemants Mot Found 20.0.7.0
PatientPaymentAutoPost Not Found 2022.01.29.0

FelayHealth Not Found 20.0.23.0 New Download support document

New Download

5. Verify the messages when the download is completed.

“#athenahealth

athenaPractice” v20

Back to Product Updates page

[Downloading Update for: PatientPaymentAutoPost

FROM: hitp://green millbrook.com/ProductUpdates/CPS200/Install/ Optional PatientPaymentAutoPost xml
TO: /C+Program Files/Ceniricity Practice Solution/jboss/standalone/deploy /duncan. client war//Tnstall'Optional/PatientPaymentAutoPost. xml
File Download Successfull
FROM: install\PatientPaymentAutoPost/b_install gif
TO: /C/Program Files/Centricity Practice Solution/jb - client war/install! y Post/b_installgif
File Download Successfull
FROM: install\PatientPaymentAutoPost/Default htm
TO: /C:/Program Files/Centricity Practice Sohution/jboss’: - client war/install! y Post/Default htm
File Download Successfull
FROM: install\PatientPaymentAutoPost/Default_installing. htm
TO: /C:/Program Files/Centricity Practice Sohution/jboss’: - client war/install! y Post/Default_installing htm

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com
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6. Click Back to Product Update page.

#athenahealth

athenaPractice™ v20

Back to Product Updates page

Downloading Update for: PatientPaymentAutoPost
FROM: http://green millbrook com/ProductUpdates/CPS200/Install/Optional PatientPay

7. Click Back to Product Installer Page.

‘wathenahealth

athenaPractice™ v20

|Back to the Product Installer page

Items in this section are part of the athenaPractice 20 plug-in install package.
To download and install a plug-in:
1. Under Status, select the Download Update or New Download link for the desired plug-in.
The File Download page displays.
2. Select the Back to Product Product Update page link, when the download is complete.
3. Under Support Documents, select the support document link for the desired plug-in.
The support document contains plug-in installation instructions and setup information.
4. Save the document to your hard drive.
5. Select the Back to Product Installer page link. when you have downloaded all desired plug-ins and

documents.

6. Open the support document and follow the plug-in installation and setup instructions.

Product Name _______|Local Server |athena Server status ____|Support Document |
Awaility Mot Found 20.0.29.0 New Download support document
athenaPractice Not Found 20.0.39.0 New Download support document
athenaPracticeRT Not Found 20.0.27.0 New Download support document
ChangeHealthcare Mot Found 20.0.14.0 New Download support document
CPSHCM Not Found 20.0.0.2 New Download support document
ExpressBill Not Found 20.0.8.0 New Download support document
GenericEStatements Mot Found 20.0.7.0 New Download support document
PatientPaymentAutoPost  2022.01.29.0  2022.01.29.0 Up to date support document
RelayHealth Mot Found 20.0.23.0 New Download support document

8. In the Optional Components section (for a new installation), select the
PatientPaymentAutoPost EDI install link to install the plug-in for the first time.

Optional Components

Local Server Ctatue

Local Workstation
Mot Installed 2022.01.29.0

PatientPaymentAutoPost
Java Runtime Environment

311 Arsenal Street Watertown, MA 02472 « 617.402.1000 « athenahealth.com
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9. The InstallShield One-Step Install page displays, click on Install.

b hitp://cpsdev015162001:9080/duncan_10/cps/install/P O = X || () cpsdevD15162001

InstallShield

One-Click Install”

Installing plugin..

Intemet Explorer - Security Warning
Warning!! Setup haf o, o, want to installthis software? ity mode.
Installation shall de

Name: PatientPaymentAutoPost. cab

Publsher: Athenahealth, Inc.

o] ¥ | More options Instal Don't Install
21 minutes 50 seconds over

2 minutes o

i ﬁ\ While fles from the Internet can be useful, this fll type can potentially harm
"%/ your computer, Only install software from publishers you trust, What's the ri

hen installation completes, click here to return.

10. The InstallShield Wizard displays, click on Next.

PatientPaymentfutoPost - InstallShield Wizard

Welcome to the Install5Shield Wizard for I
PatientP apmentiutoPost

The InztallShield ‘wizard will install

PatientPaymentautoPost on pour computer. To continue,
click Meut,

¢ Back Cancel

11. Follow the installation instructions to complete the installation.

311 Arsenal Street Watertown, MA 02472 « 617.402.1000 « athenahealth.com
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PatientPaymentAutoPost - InstallShield Wizard >

Information \
Pleaze read the following test.

Installing PatientPaymentautaPost Payment Post Plugin iz a two-step process;

1]. The "es, configure a databaze option on the Setup Tepe page in this
inztallation muzt be run at least one [1] time to configure the database
that will be uzed.

Once thiz haz been done, all other client machines may uze the Mo, just
inztall the plugin on this workstation'' option.

2]. Bath optiong will copy and register the [PatientPaymentiutaPazt. ] fle ta the
athenaPractice Client directory on the local machine.

|riztallS hield

| ¢ Back || Mt » || Cancel

12. Click Next to Configure with Database.

Setup Type
Select the zetup twpe that best zuitz your needs.

In addition to installing the plug-in on this workstation, would vou like to configure a databaze
to uze the plug-in?

(®) ‘Y'ez, configure a database.

() Mo, just install the plug-in on this workstation,

< Back " Mest » || Cancel

311 Arsenal Street Watertown, MA 02472 « 617.402.1000 « athenahealth.com
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13. Fill out the Database details, Click OK.

Database Login -

Pleaze enter the information below to login into the
desired databaze. You muzst enter a Usemame that iz a
apztem adminiztratar.

Server || | I:'
Uzemame | |
Password | |

L]

| k. || Cancel |

[ atabaze

14. Click Finish to complete the installation. Restart the workstation if required.

PatientPaymentAutoPost - InstallShield Wizard t

Install5hield Wizard Complete

Setup has finizhed installing PatientPaymentéutoPost on wour
computer.

¢ Back Cancel

311 Arsenal Street Watertown, MA 02472 « 617.402.1000 « athenahealth.com
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15. Verify that the application version is correct in the Control Panel and Product Update page:

Mame Publisher InstaliEd On  Size Yersion

||ﬂ PatientPaymentAutoPost athenahealth, Inc 1/12/2022 495MB  2022.01.29.0

\#athenahealth
athenaPractice™ v20

Visit the athenaPractice Website for Product Updates

Client Setup

The following files will install the athenaPractice application and required service packs on your
machine.

Product Name Local Workstation Local Server Status
CPS_Client 20.0.6757.0 20.0.6757.0 no update required
Optional Components

Product Name Local Workstation Local Server
PatientPaymentAutoPost

2022.01.29.0 2022.01.29.0
Java Runtime Environment

This is the Sun Java Runtime Environment. It is required for g daalins b pelf
internet transmission to some EDI payers. If you do not have Java Runhme on your workstation, please
install this item.

Status
nou

ate required

311 Arsenal Street Watertown, MA 02472 « 617.402.1000 « athenahealth.com
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Verify plug-in installation
Perform this procedure to ensure the PatientPaymentAutoPost EDI plug-in is successfully

installed. To verify plug-in installation
1. From the athenaPractice main menu, click Administration.

The Administration window displays.
2. Select Edit > Plug-Ins.
The Plug-ins window displays with the Claim Files Creator tab selected.
Select the Statement File Creator tab.
Select the desired plug-in, then click Verify.
The File Creator window displays.
Ensure each item is “available,” then click OK.
Select the File Transmitters tab, then repeat steps 4 and 5.

Click Cancel to close the Plug-in window.

Troubleshoot installation

Plug-in file settings are configured automatically when you install the plug-in. If your installation
verification failed, compare your plug-in file settings with the settings in the examples that follow.
If you find discrepancies, contact your VAR or Services.

O Do not alter these settings unless you know how to create your own plug-ins or
have specific instructions from your VAR or Services.

[]  Before using EDI Submission Management, you must log out of athenaPractice and
close the Internet Explorer® start screen to view recently installed plug-ins.

The procedure for comparing plug-in file settings for PatientPaymentAutoPost EDI is “View
PatientPaymentAutoPost EDI plug-in file settings” .

View PatientPaymentAutoPost EDI plug-in file settings
Perform this procedure to compare your PatientPaymentAutoPost plug-in file settings to the
settings in the examples.

To view the PatientPaymentAutoPost plug-in file settings
1. From the Administration window, select EDI> Plug-ins.

The Plug-ins window displays with the Claim File Creators tab selected.

2. Select the File Transmitters tab, then from the Name column select
PatientPaymentAutoPost File Transmitter.

3. Click Modify.

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com
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The Modify File Transmitter window displays.

Muodify File Transmitter

[ Inactive

[WETV-N F atientP aymentdutoP ozt File Transmitte

 File Transmitter Plug-n
ProgID  |Wirence CPO.PatientPapmentautoPost. Tranzmizzion Abaout... |

r Ophional Lozal Plug-Inz
Cleannghouse Settingz Prog 1D I"-p‘irence.EF'EI.F'atientF'aymenb’-‘«utoF'ost.TlansmissiDnEH About... |

Werify... | [ I Cancel |

4. Compare your settings with the settings in the example, then click Cancel.
5. Select the Statement File Creators tab.

6. Select PatientPaymentAutoPost Statements File Creator, then click Modify.
The Modify Statement File Creator window displays.

Modify Statement File Creator [ x|
[ Inactive
WELCEE P aticntPavmenttutoPost Statements File Creato

r~ File Creator Plug-n
Priog D |Wirence. CPO.PatientPaymentdutoPost. Statements About.. |

r Ophional Local Plug-Ins
Clearinghousze Settings: Prog 1D I‘Jirence.I:F'EI.F'atientF'aymenL-’-\utoF'mt.Statementl:reatic About. .. I

File Viewer Prog ID IMEI:GenericFiIeViewerSD.Viewer About. .. I

Werify. .. | [ I Cancel |

7. Compare your settings with the settings in the example, then click Cancel.

8. Click Cancel to close the Plug-ins window and return to the Administration window.

Set up the clearinghouse

Before you successfully process electronic patient payment files via the
PatientPaymentAutoPost clearinghouse, you must ensure the athenaPractice database is set
up with the required information. For example, the database must contain clearinghouse-
specific information for connecting and logging on and transmitting files.

Procedures for setting up the clearinghouse are:
s “Select PatientPaymentAutoPost and access the Edit Clearinghouse Settings window”
mn  “Set up submitter information”

m  “Set up File Transmission”

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com
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Select PatientPaymentAutoPost and access the Edit

Clearinghouse Settings window

Perform this procedure to find the PatientPaymentAutoPost clearinghouse and access the Edit
Clearinghouse Settings window. From this window, you enter information that is required to
create and transmit patient payment files.

To select PatientPaymentAutoPost and access the Edit Clearinghouse Settings window
1. From the Administration window, select EDI> Clearinghouses.

The Find Clearinghouse window displays.
2. Click Search.

3. In the search results, select PatientPaymentAutoPost, then click Edit.

The Edit Clearinghouse Settings window displays with the File Transmission/Processing tab selected.

Edit Clearinghouse Settings E3 I
File Transmizzion/Processing I File Creatar I
[ Inactive

Clearinghouse M ame IF'atientF'aymenb‘l'«utoF'Dst

D [18

— Submitter |nfarmation

Mame I

Contact |

Phone flr - 1]

Logon (D I

Logon Passwaord ||

r Plug-inz

File Tranzmizsion IF'atientF'aymenb’-\utoF'ust File Transmitll Seftings... |
File Processor IF'atientF'a_l.Jmenb’-‘-.uh:uF'ost File F'ru:u:esst;l Settings... |
Statement Creator IF'atientF'a_l.Jmenb‘i‘n.utoF'ost Statements F;I Settings... |

Import. .. |

0] I Cancel
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Set up submitter information

Perform this procedure to enter contact information that enables two-way communication
between your site and the PatientPaymentAutoPost clearinghouse.

Prerequisites

= Obtain site contact and PatientPaymentAutoPost logon information. See “Collect
required information” .

= “Select PatientPaymentAutoPost and access the Edit Clearinghouse Settings window” .

To set up submitter information

7] On the File Transmission/Processing tab of the Edit Clearinghouse Settings window
under

Submitter Information, complete the fields using the following criteria:

* [] indicates an entry or selection in this field or row is required.

Recommended [] indicates the suggested setting for

Use this field... Todo this...

PatientPaymentAutoPost. Site specific [ indicates site specifications.

* Name Site specific [] Enter the name of the company or office that is
transmitting files.

* Contact Site specific [] Enter the name of the person the clearinghouse may contact
as needed.

* Phone Site specific [ | Enter the phone number of the contact person at this site.

*Logon ID Site specific[ | Enter Logon ID.

* Logon Password Site specific - Enter Logon Password.

Set up File Transmission
Perform this procedure on computers used to transmit files to the clearinghouse.

Prerequisites
= Obtain connection information. See “Collect required information” .

n  “Select PatientPaymentAutoPost and access the Edit Clearinghouse Settings window” .

To set up file transmission

1. On the File Transmission/Processing tab of the Edit Clearinghouse Settings window
under Plug-ins, select PatientPaymentAutoPost File Transmitter from the File
Transmission list.

2. Click Settings.
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The Payment Auto Post Transmission Settings window displays.

Payment Auko Post Transmission Settings

Account Humber ||

Uzer 1D IFiIeTransfel
URL Ihttp$:."."edi.idHasp.canMLFileTransfer
Time Zone IEST Central Standard Time j

Timeot |ED Fieset LIRL |
K I Cancel |

3. Complete the fields using the following criteria:

* [ indicates an entry or selection in this field or row is required.
Recommended [ indicates the suggested setting for
PatientPaymentAutoPost.

Site specific [ indicates site specifications.

Clearinghouse specific (1 indicates clearinghouse-specific requirements. Check with the
clearinghouse to determine requirements.

Use this field... Todo this...

Account Number Recommended [ ] Leave Blank

*User ID Site specific [ | Enter FileTransfer (provided by your
implementation or support analyst)

URL Enter https://edi.idxasp.com/XMLFile Transfer

TimeZone Site specific [ | Select the time zone for your site

Timeout Recommended - Enter 60

4. Click OK to save your changes and return to the Edit Clearinghouse Settings window.

Set up File Processor
Perform this procedure to select the patient payment remit posting parameters.

Prerequisites
= “Select PatientPaymentAutoPost and access the Edit Clearinghouse Settings window” .

To set up File Processor

1.0n the File Transmission/Processing tab of the Edit Clearinghouse Settings window
under Plug-ins then File Processor section, select PatientPaymentAutoPost File
Processor from the File Processor dropdown list.

2. Click Settings.
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The Payment Auto Post File Processing Settings window displays.

Payment Auto Post File Processing Settings -

Apply Payments Type | Alow Credit Balance v
Limit Visits ToCompany @ True O False
Batch/File Level Process @ True (O False

Mote: The payment instrument details shall not be posted to the
payment records,

_UﬁrJ | Cancel |

3. Complete the fields using the following criteria:

* [ indicates an entry or selection in this field or row is required.
Recommended [ indicates the suggested setting for
PatientPaymentAutoPost.

Site specific [ indicates site specifications.

Clearinghouse specific (1 indicates clearinghouse-specific requirements. Check with the
clearinghouse to determine requirements.

Use this field... Todo this...

*Apply Payment Type Site specific [ | Select payment mode to apply payment Allow
Credit Balance or Don’t Allow Credit Balance

Allow Credit Balance: This would select all claims for a specific
guarantor that have personal balances. Payments would be
applied beginning with the claims with the oldest DOS. The plug-in
will continue paying claims with patient balances until the payment
amount is exhausted. If a patient payment amount still remains
unapplied and there are no more claims with patient balances,
then the residual patient paid amount will be applied to the last
procedure paid and put the claim in an overpaid status. If no
claims are identified with a patient balance, then no amount will be
posted, and the amount will be reported in the Unapplied section
of the log report in EDI Response Management.

Don’t Allow Credit Balance: This would select all charges for a
specific guarantor that have personal balances. Payments would
be applied beginning with the claims with the oldest DOS. The
plug-in will continue paying claims until the payment amount is
exhausted. If a patient payment amount still remains unapplied
and there are no more claims with patient balances, then the
residual amount will be reported in the Unapplied section of the
log file in EDI Response Management. If no claims are identified
with a patient balance, then no amount will be posted, and the
amount will be reported in the Unapplied section of the log report
in EDI Response Management.
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*Limit Visits to Company  Site specific [| Select True or False

When payments are captured in the Smart Pay website, be it from the
patient portal, the office back end portal, the IVR or lock box, the company
associated to the statement identified to be paid will be included in the
patient payment file. Payments that are auto posted from this file, can be
applied to claims in the application that are outstanding for that company.
Or, in the case that the practice has multiple companies setup in the
application and patients are all shared among them, then if the practice
decides to, you can have the payment apply to ANY visit for that guarantor
that has an outstanding patient balance.

True - Limits the selection of visits that the patient payments can
be applied to, to a specific company which is mentioned under H1
segment of patient payment file.

False — Any visit for a guarantor with a patient balance
outstanding, regardless of the company associate with it, will be
eligible to have a payment applied to it. However, all things being
equal, if one of the two visits are associated to the company that
the payment is intended for in the payment file then that visit will
be favored for payment over the other. Preference would be given
to the company ID in the patient payment file, then to all other
visits by oldest date of service first.

*Batch/File Level Process Site specific L] Select True or False

Traditionally, when posting patient payments each guarantor has its own
entry in a batch in transactions management. Every payment transaction
that is successfully processed by the plug in will have a guarantor entry in
the batch allowing users to track the successfully posted payments. These
might show fully applied or some Unapplied funds; Unapplied might occur
because of patient making an over payment and the setting to apply
payment type is set to Don’t allow credit balances or there are no claims with
patient balances outstanding. However, there can also be a situation where
the guarantor ID returned in the patient payment file could not find a match in
the application e.g. QuickPay entries are manually entered and typos could
occur. If that is the case, then these would only appear in the log file. Only
entries where valid guarantors are found would show up in the batch. If a
user does not follow the recommended workflow and find the unapplied
funds in the log file, the batch could end up getting closed without accounting
for all the unapplied funds.

Therefore, we are including the option to create a batch entry at the file level.
This is similar to how Electronic Remittance Advices (ERA) files are
processed.

) Transaction Management - 1
File Edit View Options Help

BeELSS PELOVREE B 8
LY

)
@
3

Payment | Adjustme Transfer # of tems Document #

Un-applied Funds

W | Unapplied file 1 [ 10/16/2019] 1071672013

800.00 0.00 0.00 200.00 1
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In this case the Payer is the Patient Payment file name that was processed. There would be one line for
all the transactions in that file. Users could drill into that line to see the claims that payments were
applied to. Additionally, we are now able to record the posted amount and compare that to the paid
amount for the file.

If there were any funds that were not applied the payment poster would now be required to reconcile the
unapplied funds before they could close their batch.

Also, since the payment method is captured for the file as a whole, there will be a need for the EDI
clearinghouse to split the patient payment file out by payment type in order to record a correct value for
the collection of payments in that batch.

For instance, here is a screen shot of the Payment Entry screen. In this example there is only one place
to indicate that the method of payment to all the entries in this batch is Check. In the case of an ERA file,
there is one check number for multiple claim payments. However, in the case of patient payments, each
guarantor would typically have a unique check number. Since there is only one spot for a check number
and since each guarantor would have their own check number, we are unable to enter a check number
here as it would not apply to all the payments in the same file. Therefore, if we select this option, we
could still know that the payment was a check but we would not be able to record the check number.

L

File Edit View Options Help

BOCEES PHL2OAOREF »B s 5@

0
Source nswance (@) Patient Deposit Date [101672019
Limit visits to company lan ] Payment Information
Batch paman [ Amount [ 1oo0.00]
Ticket # [ ] AmountRemaiing 20000
Gustantor [3) Metho [heek ]
Patient [ v cheks ]
Wisit Al ® Unpaid ’—vH | Account # ]
Payer Inapplied file 1 DL# 1]

Check Date 10/16/2013

Visit

Here are the Pros and Cons for each method:
Posting by Guarantor;
Pro: All the details of the payment are kept.
The name of the payer is the guarantor's name.
Con: Unapplied funds may not show up in the batch details and the batch could be closed without
accounting for all the payments.
Posting at a File level:

Pro: Total file payment and amount posted are recorded in the batch details ensuring that the batch
cannot be closed until all unapplied funds are accounted for.

Con: The payment file will need to be split by payment type in order to enter valid information in
payment entry record. However, some payment method data will be lost as it would not necessarily
apply to all the payments in the same batch: i.e. Check number, Credit Card number.

True - payment process will happen based on batch/file level process.

False - payment process will be based on guarantors and not at batch/file level
process.

Note: The total payment for the file is not always tracked in the batch, so there could be
unapplied funds that can only be identified from reviewing the posting results log file.
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4. Click OK to save your changes and return to the Edit Clearinghouse Settings window.
5. Click OK to close the Edit Clearinghouse Settings window.

6. Click Close to close the Find Clearinghouse window.

7.Click OK to return to the Administration - Application window.

Patient Payment Auto Post Workflow

1. Login to the athenaPractice client.

2. From the main menu, click the EDI Response Management button.
EDI Response Management Criteria window displays

EDI Response Management Criteria
File Mame I
Clearinghouse I PatientP ayrmentautoPost ;I
Date Received From |04/12/2015 To [ /7

Short D escription I

Long Dezscription

Search for files containing the following text:

 Processzed Status

¥ Processed without errors W Processed with erors W Mot Pracessed

[T Include Archived

Resat I ak I Cancel |

3. From Clearinghouse field, select PatientPaymentAutoPost.

4. Enter date received, then click OK.
EDI Response Management window displays

5. Click the Retrieve button to get the PatientPayment file from the server.
Message appear stating transmission successful.

Note: If transmission failed where there were no files in the server, a message file will
download and appear in the EDI Response Management window.
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(S EDI Response Management - 1 - | @ [

file Edit View Options Help

Bk S BEELAOR P BT R

& m|
(]

&R

Hame Clearinghouse | DaterTime Received| Processed Status | Short Description Long Description File Status | Date Archived | Archived By Date Processed | Processed By

W | MSGD1910161617.1 PatientPaymentAutof] 10/16/2019 16:17:02 | Not Pracessed | Download Response Messasd Download Response Messasd Active

) [ ] [ ] e ]

Select the file, right-click, and click View.
The file open.

] MSGD1910161617 - Notepad
File Edit Format View Help

he/16/2019 4:17:02 PM

Message Code : 8 -
Message Description : No new files available to download
Message Type : A -

6. If there was a file that was successfully retrieved, you'll see a successful transmission
message. Close the successful transmission message window, click the Refresh button.
PatientPayment file appear with “Not Processed” status

7. Select the PatientPayment file, click Process button.
8. Click Yes to message box “Are you sure you want to process the checked report files?”
9. Click OK to message box “Please select a batch for patient payment auto post.”

10. From Find Batch window, create a new batch or select an existing batch.
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[ El[El][E]FEIRH[T LK IMNE]FIRIFISTLMWEIYIE [ seach |

Name | | Status
Date of Entry v Open
From I ’/ JTn I il

LClear

<

[]5et as default
| New.. || Edt. || Delete.. | | ege | | ok || cancel |

Note: for multiple PatientPayment files process at the same time, a batch file will
need to be created for each PatientPayment file.

11. Click OK on the Find Batch window.

12. Click OK to message “Payment processing completed for selected file(s).”
Note: If the payment processed failed, see Troubleshooting section.
EDI Response Management window displays
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Verify PatientPayment file appeared with status “Processed Without Errors.”

File Edit View Options Help

BeE ks PELRO - E & B sl ¥ B

7th ] PatientPapmentiutoPost | 06/07/2019 13:25:00 | Proce: ithaut Errors | Patient Payment File | Patient Papment on Friday, June 07, 2019 1:9 Active
[T Payment_File_Test_7th PatientPapmentdutoPost  0B/07/201313:26:52 Mot Processed Patient Payment Log File Patient Papment Log File Active
[~ Payment_File_Test_7th_ PatientPaymentdutoPost  0B/07/201913:26:58 Mot Processed Patient Payprnent Lag File Patiert Payment Lag File Active
< | |
| Export ‘ | Dielete | ‘ Airchive | ‘ Betrieve | | Progess b
Done hwinstan g &= 935 PM 4

a o
1=
‘ Hame Clearinghouse Date/Time Received| Processed Status Short Description Long Description File Status Date /

[ Payment_File_Test_7th_ PatientPapmenthutoPost  0B/07/2013 13:06:00  Frocessed Without Errors  Patient Payment File Patient Papment on Friday, June 07, 2013 12 Active
[T Payment_File_Test_7th. PatientPaymentdutoPost  06/07/201913:08:00  Processed Without Errors Patient Payment File Patient Papmert on Friday, June 07, 2019 1.0 Active
[ Payment_File_Test_7th_ PatientPaymentsutoPost  0B/07/201913:0917 Mot Processed Fatient Papment Log File Patient Papment Log File Active
[~ Payment_File_Test_7th. PatientPaymentdutoPost  0B/07/201913:20:18 Mot Processed Patient Payprnent Lag File Patiert Payment Lag File Active
[ Payment_File_Test_7th_ PatientPapmenthutoPost  0B/07/2019 132300 Processed Without Errors Patient Payment File Patient Papment on Friday, June 07, 2018 1:2 Active
[~ Payment_File_Test_7th. PatientPaymentdutoPost  0B/07/201913:23:49 Mot Processed Patient Payprnent Lag File Patiert Payment Lag File Active
-

Payment_File_Test_7th  PatientPaymentutoFost  06/07/201913:25:00  Processed Without Erors Patient Payment File Patient Fayment on Friday, June 07, 2013 1:2 Active

14.
15.

16.

17.

18.

19.

20.

Click Close button.

From the main menu screen, click on Transaction Management.
Transaction Management Criteria screen displays

In the Batch field, click on binocular icon.
Find Batch screen displays

Find the batch file, select the batch in the grid, and click OK.
Transaction Management Criteria screen displays

Verify the batch appear in the Batch field and click OK.
Transaction Management screen displays

Double click on the batch file and verify the payment got posted correctly.

Note: Payments will be applied to visits First-in, First-out... meaning that the oldest claims
with patient balances are identified first for payment. If the payment amount is larger than the
amount paid on the first claim, then next claim for that guarantor with a patient balance will be
identified for payments.

Another way to check the payment is go to the PatientPayment file (right click on the file in
step 13 and click View), open it using Notepad or Notepad++ view the data and compare
back to here to make sure they are posting correctly. If you are familiar with posting ERA
files, this would be the equivalent of using your EOB to verify that all the payments posted
correctly.
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] { PatartPaywact_10 ¥ 0% [

>
(os]
(@}
o
Im
I
I

The format for PatientPayment file is as follows:

A - Guarantor ID

B - Paid amount (assumed decimal for last 2 digits)

C - Guarantor Name

D - Client short name and Paid Service ID (company or provider ID depending if statements
are generated by company or provider)

E - Payment Method

F - Check or Credit Card number

G - Payment Type (PER regular payment, PRE prepayment (deposits), COP Copay)

21. Close the PatientPayment file.
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File Level and Guarantor Batch Workflows

File Level Batch

1. If Batch/File Process is set to True in Payment Auto Post File Process Settings window in
Administration. Note: this setting requires that the payment file be split by payment type. If you are
to create a batch at the file level, the file must be all for the same payment type. Contact your EDI
Implementation specialist to have the files setup to split by payment type.

2. Login to the athenaPractice client.

3. From the main menu window, click the EDI Response Management button.
EDI Response Management Criteria window displays

File Mame I
Clearinghousze I PatientPaymentsutoP ost LI
Date Recsived From [04/12/2019 To |44

Short D escription I

Long Description

Search for filez containing the following text:

 Processed Status

W Processed without errars W Processed with enors W Mat Processed

I Include Archived

Reset I Qk I Cancel

4. Enter date received, then click OK.
EDI Response Management window displays

5. Click the Retrieve button.
Find Clearinghouse window displays

6. Search for the PatientPaymentAutoPost Plug in and select it.

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com

31



PatientPaymentAutoPost EDI plug-in Installation and Setup Guide

(a)[8)(clo) [E]lF]le] il (K] [LIMinfioliplalR]is|T]ufviwiXI[Y]iz] | Search

Cleatinghouse | |

[ ] Show Inactive Clearinghouses

Centricity Solutiors Practice Management
CentricityRTE Solutions Practice Management
ETactics &ll Clinics Solutions Practice Management
Expressbill ‘WFM W aters Family Medicine
Generic E-Statements

PatientPaymentautoPost 14 " HealthCare

7. Click OK
Message window appear stating transmission successful.

8. Click the Refresh button.
PatientPayment file appear with “Not Processed” status

| e gun :
|® & @ & L0 nEP BT R
e, &3

o

[ HSGDISIOEIMATHT

Proces Mmuq Mumm

[ HEGUTF 061951 TET PatiendPsymaniiioPost 110572019 125117 | Mot Processed Upioad Azsporae Message  Uplosd Rierponte Meanage | Active

[ HEG0IF 1061951 TET FaierdPsymaniiydnPost 11052019 1351:18 Mot Procesced Dsnibond Response Messar Downlosd Responss Messasg Active
3001 | FaserdPavmanizignfor] 1 5 205300 | Mot Procaros

< - 1 >

(B [ e [ romwe | [ Boewe |[ P |
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9. Select the PatientPayment file, click Process button.
10. Click Yes to message box “Are you sure you want to process the checked report files?”
11. Click OK to message box “Please select a batch for patient payment auto post.”

12. From Find Batch window, create a new batch or select an existing batch.

¥
-

[a][B][c][o] €] (F] ] [R] ][] ] L] Ml N][0] (P @] [R] [s] (7] ] [v] i [<][¥] 2] Search
Mame l ‘ Status
Date of Entry

<D

[[]Set as defaul
[ New.. | [ Edt. | [Delete. | | Herge | [ ok ][ cancel |

13. Click OK on the Find Batch window.

14. Click OK to message “Payment processing completed for selected file(s).”
EDI Response Management window displays

15. Click the Refresh button.
Log file appear

Note: If you have an amount that is unapplied, you must go to the log file and reconcile it
manually.

16. Select the log file, right click, and select View.
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Log file displays

E Unapplied file 1.20191016_log - Notepad
File Edit Format View Help

kﬁur‘rent Date: Wednesday, October 16, 2019

Parsing status : Successful!

Processed File: Unapplied file 1 Payment Process Batch MName : pawan

Company Details : WFM 32  Limit Visit To Company : False Batch/File Level Process : True

e e T

*** Ticket Number : LRE@3120 Guarantor Id : 13853

Payment Status : Payment record processed successfully.

Guarantor Id : 13853 Guarantor Name : guadalupe dubord

Check # : 88723642364897 Card # z Process Date : 10/16/2019 Payment Mode
Service Date : 18/16/2019 PaymentType 1 'COP: Payment Processing Type : Quickpay

Total Paid Amount : $1000.00 Applied Amount : $800.00 Unapplied Amount : $200.00

Excess Credit Amount : $200.00 I

Transaction Type : Payment

e L L R Applied Payment details------------mrecmomc e SERARRRNY
e e T o et St Lo e A by S END G e e s s e e s e RO
R * Transactions Summary as on 10/16/2019 7:20:42 PMr==xsscwsmsaas

Total Amount in File : $1600

=xxxxx Payment Transactions *®*xx=

17. Click Close button.

18. From the main menu screen, click on Transaction Management.

Transaction Management Criteria window displays

19. In the Batch field, click on binocular icon.

Find Batch screen window displays

20. Find the batch file, select the batch in the grid, and click OK.

Transaction Management Criteria window displays

21. Verify the batch appear in the Batch field and click OK.
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Transaction Management screen displays

File Edit View Options Help

PatientPaymentAutoPost EDI plug-in Installation and Setup Guide

Unapplied fils 1 | pawan

BO006sS PESC OSSR & B sl =
a o

Patient

800.00

Payment Entry... Delete | Move

22. Double click on the batch file and verify Payer show batch file level.

Payment Entry window displays

0.00

File Edit View Options Help

=l

BECELES PELCYR &R & B
ICI
Source () Insurance  (®) Patient Deposit Date
Limit visks to company (ol v Payme
Batch paven A Amount
Ticket # [ 1 AmountRemaring
Gt [ A Method
pae o
Vit Oal @umpaid [ ][] Accountt
P [Unsppiedfiet — v| pL#
Check Date
Visk
Responsible Provider
Facility
Company

LROD3120 | sato, surelia E | 13442

Free [

10/16/2019

nt Information

1000.00
200.00
10/16/218

1 0.00

1000

Patient Balance Deposit
Insuiance Balance
Total Balance
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Another way to check the payment and updated balance is go to the PatientPayment file, open it using
Notepad or Notepad++ and view the data and compare back to here to make sure they are posting
correctly.

Guarantor Level Batch

1. If Batch/File Process is set to False in Payment Auto Post File Process Settings window in
Administration.

2. Follow the same steps as above to retrieve the charges and process the file (steps 2 to 13).

3. Click the Refresh button.

L EDI Response Management - 1 -|a -
File Edit View Options Help
BeEts PELO O EE & B si ¥ B
e 2
w | MSGD1910161617.TXT | PatientPaymentAvuto] 10/16/2013 16:17.02 | Not Processed | Download Response Messasd Download Response Messasd Active
[~ Unapplied file 1 PatientPagmentautol 10/16/201919:19:00  Processed Without Errors Patient Payment File Patient Pagment on Wednesd: Active 10/16/2019
[~ Unapplied file 1_20191016_log.txt PatientPapmentautol 10/16/201919:20:42  Not Processed Patient Payment Log File Patient Papment Log File Active 10/16/2019
[~ Unapplied at guarantor level file 1 PatientPapmentautof 10/16/201919:37.00 Processed Without Errors Patient Payment File Patient Pagment on Wednesd: Active 1041672019
[ Unapplied at guarantor leve file 17201%1 E_logtst PatientPaymentAutof 10/16/201315:37:30 - Not Processed Patient Payment Log File Patient Pagment Log File Active 10/16/2013
< m >
Delete H e | Eetne"H:' ‘

4. Select the log file, right click and select View.
Note: Review the unapplied payments for manual reconciliation before you close the file.
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Log file display

wj remit-patpay-KxX-052119-008_20191107_log - Notepad
File Edit Format View Help
turrent Date: Thursday, November 7, 2819

Parsing status : Successful!
Processed File: remit-patpay-XXX-852119-883 Payment Process Batch Name : Duncan_208191187
Company Details : WFM 32 Limit Visit To Company : False Batch/File Level Process : False

A Unapplied Payment details-------------—---- "o AR
=** Ticket MNumber : LRE@311 Guarantor Id : 13193

Payment Status : Failed in payment process : Incorrect guarantor/ticket details.

Guarantor Id : 13193 Guarantor Name : elise allebach

Check # : Card # : Process Date : 11/87/20819 Payment Mode : CASH
Service Date : 1@/e3/2019 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $120.00 Applied Amount : %$6.08 Unapplied Amount : $126.00

Transaction Type : Payment

A e Applied Payment details--------coommmmmmm E AR
**%* Ticket Number : LREB3118 Guarantor Id : 13193

Payment Status : Payment record processed successfully.

Guarantor Id ;13193 Guarantor Mame : elise allebach

Check # : Card # : Process Date : 11/87/2819 Payment Mode : CASH
Service Date : 1@/e3/2019 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $98.88 Applied Amount : $98.68 Unapplied Amount : $8.08

Transaction Type : Payment

28

==* Ticket MNumber : LRE@31186 Guarantor Id : 13193

Payment Status : Payment record processed successfully.

Guarantor Id ;13193 Guarantor Name : elise allebach

Check # : Card # : Process Date : 11/87/2019 Payment Mode : CASH
Service Date : 1e/e3/2019 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $8060.60 Applied Amount : $£860.00 Unapplied Amount : $0.80

Transaction Type : Payment
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==* Ticket Number | : WMT@82854 Guarantor Id : 17818

Payment Status : Payment record processed successfully.

Guarantor Id : 17818 Guarantor Name : guadalupe markowski

Check # : Card # : 9988 Process Date : 11/87/2619 Payment Mode : VSA
Service Date : B9/89/2819 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $50.88 Applied Amount : $58.88 Unapplied Amount : $08.80

Transaction Type : Payment

==* Ticket Number : WMT@82854 Guarantor Id : 17818

Payment Status : Payment record processed successfully.

Guarantor Id : 17818 Guarantor Name : guadalupe markowski

Check # : Card # : 2233 Process Date : 11/87/2619 Payment Mode : VSA
Service Date : B9/89/2819 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $50.88 Applied Amount : $58.88 Unapplied Amount : $08.80

Transaction Type : Payment

==* Ticket Number : WF@18482 Guarantor Id : 3296

Payment Status : Payment record processed successfully.

Guarantor Id 1 3296 Guarantor Name : liana forck

Check # : 264745 Card # : Process Date : 11/87/2819 Payment Mode : CHK
Service Date : 18/87/2819 PaymentType : PER Payment Processing Type : Quickpay

Total Paid Amount : $20.88 Applied Amount : $20.88 Unapplied Amount : $08.80

Transaction Type : Payment

#*#*% Ticket Number : WFB18482 Guarantor Id : 3296

Payment Status : Payment record processed successfully.

Guarantor Id 1 3296 Guarantor Name : liana forck

Check # : 124587 Card # : Process Date : 11/87/2819 Payment Mode : CHK
Service Date : 1e/87/2819 PaymentType : PER Payment Processing Type : Quickpay

Total Paid Amount : $20.00 Applied Amount : $20.88 Unapplied Amount : $0.00

Transaction Type : Payment

2 8 END 28 82

FxxExx® Transactions Summary as on 11/7/2019 8§:56:45 PM#==s=ssrimssis

Total Amount in File : $115@

Total Amount Unapplied : $120.00

Total Amount Applied : $1030.00
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. Click Close button. Note: Before you close the log file, we suggest checking for unapplied
payments for manual reconciliation.

. From the main menu screen, click on Transaction Management.
Transaction Management Criteria screen display

. In the Batch field, click on binocular icon
Find Batch screen appear

. Find the batch file, select the batch in the grid, and click OK
Transaction Management Criteria screen appear

. Verify the batch appear in the Batch field and click OK
Transaction Management screen display

0, Transaction Management - 1
File Edit View Options Help
EEEIREEI FLS L I FITEL:
e o
| Payer | Baten | source | Pay [ Agj [ T | un-applied Funds # of temd Document # | Date | Deposit Date]
[ alebach, elise Duncan_20191107 Patient -304.65 0.00 0.00 -1695.35 5 10/03/2019
[T allebach, elise Duncan_20191107 Patient 90.00 0.00 0.00 0.00 1 10/03/2019
[~ allebach, elise Duncan_20191107 Patient 165.00 0.00 0.00 0.00 1 10/03/2019
| Duncan_20191107 . . . 1 [RGEEE]
[ forck, lia Duncan_20191107 Patient 20.00 0.00 0.00 0.00 1 264745 10/07/2019 10/07/2019
[T ftorck, liana Duncan_20191107 Patient 2000 0.00 0.00 0.00 1 124587 10/07/2019 10/07/2019
[ markowski, guadalupe Duncan_20191107 Patient 50.00 0.00 0.00 0.00 1 9988 09/09/2019 09/09/2019
[~ markoweski, guadalupe Duncan_20191107 Patient 50.00 0.00 0.00 0.00 1 2233 09/09/2019 09/09/2019
Total 890.35 0.00 0.00 -1695.35 12
Payment Entry... ‘ | Delete M
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10. Double click on the batch file and verify payer show guarantor.
b Payment Entry - 11

File Edit View Options Help

BeE&LSsS PELOQ R EE B sl &

0

Source nsurance Patient Deposit Date 10/03/219 \\

Limit visits to company [gll] v ‘ Payment Infoimation

Baich Bircarn aooni67[#) Amount [ so0ng

Ticket & I: Amount Remaining 0.00

Guarantor i@ Method ":‘33"7"

Patient [—V}E Amount Tendered 0.00

vt OM @uUnpsid | ~|[ | ChangeDue 0.00

Payer allebach, elise
Visit
Responsible Provider Patient Balance Depasit
Facility Insurance Balance

Company Total Balance

Ticket # Patient Patient ID Payment Adjustment Transfer Payer Visit Date| Patient Balance | Insurance Balanc| Total
LROD3110 lacewell, mercedes | 8802 800.00 allebach, efise 10/03/201{ -830.00 0.00 -830.00

[ Atosoply |[ New. |[ Mooty || Deete | T | [

11. Another way to check the payment and updated balance is go to the PatientPayment file, open
it using Notepad or Notepad++ view the data and compare back to here to make sure they are

posting correctly.

Deposit Workflows

Prepay type with date of service or ticket number

Deposits occur in athenaPractice when a payment needs to be recorded but there are no charges to
post against, at this time. For instance, a patient might be seen for an office visit and upon checking
out they could make a copayment. Or a patient may schedule a procedure for a later time and may
want to put a deposit ahead of time. In either case, there may not yet be any procedure to post
against. Deposits may be recorded by the practice, using the Smart Pay website, by identifying the
transaction type of Pre-Payment and including the visit ticket number that we want to apply the deposit

to.

eCashiering | Accept Payment | Account Payment

Select Accounts for this Payment [ Q, search for Accounts
Name Account Number Sub Account Number Service Date Payment Amount
6)  Edwin G Smith 9874 123456 ] S0
Payment Type1 Amount Due: $40.00
Fre-Payment -

Total Payment Amount: $40.00
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This is what the field labels mean: Name = Guarantor's Name, Account Number = Guarantor’s ID, Sub
Account Number = Ticket number we want the deposit to be applied to, Payment Type field select Pre-
Payment for a deposit. When the payment file comes back to processed in athenaPractice, with the
type of Pre-Payment and the Ticket number supplied, the deposit will be posted if at the time of
posting there are still no procedures entered on the visit. If procedures are added to the visit between
the time the payment is recorded on the website and when the payment file is received and
processed, the payment will be applied like a regular payment to that visit, instead of a deposit.

Deposits, at this time will need to have ticket number in order to post. If no ticket number exists for the
visit, then the funds will be unassigned. Also, if there is a ticket number but the type is not Pre-
Payment, then the funds will attempt to pay that specific visit. If there are no charges it will not post as

a deposit but instead be unapplied for manual posting.

Lastly, if there are charges waiting to be retrieved from the application a deposit will not be taken as
that will permanently discard the retrieval data. The transaction will also go to unapplied.

1. Follow the same steps as above to retrieve the charges and process the file (steps 2 to 13).

2. Click the Refresh button
Log file appear

3. Select the log file, right click, and select View.

| Hame

| Clearinghouse | Date/Time Ihuwcd{ Processed Status

Short Description

Long Description File Status

SuperBilTicketTest
SuperBilTicketTest_20131009_log t«t
SuperBilTicketTest COP

PatientPaymentautof 10/09/201913:15:00
PatientPaymentautof 10/09/2018 13:17:34
PatientPaymentéautof 10/09/2013 15:09:.00
SuperBilTicketTest COP_20131003_log txt PatientPaymentéutol 10/09/2019 15:10:01
Bick Scenario Deposit 1 - Copy PatientPaymentautof 10/09/2019 16:46:00
Bick Scenario Deposit 1 - Copy_20191009_log.txt PatientPaymentéutof 10/09/2019 16:43:49
Bick Scenario Deposit 2 - Copy PatientPaymentautof 10/09/2013 16:52.00
Bick Scenario Depasit 2 - Copy_20191009_log.txt PatientPaymentautol 10/09/2019 16:52:46
Bick Scenario Refund 1 - Copy PatientPaymentautol 10/09/2019 17:34:00

Bick Scenario Refund 1 - Copy_20191003_log tst PatientPaymentautof 10/09/2018 17:34:32
Bick Scenario Depasit 1
o | Bick Scenario Deposit 1

minininininininininis)

PatientPaymentautof 10/09/2018 18:38:00

View Errors

[ Betrieve I

= |

| PatientPaymentautol] 10/09/2019 18:42:24 | Not Processed

Processed Without Erors Patient Payment File
Mot Processed Patient Payment Log File
Processed Without Enors Patient Payment File
Mot Processed Patient Payment Log File
Processed Without Erors Patient Payment File
Mot Processed Patient Payment Log File
Processed Without Eriors Patient Payment File
Not Processed Patient Payment Log File
Processed Without Enors Patient Payment File
Mot Processed Patient Payment Log File
Processed Without Erors Patient Paument File
| Patient Payment Log File

4. In the Log file, verify the information like Applied Payment details.
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Patient Pagment Log File Active
Patient Payment on ‘Wednesd: Active
Patient Payment Log File Active
Patient Papment onWednesd: Active
Patient Payment Log File Active
Patient Payment on'‘Wednesd: Active
Patient Pagment Log File Active
Patient Payment on ‘Wednesd: Active
Patient Payment Log File Active
Patient Payment on‘Wednesd: Active
| Patient Payment Log File | Active
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| Bick Scenario Deposit 1_20191009_lag - Notepad — ]

File Edit Format View Help
Current Date: Wednesday, October 9, 20819

Parsing status : Successfull
Processed File: Bick Scenario Deposit 1 Payment Process Batch Name : Bick Demo 9th Oct
Company Details : WFM 32  Limit Visit To Company : False  Batch/File Level Process : True

e e Unapplied Payment details------------------c-cmommmo e b

Payment Status : Payment record processed successfully.

Guarantor Id : 13414 Guarantor Mame : jo abo

Check # : Card # : 9988 Process Date : 18/89/2819 Payment Mode : VSN
Service Date : 1e/e9/2019 PaymentType : PRE Payment Processing Type : Quickpay

Total Paid Amount : $50 Applied Amount : $5@ Unapplied Amount : $0

Transaction Type : Deposit

**% Ticket Number : DBB@4137 Guarantor Id : 13414

Payment Status : Payment record processed successfully.

Guarantor Id : 13414 Guarantor MName : jo abo

Check # : Card # : 9988 Process Date : 18/89/20819 Payment Mode : VSA
Service Date : 18/89/2019 PaymentType : PRE Payment Processing Type : Quickpay

Total Paid Amount : $50 Applied Amount : $50@ Unapplied Amount : $0

Transaction Type : Deposit

5. Another way to check the payment and updated balance is go to the PatientPayment file, open it
using Notepad or Notepad++ view the data and compare back to here to make sure they are
posting correctly.

File Edit Search View Encoding Language Settings Tools Macro Run Pluging Window ?

cHEHE LB D e ag|xxBR| ST ERERes| @ N WEB
B Bick Scenano Depost 2 (3 L—'iw&ambwwmhmmw|-ma]ﬂmwmmTszn-a:w;3\ﬂmwmmmmmn-malnwwmmﬁzmww

1 m WM 32 EMOECH 20191005VSA

2 n 13414 D3004138 2015100%0000005000 abc jo Demo_7 VSA 9988PRE20191009

3 Pl 13414 DB004137 3201510090000005000 Ilba jo Demo_ 7 VSA 99E2PREZO19100%

4 T1000001000000000000020000000004

<| w
Normal text file length: 493 lines: 4 Ln:2 Col:46 Sel:0|0 Windows (CRLF)  UTF-2

Prepay type with no date of service or ticket number
1.Login to the client

2.From the main menu, click the EDI Response Management button.
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EDI Response Management Criteria window displays

EDI Response Management Criteria
File M ame I
Clearinghouse I PatientP ayrentiutaFast ;I
D ate Received From IEI4.-"‘I [ To I L

Short Dezcription I

Long Description

Search for files containing the following test:

 Processed Status

¥ Proceszed without errors W Processed with emors W Mot Proceszsed

[ Include Archived

Feset | (0] I Cancel

3. Enter date received, then click OK.
EDI Response Management window displays

4.Click the Retrieve button to get the PatientPayment file from the server.
Message appear stating transmission successful.

5.Click the Refresh button.
PatientPayment file appear with “Not Processed” status

6. Select the PatientPayment file, click Process button.

7.Click Yes to message box “Are you sure you want to process the checked report files?”
8.Click OK to message box “Please select a batch for patient payment auto post.”
9.From Find Batch window, create a new batch or select an existing batch

10. Click OK on the Find Batch window.

11. Click OK to message “Payment processing completed for selected file(s).”
EDI Response Management window displays

12. Click the Refresh button
Log file appear
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Seacription” File Status_ ||
Download Response Messasg Download Response Messasg Active

MSGD{}]]DIME‘I?TXT Not Processed

Unapplied file 1 PatientPapmentautef 10/16/201919: Processed Without Errors Patient Payment File Patient Payment on Wednesd: Active 10/16/2019
Unappilied file 1_20191016_log.tt PatientPaymentautol 10/16/2019 19:20: Not Processed Patient Payment Log File Patient Payment Log File Active 1071672019
Unapplied at guarantor level fle 1 PatientPaymenthutol 10/16/20131337:00 Processed Without Erors Patient Payment File Patient Paymert on Wednesd: Active 10/16/2019

Unapplied at guarantor level file 1_20131016_logt«t PatientPaymentautof 10/16/201318:
Deposit without ticket numbes PatientPapmentautof 10/16/2013

Not Processed Patient Payment Log File Fatient Payment Log File Active 10/16/2013
Processed Without Enrars Patient Papment Fil Patient P: it on Wednesd: Acti 10/16/2019
>atient Payment Lc atie Log File

<] " | >
" ]
Select the log file, right click and select View.

] Eport H Delete [

Archive ][ Retneve H Pro

Log file display

- DepositScenario0191018Jog-Notepad [=|o%
File Edit Format View Help

Current Date: Friday, October 18, 2019

Parsing status : Successfull|
Processed File: Deposit Scenario Payment Process Batch Name : Batch_ 201910818 881
Company Details : WFM 32 Limit Visit To Company : False Batch/File Level Process : False

e e Unapplied Payment details---------=--==----mmmmmm oo SEErELAES

**% Ticket Number : Guarantor Id : 13193

Payment Status : Failed in payment process : Unable to map visit in database for this (ClaimNumber/TicketNumber) and Service Date(DOS).

Guarantor Id : 13193 Guarantor Name : elise allebach

Check # : 88723642364891 Card # H Process Date : 10/18/2019 Payment Mode : CHK
Service Date : 10/18/2019 PaymentType : PRE Payment Processing Type : eCashiering

Total Paid Amount : $50.00 Applied Amount : $0.00 Unapplied Amount : $50.00

Transaction Type : Deposit

A
AR R _

*RExA%% Transactions Summary as on 10/18/2019 6:25:32 PM¥*#sdiiikrsiss
Total Amount in File : $5@
==xx%x Daposit Transactions **====

Total Deposit Unapplied : $50.00

Note: When there are multiple visits, the deposit will be applied to the most recent one.

13. Another way to check the payment and updated balance is go to the PatientPayment file, open it
using Notepad or Notepad++ view the data and compare back to here to make sure they are
posting correctly.
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g C:\Patient Payment Auto Post\Latest DRAFT Docs\Deposit Scenario - Notepad + + - O X
File Edit Search View Encoding Language Settings Tools Macro Run Plugins Window ? X
cHEHB G LE 4 b ey t%EEST1FINNE®|EEDBE
=l Deposit Seenario B2 |
1 H1 WFM 32 EMDEON 20191018CHK
2 Pl 13183 201910180000005000 allebach elise DEMO 7 CHK 88723642364891 PRE20191018 eCashiering
3 T1000000500000000000010000000001
< >
Normal text file length : 244 lines: 3 Ln:2 Col:79 Sel:0]|0 Windows (CRLF)  UTF-8 IN
Void or Refund on Electronic Transaction
Refunds will be applied as a Last-In/First-Out order, which is the reverse order of payments. If a file
contains payments and refunds, the payments will all be applied first, then the refunds will be applied.
1. Login to the client
2. From the main menu screen, click the Billing button, and go to Billing screen
Exte Guarantor Ticket# Visit  Entered  PatientID Patient Doctor Facility Company | Status VisitBalance  Total Deposit _ Visit Patient Bala _Description
No  dubord, guadalup[ LRO02112 10/0772019 10/07/2019 13442 sato, aureliaE  Rao PA-C, Sharat Linsday Regional Lindsay Regional In progress - Primary 0.00 0.00 0.00
No |dubord, guadalup[  LROD3113 10/07/2019 1007/2019 13442 sato, aureliaE  Rao PA-C, Sharat Linsday Regional Lindsay Regional In progress - Primary ~ 0.00 0.00 0.00
No  dubord, guadalup[~ LRO03115 1 9 10/07/2019 13442 sato, aurelia E  Rao PA-C. Sharat Linsday Regional Lindsay Regional In progress - Primary 0.00 0.00 0.00
No  dubord, guadalup[  LRO03114 10/07/2019 10/07/2019 14628 sato, gema Rao PA-C, Sharat Linsday Regional Lindsay Regional In progress - Primary  0.00 0.00 0.00
dubord guadalupn’_ LR002535 05/19/2010 05/24/2010 14628 sato, gema Rao PA-C. Sharat Linsday Regional Lindsay Regional Filed - Primary 80.00 0.00 0.00
e e e s A0 e Fon P Sy s i Eor g eberpmrer 20001000 00— S
No dubcrd guadaluur LRO02284 04/19/2010 047212010 13442 sato, aureliaE  Rao PA-C, Sharat Linsday Regional Lindsay Regional Paid 0.00 0.00 0.00
No  dubord, guadalups[  LR002600 05/19/2010 05/2472010 13442 sato. aurelia E  Rao PA-C, Sharat Linsday Regional Lindsay Regional Paid 0.00 0.00 0.00
No  |dubord, guadalupi[ |LRO03117 |10/09/2019 |10/09/2019 13442 sato, aurelia E | Rao PA-C, Sharat Linsday Regional WFM QOverpaid -10.00 0.00 10.00
< |
Total Insurance Patient Deposit
IAppmv:‘ |Cam:|lrrenl:y| ‘ Reliows Chisegies Visit Balances  90.00 80.00 10.00 0.00

3. From the main menu screen, click the EDI Response Management button.
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EDI Response Management Criteria window displays

EDI Response Management Criteria
File M ame I
Clearinghouse I PatientP ayrentiutaFast ;I
D ate Received From IEI4.-"‘I [ To I L

Short Dezcription I

Long Description

Search for files containing the following test:

 Processed Status

¥ Proceszed without errors W Processed with emors W Mot Proceszsed

[ Include Archived

Feset | (0] I Cancel |

. Enter date received, then click OK.

EDI Response Management window displays

. Click the Retrieve button to get the PatientPayment file from the server.

Message appear stating transmission successful.

. Click the Refresh button.

PatientPayment file appear with “Not Processed” status

. Select the PatientPayment file, click Process button.

. Click Yes to message box “Are you sure you want to process the checked report files?”
. Click OK to message box “Please select a batch for patient payment auto post.”

10.

From Find Batch window, create a new batch or select an existing batch

. Click OK on the Find Batch window.
12.

Click OK to message “Payment processing completed for selected file(s).”
EDI Response Management window displays

Click the Refresh button

Log file displays

Select the log file, right click, and click View.

In the log file, review the information Unapplied and Applied Payment details.
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mj remit-patpay-KxX-05211%-007_20191107_log - Motepad
File Edit Format View Help
turrent Date: Thursday, November 7, 2819

Parsing status : Successfull
Processed File: remit-patpay-XXX-852119-@87 Payment Process Batch Name : Duncan_28191187
Company Details : WFM 32 Limit Visit To Company : False  Batch/File Level Process : False

sk e ROR

B ettt Unapplied Payment details----------omommmmmmm
*=** Ticket Number : LRE©3123 Guarantor Id : 13193

Payment Status : Payment record processed successfully.

Guarantor Id : 13193 Guarantor Name : elise allebach

Check # : Card # : Process Date : 11/87/2819 Payment Mode : CASH
Service Date : 18/83/2019 PaymentType : CoP Payment Processing Type : eCashiering

Total Paid Amount : $-2000.00 Applied Amount : $0.08 Unapplied Amount : $-1695.35

Transaction Type : Refund

2 A

FEEREEEER e Applied Payment detsils----------------------oo
**% Ticket Number : LRBG3118 Guarantor Id : 13193

Payment Status : Payment record processed successfully.

Guarantor Id ¢ 13193 Guarantor Name : elise allebach

Check # : Card # : Process Date : 11/67/2819 Payment Mode : CASH
Service Date : le/e3/2019 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $165.080 Applied Amount : $165.00 Unapplied Amount : $8.60

Transaction Type : Payment

____________________________ oo _desERGRSOREOR _ _ o _________

*=*%* Ticket Number : LRE@3118 Guarantor Id : 13193

Payment Status : Payment record processed successfully.

Guarantor Id : 13193 Guarantor Name : elise allebach

Check # : Card # : Process Date : 11/67/2819 Payment Mode : CASH
Service Date : 18/83/2019 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $-20008.00 Applied Amount : $-160.80 Unapplied Amount : $08.08

Transaction Type : Refund

Note : Remaining balance either applied to next ticket or unapplied. Remaining balance amount is § : -1966.00

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com

47



1 835228 Guarantor Id : 13193
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Payment Status : Payment record processed successfully.

Guarantor Id : 13193 Guarantor Name : elise allebach

Check # : Card # : Process Date : 11/67/2819 Payment Mode : CASH
Service Date : 18/63/2019 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $-2000.00 Applied Amount : $-10.0@ Unapplied Amount : $@.80

Transaction Type : Refund

Note :

LRe@@31es Guarantor Id : 13193

*%* Ticket Number

Remaining balance either applied to next ticket or unapplied. Remaining balance amount is $ : -1890.88

Payment Status : Payment record processed successfully.

Guarantor Id 1 13193 Guarantor Name : elise allebach

Check # : Card # : Process Date : 11/67/2819 Payment Mode : CASH
Service Date : 18/83/2819 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $-20080.80 Applied Amount : $-111.80 Unapplied Amount : $8.80

Transaction Type : Refund

Note :

LRE83111 Guarantor Id : 13193

==* Ticket Number

Remaining balance either applied to next ticket or unapplied. Remaining balance amount is § : -1779.80

Payment 5tatus : Payment record processed successfully.

Guarantor Id : 13193 Guarantor Name : elise allebach

Check # : Card # : Process Date : 11/87/2819 Payment Mode : CASH
Service Date : 18/83/2819 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $-2000.00 Applied Amount : $-33.65 Unapplied Amount : $©.80

Transaction Type : Refund

Note :

Remaining balance either applied to next ticket or unapplied. Remaining balance amount is $ : -1745.35
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wEE Ficket Number : LREG3123 Guarantor Id : 13193

Payment Status : Payment record processed successfully.

Guarantor Id ;13193 Guarantor Name : elise allebach

Check # H Card # : Process Date : 11/87/2019 Payment Mode
Service Date : 1le/e3/2019 PaymentType : COP Payment Processing Type : eCashiering

Total Paid Amount : $-2080.00 Applied Amount : $-50.00 Unapplied Amount : $0.00

Transaction Type : Refund

Note : Remaining balance either applied to next ticket or unapplied. Remaining balance amount is § :

e e eRSCRSORMON®C_ _ o _______

Total Amount in File : $-1835

uuuuuu

Total Amount Unapplied : $0.00

Total Amount Applied : $165.80

Total Refund Unapplied : $-1695.35

Total Refund Applied : $-304.65

Close the log file.
Click Close button on EDI Response Management screen.

From the main menu screen, click on Transaction Management.
Transaction Management Criteria window displays

In the Batch field, click on binocular icon.
Find Batch screen displays

Find the batch file, select the batch in the grid, and click OK.
Transaction Management Criteria screen appear

Verify the batch appear in the Batch field and click OK.
Transaction Management screen display

Double click on the batch file
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File Edit View Options Help
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B0k PHSCORGE &+ 05 = B
a o9

= [ Duncan_20191107
[~ allebach, elise Duncan_20191107 Patient 165.00 0.00 0.00 0.00 1 10/03/2019
Total -13965 0.00 0.00 -1695.35 3
[ PaymectEnty.. ||  pelete  |[  wowe |
23. Review Payment Entry window

}File Edit View Options Help

Bel&khs BEELQOREE £ ST B

@ 9
Source Insurance (&) Patient Deposit Date
Limit visits to company Payment Information
Batch Duncan 20191107 [#8) Amount -2000,00
Ticket # [ ] AmcuntRemaiing 163535
P i
Vit Oal @umad | v|[ ] ChangeDue 000
Payer allebach, elise ‘
Visit
Responsible Provider Patient Balance Deposit
Facility Insurance Balance
Company Total Balance
Ticket # t Payment ‘ ! ‘
LROO3110 lacewell, meicedes | BB -100.00 0 allebach. elise 0
035228 lacewel, mercedes 9802 -10.00 0.00 0.00 allebach, elise 107147201t 0.00 125.00 125.00
LRO03108 lacewell, mercedes 8802 -111.00 0.00 0.00 allebach, elise 10/03/201! 0.00 0.00 0.00
LROO3111 lacewell. mercedes 8802 -3365 0.00 0.00 allebach, elise 10/03/201! 0.00 0.00 0.00
LRO03123 lacewel, mercedes 8802 -50.00 0.00 0.00 allebach, elise 10/24/201¢ 0.00 0.00 0.00
autofonly | [ New.. || Modry.. |[ Delete
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24. Another way to check the payment and updated balance is go to the PatientPayment file, open it

using Notepad or Notepad++ view the data and compare back to here to make sure they are
posting correctly.

Limit Visits to Company
1. Login to the client

2. If Limit Visits To Company is set to True in the Payment Auto Post File Processing Setting screen in
Administration module.

Payment Auto Post File Processing Settings -

Lpply Payments Type

Allow Credit Balance v
Limit Visits To Company (@) True ) False
Batch/File Level Process (@ True () False

Mote: The payment instrument details shall not be posted to the

payment records.
Ut | Cancel |

Note: If the setting to Limit Visits to Company equals True, then payment record of payment file

should get paid only to specific company, which is mentioned under H1 segment of
PatientPayment file.

From the main menu screen, click the Billing button, and view visit list. In the example below
where guarantor has multiple companies.

311 Arsenal Street Watertown, MA 02472« 617.402.1000 « athenahealth.com
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File E View Options Help
BoP&ks PELCOUEEE b= P
& Bpa@mdOH XG0

No |dubord, guadalup  LR0031

No |dubord, guad: a\up»r LR003115 1 Rao PA-C, Sharat Linsday Regional Lindsay Regional Medical Clinic In progress - Primary 0.00

sato, aurelia E

Exte Guarantor Ticket#  Visit Entered  Patient ID Patient Doctor Facility Company Status Visit Balance  Total Deposit  Visit Patient Bala De
No |dubord, guadalup|  LR0O03112 1 019 13442 sato, aureliz E  Rao PA-C, Sharat Linsday Regional Lindsay Regional Medical Clinic In progress - Primary 0.00 0.00 0.00
sato, aureliz E  Rao PA-C, Sharat Linsday Regional Lindsay Regional Medical Clinic In progress - Primary 0.0 0.00 0.00

0.00

7120 019
e s o 8 A e s e s e s e el e WQH

No | dubord, ;\_a\.a\upnr LR002535 05/19/2010 05/24/2010 14628 sato, gema Rao PA-C, Sharat Linsday Regloral Lindsay Regional Medical Clinic Filed - Primary
alup{[ | LRO02318 6 6 s

No |dubord, guadalups|  LR0O02284 04/19/2010 04/21/2010 13442 sato, aureliaE  Rao PA-C, Sharat Linsday Regional Lindsay Regional Medical Clinic Paid 0.00 0.00 0.00

No | dubord, guada\up.r LRO02600 05/19/72010 05/24/2010 13442 sato, aurelisE  Rao PAC, Sharathsda"Regmnal Lindsay Regional Medical Clinic Paid 0.00 0.00 0.00

No |du dalupd L 9 10/0972018 13442  |sato,awrelisE | Rao PA-C. Shara mal WM erpaid 1000 0.0 100

4 |

‘ Approve ‘ | Cunnnrmncy| ‘ Retrieve Charges Total Insurance Patient Deposit
Visit Balances  40.00 80.00 -40.00 50.00

3. From the main menu screen, click the EDI Response Management button.

EDI Response Management Criteria window displays

EDI Response Management Criteria
File: M ame I
Clearinghouse I PatientP aymentiutoP ozt LI
Date Received From |U4.-"1 22019 Ta I L

Short Dezcription I

Long Description

Search for files containing the following text:

 Processed Status

¥ Processed without errors W Processed with emors W Mot Processed

[ Include Archived

Feset | (0] I

Cancel |

. Enter date received, then click OK.
EDI Response Management window displays

. Click the Retrieve button to get the PatientPayment file from the server.
Message appear stating transmission successful.

. Click the Refresh button.
PatientPayment file appear with “Not Processed” status

7. Select the PatientPayment file, click Process button.

8. The message box “Are you sure you want to process the checked report files?” display. Click

Yes.

. Click OK to messag& ek Preadasaect 2 Bte At eP patfertpa) it Euto post.”
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10. From Find Batch window, create a new batch or select an existing batch.
11. Click OK on the Find Batch window.

Message window may appear stating “Failed in payment process: Guarantor does not belong to
this company. Hence transaction cannot be processed for this guarantor. 13853”

Processing: Report User Progress =

Failed in payment process : Guarantor does not belong to this company. Hence transaction cannot be
processed for this guarantm.1385%

Cancel

12. Click Cancel.
Message window may appear stating the following:

Report Processing User Critical Errors -

Failed in payn'%t process | Guarantor does not belong to this company. Hence transaction cannot be proc
Failed in payment process : Guarantor does not belong to this company, Hence transaction cannot be proc

Co ]

13. Click OK.
14. Click OK to message “Payment processing completed for selected file(s).”
15. EDI Response Management window displays

16. Click the Refresh button
Log file appear

17. Select the log file, right click, and click View.
18. In the log file, review the information Unapplied and Applied Payment details.
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) Scenario Refund 2. _log - Motepa, -
5 Refund 2_20197009_leg - Motepad o >
File Edit Format View Help

Processed File: Scenario Refund 2 Payment Process Batch Name : psmu 9th Oct
Company Details : WFM 32 Limit Visit To Company : True Batch/File Level Process : True

B e Unapplied Payment details------------—--comommmmm EREEREREE
*** Ticket Number : LRB82319 Guarantor Id : 13853

Payment Status : Failed in payment process : Guarantor does not belong to this company. Hence transaction cannot be processed for this guarantor.

Guarantor Id : 13853 Guarantor Name : guadalupe dubord

Check # : B8723642364897 Card # H Process Date : 18/69/2819 Payment Mode : CHK
Service Date : 18/@7/2819 PaymentType : COP Payment Processing Type : Quickpay

Total Paid Amount : $58 Applied Amount : $8 Unapplied Amount : $58

Transaction Type : Payment

*** Ticket Number : LR883113 Guarantor : 13853

Payment Status : Failed in payment process : Guarantor does not belong to this company. Hence transaction cannot be processed for this guarantor.

Guarantor Id : 13853 Guarantor Mame : guadalupe R dubord

Check # : B8723642364897 Card # H Process Date : 18/69/2819 Payment Mode : CHK
Service Date . 1e/e7/2e19 PaymentType : COP Payment Processing Type : Quickpay

Total Paid Amount : $-5@ Applied Amount : %8 Unapplied Amount : $-58

Transaction Type : Refund

**% Ticket Number : LREG3117 Guarantor Id : 13853

Payment Status : Failed in payment process : Guarantor does not have any visit to apply payment/refund/deposit.

Guarantor Id : 13853 Guarantor Mame : guadalupe R dubord

Check # : 88723642364897 Card # H Process Date : 18/69/20619 Payment Mode : CHK
Service Date . 1e/e7/2e19 PaymentType : COP Payment Processing Type : Quickpay

Total Paid Amount : $-3@ Applied Amount : %8 Unapplied Amount : $-28

Excess Refund Amount : $-28

Transaction Type : Refund

A Applied Payment details----------------o-omm AR AR
#*% Ticket Number : LR@@3117 Guarantor Id : 13853

Payment Status : Payment record processed successfully.

Guarantor Id : 13853 Guarantor MName : guadalupe R dubord

Check # 1 88723642364897 Card # : Process Date : 18/89/2019 Payment Mode : CHK
Service Date : 18/87/2019 PaymentType : COP Payment Processing Type : Quickpay

Total Paid Amount : $-38@ Applied Amount : $-18 Unapplied Amount : $0

Transaction Type : Refund

Note : Remaining balance either applied to next ticket or unapplied. Remaining balance amount is § : -28

wdoREEORBORE _ _ oo e ook o s o s o

Total Amount in File : $-38
Total Amount Unapplied : $58
Total Amount Applied : $8
Total Refund Unapplied : $-70
Total Refund Applied : $-10
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19. Close the log file.
20. Click Close button on EDI Response Management screen.

21. From the main menu screen, click on Transaction Management.
Transaction Management Criteria screen display

22. In the Batch field, click on binocular icon.
Find Batch screen appear

23. Find the batch file, select the batch in the grid, and click OK.
Transaction Management Criteria screen appear

24. Verify the batch appear in the Batch field and click OK.
Transaction Management screen displays
25. Double click on the batch file.

Edit View Options Help
BéEES PELOQORER £ Bus B
a o |
m | Bick Scenario Refund 2 | Bick Demo 3th Oct | Patient |
Total -10.00 0.00 0.00 -20.00 1
e —
Default Batch: Pawan_9th hwinston 8 & 7:32PM
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26. Review the information.

JFibe Edit View Options Help

BoEts PELQOREE »B sz B

PatientPaymentAutoPost EDI plug-in Installation and Setup Guide

172.16.130.132

@ o
Source Insutance  (®) Patient Deposit Date
Limit vists to company P i
Baich (Bick Dema Sth ct Amount
Ticket # [ ] AmountRemaing 2000
Pae P —
o e [ N S—
Payer Bick Scenaiio Refund 2 DL# 1
-
Visit
Responsible Provider Patient Balance Depc
Facility Insurance Balance
Company Total Balance
Ticket # Patient Transfer Payer Visit Date | Patient Balance | Insurance c| Total

sato, aurelia E

LROD3117

[ ooy [ New. |[ Modfy. |[ peee |

0.00 Bick Scenario Reful 10/03/2014 0.00

27. Another way to check the payment and updated balance is go to the PatientPayment file, open it
using Notepad or Notepad++ view the data and compare back to here to make sure they are

posting correctly.

@ *C:\Patient Payment Auto Post\Example files\Scenario Refund 2 - Notepad++

- O X

File Edit Search View Encoding language Settings Tools Macro Run Plugins Window 2 X
sHEHBLE LS 4 ko c a5 BRI FIROz e/ B =0 EE
.paﬁen(J)aymenLZ()lQlO]ﬁ %/ Scenano Refund 2 E:ll

1 HI1 WEM 32 EMDEON 20191009CHK

2 Pl 13853 LRO03113 20191009-000005000 dubord guadalupeRTEST 7 CHK 88723642364897 COP20191007 Quickpay

3 Pl 13853 LRO03117 20191009-000003000 dubord guadalupeRTEST 7 CHK 88723642364897 COP20191007 Quickpay

4 Pl 13853 LR002319 201910090000005000 dubord guadalupe TEST 7 CHK 88723642364897 COP20191007 ‘Quickpay

5 T100000-300000000000030000000007
< >
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Payment Processing Exception

There are issues that might occur during payment processing.

If you see this message...

Then...

After you created a batch,
you're prompted to refer
to log files for more
details because the
payment processing failed
for one or more
guarantor(s). Another
message may follow
displaying the incorrect
guarantor details
guarantor id, first and last
name.

Patient Payment log

There may be issues with guarantor information.

From EDI Response Management window,
open the Patient Payment log and look for
guarantor details under Unapplied Payment
details. There you will see the ticket number,
patient status, guarantor 1D, guarantor name,
process date, and other information. Note:
Anything under Unapplied Payment details
will need to be posted manually.

MjPayment_File_Test_30_May-01.txt_20190528_log.txt - Notepad

File Edit Formab View Help
icurrent Date: Thursday, may 30, 2019 :J
Parsing status : successfull
Processed File: Payment_File_Test_30 May-0l.txt Payment Process Batch mMame : anil_30_may
bbb Unapplied Payment details bbb
wws Ticket Wumber Guarantor Id : 18985
Payment Status : Failed in payment process : Excess credit balance.
Guarantor Id : 18985 Guarantor Wame : Patientl F Patientl L
chack # Card # : 9806 Process Date : 05/28/201% Payment Mode : VSA
service Date 1 05/28/2019 PaymentType : PER Paymant Processing Type : Quickpay
Total Paid Amount : $50 applied amount : $0 unapplied Amount : $50
Excess Credit Amount : $50
et vt
wws Ticket Wumber : POO15&7 Guarantor Id : 18%85
Payment Status : Failed in payment process : Excess credit balance.
Guarantor Id : 18985 Guarantor Wame : Patientl F Patientl L
chack # Card # : 9806 Process Date : 05/28/201% Payment Mode : VSA
service Date 1 05/28/2019 PaymentType : PER Paymant Processing Type : eCashiering
Total Paid Amount : $30 applied amount : $0 unapplied Amount : $30
Excess Credit Amount : $30
uuuuuuuuu
“““““““““ pplied Payment details U
win Ticket Wumber @ POOL56L Guarantaor Id : 17386
Payment Status @ Payment record processed successTully
Guarantar Id : 17986 Guarantor wame : EdiFirst2 EdiLastz
check # card # : 6806 Process Date : 05/28/2019 Payment Mode @ CASH
service pate 1 05/28/2019 PaymentType @ PER Payment Processing Type : eCashiering
Total Paid amount : $30 Applied amount @ $30 uUnapplied amount : $0
l et vt
uuuuuuuuu END )
“““““““ Payment Summary @ Wwwsswiwwwiew
Total Amount in File : $480
Total Amount Unapplied :  $390
Total amount Applied : %90
4| | L7
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Unapplied and Applied Payment details field descriptions on the Patient Payment log:

Payment Status: Will indicate if the payment posting was successful or if an error occurred. If there is an
error, there will be a reason message.

Guarantor Id: Id used to match from payment file to the application.

Ticket Number: Ticket number that the payment was applied to.

Guarantor Id: Guarantor ID number that was used to identify claims for patient payments.

Guarantor Name: Guarantor Name from payment file.

Check #: Check number if payment is using Check method

Card #: Last 4 digits of the Credit Card number if payment type is Credit Card.

Process Date: Date that the payment file was processed in EDI Response Management

Payment Mode: possible values are: Cash, Chk, CreditCard (If file is split by type but not by individual CC
company), Vsa (Visa), MCD (Master Card), AMX (American Express), DIS (Discover)

Service Date

Service Date: Service date from CHC payment portal

Payment Type: PER=Patient Balance, COP=Copay, POS=POS Collection, REP=Re Payment, COI=Co
Ins, TPY=Time Payment, COL=Collections, BDP=Bad Debt POS, DIS=PTPL 10% DISCOUNTPayment
Processing Type: IVR ,eLockBox, eCashiering, Patient Pay Online, Patient Pay Online- Quickpay

Total Paid Amount: amount that the guarantor paid and captured in Smart Pay.

Applied Amount: amount of the total paid amount which was applied to this ticket.

Unapplied Amount: total paid amount — Applied amount.

If you run into the following ... | Then...

If any feature of the plug-in Check that the ADOBE . dll library file is on
is not working. .. the client machine. If not found, you can
download it from Microsoft website. Install
the file or copy the dl| in the system
directory.

If there iz a mismatch in

deposit amount in Billing. . Run FixAgaregate - <database name=>
(e.g. EixAgaregate — Duncan) job.

1. Connect to SQL Sender Management
Studio

2. Go to SAL Server Agent and open Jobs
folder

3. Select FixAgaregate - <database

name>=, right click on it, and select Start
Job at Step....
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Getting Technical Support

If you require help, contact your Value Added Reseller or Services at 888-436-8491 or
online via theathenaFlex Customer Portal Cases page.

Register to access the athenaFlex Customer Portal
1. Go to the athenaFlex Customer Portal main page and click Register For An Account.

2. Fill out the registration form, including all required fields (*).

3. Check one ormore products in the list. (Select the product(s) you have licensed. At least one is
required.)

4. Click Register to request access.

You will receive an activation email approximately 24-48 hours later with instructions for
logging in. Youruser name will be the email address you chose when registering.

If you have questions or difficulty completing registration, contact Customer Service at
888-436-8491.

Join online communities
You can join online communities related to your product and features and view the latest
communications, product postings, and otherimplementation resources.
1. Log in to the athenFlex Customer Portal for your product, and then click Community.
2. UnderResources, select Available Communities

3. Select Join for communication threads you want to follow. Select Unjoin to stop following. You'll
receivea weekly digest email update when new items are posted to a community you joined.

4. To change how often to receive email updates, visit each joined community and click the Weekly
Digestemail icon the upper right comer. Then select a frequency: Weekly Digest (default),
Daily Digest, Every Post, or Limited.

5. Toview the latest communications online, log in and look under Recent Contentor select a
communityname.
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