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Overview

An unapplied credit is a patient payment that is entered into the system without being applied to a specific charge
with a patient balance.

Examples:

e Patient co-payments collected at check-in entered prior to the charges.
e Patient payments entered against charges that do not have a patient balance.

Setup
System Administrator - Security
Users entering unapplied credit transactions will need to have the following security access rights:

e Operations > Transactions > “Unapplied Payment Addition” = Yes

4= NextGen System Administrator
Fle Edt View Help

] Q RaS Enterprize :
-1-i3) RAS Healthcare Associates PC Genera

#F A/ & Callections

@ #/R % Collections - Manager +- Persan Merge | Lizt security items specfic to these products
< Administrators +- Preferences <Al j
+ @ Biling Print Prescription .
@ Billing - t anager + Reports Impart Permissions
+ 8 Clinical Staff + Scheduling Access Rights
@ EPM Core Group Set Auto Logout Timeout
+| ®% Front Desk ¥ “Yes
+ % Front Desk - Manager ale ~ No
+-_] RAS Medical Group SC Tranzactions
+ E};:i Deleted Users Access Secured Transaction Batche

Batch Posting

Batch Process Date Overide

Reset Blown Batch

Unapplied Payment Addition
Wiew Fatient Name

+ ok flowe “
< ¥
Update
< >
Successfully Connected to the D atabase NGDemo
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File Maintenance > System Master Files > Transaction Codes

e Six transaction codes will be used by the system for unapplied credits. The codes are pre-predefined as
follows:

ZApplied Encounter/Invoice Credit
ZApplied Encounter/Invoice Debit
ZApplied Account Credit

ZApplied Account Debit

ZTransfer Credit to Account
ZReceive Credit on Account

O O O O O O

NOTE: The “Z”in the description is for alphabetic display purposes only. To a user, the codes will be at the
bottom of the list. These system generated transaction codes should not be selected by a user when entering
transactions on the Payment Entry window.

Practice Preferences > Transactions Tab

e The six transaction codes are attached in Practice Preferences > Transactions tab.
e Select the “Utilize unapplied credit as payment” checkbox.

Practice Preferences

Chart | Appt Scheduling | Statements | |voices | Itermized Billz | "“"i,
Libraries | Frinting | Specialty Billing | Imaging | Estermal kP | General ¥
Alerts | Data:Fee Ticke Tazks | Provider | Cortract Edits | ERA
Budget Accounts | Forms ll Transactions Reports | Encounters | AutoFlow
Drefault Tranzaction Codes Default Tranzaction Spreading
Patient Cash Account Cazh Tranzaction Source
| j | j | Patient j
Patient &djuzstrment Account Adjustment o Lt
| ﬂ | ﬂ " weighted diztibution
Spatem Generated Tranzaction Codes
Applied Encounter/lreice Credit  Applied Account Debit Bad Debt Credit
|Z.~'-\pp|ied Encaounter/|rvoice Ej |Z.f-‘-.|:||:|lied Accaunt Debit j |ZBad Debt Credit ﬂ
Applied Encounter/lrwoice Debit — Transfer Credit to Account Bad Debt Debit
|Z.t'-\|3p|ied Encounter/| nvoice Eﬂ |ZTransfer Credit To Account ﬂ |ZBad [ebt Debit j
Lpplied Account Credit Receive Credit on Account Yoid Charge
|Z.-’-‘«pp|ied Account Credit ﬂ |ZHeceive Credit On Account |Z\-foid Charge ﬂ
eazon Lodes Uphons
Default Reason Code Library Wiite Off Remaining Patient Balance Orthe-fly reasan code entry for
| Default Reazon Codes ﬂ |ZHeason Code Adjustment - F'j v ANSI-SS% farmat ERA proc;ssing
Patient Reaszon Code Libram wiite Off Remaining Payer Balance
| Default Reason Codes j |ZFIeason Code Adjustrient - Irj =
Paprnent Entry Diefaults =
v Show all line tems [ [+ tilize unapplied credit az payment B
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The six system generated transaction codes will be used automatically by the system as seen in the following
examples.

Encounter vs. Account Unapplied Credits

e When a patient payment is entered into NEXTGEN® EPM without being applied to a specific charge with
a patient balance, the user is prompted as follows:

“An unapplied amount will be created. Where would you like the unapplied amount to be applied?
Encounter / Account / Cancel”

. Payment Entry

Control Groug: D007 D8/24/2006 Ray

Created:
Patient: rady. B :] 4 Modified

Encourter: |134 j Claim Mbr:

|
Payer: | Patient x| Reasens: | |
|

Tracking: Ck HE37 Acct Credit: T Use dccount Credit

Drate: 08/24/2006 E Enc Credit: I Use Encounter Credit
Pay Amt: 2000 Pay Code: Patient Payment Check

=
Adj smt; I Adj Code; | d
Mest | Dpen | Save I LCancel | Delete | Clear I Recalc |§fer Ereditl

Date SI Description  CPT4 Fendering Qiy/Charge | Allowed % Patien... Adj Balance Statuz Reazons Deduct  Ins1 Ins 2 Ins3 | Pat Amt

Unapplied Payment

An unapplied amount will be created. ‘Where would you like the
unapplied amount to be applied?

i Encounter Account Cancel
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e If Encounter is selected, the unapplied credit is stored on that encounter. The credit can later be applied
to a charge on that same encounter after the charges have been entered.

Account #8
Mike Brady
Chart #5 Chart #6 Chart #9
Greg Brady Marsha Brady Bobby Brady
Encounter #119 Encounter #87 Encounter #184
$20.00
\ 4
Encounter #150

e If Account is selected, the unapplied credit is store on the account. The credit can later be applied to a
charge on any encounter for which the account is responsible.

Account #8
Mike Brady
$20.00
Chart #5 Chart #6 Chart #9
Greg Brady Marsha Brady Bobby Brady
Encounter #119 Encounter #87 Encounter #184
Encounter #150
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Charge Posting

Prompt to Use Encounter Unapplied Credit

e A system alert displays when a user accesses the Charge Posting window for an encounter with an
unapplied credit.

NOTE: The alert displays only if “Unapplied Payments” has been selected in Practice Preferences >

Alerts tab.
arge Po : ]
D BOIRLAB 2V ST @S e e F
Patient: Brady, Bobby EEA-) Created: 00
Encounter [184  01/04/2008  Unbiled =] Process... [ D Modified:
== Frocess Date:
Sve Dates: I_..n'_,.n’_ Eto I_,a’_.a’_ E Diag: I :” :] Place Swe: I LI
Sve Item: I :” - ¢ I :” | Manative: I
CPT4: | |_|_ G| - <] Motes: F |
Quantity: o = Ale
Unit.-"Dverride:I - LI
Close
Extended: A - — .\
Mew Open | e Ale jote:
8¢ Unapplied Payments
Date Sy | Encounter 184 has a $20.00 credit available F Pat Amt Line ltem B..
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When the first charge is entered on the encounter and saved, the user is prompted to utilize the
unapplied credit.

Yes The unapplied credit is automatically applied to the charge.

No The unapplied credit is not applied to the charge and the user will not be prompted again on any
other charges added.

R #

Patignt:

Ehcounter: | J Procesz .. |_/ ¢

Created:
i M odified:
= Process Date: 8/259/2006

SveDates: [m/4/2008 1 [01/042008  [F Dia [3803  -|[Tosic effect, slcohal NDS Place Sve: | Office

Swe ltem:
CPT4:
Quantity:

|992D2 - |foic:e.-"0utpatient vigit, new, e v Marrative: |

e | s |

| 1 Status: |

Unithvenide:| | 7000 Rendering: | Kiley MD, James Lacation: |Aur0ra Office

Estended:

| Bill T | Cigna/Brady, Mike

Save | LCancel |

Date Swe [tem S Charge FPayment Adjustment Inz 1
01/04/2

R
2006 __|33202 Offce /outpatient visitnew.ewp |U | 7000 | | | | | | 70

Ing 2 R Ins 3 R Pat &mt Line Item B..

\“.p Would you like to utlize the $-20.00 encounter credit on this charge?

NOTES: The user is prompted to utilize the unapplied credit only if;
e The user has an active transaction batch set.
e The patient has a copay amount entered in their insurance information. This will ensure that a portion of
the first charge entered goes into the "Pat Amt" (patient amount) bucket.
e The prompt displays only for the first charge entered on the encounter. It does not display again for
additional charges entered
e The prompt applies to encounter unapplied credits only. Users will never be prompted to apply an
account unapplied credit during charge posting.
NEXTGEN Healthcare Information Systems, Inc. Implementation and Training
© Copyright, 2009 All Rights Reserved Confidential and Proprietary DO NOT COPY
V5.5 November 2009 Page 7 of 12



NEXTGEN

HEALTHCARE INFORMATION SYSTEMS

NEXTGEN® EPM Unapplied Credits

System Generated Transactions

When the unapplied credit is utilized on the first charge entered on the encounter, two automatic system
generated transactions are created in the user’s batch ledger as follows;

ZApplied Encounter/Invoice Debit = $20.00 Reduces the amount of the encounter
unapplied credit from -$20.00 to $0.00

ZApplied Encounter/Invoice Credit = -$20.00 Reduces the patient balance on the first
charge by $20.00

Net = $0.00

&7 Patient Chart - Brady, Bobby
Brady, Bobby E Medical Record 9

B

Encounters Transactions

Patient Information | @ FEinancial | & Llinical History/Motes | ﬁ‘fﬂ Encounters

R 0,/ 05/2004 03/25/06  08/24/06 Zapplied Encounter/|nvoice Credit -20.00 Prot oo

Enc Date = Created | Swvc Date SIM Description CPT4 Oty Amount | Type Deductible Tracking Desc
07/27/2006 08/25/06 01/04/06 Office/outpatient visit, new, expanded pr... 99202 1.00 F0.00 Chg
01/04/2006 08/25/06 08/24/06 Patient Payment Check -20.00 Pt .00 Cl #837

08/25/06  08/24/06 ZApplied Encounter/nvaice Debit 20,00 Prat .00 Debit to encounter for usage of a cn

NEXTGEN Healthcare Information Systems, Inc. Implementation and Training
© Copyright, 2009 All Rights Reserved Confidential and Proprietary DO NOT COPY
V5.5 November 2009 Page 8 of 12



NEXTGEN

HEALTHCARE INFORMATION SYSTEMS

NEXTGEN® EPM Unapplied Credits

Transfer Unapplied Credit

An encounter unapplied credit can be transferred to the account to be used on another encounter for which the
account is responsible.

Transfer an Encounter Unapplied Credit to the Account

To transfer an unapplied credit:

Access the Payment Entry window for the encounter that has the unapplied credit.
Select Patient in the Payer field.

The amount of the unapplied credit is displayed in the Enc Credit field.
Click the Xfer Credit button to move the credit from the encounter to the account.

= Payment Entry

= 2?" ﬁ'ﬁ @ éR' E&E i @ ? | « @ » B &. ﬂ Contral Group:
Sourceldcot: Created:
s | J | Modified
Fatient: Brady, Bobby DR 4
o
Encaunter: | J Claim Mbr: |
Fayer: | Patient ﬂ Reazons: |
Tracking: |Transfer $20 Unapplied To Account L { [
Date: |DS.-"24.-"2DEIB @ Enc Credit: | [~ Use Encounter Credit
Pay Amt: | Fay Code: ]
Adj At | Adj Code: |
Mext Save | Lancel | Becalc
Date Sikd Description | CPT4 Rendering Qty/Charge  Allowed % Pay Adj Balance Status Feasons Deduct  Ins1 Inz 2 Ing3  PatAmt
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System Generated Transactions

e When the encounter unapplied credit is transferred to the account, two automatic system generated
transactions are created in the user’s batch ledger as follows;

$20.00 Reduces the amount of the encounter
unapplied credit from -$20.00 to $0.00

ZTransfer Credit to Account

ZReceive Credit on Account -$20.00 Increases the amount of the account

unapplied credit from $0.00 to $20.00
Net = $0.00

Encounter:

&7 Patient Chart - Brady, Bobby

Brady, Bobby E Medical Record 9

@ Patient Information | @ FEinancial | & Llinical History/Motes | ﬁ‘fﬂ Encounters
E I i
hoounters Transactions E
Enc Date Ei Created | Swvc Date SIM Description CPT4 Oty Amount | Type Deductible Tracking Desc
08/25/06  08/24/06 Patient Payrment Check -20.00 Prat .00 Cl #2837 g
01 08/25/06  08/24/06 ZTransfer Credit To Account 20,00 Pt .00 Credit moved to account @
§* 09/02/200 =
'S
2
g
]
Account:

Account Profile - Brady, Mike

Froperties | Encounters Acct Summary | Budget | Motes

Account Information

Date Encdlre MNarne £ Descrption Charges Payments Adi/Ref Balance Tracking Desc #
I 1141742004 Mike Brady Patient Payment Check -$40.00 Ck7ES
£ 0441142006 232 Cindy Brady Patient Payment Credit Card -$20.00 Wisa
I3 03/18/2005 88 Marsha Brady Patient Payment Credit Card $20.00 Visa
I3 1117/2004 36 Bobby Brady Patient Papment Credit Card $40.00 Payment Error -
IC7) 05/09/2005 88 Marsha Brady Transfer Credit From Encounter $0.00
105 07431 /2005 35 Cindy Brady ZApplied Account Credit -$20.00
1) 07/31/2006 Mike Brady Zipplied Account D ebit $20.00 Debit ta acct fe
105 0541142005 87 Marsha Brady ZBad Debt Credit $95.00 Reinstate from
107 0541142005 87 Marsha Brady ZBad Debt Credit -$95.00 Agency Bad D
(£ 05/11/2005 36 Babhy Brady ZB.ad Debt Credi $175.00 Rieinstate fiom
=) 0541/2008 36 Bobby Erady ZBad Debt Credit $175.00 Agency Bad D
=) 05/11/2005 35 Cindy Brady ZBad Debt Credit 485,00 Agency Bad D
£ 05/11/2005 35 Cindy Brady ZBad Debt Credi $85.00 Reinstate from
105 0541142005 87 Marsha Brady ZBad Debt Debit -$95.00 Reinstate from
107 0541142005 87 Marsha Brady ZBad Debt Debit $95.00 Agency Bad D
=) 05/11/2005 36 Bobby Brady ZBad Debt Debit $175.00 Agency Bad D
£ 05/11/2005 35 Babby Brady ZBad Debt Debit $175.00 Reinstate from
=) 05/11/2005 35 Cindy Brady ZBad Debt Debit $85.00 Agency Bad D
=) 0541/2008 35 Cindy Brady ZBad Debt Dbt -$85.00 Rieinstate from
) D8/24/2006 Mike Brady ZReceive Credit On Account -$20.00 Credit received
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Manually Apply an Unapplied Credit

To apply an unapplied credit:

Access the Payment Entry window for an encounter that has a charge with a Pat Amt balance.
Select Patient in the Payer field.

The amount of the unapplied credit is displayed in the Enc Credit and/or Acct Credit fields.
Select the Use Encounter Credit or Use Account Credit check-box.

Click the Save button.

“ Payment Entry
BRI AG 2V @ e e 3 & 9

Sourcedacct: | Created:

Control Group:

Patient: rady, B obby - & Modfied

Encounter. |

J Claim Mbr: |

Payer. | Patient

| Reasons:

M

. Y 8 -
Tracking: |Use Unapplied Credit I Acct Credi:

-

|
|
Date: |DB£24£2DDB E‘ Ene Credit |
Pay Amt: | 2000 FayCode ]
|

Adj Amb: | Adj Code:

Mext

I Save l LCancel |

) <]
=

Date SIm Description  CPT4 Fendering Qty/Charge | Allowed

1/4/2006 | 33202 | Officedoutp... | 93202  Kiley MD., Ja.. 70.00
1/4/2006 | 81002 |Urinalysis, n... | 81002 | Kiley MD, Ja... 26.00

System Generated Transactions

% Pay Adj Balance Status
20.00 50.00
25.00

Becalc | xfer Credit

Deduct  Ins1 Ins 2 Inz 3 § PatAmt

50.00 0.00 0og 2000
25.00 0.00 0.0 0.00

e When the unapplied credit is utilized, the appropriate pair of automatic system generated transactions are
created in the user’s batch ledger as follows;

ZApplied Encounter/Invoice Debit $20.00
ZApplied Encounter/Invoice Credit  -$20.00
Net = $0.00

Or

ZApplied Account Debit = $20.00
ZApplied Account Credit = -$20.00

Net = $0.00
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Unapplied Amounts by Account / Invoice / Encounter Report

Access the report from the Reports > Accounts Receivable menu.

e Helps identify outstanding unapplied credits that may need to be applied manually.
e Found from the Reports / Accounts Receivable menu.
e The report has “drill down” capability to easily access the accounts and encounters listed.

g
24
45
106
185
186
200
214
256

TOTAL

Payment Reports

8/29/06 10:42 AM
EVAB «5rc Type
-+ Account

Account

Accourt

Encounter
Encounter
EncoLirter
Encounter
Encounter
Encorter

g H=BESESL 7

« Unappld Ant
-§20.00

-§70.00

-§40.00

-§10.00

-§10.00
-§100.00
-§10.00

-§15.00

-§15.00

-$290.00

I Unapplied Amounts by Account, Invoice and Encounter

mbEEE ¥

Unapplied Amounts by Account, Invoice and Encounter

e On payment reports, unapplied credits that have not been applied to charges are not associated to a
rendering provider.

Patient Payment Check $15.00 (Pmt)

Rendering = <No Rendering>

e Once the unapplied credits have been utilized on charges, the appropriate pair of system generated
payments take place and the payments are now associated to a rendering provider on reports.

ZApplied Encounter Debit $15.00 (Pmt)
ZApplied Encounter Credit -$15.00 (Pmt)

Rendering = <No Rendering>
Rendering = Welby MD, Marcus
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