STRATEGIC BUSINESS
SYSTEMS, Incorporated

THE SUPPORT PEOPLE

PAYMENT ENTRY &
TRANSACTION
MANAGEMENT

Training Manual

CENTRICITY®
PRACTICE SOLUTION

Practice Management

JO YJewapely paiaisibay

‘Auedwo?)) d1123|7 |RIBUID) Y}

Centricity is a registered trademark of GE Medical Systems
Information Technologies, Inc.

Strategic Business Systems, Inc. is an Authorized Independent Value
Added Reseller of GE Medical Systems Information Technologies, Inc.

Table of Contents

Payment ENtry.....c.coiniiiiii e 2

Payment Entry Window ........cooviiiiiiiiiiiiiiiineeeeee 3
Transaction Distribution Window............cocooiiiiiiinninnn.. 6
Posting for Electronic Secondaries............ccvveviiiiiininnnnn... 9

Posting a Single Insurance Check ........coovviviiiiiiiiniininnnn, 10
Posting a Bulk Insurance Check..........cccoovviiiiiiiiiiiiniinnannn. 13
Posting a Patient Check........ocovviiiiiiiiiiiiicie e 16
Secondary Pays Before Primary Carrier..........cooovveviiiiiinnnn. 17
Secondary Carrieris noton Visit .........cccovviiiiiniiniininnann.. 20
Zero Payments ..o..eiiiiii i e 24
Transfer Balance to Patient ...........cooiiiiiiiiiiiiiiiiiniiens 27
Transfer Balance to Insurance ..........ccoveviiiiiiiiininiiiinnn. 33
SPItViSIt. .ot s 36
REfUNDS ... 39
CONVEYANCE .utiiiiiie e et eeeeaees 42
ViSIEOWNEL . .o 49
Transaction Management........oocviiiiiiiiiiiiiiiiiiiieni e 50
Daily REPOITS ..t 53

Payment Entry SBS-CPS06-PETM



Payment Entry

t; Centricity Practice Solution 2006

File Edit View Options Help 4,J Component Toolbar |
BELCRMEE R irREBESEe¥ S

Gl Chart

2 o Centricity®
B otims Practice Solution 2006

E Payment Entry

E Accounts

Receivable

Eﬁ Collections

E Payment Entry [harge

flanagement

ﬁﬂTransaction ' -*
Management 3

[ﬁj EDI Submission
Management

% EDI Response
Management

% Reports

# Administration

¥ Balance Forward

Support

Product Updates | ectric Company - All rights reserved

7 Logout |

Payment Entry is where payments from insurance companies and patients are posted
to individual visits. In this section, we will learn about posting patient payments, single
insurance payments — that is one patient visit per one insurance carrier check, and bulk
insurance payments. Other transactions can occur within Payment Entry, including
refunds and transferring of money between visits or patients — or a conveyance of these
monies, and adjustments.

To post a payment, two different screens will be used during the process. First is the
Payment Entry screen. This screen is populated with information about the patient,
visit, insurance carrier and check information. The second screen is the Transaction
Distribution screen where monies are posted to specific line items, or “distributed.”

The Payment Entry component of Centricity® Practice Solution software may be
accessed from the Main Menu screen by clicking on the Payment Entry button. This
window is also accessible by clicking on the Payment Entry icon at the top of the Main
Menu screen. Likewise, using the tool bar, the Payment Entry component can be
accessed by clicking on File, Open and Payment Entry.
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