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POSTING BULK INSURANCE PAYMENT FROM
PAYMENT LIST (can be used for single insurance
payments as well)

1 Click here
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2 Click New Payment

3 Select Payment Type from drop down menu; INSURANCE
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4 Click "Insurance"

5 Click the drop down menu to select the insurance
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6 Select correct insurance

7 Select payment method from drop down menu
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8 Enter check number from paper check; this could be a "draft number" if an
electronic payment

9 Enter the TOTAL check payment amount
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10 This will show the unused amount for the total payment

11 Click Distribute
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12 Select first patient on the EOB from the drop down menu

13 Enter the payments as listed on the EOB
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14 When you have posted each payment for this patient; Click Post Payments

15 Select the next patient on the EOB to post to and follow the previous steps to post
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16 When all patients on the EOB are posted, you will see the full amount has been
distributed

17 Click Post Payments and Close
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18 Close Screen

19 You are back in your Payment List
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20 you can verify that all payments have been distributed as the Unapplied Amount
will be $0

You will continue this process for all bulk insurance payments.

For a Single Insurance Payment; you will do the same process and only select the
one patient the full amount needs to be posted to.


