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FLOW: Posting individual patient payemtns

1 Viewing Patient Ledger
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2 Procedures have been posted and the account shows a patient balance due

3 On the left menu, click New Pat Payment/Adj
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4 Select the correct form of payment from the drop-down menu

5 Enter Total Payment amount
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6 When you enter the payment amount, you will notice that the system will
automatically distribute the payment to the procedures with a patient amount
due.

You can change where this money applies as needed. The system is set up to
automatically apply to the oldest procedures with a balance first.

If you need to apply the payment to a different procedure, simply remove the
payment from the current box and add it to the correct procedure you want to
apply to.
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7 You will see that you have fully distributed the payment when your payment
matched the distributed payment match

8 Click the save icon on the upper right corner or
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9 Click Save Changes on the left menu

10 On the ledger you will see the payments posted to the individual procedures.


