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How to Apply INS payment to already
paid transactions and issue Patient
Refund

1 Enter Insurance payment as usual

https://dentimax.com


Made with Scribe - https://scribehow.com 2

2 Enter payment information: enter amount

3 Click distribute
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4 If there are no procedures showing to apply the payment to:

5 Click "Show Paid Transactions"
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6 Now all procedures will show and you can apply the payment to the correct
procedure

7 Once applied to the procedure, click Post Payment and Close
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8 Click here

9 This Insurance payment will show as a credit on the selected procedure(s)

To be issued as a refund to the patient if needed
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10 Click Issue Patient Refund

11 Select how to issue refund: Refund to Patient via Check
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12 Enter Refund amount

13 Click "Refund to patient via check"
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14 Enter the refund amount to the procedure that has the credit

15 Save changes
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16 Now you will have a note on the ledger of Patient Refund

Account is not $0 balance


