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Legal Notifications

© 1998-2019 Meridian Medical Management. All rights reserved. This publication is
protected by copyright, is the confidential property of, and all rights are reserved by
Meridian Medical Management. It may not, in whole or part, be copied,
photocopied, reproduced, translated, or reduced to any electronic medium or
machine-readable form without prior consent, in writing, from Meridian Medical
Management.

It is possible that it may contain technical or typographical errors. Meridian Medical
Management provides this publication “as is” without warranty of any kind, either
expressed or implied. All patient names, provider names, and offices are fictional.
Any resemblance to actual persons or locations is purely coincidence.

Meridian Medical Management reserves the right to make changes in specifications
and features shown herein, or discontinue the products described at any time
without notice or obligation. This does not constitute a representation or warranty
or documentation regarding the product or service featured.

Contact your Meridian Medical Management Representative for the most current
information and/or inquiries regarding copying and/or using the materials contained
in this document outside of the limited scope described herein.

Meridian Medical Management
P.O. Box 101
Windsor, CT 06095

VertexDr Practice Manager ®, VertexDr Appointment Scheduler ®, VertexDr
Collector ®, VertexDr Client Center ®, and VertexDr Electronic Health Records ®
are registered trademarks or Meridian Medical Management. Microsoft ®, Windows
XP ®, Windows Vista ®, and Word ® are registered trademarks of Microsoft
Corporation. All other products and company names are trademarks of their
respective owners.

Meridian Medical Management furnishes this document to you, a current Meridian
Medical Management customer, as Meridian Medical Management confidential
information pursuant to a non-disclosure agreement (NDA) or the confidentiality
provisions of a service contract between you and Meridian Medical Management. If
you are not (i) a current Meridian Medical Management customer, and (ii) subject
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to contractual obligations of confidentiality to Meridian Medical Management, you
are not authorized to access this document.
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Credit Card Processing

Meridian is partnered with Zirmed to provide the benefits of credit card processing
directly into our system allowing for processing of co-pays and other patient
payments via credit card.

Features of Credit Card Processing

e Collect co-payments, balances or “other payments” through the Check-In
Window in Patient Flow.

e The ability to take split payments from the Check-In Window.

e Save a credit card on file to use the automatic card payment feature for
statements generated with a patient balance.

e Process credit card payments for walk-in patients or from patients over the
telephone from the Inquiry Screen in Patient Definition.

Process credit card payments for co-pays, balances (payment is applied to the
oldest open charge with a patient balance) and other patient payments (a payment
to be applied to a specific date of service/charge rather than the oldest patient
balance on the account).

There is a Payments Report available from Patient Flow that displays total monies
collected through the Check-In Window for each user. This report can be broken
down to display each patient payment by transaction code (cash, check, charge
etc.) and the total monies collected for that transaction code.

The card on file option offers patients a convenient method for patients to pay their
balances, especially patients with HSA or FSA cards. Use the card on file
agreement to automatically collect card payments for statements generated with a
patient balance.

There is a Use Credit Card on File Setting in credit card processing parameters that
must be turned on if the practice is using the card on file feature. Users must also
be given the security to take a credit card on file.

There is a Card on File Expiring Report to help the practice identify which patients
need to have their card on file agreement renewed. There is also a Card on File
Status Changes Report where status changes to card on file can be viewed (all,
active, inactivated, expired etc.)

Co-Pay Paid by Cash or Check
From Patient Flow, highlight the patient under No Stage Entered.

1. Click the Next Stage Button on the Toolbar.
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VertexDr for MERIDIAN MEDICAL CLINIC (User: RITA)
i File View Definition Operations Reports Action Window Help

P = meack = - | [ol| B | B | [E]New - | Q, patient search ~ | [ | #4 walk-in It
Appointment Filter - o<

4 patients ted for Tuesday, February 21, 2017

B Rooms | [B] Acquire Image 3 View Chart | |

Patient Flow *

Last refresh at 10:34:18 AM
— 1 ¢ |= £ patient Account Location Responsible MD Check In Co-Pay Collected
My Desktop = No stage entered (4 items)
j BERLIN, SALLY WINDSOR OFFICE
PALPITATION
Patient Flow 2 MELONEY, ANTOINETTE  163-1 8:15 AM PHYSICAL NDSOR OFFICE o) JOHNSON, ROBER... Not checked In
\":" -] BAKER, VIRGINIA 51-1 3:45 AM OFFICE APPTSEST ~ WINDSOR OFFICE 0(0) JOHNSON, ROBER... Not checked In
HEADACHES
Appointments ] PATIENT, BALANCE

Import Facility

Patient Tasks

Complete  TaskDescription Task Code Completed (%)
Charts
Active
2 Messages 8 Tasks 2 Documents 2 Authorizations 0 Orders 3 Appointments 19 Encounters
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The Check-In Window opens. Click the Make a Check-In Payment Link

(bottom right).

VertexDr Patient Check-In

|i File View Action Forms

|
| E] saveand Close E Print and Close E Print Check-In Receipt E Print Face Sheet | = @ @ Ink Form |
I
I

Patient Check-In for Sally Berlin

-

=
i &
Contact Information Edit
Name: Sally Berlin
Address: 3 MAPLE STREET

WINDSOR, CT 06095

Consent Status Edit
Data Release:  1/21/2002 - Data Release Permitted
Encounter Information Edit
Providing MD:  Robert Johnson, MD
Responsible: Robert Johnson, MD
Referring MD:  Abrams, Martin MD

Billing Information Billing alerts exist

Active Case: DEFALILT CASE (0)
Priority Insurance Name Membership
1 BLUE CROSS/BLUE SHIE.. XGB987654320
I Link: Go to website
Co-Pay Status
Co-Pay Amount: $30.00
Amount Paid:  $0.00
] Balances Patient Insurance
| Individual: 0.00 £77.00
Family: 0.00 677.00

Home Phone:
Work Phone:
Other Phone:
PMD:

RMD:

PCMD:
Pharmacy:

Privacy Notice:

Appointment:
Visit Type:
Location:

Total

677.00
677.00

x|

|
Posting

01

34 Year Old Female MRMN: 00000000401 Account: 4-1 DOB: 10/11/1982 Case: Single Default Case

(860) 555-3333
(860) 655-6475
(860) 297-5463
Johnson, RobertMD
Abrams, Martin MD
Abrams, Martin MD

SSIMED/ORIGIN PHARMACY - 835 BLOOMFIELD
AVE, WINDSOR, CT 06095

Privacy Notice Not Signed

Tuesday, February 21, 2017 at 8:00 AM
Ekg
Windsor Office

4 Eligibility
CoPay
30.00

Insured Name
BERLIN, SALLY

Group
00093440

Make a Check-In payment

s

The Patient Payment for (Patient’s Name) Window opens. Click the Amount
Paid Dropdown Field. Select the co-pay amount from the dropdown menu.

Click the Cash/Check Radio Button.
Select the method of payment (cash or check) from the Transaction Type

Dropdown Field.

Enter the check number in the Check Number Field (if applicable).
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7. Click the OK Button to save this information.

VertexDr Patient Payment for Sally Berlin
Please enter the details to make a payment for this patient.

Balance Information
Patient Balance:  §0.00

Family Balance:  $0.00

Payment Information

7 - QFFICE PATIENT
PAYMENTS

Amount Paid: | $30.00 [v]
|:| Apply Entire Amount to Co-Pay Suspense

Co-Pay Amount: $30.00 Current Batch:

Payment Type
(C)Credit Card (@) Cash/Check
Transaction Type: | Check At Desk |Z||

Check Number: | 1122

Cancel

Note: The co-pay amount pulls from the Co-Pay attached to the primary insurance
in the Insurance Section of Patient Definition.

1. The Process Payment Message Box appears.Click the Yes Button to continue.

You are about to submit a payment for processing. Have you reviewed
all information to make sure it is correct?

Yes I Mo

vertexdr.com
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2. The Check-In Window appears. Print a receipt from the practice for the
payment. Click the Print and Close Button on the Toolbar.

VertexDr Patient Check-In

i File View Action Forms

i B saveand Close E Print and Close E Print Check-In Receipt E Print Face Sheet | [5] IE % InkForm | Posting -

_yy PatientCh ;. =~ %~ rlly Berlin
5 34 Year Old Female B 00401 Account: 4-1 DOB: 10111982 Case: Single Default Case

Contact Information Edit
MName: Sally Berlin Home Phone: (860) 555-3333
Address: 3 MAPLE STREET ‘Work Phone: (860) 655-6475
WINDSOR, CT 06085 Other Phone: (860) 297-5463
PMD: Johnson, Robert MD
RMD: Abrams, Martin MD
PCMD: Abrams, Martin MD
Pharmacy: SSIMED/ORIGIN PHARMACY - 835 BLOOMFIELD
AVE, WINDSOR, CT 06095
Consent Status Edit
Data Release:  1/21/2002 - Data Release Permitted Privacy Notice: Privacy Notice Not Signed
Encounter Information Edit
Providing MD:  Robert Johnson, MD Appointment:  Tuesday, February 21, 2017 at 8:00 &AM
Responsible Robert Johnsan, MD Visit Type: Ekg
Referring MD:  Abrams, Martin MD Location: Windsor Office

Billing Information Billing alerts exist

Active Case: | DEFAULT CASE (0) W 1 Eligibility

Priority/ Insurance Name Membership Group Insured Name CoPay
1 BLUE CROSS/BLUE SHIE.. XGB987654320 00093440 BERLIN, SALLY 30.00
Insurance Link: Go to website

Co-Pay Status
Co-Pay Amount: $0.00 Transactions: CHECK AT DESK

Amount Paid: £30.00
Make a Check-In payment Manage Check-In pavments

Balances Patient Insurance Total
Individual: 0.00 677.00 677.00
Family: o.00 677.00 677.00

Co-Pay Paid by Credit Card
From the Patient Payment for (Patient’s Name) Window,

1. Click the Amount Paid Dropdown Field. Select Co-Pay from the dropdown
menu.
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2. The Credit Card Radio Button is defaulted. Click the Scan Card Button.

VertexDr Patient Payment for Antoinette Meloney

VertexDr Patient Payment for Antoinette Meloney
Please enter the details to make a payment for this patient.

Balance Information

Patient Balance:  &p.00

Family Balance:  $0.00

Payment Information

Co-Pay Amount: $25.00 Current Batch: Mo Batch Selected
Amount Paid: $25.00 v
Apply Entire Amount to Co-Pay Suspense
Payment Type

(@ Credit Card () Cash/Check

Name on Card:
Card Number:
Expiration Date:

Transaction Code:

[] Place this credit card onfile for future payments

K Cancel

3. The Swipe Credit Card Window opens.Swipe the credit card through the card
swipe attached to the side of the computer. Or click the Manually Enter
Credit Card Information Link to manually input the credit card information.

Swipe Credit Card
Swipe Credit Card

Please swipe the credit card through the reader.

Manually enter credit card information

4. The Manual Credit Card Entry Window opens. Click the Address Dropdown
Field. Select the patient or a guarantor as the cardholder from the dropdown
menu.

e The Street 1, Street 2 (if applicable), City, State and Zip Code Fields
auto-populate.

e Enter the cardholder’'s name in the Name on Card Field.

e Input the credit card humber in the Card Number Field.
e Enter the expiration date of the credit card in the Expiration Date Field.
e The Card Obtained Field defaults to the In Person Radio Button.

5. Click the OK Button to save the information.
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6. If the cardholder is not the patient or the patient’s guarantor, manually enter
the information in all the fields under The Card Information and Address

Information Sections.

Manual Credit Card Entry

Manually enter credit card information ko make a payvment.

Card Information

Mame on Card: Antoinette Meloney

Card Mumber: 4111111111111

Expiration Date: | 032017 |5

Card Obtained: (@ In Person () Over the Telephone

Address Information

Address: Antoinette Meloney |Z||
Skreet 1: 5994 IROD 5T

Street 2:

Ciky: WINDSOR. Skake: IL

Zip Code: 0a095 I:I

| [o/'4 || Cancel |

Note: There is a Require Matching Address and Require Matching Zip Code
Setting in credit card parameters that is defaulted on. Zirmed verifies that the
address and zip code matches the credit card holder’s information.

If the information does not match, a Payment Error Message will display and the
transaction will be immediately voided by the system. The Require Matching
Address and Require Matching Zip Code setting in credit card parameters can
be turned off.

7. The Process Payment Message Box appears. Click the Yes Button to
continue.

You are about to submit a payment for processing, Have you reviewed
all information to make sure it is correct?

Yes I MNo

vertexdr.com
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8. The Patient Payment for (Patient’s Name) Window appears. The Name on
Card, Card Number and Expiration Date and Transaction Code Fields
are auto-populated. Click the OK Button to save the credit card information.

VertexDr Patient Payment for Antoinette Meloney

VertexDr Patient Payment for Antoinette Meloney
Flease enter the details to make a payment for this patient.

Balance Information

Patient Balance:  g0.00

Family Balance:  $0.00

Payment Information

Co-Pay Amount: $25.00

Amount Paid: $25.

0o

Apply Entire Amount to Co-Pay Suspense

Payment Type
(@) Credit Card
Name on Card:
Card Number:
Expiration Date:

Transaction Code:

(") Cash/Check

Antoinette Meloney

““““““ 1111

03/2017

VISA W

[] Place this credit card on file for future payments

Scan Card

Current Batch: No Batch Selected

v

Cancel

9. The Payment Complete Message Box appears. Click the Print Receipt

Button.

VertexDr Payment Complete

Payment Complete
Your payment has been successfully completed.

Payment Details

Total Amount:

Transaction Code: VISA

£25.00

Exit

10.The Print Window opens. The Number of Copies Field defaults to 2. Click

the OK Button to print 2 credit card receipts.
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11.Have the patient sign the receipts. Provide one credit card receipt to the
patient and retain the other credit card receipt for the practice.

Print
Printer
Name: Properties...
Status: Ready

Type: X¥erooe WorkCentre 36555 PCLE
Where:  10.101.0.216

Comment: [ Print to file
Print range Copies

e Al Mumber of copies: H
s ]

~ 123 [ 23

12.The Check-In Window appears. Click the Print and Close Button on the

Toolbar. The system prints a receipt from the practice for the patient
payment and closes the Check-In Window.

Co-Pay and Balance Payment

Highlight the patient under No Stage Entered. Click the Next Stage Button on the
Toolbar to open the Check-In Window. Click the Make a Check-In Payment Link.

1. From the Patient Payment for (Patient’s Name) Window, click the Amount
Paid Dropdown Field. Select Co-Pay + Patient Total from the dropdown
menu. Co-Pay + Family Total is for family billing.
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2. If the patient is paying by cash or check, click the Cash/Check Radio Button
to record the payment. If the patient is paying by credit card, click the Scan

Card Button.

VertexDr Patient Payment for Virginia Baker

VertexDr Patient Payment for Virginia Baker
Please enter the details to make a payment for this patient.

Balance Information

Patient Balance:  §20.00

Family Balance:  §20.00

Payment Information
Co-Pay Amaunt: $20.00 Current Batch: Mo Batch Selected
Amount Paid: $40.00 v
D Apply Entire Amount to Co-Pay Suspense

Payment Type
(@ Credit Card (") CashfCheck

Name on Card:
Card Number:
Expiration Date:

Transaction Code:

[] Place this credit card onfile for future payments

oK Cancel

3. The Swipe Credit Card Window opens. Click the Manually Enter Credit
Card Information Link to manually input the credit card information.

4. Or, swipe the credit card through the card swipe attached to the side of the

computer.

Swipe Credit Card

Please swipe the credit card through the reader.

Swipe Credit Card

Manually enter credit card information
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5. The Patient Payment for (Patient’s Name) Window appears. Click the OK

Button.

VertexDr Patient Payment for Virginia Baker

! VertexDr Patient Payment for Virginia Baker
Please enter the details to make a payment for this patient.

Balance Information
Patient Balance:  £20.00

Family Balance:  $20.00

Payment Information
Co-Pay Amount: $20.00
Amount Paid: $40.00

|:| Apply Entire Amount to Co-Pay Suspense

71 Payment Type
! (@ Credit Card () Cash/Check
| Name on Card: Virginia Baker Scan Card
| Card Number: 1111
[ Expiration Date: 03/2017
Transaction Code: | VISA W

[] Place this credit card onfile for future payments

Current Batch: No Batch Selected

L

Cancel

6. The Process Payment Message Box appears. Click the Yes Button to

continue.

Process Payment

@Y% Youare about to submit a payment for processing. Have you reviewed

.
[ - - 2
e all information to make sure it is correct?

7. The Current User Batches in Posting — User Name Window opens. Click the

Payments/Adjustments Radio Button.
8. Click the Insert Button.
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VertexDr Credit Card Processing

Current User Batches in Posting - RITA
This table contains all of the user batches currently in posting

Typeto Post: (_)Charges (@) Payments/Adjustments

Number Description

Batch Suspended

Change Delete

No Batches located

Select

Exit

9. The Batch Total Definition Window opens. Enter the name of the batch in the

Description Field.

10.Click the OK Button to create a batch for the user in the Posting Area.

Meridian Batch Total Definition

Batch Total Definition

Use this form to define and make changes to the batch.

Identification
Batch Number: 7 Userld: RITA
Description: OFFICE PATIENT PAYMENTS
Status: [] Batch completed

[] suspend batch and do not close

Totals to be Posted

Patient Payments: 0.00 Insurance Payments:
Patient Adjustments: 0.00 Insurance Adjustments:
Charges: 0.00 Refunds:

Reversals
Charge Reversals: 0.00 Payment Reversals:

0.00
0.00
0.00

0.00

Cancel

a MERIDIAN MEDICAL MANAGEMENT company
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11.The Current User Batches in Posting — User’s Name Window appears. Click
the Select Button.

Current User Batches in Posting - RITA
This table contains all of the user batches currently in posting

Typeto Post: (_)Charges (@) Payments/Adjustments

Number Description Batch Suspended
oooooa? OFFICE PATIENT PAYMENTS

| Insert || Change || Delete || """"" Select || Exit

1 Batch located

Note: The user only creates one batch each day, if and when a balance payment is collected
from a patient. If no balance payments are collected for the day, the system does not
prompt the user to create a batch.

12.The Payment Complete Window opens. Click the Print Receipt Button.
Have the patient sign the credit card receipts. Give the patient one receipt.
The practice keeps the other receipt.

Payment Complete
Your payment has been successfully completed.
Payment Details

Total Amount: £40.00

Transaction Code: WISA

[PrintReceipt] | Bat |

13.The Check-In Window appears. Click the Print and Close Button on the
Toolbar. The system prints a receipt from the practice for the patient
payment and closes the Check-In Window.

Note: The system places the balance payment in the user’s batch. The payment is
automatically applied to the oldest open charge with a patient balance. If anything
is left over, it is applied to the next oldest open charge with a patient balance. If
there are no charges to apply the balance payment to, the payment is automatically
placed on the patient’s account as an unidentified payment.

Note: The system places the co-pay in the Co-Pay Worklist in the Data Import
Area. When the charges for today’s visit are posted, the system attaches the co-
pay to these charges during the next “closing” process. The system removes the
co-pay from the Co-Pay Worklist.

vertexdr.com
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Void a Credit Card, Cash or Check Payment or Reprint a Credit Card Receipt
1. Right click the patient.
2. Select View Check-In Screen from the Right-Click Menu.

VertexDr for MERIDIAN MEDICAL CLINIC (User: RITA) -8

: File View Definition Operations Reports Action Window Help
i = |4mBack % - | [o| @ | E | SInew - | Q patient Search = | (] | #4 walk-n | |E Next stage 38 | B Rooms | [B]) Acquire Inage [F3 View Chart |

Appointment Filter - Patient Flow
cated for Tuesday, February 21, 2017 s sh at 1:44:20 PM
1 ¢ & £ patient Account Time Type Location Room Tasks Respansible MD Check In Co-Pay Collected
My Desktop = No stage entered (1 item)
_i‘ -] PATIENT, BALANCE 192-1 3:00 AM SMITH, RICHARD.
El Check In (3 items)
Patient Flow A? BERLIN, SALLY 41 8:00 AM EKG WINDSOR OFFICE 0 JOHNSON, ROBER... 10:38 AM v
PALPITATIONS
Aopatment. MELONEY, ANTOINETTE LmunSOR OFFICE JOHNSON, ROBER
cintments
s = @ BAKER, VIRGINIA 511 8:45 AM Reset Stage SOR OFFICE 0(0) JOHNSON, ROBER... 1:43 PM v
'a HEADACHES View Check-In Screen
Faxes Frint Receipt
Print Patient Face Sheet
o i
Check RxEligibility
Frocesses
! RxEligibilty Verification
— [&] ViewAppointment
Fosting Flash...
s 8 walk-In
Import Facility LB Next Stage
18 Select Stage
W Rooms
[®] Acquire mage
Ll Growp
Patient Tasks
SERrE Complete  TaskDescription Task Code Completed (%)
Charts
Active
2 Messages 8 Tasks 2 Documents 2 Authorizations 0Orders 3 Appointments 22 Encounters
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3. The Check-In Window opens. Click the Manage Check-In Payments Link.

N

VertexDr Patient Check-In

i File View Action Forms

i [B saveand Close E Print and Close E Print Check-In Receipt E Print Face Sheet | = @ @ InkForm | Posting

Patient Check-In for Antoinette Meloney
f,gd 41 Year Old Female MRN: 00000016301  Account: 163-1 DOB: 5/12/1975 Case: Single Default Case

Contact Information Edit
MName: Antoinette Meloney Home Phone: (555) 555-5555
Address: 8994 IROD 5T ‘Work Phone: {000) D00-0000
WINDSOR, CT 06095
PMD: Johnson, RobertMD
RMD:
PCMD:
Fharmacy:
Consent Status Edit
Data Release:  2/26/2002 - Data Release Permitted Privacy Notice: Privacy Notice Not Signed
Encounter Information Edit
Providing MD:  Robert Johnson, MD Appointment:  Tuesday, February 21, 2017 at 8:15 AM
Responsible: Robert Johnson, MD Visit Type: Physical
Referring MD: Location: Windsor Office

Billing Information

Active Case: | DEFAULT CASE (0) w A Eligibility

Priority Insurance Name Membership Group Insured Name CoPay
1 CONNECTICARE (CTC) 878787 MELONEY, ANTOINETTE  25.00
Insurance Link: No Website Defined

Co-Pay Status
Co-Pay Amount: $25.00 Transactions: VISA

Amount Paid: £25.00

Make a Check-In payment Manage Check-In payments
Balances Patient Insurance Total

Individual: 0.00 75.00 75.00
Family: 0.00 75.00 75.00

The Payments for (Patient Name) Window opens. Click the Reprint Receipt
Link to reprint the credit card receipt for the patient. There is no reprint
receipt link for cash or check payment.

Click the Void this Payment Link.
The Void Payment Message Box appears. Click the Yes Button to continue.

The Payments for (Patient Name) Window appears. The Status Column
indicates the credit card payment is voided.
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8. Click the Exit Button to close this window.

VertexDr Payments for Antoinette Meloney

Payments for Antoinette Meloney

A list of payments that can be managed.

Receipt Date Amount Transaction Type Status Card Type Description
02212017 $25.00 VISA Voided Visa 200002000000 1111
Payment Details Credit Card Information

Payment Type: Charge Cardholder Name: Antoinette Meloney

Payment Amount:  $25.00 Card Number: 1111

Transaction Code: VISA Expiration Date: 3/31/2017

COAB013F:015A61965EDB:D
e F54:01B49DD7

1 Payment |located

Self-Pay Patient Balance Payment or Payment for Today’s Services
Self -Pay Partial Patient Balance Payment

Highlight the patient under No Stage Entered.
Click the Next Stage Button on the Toolbar to open the Check-In Window.
Click the Make a Check-In Payment Link.

From the Patient Payment for (Patient’s Name) Window, a patient can make
a partial balance payment. Enter the amount the patient is paying in the
Amount Paid Field. For this example, enter 100 and tab off of the field.
The system auto-formats the dollar amount.

> WD
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5. Continue recording the payment as a credit card payment or cash/check
payment.

VertexDr Patient Payment for Balance Patient

VertexDr Patient Payment for Balance Patient
Please enter the details to make a payment for this patient.

Balance Information

Patient Balance:  £345.00

Family Balance:  $345.00

Payment Information
Co-Pay Amount: $0.00 Current Batch: W
Amount Paid: $100.00 W
|:| Apply Entire Amount to Co-Pay Suspense
Payment Type
(@) Credit Card (") Cash/Check

Name on Card:

Card Number:
Expiration Date:

Transaction Code:

[] Place this credit card onfile for future payments

oK Cancel

Self -Pay Patient Paying for Today’s Charges
From the Patient Payment for (Patient’s Name) Window,

1. Enter the amount of the payment for today’s charges in the Amount Paid
Field.

2. Click the Apply Entire Amount to Co-Pay Suspense Checkbox.
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3. Continue recording the payment as a credit card payment or cash/check
payment.

VertexDr Patient Payment for Preterm Child

VertexDr Patient Payment for Preterm Child
Flease enter the details to make a payment for this patient.

Balance Information
Patient Balance:  §p.00
Family Balance:  $0.00
Payment Information
7 - OFFICE PATIENT
Co-Pay Amount: $0.00 Current Batch: PAYMENTS

Amount Paid: $165.00 W

Payment Type
(@) Credit Card () Cash/Check
Name on Card: Scan Card
Card Number:
Expiration Date:

Transaction Code:

[] Place this credit card on file for future payments

OK Cancel

When to Select the Apply Entire Amount to Co-Pay Suspense Checkbox

1. Use the Apply Entire Amount to Co-Pay Suspense Checkbox when a
payment or co-pay should not be applied to the oldest open charge with a
patient balance.

2. Enter the payment amount or co-pay amount in the Amount Paid Field.

e For a self-pay patient making a payment for today’s services today.
e For secondary co-pays.

o If the practice enters insurance with co-pay information after the patient
is seen.

3. Click the Apply Entire Amount to Co-Pay Suspense Checkbox.

Split Payments (2 Methods of Payment)

A patient can pay part of a co-pay or balance by credit card and part by cash or
check. The amount of the 2 payments does not have to be equally split. It does
not matter which method of payment is recorded first.

1. From the Patient Payment for (Patient Name) Window, enter the split
payment amount in the Amount Paid Field.
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2. Click the Scan Card Button to either swipe or manually enter the credit card
information.

VertexDr Patient Payment for Mary Blanton

VertexDr Patient Payment for Mary Blanton

Flease enter the details to make a payment for this patient.

Balance Information

Patient Balance:  p.00

Family Balance:  0.00

Payment Information
7 - OFFICE PATIENT

Co-Pay Amount: $30.00 Current Batch: PAYMENTS
Amount Paid: $15.00 W
Apply Entire Amount to Co-Pay Suspense
Payment Type

(@ Credit Card () Cash/Check

Name on Card:

Card Number:
Expiration Date:

Transaction Code:

[] Place this credit card onfile for future payments

oK Cancel

3. Once the payment is processed, the Patient Payment for (Patient Name)
Window appears. Click the Cash/Check Radio Button. The system auto-
populates the balance due in the Amount Paid Field.

4. Select Cash at Desk or Check at Desk from the Transaction Type
Dropdown Field.

5. Enter the check number in the Check Number Field (if applicable).
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6. Click the OK Button to save the payment information.

VertexDr Patient Payment for Mary Blanton

VertexDr Patient Payment for Mary Blanton

Flease enter the details to make a payment for this patient.

Balance Information

Patient Balance:  gp.00

Family Balance:  0.00

Payment Information
7 - OFFICE PATIEMT

Co-Pay Amount: $30.00 Current Batch: PAYMENTS
Amount Paid: $15.00 W
Apply Entire Amount to Co-Pay Suspense
Payment Type

() Credit Card (@) Cash/Check
Transaction Type: | Cash At Desk W

Check Number:

Cancel

Payments Report

Pull the Payments Report to balance monies taken through the Check-In Window.
This report can be set to break by user and transaction codes (method of
payment). It displays co-pays, balances and other payments taken through the
Check-In Window.

Front Desk users need to record in the system all monies collected and run this
report every night before leaving. Co-pays could be attached to posted charges
during the nightly closing. If this occurs, these payments will not show the
following day on the payments report.

From Patient Flow,
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1. Click the Reports Menu. Hover over Financial in the dropdown menu.
Select Payments from the sub-menu. The Payments Report Setup Window

opens.

VertexDr for MERIDIAN MEDICAL CLINIC (User: RITA)

- o R

i File View Definition Operations [Reports| Action Window Help
= Back - - I System b farch ~ | [ | 88 walkIn | |= Nextstage (8 | M Rooms | [B] Acquire Image 3 View Chart |
PY iy Auditing »
4 patients log| Meaningful Use 3
= 1 g = NCQA b |ccount Time Type Location Room Tasks
My Desktop || = Check In (: Patient v
@ EST  WINDSOR OFFICE
j ‘ Financial 3 Co-Pays Posted Report..
v Practice Reparter... r L
Patient Flow || & paient Ch D Blocked Co-pays Repott.
HH DDAP 3
3 Deductibles by Date ST WINDSOR OFFICE 0(0)
Walt Time Report : WINDSOR OFFICE 0(0)
Appointments ¢ Charges withoutInsurance i L (
=] ° R Card on File Status Changes... o
= Cardon FileBiting..
Faxes
Payments...
ls
o) Frovider Revenue by Appointment Type..
Processes Payment Aging Collections Report..
3 AR Patient Detail Extract..
Insurance Submission Clean Claim Rate...
Posting
Insurance First Pass Payment Rate...
(.. ¢} Card Payment Errors...
Import Facility

Complete  TaskDescription Task Code

Completed (%)

|

x

Patient Flow

Last refresh at 8:31:53 AM

ResponsibleMD  Check In Co-Pay Collected

JOHNSON, ROBER... 8:28 AM v

JOHNSON, ROBER...
JOHNSON, ROBER..
JOHNSON, ROBER

8:29 AM

8:30 AM

e | Patient Tasks

2 Messages B Tasks 2 D 2 horization: 0 Orders 4A i 25

2. The Start and End Date Fields default to today’s date.

Click the Break By User Checkbox.
Click the Break by Transaction Code Checkbox.
Click the OK Button to run the report.

o U kW

Click the Status Dropdown Field. Select Settled from the dropdown menu.

7. The Document Viewer Window opens.The user needs to locate themselves in

the report.

The report displays each patient payment sorted by the transaction code (cash,
check, charge). There is a Total for Tran Code Field for each transaction code.

This field totals all the payments for that transaction code.
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The end of the report for a user has a Total for Report Field. This displays the
total monies collected through the Check-In Window for that user.

1. Click the Print Button =Bt | t5 the far left of the Toolbar.

2. Click the Red X Button in the upper right hand corner to close the Report

Viewer Window.

- 5 h Gk 100 % - 11 Backward Forward a{?v

I | 1 | 2 | 3 | 4 | ) | & | 7 I g
Date: 22472017 Payments Report Page: 1 of 1
Time: §:53 AM Date Range: 2/24/2017 - 22472017

Status: Settled, Payment Type: All, Source: All

Date/Time AcctiFamMo  Patient Mame Tran Code Desc  Amourt  Status User
Tran Code  CASHAT DESK
User: RITA
202412017 8:2217 AM 401 BERLIN, SALLY CASH AT DESK 52000 Seftled RITA
2/24/2017 8:29:20 AM 1821 PATIENT, BALANCE CASH AT DESK 5100.00 Settled RITA
Total foruser: RITA 120.00
Totalfor Tran Code  CASH AT DESK 120,00

TranCode  VISA

User: RITA
2024/2017 8:28:31 AM 18631 MELOMNEY, ANTOINETTE VISA 0002 525,00 Settled RITA
2/24/2017 8:30:43 AM 14411 TABER, JANET VIS4 1111 S50.00 Settled RITA
Total foruser:  RITA 75.00
Totalfor Tran Code  VISA 75.00
Total for Report 195.00

A patient can complete and sign a card on file agreement for any credit card.
Patients with a health savings account (HSA) or flexible spending account (FSA)
may have a credit card attached the account.

The patient authorizes the practice to keep their account information on file for
payment and to initiate debit or charge entries on the account as amounts are owed
for the listed patient account. The patient indicates the maximum dollar amount
that can be charged for each transaction. The patient also indicates the total
amount to be charged to the card (not to exceed the listed dollar amount).

Card on File Agreement

In order to comply with PCI Guidelines, it is strongly recommended that practices
utilizing the Card on File feature have a Card on File Agreement between the
practice and patient. This agreement can be drafted by the practice and should
contain at a minimum:

e Patient Name

e Patient Account Number
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e Cardholder name, Address, Phone Number
e Card Number (last 4 digits only)

e Card Expiration

e End Date for Authorization

e Total Amount to be Charged to Card (Charge not to exceed amount
indicated)

e Total Amount to be Charged to Card per each Transaction (Charge amount
per transaction not to be exceeded)

e \Verbiage indicating:

o authorization by card holder to retain card information on file at the
practice

o authorization by card holder for practice to initiate debit or charge
entries on the indicated patient account as amounts are owed

o acknowledgement that the origination of ACH or credit card
transactions to patient account must comply with the provisions of
U.S. law

o understanding by card holder that a debit or charge may be made to
their bank account or credit card account periodically to pay for
amounts owed

o acknowledgement that if card holder’s bank account or credit card
information listed changes for any reason, the card holder will notify
the practice

o stipulation of any fees and associated amounts for returned ACH or
declined charges

e Signature of card holder and date signed

Save and Scan a Credit Card on File
From Patient Flow,

1. Highlight the patient. Click the Next Stage Button on the Toolbar.

2. If the patient is checked in, right click the patient. Select View Check-In
Screen from the dropdown menu.
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3. The Check-In Window opens. Click the Make a Check-In Payment Link
(lower right).

VertexDr Patient Check-In

]
i [B) Saveand Close E Print and Close E Print Check-In Receipt E Print Face Sheet | [=) li‘ InkForm | Posting :‘

i File View Action Forms

Patient Check-In for Mary Blanton
fgj 36 Year Old Female MRN: 00000005801 Account: 58-1 DOB: 2/3/1981 Case: Single Default Case

Contact Information Edit
Name: Mary Blanton Home Phone:  (860) 555-9011
Address: 56 WAGON ST Work Phane: (000) 000-0000
HARTFORD, CT 06106
PMD: Johnson, Robert MD
RMD: Abad, Vincent TMD
PCMD:
Pharmacy:
Consent Status Edit
Data Release:  2/26/2002 - Data Release Permitted Privacy Notice: Privacy Notice Not Signed
Encounter Information Edit
Providing MD:  Robert Johnson, MD Appointment: ~ Wednesday, February 22, 2017 at 9:30 AM
Responsible: Robert Johnson, MD Visit Type: Office Appts Est
Referring MD:  Abad, Vincent TMD Location: Windsor Office
Billing Information
Active Case: | DEFAULT CASE (D) v A Eigibility
Priority/ Insurance Name Membership Group Insured Name CoPay
1 CIGNA HEALTH PLANS (... 8798709370 BLANTON, MARY 30.00

Link: Go to website

Co-Pay Status
Co-Pay Amount: £30.00
Amount Paid: ~ $0.00
Make a Check-In payment

Balances Patient Insurance Total
Individual: -85.00 227.00 142.00 ‘
Family: -85.00 227.00 142.00

4. The Patient Payment for (Patient’s Name) Window opens. Select the
appropriate amount from the Amount Paid Dropdown Field. Or if
applicable, enter the amount in this field.

5. Click the Place This Credit Card on File for Future Payments Checkbox.
6. Click the Scan Card Button.

7. The Process Payment Message Box appears. Click the Yes Button to
continue.

8. The Payment Complete Window opens. Click the Print Receipt Button.

9. The Print Window opens. Click the Print Button to print 2 copies of the credit
card receipt.

10.Have the patient sign the credit card receipts. Give the patient their receipt.
Keep the other receipt for the practice.

11.The Credit Card on File Window opens.Click the Guarantor Dropdown Field.
Select the guarantor.

12.Enter the total amount (not to exceed) in the Total Amount Field.
13.Enter the maximum payment per transaction in the Max Payment Field.
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14.Click the OK Button to save the information.

Credit Card on

VertexDr Card on File
File

Flace a credit card onfile for this patient.

Patient Information

Patient Name:
Guarantor:

Guarantor DOB:

Card Information
Total Amount:
Max Payment:

Expiration Date:

Billing Address
Street 1:
Street 2:
City:

Zip Code:

Mary Blanton
Mary Blanton (2/3/1981) Y]

200.00
50.00
03312017 |w| Card Expires: 3/31/2017

56 WAGON 5T

HARTFORD State: |CT

Cancel

VertexDr Credit Card Processing

15.Give a copy of the Credit Card on File Agreement to the patient to complete

and sign.

16. The Manage Credit Card on File Window opens. Click the Scan in
Agreement Document Link.

VertexDr Manage Credit Card on File

Manage Credit Card on File

Manage the information for this credit card on file.

Card Information

Guarantor:

MARY BLANTON

Cardholder Name: Mary Blanton

Card Type:

Visa

Amount Remaining: $200.00

Max Payment:

£50.00

Expiration Date: 3/31/2017

Description:
Status:

Management

1111

Active

Update the cards current status: Inactivate Remove

Document: Scan in agreement document.

Cancel

17.The Scan Documents Window opens. Click the Type Dropdown Field.
Select Card on File Agreement from the dropdown menu.

18.Place the Card on File Agreement in the scanner. Click the Scan Button.
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The system drops a copy of the card on file agreement in the Documents Section of
the patient’s chart.

Use a Credit Card on File at a Future Visit
From the Patient Payment for (Patient’s Name) Window,

Notice that there is a Card on File Exists Link. Use this link to inactivate or
remove a credit card on file.

1. Select an amount from the Amount Paid Dropdown Field or enter an
amount, if applicable.

Click the Card on File Radio Button.

Click the Card on File Dropdown Field. Select the credit card on file the
patient wishes to use today. All the fields below this field auto-populate.

4. Click the OK Button to continue to process the patient payment.

VertexDr Patient Payment for Mary Blanton

VertexDr Patient Payment for Mary Blanton

Please enter the details to make a payment for this patient.

Balance Information

Patient Balance:  §p.00

Family Balance:  $0.00

Payment Information

7 - QFFICE PATIENT
PAYMENTS

Amount Paid: £30.00 v

Co-Pay Amount: $0.00 Current Batch:

|:| Apply Entire Amount to Co-Pay Suspense

Payment Type Card on File Exists)
() Credit Card (@) Card on File (_)Cash/Check

Card on File: MARY BLANTON (30004 2000( 2000 1111; $200.00) v
Card Type: Visa

Amount Remaining: $200.00

Amount Used: £0.00

Expiration: 3/31/2017

Cardholder Name:  Mary Blanton

Transaction Code: | VISA W

Cancel

Patient Statements / Auto Card Payment

The patient now has a credit card on file agreement with the practice. When the
patient is due for a statement, the system automatically charges the credit card on
file. The patient will not receive a statement.

Refer to the Payment Report for a list of patient’s who's cards have been charged.

If the credit card on file expires for a patient who is due a statement, the system
marks the credit card as expired. At the next statement cycle, a statement will
generate for that patient.
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Manage Credit Card Options — Inactivate or Remove a Card on File

Any Card on File that is decline will automatically be inactivated.

It is recommended that the Card on File Status Changes Report be run daily for
practices using Card on File. You can also check the Credit Card File List from within
Patient Definition.

From the Check-In Window,

1. Click the File Menu. Select Manage Card on File from the dropdown menu.

VertexDr Patient Check-In ’
i |File| View Action Forms |
I:|[E saveand Close E Print Check-In Receipt E Print Face Sheet | (= @ @ InkForm | Posting .
Print and Close
= Mary Blanton
| Manage Card On File... N | 00005801 Account: 58-1 DOB: 2/3/1981 Case: Single Default Case
Take Other Payment... I/} Edit
Manage Other Payments... lton Home Phone: (860} 555-8011
Print Other Payments Receipt.. N ST Work Phone: (000) 000-0000
, CT 06106
Close PMD: Johnson, Robert MD
RMD: Abad, Vincent TMD
PCMD:
Pharmacy:
Consent Status Edit
Data Release:  2/26/2002 - Data Release Permitted Privacy Notice:  Privacy Notice Not Signed
Encounter Information Edit
Providing MD:  Robert Johnson, MD Appointment:  Wednesday, February 22, 2017 at 9:30 AM
Responsible: Robert Johnson, MD Visit Type: Office Appts Est
Referring MD:  Abad, Vincent TMD Location: Windsaor Office

Billing Information

Active Case: | DEFAULT CASE (0) v A Eligibility

Priority Insurance Name Membership Group Insured Name CoPay
1 CIGNA HEALTH PLANS (... 8798709870 BLANTON, MARY 30.00
Insurance Link: Go to website

Co-Pay Status
Co-Pay Amount: $0.00 Transactions: VISA, VISA

Amount Paid: £60.00
Make a Check-In payment Manage Check-In payments

Balances Patient Insurance Total
Individual: -85.00 227.00 142.00
Family: -85.00 227.00 142.00

2. The Credit Card on File List for (Patient’s Name) Window opens. Click the
Status Dropdown Field. Select a particular credit card status to view.

e Active: credit cards on the Patient’s Account that still have a useable
balance and have not expired.

e All: all credit cards regardless of their status.
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e Expired: credit cards that have reached their expiration date.

e Inactivated by Processes: credit cards that have been automatically
inactivated by the system.

e Inactive: credit cards that have been manually marked as inactive.
e Out of Funds: credit cards that no longer have a useable balance.

¢ Removed: credit cards that have been removed from the Patient’s
Account.

VertexDr Credit Card on File List for Mary Blanton

VertexDr Credit Card on File List for Mary Blanton

Below are all the credit cards on file forthe this patient.

Status: |All w

Active
Guarantor|all Card Holder Mame Amount Remaining Max Payment  Expiration Date  Card Type Description

MaRY BLA Expired Mary Blantan $200.00 £50.00 03/31/2017 Visa 300000000000 1111
Inactivated by Process
Inactive

Out of Funds
Removed

o

No items located

3. Highlight a credit card on file. Click the Change Button.

VertexDr Credit Card on File List for Mary Blanton
VertexDr Credit Card on File List for Mary Blanton

Below are all the credit cards on file forthe this patient.

Status: |All W

Guarantor Status Card Holder Name Amount Remaining Max Payment  Expiration Date  Card Type Description

MARY BLANTON Active Mary Blanton $200.00 £50.00 03/31f2017 0000000000 1111

No items located
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4. The Manage Credit Card on File Window opens. Click the Inactivate Link.

VertexDr Manage Credit Card on File
Manage Credit Card on File

Manage the information for this credit card on file.
Card Information
Guarantor: MARY BLANTON
Cardholder Name: Mary Blanton
Card Type: Visa
Amount Remaining: $200.00
Max Payment: §50.00

Expiration Date: 3/31/2017

Description: 1111
Status: Active
Management

Update the cards current status: Inactivate Remove

Document: Scan in agreement document,

Cancel

5. The Change Status Message Box appears. Click the Yes Button to change the
status of the credit card to inactive.

From the Manage Card on File Window:

1. Click the Remove Link.The Remove Card on File Record Message Box
appears.

2. Click the Yes Button to remove the card on file.

Remove card on file record?

| Are you sure you wish to remove this card on file?
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If a patient wants to use that card on file again at a later time, place the credit card
on file. Print a new credit card on file agreement for the patient to sign. Scan the
new credit card file agreement into the system.

Take Other Payment

The practice can take collection balances or patient balances for a particular date of
service from patients during the check in process. View external and internal
collection balances from the Status Section in Patient Definition. View open and
history balances from the Inquiry Section in Patient Definition.

Helpful Hint: From the Check-In Window, click the Edit Link next to the Contact
Information Section to get to Patient Definition.

From the Check-In Window:

1. Click the File Menu. Select Take Other Payment from the dropdown menu.

VertexDr Patient Check-In
i|File| View Action Forms
{|[E Saveand Close E Print Check-In Receipt E Print Face Sheet | = @ E InkForm | Posting z
E Print and Close

Balance Patient

Manage Card On File... 00019201 Account: 192-1 DOB: 2/3/1380 Case: Single Default Case
| Take Other Payment... | Edit
Manage Cther Payments... |/\\s htient Home Phone:  (198) 765-4322
Print Other Payments Receipt.. ST Work Phone: (000) 000-0000
CT 06095
Close PMD: Johnson, RobertMD
RMD:
PCMD:
Pharmacy:
Consent Status Edit
Data Release:  2/6/2007 - Data Release Permitted Privacy Notice: Privacy Notice Not Signed
Encounter Information Edit
Providing MD:  Robert Johnson, MD Appointment:  Wednesday, February 22, 2017 at 12:30 PM
Responsible: Robert Johnsaon, MD Visit Type: Fhysical
Referring MD: Location: Windsor Office
Billing Information
Active Case: | DEFAULT CASE (0) W * Eligibility
Priority” Insurance Name Membership Group Insured Name CoPay
Insurance Link: No Website Defined

Co-Pay Status
Co-Pay Amount: $0.00

Amount Paid:  $0.00
Make a Check-In payment

Balances Patient Insurance Total
Individual: 345.00 0.00 345.00
Family: 345.00 0.00 345.00

2. The Patient Payment for (Patient’s Name) Window opens. Enter the amount
paid in the Amount Paid Field.

3. Enter the date of service to apply the payment to in the Note Field.
Click the Cash/Check Radio Button to process a cash or check payment.
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5. If the patient wishes to use a card on file, there will be a Card on File Radio
Button to select.

6. Otherwise, click the Scan Card Button to process a credit card payment.

VertexDr Patient Payment for Balance Patient

VertexDr Patient Payment for Balance Patient
Please enter the details to make a payment for this patient.

Balance Information

Patient Balance:  &345.00

Family Balance:  $345.00

Payment Information

Amount Paid: $100.00 W
Note: DOS: 02/09/15
Payment Type

(@ Credit Card () Cash/Check

Name on Card:

Card Number:
Expiration Date:

Transaction Code:

oK Cancel
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Page | 34



VertexDr Credit Card Processing

To print a receipt from the practice for the payment:

1. From the Check-In Window, click the File Menu. Select Print Other Payments
Receipt from the dropdown menu.

VertexDr Patient Check-In
i | File| View Action Forms
{|[E] Saveand Close E Print Check-In Receipt E Print Face Sheet | [= Iz‘ @ InkForm | Posting z
Print and Close -
=) Balance Patient
Manage Card On File... 00019201 Account: 192-1 DOB: 2/3/1980 Case: Single Default Case
Take Other Payment... Edit
Manage Other Payments... Btient Home Phone:  (198) 765-4322
Print Other Payments Receipt... ST Work Phone: (000) 000-0000
, CT 06095
Close PMD: Johnson, Robert MD
RMD:
PCMD:
Fharmacy:
Consent Status Edit
Data Release:  2/6/2007 - Data Release Permitted Privacy Notice:  Privacy Notice Not Signed
Encounter Information Edit
Providing MD:  Robert Johnson, MD Appointment:  Wednesday, February 22, 2017 at 12:30 PM
Responsible: Robert Johnson, MD Visit Type: Physical
Referring MD: Location: Windsor Office

Billing Information

Active Case: | DEFAULT CASE (0) W * Eligibility

Priority  Insurance Name Membership Group Insured Name CoPay

Insurance Link: No Website Defined
Co-Pay Status
Co-Pay Amount: $0.00 Transactions: CASH AT DESK

Amount Paid: £100.00
Make a Check-In payment Manage Check-In payments

Balances Patient Insurance Total
Individual: 345.00 0.00 345.00
Family: 345.00 0.00 345.00

Take Credit Card Payments from the Inquiry Section

Patients may walk into the practice without an appointment to make balance
payments and record credit card, or card on file payments, from the Inquiry Section
in Patient Definition.

Billers can take credit card payments or card on file payments on patient balances
over the telephone from the Inquiry Section in Patient Definition.

a MERIDIAN MEDICAL MANAGEMENT company



VertexDr Credit Card Processing

1. From the Inquiry Section in Patient Definition,click the Activities Menu.
Select Take Credit Card Payment from the dropdown menu.

PATIENT, BALANCE - Patient Chart - MERIDIAN MEDICAL CLINIC (User: RITA)

- s N

Manage Check-In Payments...

View Unprocessed IVR Payments...

t Total: 345.00, Insurance Total: 0.00, Today’s Activity: -100.00

i File View [ Activities | Reports Forms _Transactions
Back ~ Check-Out v @] |  Transaction Update... EEES
(i3 idl\o Allergy Information on File)
Sections Patient Account Auditing... 85 010 Cases: 1 Balance: 245.00 Next Visit: Today

E Person Eligibility 3 ¥ 1C: /252011

-l Guara Patient Privacy...
Information Release History... All Transactions
Patient Miscellaneous... F7

Action Description Amount
Patient Alerts...
. PATIENT (1 Patient) - Today's Activity: -100.00

Pre-Authorization... e
Case Management.. 45330 SIGMOIDOSCORY, DIAGN 135.00
Referral Tracking... 99212 EST PT-OFF VISIT,LIMITE. 75.00
Family Balance Information...  Ctrl<B CASH CASH AT DESK -75.00

i Tasks Appointment List... 93000 EKG 45.00
E-Mail Patient... CASH CASH AT DESK -25.00
T 81000 URINALYSIS WITH MICR. 15.00
Comespondence History.. 95212 EST PT-OFF VISIT,LIMITE 75.00
Account Update 3
Collection Information 3
Reset Statement
Reset Letter
Manage Card On File...
Portal 3
Patient Payment Estimator
Take Credit Card Payment...
Manage Other Payments.. I3

Explode.. Resubmit

Remaining Providing MD

135.00 *P RI-JOHNSON,R.
RI-JOHNSON, R.

20.00 *P RI-JOHNSON,R.

15.00 *P RJ-JOHNSON, R.
75.00 *P RI-JOHNSON,R.

Claim Status

Patient Inquiry

MRN: 00000019201  Account: 192-1  Client Id: 1

Transactions to view: (8)0pen ()History (_)Suspense

ReferringMD  AssistantMD Location Submit Type Financial

OFF-WINDSOR. c
OFF-WINDSOR. c
5P
OFF-WINDSOR. c
5P
OFF-WINDSOR. c
OFF-WINDSOR. c

Patient Created: 2/6/2007

Patient Last Changed: 10/7/2010

2. The Patient Payment for (Patient’s Name) Window opens. Enter the amount
paid in the Amount Paid Field.

2. Enter the date of service to apply the payment to.

3. Click the Scan Card Button to swipe the credit card.
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Or click the Enter Card Info Button to manually input the credit card
information.

VertexDr Patient Payment for Balance Patient

VertexDr Patient Payment for Balance Patient
Please enter the details to make a payment for this patient.

Balance Information

Patient Balance:  £245.00

Family Balance:  $245.00

Payment Information

Amount Paid: $45.00 W
Note: DOs: 6/9/08
Payment Type

(®) Credit Card

Name on Card:

Card Number:

Enter Card Info

Expiration Date:

Transaction Code:

oK Cancel

The Patient Payment for (Patient’s Name) Window appears. The system auto-
populates the Payment Type Fields.

Click the OK Button to save the information.

VertexDr Patient Payment for Balance Patient

VertexDr Patient Payment for Balance Patient
Flease enter the details to make a payment for this patient.

Balance Information

Patient Balance:  £245.00

Family Balance:  $245.00

Payment Information

Amount Paid: $45.00 v
MNote: DOs: 6/19/08
Payment Type

(®) Credit Card

Name on Card: Balance Patient Scan Card
R 1111

TR iEs Enter Card Info

Expiration Date: 02/2017

Transaction Code: | VISA W

Cancel
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7. The Process Payment Message Box appears. Click the Yes Button to
continue.

Process Payment

8. The Payment Complete Window opens. Click the Print Receipt Button.

VertexDr Payment Complete -

Payment Complete
Your payment has been successfully completed.
Payment Details

Total Amount: £45.00

Transaction Code: VISA

9. The Print Window opens. The Number of Copies Field defaults to 2. Click
the OK Button to print 2 credit card receipts.

10.Have the patient sign the receipts. The patient keeps one credit card receipt.
The practice keeps the other credit card receipt.

Print

Prirter

Name: "WFSONCTO2 ssimedS2 local \Staff_Copier | Properties. ..
Status:  Ready

Type: Herox WorkCentre 36555 PCLE

Where:  10.101.0.216

Comment: [~ Prirt to file
Print range Copies
Al Number of copies: m
c M wh
& 8 23 8 23

oK | Cancel

Manage Other Payments from the Inquiry Section
Select this option to void or reprint a receipt for the patient.
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VertexDr Credit Card Processing

1. Click the Activities Menu. Select Manage Other Payments from the
dropdown menu.

PATIENT, BALANCE - Patient Chart - MERIDIAN MEDICAL CLINIC (User: RITA) -0
i File View [ Activities | Reports Forms Transactions
Back | Check-Out v [B] | Trensaction Update... (=] | & Explode.. Resubmit Claim Status

[EniE s i\o Allergy Information on File) Patient Inquiry
Patient Account Auditing... 4 Salance: 245.00 Next Visit: Today MRN: 00000019201  Account: 182-1  Client Id: 1
Eligibility s CrSTETh
Patient Privacy...
[Eicinahoniieleactliiuionis all Transactions Transactions to view: (@)Open (JHistory ()Suspense
Patient Miscellanecus. F7

Action Description Amount Remaining Providing MD Referring MD AssistantMD Location Submit Type Finandial
Patient Alerts...

PATIENT (1 Patient) - Today's Activity: -100.00

-01 - Balance Patient (5 Charges) - Patient Total: 345.00, Insurance Total: 0.00, Today's Activity: -100.00

Case Management.. 45330 SIGMOIDOSCOPY, DIAGN.. 135.00 135.00 *P RI-JOHNSON, R.. OFF-WINDSOR... 1
Referral Tracking... 99212 EST PT-OFF VISIT,LIMITE... 75.00 RIJ-JOHNSON, R.. OFF-WINDSOR... 1
Family Balance Information... Cirl+B CASH CASHATDESK -75.00 SP

Appointment List... 93000 EKG 45.00 20.00 *P RJ-JOHNSON, R.. OFF-WINDSOR... i
E-Mail Patient... P CASH CASHATDESK -25.00 sP

81000 URINALYSIS WITH MICR... 15.00 15.00 *P RI-JOHNSON,R.. OFF-WINDSOR... Ic
99212 EST PT-OFF VISIT,LIMITE... 75.00 75.00 *P RJ-JOHNSON, R.. OFF-WINDSOR... Ic

Pre-Authorization...

Insurance History...
Correspondence History...

Account Update »
Cellection Information 3
Reset Statement

Reset Letter

Manage Card On File...

Portal 3
Patient Payment Estimater

Take Credit Card Payment...

Manage Other Payments.

Manage Check-In Payments..
View Unprocessed IVR Payments.

Patient Created: 2/6/2007 Patient Last Changed: 10/7/2010

2. The Payments for (Patient’s Name) Window opens. Click the Reprint
Receipt Link to reprint the credit card receipt for the patient. There is no
reprint receipt link for cash or check payment.
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3. Click the Void this Payment Link.

Payments for Balance Patient
A list of payments that can be managed.

VertexDr Credit Card Processing

Receipt Date Amount

02/22(2017 $45.00

Transaction Type Status
02/22/2017 §45.00 VISA

Settled

Card Type
Visa

Description
20000 000 000 1111
J0000000{ 2000 1111

Payment Details
Payment Type:
Payment Amount:
Transaction Code:

Order ID:

Charge

£45.00
VISA

Credit Card Information

Cardholder Name: Balance Patient

Card Number:

Expiration Date:

COABD13F:015A6729FFFE:64

EG6:00C093C6

1111

2(28/2017

Void this Payment
Reprint Receipt

2 Payments located

Note: When a credit card payment is voided, the patient’s credit card is
immediately refunded the amount. A voided receipt is not generated.

4. The Void Payment Message Box appears. Click the Yes Button to continue.

vertexdr.com
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VertexDr Credit Card Processing

5. The Payments for (Patient N\ame) Window appears. The Status Column
indicates the credit card payment is voided. Click the Exit Button to close

this window.

VertexDr Payments for Balance Patient

Payments for Balance Patient
A list of payments that can be managed.

Receipt Date Amount Transaction Type Status Card Type Description
02222017 545.00 VISA Settled Visa 20000 000 000 1111

0000000000 1111

02/22/2017 $45.00 Voided

Payment Details Credit Card Information
Payment Type: Charge Cardholder Name: Balance Patient
Payment Amount:  $45.00 Card Number: 1111
Transaction Code: VISA Expiration Date: 2/28(2017
COABD13F:015A6729FFFE:64
Order ID:

E6:00C093C6

2 Payments |located

Manage Check-In Payments from the Inquiry Section
Select this option to void a payment taken through the Check-In Window.

vertexdr.com
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VertexDr Credit Card Processing

1. Click the Activities Menu. Select Manage Check-In Payments from the

dropdown menu.

PATIENT, BALANCE - Patient Chart - MERIDIAN MEDICAL CLINIC (User: RITA)

_5‘4

i File View

Back -

Sections

B Persor|
Guaral
Insura
Status
Billing
B5 Dated
& Billing
B Pharm,
B Docuny
B Spedia
Corres|
Messa)
B Tasks

Activities | Reports_Forms _Transactions

Check-Out
Reminders

Patient Account Auditing...
Eligibility

Patient Privacy...

Information Release History...
Patient Miscellancous...
Patient Alerts..
Pre-Authorization...

Case Management...

Referral Tracking...

Family Balance Infermation...
Appointment List...

E-Mail Patient...

Insurance History...
Correspondence History..
Account Update

Collection Information

Reset Statement

Reset Letter

Manage Card On File..
Portal

Patient Payment Estimator
Take Credit Card Payment...
Manage Other Payments...

» [B] | Transaction Update... (4 BB 8 | & Explode.. Resubmit Claim Status

&0 Allergy Information on File)

Patient Inquiry

Manage Check-In Payments...

View Unprocessed IVR Payments...

:ar Old Cases: 1 Balance: 245.00 Next Visit: Today MRN: D 19201 Account: 192-1  Client Id: 1
»
All Transactions Transactions to view: (@) Open () History () Suspense
Action Description Amount Remaining Fraviding MD Referring MD AssistantMD Location Submit Type Financial
PATIENT (1 Patient) - Today's Activity: -100.00
-01 - Balance Patient (5 Charges) - Patient Total: 345.00, Insurance Total: 0.00, Today's Activity: -100.00
45330 SIGMOIDOSCOPY, DIAGN... 135.00 135.00 *P RI-JOHNSON, R.. OFF-WINDSOR.. o
98212 EST FT-OFF VISIT,LIMITE. 75.00 RI-JOHNSON, & OFF-WINDSOR o
CASH CASH AT DESK -75.00 sP
93000 EKG 45.00 20.00 *P RI-JOHNSON, R.. OFF-WINDSOR.. o
| CASH CASH ATDESK -25.00 sP
81000 URINALYSIS WITH MICR 15.00 15.00 *P RI-JOHNSON, R. OFF-WINDSOR. o
99212 EST PT-OFF VISIT,LIMITE.. 75.00 75.00 *P RI-JOHNSON, R.. OFF-WINDSOR.. o
»
»
»
>

Fatient Created: 2/6/2007 Patient Last Changed: 10/7/2010

2. The Payments for (Patient’s Name) Window opens. Click the Reprint
Receipt Link to reprint the credit card receipt for the patient. There is no
reprint receipt link for cash or check payment.
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3. Highlight the transaction. Click the Void this Payment Link.

VertexDr Payments for Balance Patient
Payments for Balance Patient
A list of payments that can be managed.
Receipt Date Amount Transaction Type Status Card Type Description
02222017 £100.00 CASH AT DESK Settled Unknown
Payment Details Additional Information Void this Payment
Payment Type: Qther Check Number

Payment Amount:  $100.00
Transaction Code: CASH AT DESK
Order ID:

1 Payment located

4. The Void Payment Message Box appears. Click the Yes Button to continue.

5. The Payments for (Patient’s Name) Window appears. The Status Column
indicates the credit card payment is voided. Click the Exit Button to close
this window.

Manage Card on File from the Inquiry Section

Select this option to view the card on file statuses, max payment amounts,
remaining amounts and expiration dates. Also select this option to inactivate,
activate or remove a card on file.
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VertexDr Credit Card Processing

1. Click the Activities Menu. Select Manage Card on File from the dropdown
menu. The Credit Card on File List for (Patient’s Name) Window opens.

BLANTON, MARY - Patient Chart - MERIDIAN MEDICAL CLINIC (User: RITA) -0
i File View [Activities | Reports Forms Transactions
Back - Check-Out v [B] | Trensaction Update... B E | @ Eplode. Resubmit Claim Status
i Es 4 Allergy Information on File) Patient Inquiry
Sections Patient Account Auditing... ll:2r 0/d Cases: 1 Balance: 112.00 Next Visit: Today MRN: 00000005801 Account: 58-1  Client Id: 1
B Persor| Eligibility 3
B Guara Patient Privacy...
B3 Insura
B3 Status Information Release History... All Transactions Transactions to view: (@)Open ()History () Suspense
B RETR  patient Miscellanecus... £7
&= Billing Action Description Amount Remaining Providing MD Referring MD AssistantMD Location Submit Type Financial
55 Dated Patient Alerts..
= il NTON (1 Patient) - Today's Activity: -30.00
=5 Billing Pre-Autherization... . S
& Pharm -01 - Mary Blanton (7 Charges) - Patient Total: -85.00, Insurance Totak: 227.00, Today's Activity: -30.00
=@l Docun Case Management... 93010 ELECTROCARDIOGRAM R.. 42.00 42,00 *I RJ-JOHNSON,R... ABI-ABAD, VIN.. OFF-WINDSOR... Primary - ELEC.. CHP
oy
;:D::‘a Referral Tracking... 99213 EST PT-OFF VISIT.LOW S. 85.00 -85.00 *P RS-SMITH, RIC... ABI-ABAD,VIN... OFF-WINDSOR... i
5 Corres| Family Balance Information...  Ctrl+B PCHP CIGNA HEALTH PLAN PMT -40.00 cHP
i Messa Appointment List... ACHP CIGNA HEALTH PLAN ADJ.. -15.00 cHP
5 Tasks
£-Mail Patient... CKM  CHECK THRU MAIL -115.00 Ic
81002 URINALYSIS WITHOUT 5 20.00 RS-SMITH, RIC... ABI-ABAD, VIN OFF-WINDSOR CHP
Insurance History...
. PCHP  CIGNA HEALTH PLAN PMT -15.00 CHP
Correspendence History...
ACHP  CIGNA HEALTH PLAN AD] -5.00 CHP
Account Update »
99213 EST PT-OFF VISIT.LOW S. 85.00 85.00 I RJ-JOHNSON,R.. OFF-WINDSOR... Primary - ELEC.. CHP
Cellection Informatien ¥ | 99213 EST PT-OFF vISIT.LOW S.. 85.00 85.00 *I RI-JOHNSON,R... ABI-ABAD,VIN.. OFF-WINDSOR... Primary - ELEC.. CHP
Reset Statement 81000 URINALYSIS WITH MICR... 15.00 15.00 *I RJ-JOHNSON,R... ABI-ABAD,VIN... OFF-WINDSOR... Primary - ELEC.. CHP
Reset Letter VISA  VISA -30.00 -30.00 *0' RI-JOHNSON,R... OFF-WINDSOR... CHP
Manage Card On File... I
Portal b 3
Patient Payment Estimator
Take Credit Card Payment..
Manage Other Payments...
Manage Check-In Payments...
View Unprocessed IVR Payments...
< >
Patient Created: 2/26/2002 Patient Last Changed: 8/12/2016

3. Click the Status Dropdown Field. Select a particular credit card status to
view.

e Active: Credit cards on the Patient’s Account that still have a useable
balance and have not expired.

e All: All credit cards regardless of their status.
e Expired: Credit cards that have reached their expiration date.

e Inactivated by Processes: Credit cards that have been automatically
inactivated by the system.

e Inactive: Credit cards that have been manually marked as inactive.

e Out of Funds: Credit cards that no longer have a useable balance.
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VertexDr Credit Card Processing

¢ Removed: Credit cards that have been removed from the Patient’s
Account.

VertexDr Credit Card on File List for Mary Blanton
Below are all the credit cards on file forthe this patient.

Status: | All |Z|

Active
Guarantor|a|| Card Holder Name Amount Remaining Max Payment  Expiration Date  Card Type

MARY BLA Expired Mary Blanton $200.00 $50.00 03/31/2017
Inactivated by Process

Inactive
Out of Funds
Removed

Description

Visa 000000000 1111

No items located

4. Highlight a credit card on file. Click the Change Button.

VertexDr Credit Card on File List for Mary Blanton
Below are all the credit cards on file forthe this patient.

Status: |All |z|
Guarantor Status Card Holder Name Amount Remaining Max Payment  Expiration Date  Card Type Description
I MARY BLANTON Active Mary Blanton £200.00 $50.00 03/31/2017

[ Ghange | Bat |

No items located

5. The Manage Credit Card on File Window opens. Click the Inactivate Link.

6. The Change Status Message Box appears. Click the Yes Button to change the
status of the credit card to inactive.

Note: The card on file information remains in our system and Zirmed’s system. An
inactivated card on file can be reactivated at a later date.

vertexdr.com
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VertexDr Credit Card Processing

From the Manage Card on File Window,
1. Click the Remove Link.

2. The Remove Card on File Record Message Box appears. Click the Yes Button
to remove the card on file.

Remove card on file record?

':e] Are you sure you wish to remove this card on file?

If a patient wants to use that card on file again at a later time, place the credit card
on file. Print a new credit card on file agreement for the patient to sign. Scan the
new credit card file agreement into the system.

Co-pays taken through the Check-In Window are placed in the Co-Pay Worklist.
When the charges are posted, during the next closing the system automatically
attaches the co-pays to the charges posted for the same date of service. The co-
pays are removed from the Co-Pay Worklist.

Other Payments (not a co-pay for today’s date of service or payment on the oldest
balance charge) taken through the Check-In Window are placed in the Co-Pay
Worklist.

Credit card payments taken through the Inquiry Section in Patient Definition are
also placed in the Co-Pay Worklist. These payments need to be manually posted
from the Co-Pay Worklist.

Access the Co-Pay Worklist

1. From the Office Section of the Navigation Pane, click the Import Facility
Icon.

2. The Data Import Facility Window opens. Click the Co-Pay Worklist Link at
the bottom of the first column.
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VertexDr for MERIDIAN MEDICAL CLINIC (User: RITA)

VertexDr Credit Card Processing

i File Definition Operations Reports Window Help

i = | 4mBack -

- B E | [E]new - | O patient Search -

All Data Options

Data Import Facility

24 Data Options
y D:ktnp Data Import Facility
Select the linkfor the tool you would like to use.
j Import Data Reports
Patient Flow Import Demographic Data All Suspense Transactions by Service Date
Import Charge Data Suspense Transactions All Options
Appeintments Conversion File Setup Suspense Transactions by Days Old
1 Transaction Release Suspense Transactions by Location
'E Release All Transactions Suspense Transactions by User
Faxes Release by Provider Suspense Transaction Error Report
Release by Service Date Suspense Transactions Range by Xref
Processes Release by Service Location Suspense Transactions Range by Procedure
3- Release by VertexDr User Id PossibleDuplicat Transaction
Posting Release by VertexDr Fels VertexDr Mobile and EMR Missing Charge Audit
Release by Transaction Code VertexDr EMRae Encounter Missing Charge Audit
[ ¢ Release by Patient
Import Facility
Maintain Suspense
Direct Suspense Access
Suspense Work List
Copay Work List
Activities
Office
Charts
Active
2 Messages B Tasks 2 2 Authorizations 0 Orders 3 Appointments 27 Encounters

Manually Post Other Payments

The Blue Circle Icon denotes an Other Payment taken from the Check-In Window
or a payment taken from the Inquiry Section in Patient Definition.

The Co-Pay Worklist Window opens.
1. Sort the Co-Pay Worklist by Location, Provider Date Type, Date Range or

User.
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VertexDr Credit Card Processing

2. Highlight a patient payment with the Blue Circle Icon. Click the Post

Button.
Copay Work List
The copay work list contains patient copayments that will be attached to a date of service during the closing process.
Practice View: MERIDIAN MEDICAL CLINIC
Location: El {Encounter Related)
Provider: @ {Encounter Related)
Date Type: Service Date |Z|| From: | |Z|| To: | |Z|| User: | |Z||

[C] Mo charge posted for service date

! Client Account/fFam Patient Name Service Date  Create Date  Tran Code Amount Expected Co-Pay User Id Check Number
i It E BERLIN, SALLY 2/21f2017  2/21/2017  VISA 20.00 30.00 RITA
DOS: 4/26/14
1 M1 BERLIN, SALLY 2202017 2f20/2017 VISA 30.00 30.00 RITA
1 5141 BAKER, VIRGINIA 2212017 2f21/2017 VISA 20,00 20,00 RITA
1 5141 BAKER, VIRGINIA 2202017 2f20/2017 VISA 20,00 20,00 RITA
i It 5141 BAKER, VIRGINIA 2/20/2017  Zj20/2017  CASH 20.00 20.00 RITA
For DOS 12/09/2007
1 5811 BLANTON, MARY 2f22(2017 222017 VISA 30.00 30.00 RITA
1 5811 BLANTON, MARY 2212017 /212017 CASH 15.00 30.00 RITA
) 19241 PATIENT, BALANCE 2(22{2017 2(22/2017
DOS: 6/9/08
1 20241 CARD, INES 2202017 2f20/2017 VISA 20,00 20,00 RITA
1 20241 CARD, INES 9/15/2010 1042042010 CASH 20,00 20,00 CFERNAN
1 20241 CARD, INES 5/12f2010 8/30/2010 VISA 20,00 20,00 CFERNAN
£ >
Payment Totals by Type
Other:  205.00 Mail: 0 At Desk: 55.00 Collection: 0 Current Batch: 7 - OFFICE PATIENT PAYMENTS
| Eter [[  punt | | viewchart | [F7Bost | | change || Delete || mat |

11 items located

Note: The payments posted will go into the Current Batch listed at the bottom right
of the window. Click the Current Batch Link to insert a new batch to place these
patient payments, if applicable.

3. The Post Payment Message Box appears. Click the Yes Button to continue to
the Payment Posting Window.

@ Are you sure you want to post this record as a patient payment?

4. The Payment Posting Window opens. The system auto-populates the
Reference Field and Payment Priority Fields. Click the Apply Payment
Dropdown Field to select Range of Charges or Unidentified Payment, if
applicable.

vertexdr.com
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5. Enter the claim number the payment is being posting to in the Claim
Number Field. Press the F10 Key to save.

Payment Posting to Batch: 7 - OFFICE PATIENT PAYMENTS - o

g Activities Forms

. Save . Save & Exit |E View Chart | Recall | = Message [=|New -

Balance Patient (192-1) (No Allergy Information on File) Payment Posting
Birth Date: 2/3/1980 37 Year Old Cases: 1 Balance: 345.00 Next Visit: Today MRN: 00000019201  Account: 192-1  Client Id: 1
Billing Information Payment Type
Guarantor: PATIENT, BALANCE Co-Pay: 0.00 Type to Post:
Financial Class:  SELF PAY ClientId: 1 Patient Payment Information
Providing MD: JOHNSON, ROBERT MD Payment Code: Q
Primary Care MD: Receipt Date:
Insurance 1: Total Payment:

Insurance 2: Reference: From $45.00 Total
Insurance 3: Apply Payment: Single Charge |Z|
Claim Status: [] suppress secondary Payment Priority: | Patient |Z|

Current Transactions All Transactions H Payment Posting

Service Date Action Claim  Amount Remaining Providing MD R Claim Number: 2

=] Guarantor: BALANCE PATIENT (1 Patient) - Teday's Activity: 0.00 Standard Charge: 45.00 Amount Remaining: m

= Patient: 00000192-01 - Balance Patient (5 Charges) Payment Amount: 45.00

e 02/06/2007 99212 1 75.00 75.00 *F RI-JOHNSON, R... Responsibility To: | By-pass
i 02/06/2007 93000 2 45.00 45.00 *P RI-JOHNSON, R...
02/06/2007 81000 3 15.00 15.00 *P RI-JOHNSON, R..
- 02/06/2007 45330 4 135.00 135.00 *P RJ-JOHNSON, R...
L 06/19/2008 99212 5 75.00 75.00 *F RI-JOHNSON, R..
< >
Previous Balance: §345.00 MNew Charges: $0.00 New Payments: $0.00 MNew Adjustments: $0.00 Activity Today: $0.00

6. The Success Message Box appears. Click the OK Button to acknowledge the
payment has posted to the patient’s account.

Note: The entire payment must be posted before the user is returned to the Copay
Work List Window. The patient is removed from the Co-Pay Worklist.

Note: Deleting a payment in Payment Posting that was posted through the Co-Pay
Worklist will return the entire payment amount to the Co-Pay Worklist. This is true
even if the payment was posted to multiple claims. The payment can be deleted
from the Co-Pay Worklist or reposted, if applicable.

Delete a Cash or Check Payment
1. Highlight the patient transaction.

vertexdr.com
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2. Click the Delete Button.

\/| - VertexDr Copay Work List

Copay Work List

The copay work list contains patient copayments that will be attached to a date of service during the closing process.

Practice View: MERIDIAN MEDICAL CLINIC

VertexDr Credit Card Processing

Location: @ {Encounter Related)
Provider: @‘ (Encounter Related)
Date Type: |Service Date |Z|| From: | |Z|| To: | |Z|| User:| |Z||

[] Mo charge posted forservice date

! Client Account/fFam Patient Name

1 a1 BERLIN, SALLY

1 5111 BAKER, VIRGINIA
5141

Service Date  Create Date  Tran Code
22042017 2/20/2017  VISA
22142017 2/21/2017  VISA
2/20/2017 2/20/2017
2{20{2017

Amount

30.00
20.00
20.00
20.00

Expected Co-Pay  User Id Check Number

30.00 RITA
20.00 RITA
20.00 RITA

1 5811 BLANTON, MARY 2222017 2222017 VISA 30.00 30.00 RITA
1 5811 BLANTON, MARY 2/212017 /212017 CASH 15.00 30.00 RITA
1 20241 CARD, INES 22042017 2202017 VISA 20.00 20.00 RITA
1 20241 CARD, INES 9/15/2010 10/20/2010 CASH 20.00 20.00 CFERNAN
< >
Payment Totals by Type
Other:  120.00 Mail: 0 At Desk: 55.00 Collection: 0 Current Batch: 7 - OFFICE PATIENT PAYMENTS
| Filter | | Print | | View Chart | | Post | | Change | | Delete | | Exit |

8 items located

3. The Delete Selected Record Message Box appears. Click the Yes Button to

continue.

Warning: This will permanently delete the selected record.
Are you sure you want to continue?

vertexdr.com
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Delete a Credit Card Payment
1. Highlight the patient transaction. Click the Delete Button.

Copay Work List

The copay work list contains patient copayments that will be attached to a date of service during the closing process.

Practice View: MERIDIAN MEDICAL CLINIC W

Location: E {Encounter Related)

Provider: @‘ (Encounter Related)

Date Type: Service Date |Z|| From: | |Z|| To: | |Z|| User: | |Z||

[] Mo charge posted forservice date

! Client Account/fFam Patient Name Service Date  Create Date Tran Code Amount Expected Co-Pay  User Id Check Number
i1 41 BERLIN, SALLY 2/21/2017 2/21/2017 20.00 30.00
DOS: 4/26/14
1 a1 BERLIN, SALLY 2f2042017 2f20f2017 VISA 30.00 30.00 RITA
1 5141 BAKER, VIRGINIA 2212017 2212017 VISA 20.00 20.00 RITA
1 5141 BAKER, VIRGINIA 22042017 2202017 VISA 20.00 20.00 RITA
o : 5141 BAKER, VIRGINIA 2/20/2017 /2002017 CASH 20.00 20.00 RITA
For DOS 12/09/2007
1 5841 BLANTON, MARY 2222017 2/22/2017  VISA 30,00 30,00 RITA
1 5811 BLANTON, MARY 2/212017 /212017 CASH 15.00 30.00 RITA
1 20241 CARD, INES 22042017 2202017 VISA 20.00 20.00 RITA
1 20241 CARD, INES 9/15/2010 10/20/2010 CASH 20.00 20.00 CFERNAN
< >
Payment Totals by Type
Other:  140.00 Mail: 0 At Desk: 55.00 Collection: 0 Current Batch: 7 - OFFICE PATIENT PAYMENTS
Filter | | Print View Chart | | Post | | Change | | Exit

9 items located

2. The Void Transaction Message Box appears. Click the Yes Button to continue.

The selected transaction was created by a credit card payment.

The entire transaction amount will be voided in order to complete the
deletion of this transaction.

Are you sure you want to continue?

Note: When a credit card payment is voided, the patient’s credit card is
immediately refunded the amount. A voided receipt is not generated. The
payment is removed from the Co-Pay Worklist.

Refund a Credit Card Over 30 Days Oild

Credit card payments can only be voided if they are less than 30 days old.
To refund a credit card payment that is older than 30 days:
From Patient Search:

vertexdr.com
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1. Search and select the patient.
2. Double click the patient or click the View Chart Button on the Toolbar.

VertexDr for MERIDIAN MEDICAL CLINIC (User: RITA) - g
i File View Definition Operations Reports Window Help

i=S 4mBack » o - || @I E |2 New ~|Qpatient Search = ||F3 View Chart | ) Medication Gverview
All Practices - Ls

1 patient located

Locate by: | Last Name, First Name w || |CARD,I

Patient Search *

Search...
My Desktop
I= & | Patient Name Account Family Client 1d MRN Reference Social Security  Birth Date Balance Financial LastService  Phone Memberg
j * /& CARD,INES 00000020201 #22-22-6788 Jun01, 1980  $440.00 03/06/2015 (860) 684-5.. 3216549

Patient Flow
FrH

Appointments

=)

3. If defaulted to the clinical side of the chart, click the Orange Arrow Button
next to Patient Chart.

CARD, INES - Patient Chart - MERIDIAN MEDICAL CLINIC (User: RITA) - d

i [Eile] View Reports Action
E4mBack - = - | B Save B Savelibxit |[F New - | [ | [ [ | & Relssue | [E] Charting [2] MNarrative Encounter Template | [ Superbill | # Sign | £ = | §3 Charting History

Patient Chart ~u | Ines Card (No Allergy Information on File) Patient Chart =
Sections * 36 Year Old Female Birth Date: 6/1/1980  Next Visit: None MRN: 00000020201  Account: 202-1 Client Id: 1

-8 Chart Summary * This encounter is currently in draft farm.

@@ Encounters (5) . .

| S Adive Encounters (5) Active Patient Encounter

-

E This encounter was created on Friday, March 6, 2015 at 11:25 AM

 [E] 03/03/15 Office Appts Est

+[Z] 09/15/10 Office Appts Est|| General Information =< - >

- [E o05/12/10 Office Appts Est Main Provider: Frank Riccio, MD Encounter: ID 236
= T, _. enonsihle:_Frank Ricrin MN. Stane:

N Stane Ronm:

B

Patient Definition opens. Go to the Inquiry Section.
Click the Activities Menu.

Select Manage Check-In Payments from the dropdown menu, if the credit

card payment was taken for a co-pay or balance payment from the Check-In
Window.

o w
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7. Select Manage Other Payments from the dropdown menu, if the credit card
payment was taken as “other payment” from the Check-In Window or from
Inquiry in Patient Definition.

CARD, INES - Patient Chart - MERIDIAN MEDICAL CLINIC (User: RITA) - " IEl

i File View Actlvlt\es‘ Reports Forms Transactions

Check-Out v [B] | Transaction Update... | @ Explode.. Resubmit Claim Status
it = Patient Inquiry
Patient Acceunt Auditing... L = - None MRN: 0 Client Id: 1
Eligibility
Patient Privacy...
Information Release History... All Transactions Transactions to view: (@ Open (History () Suspense
Patient Miscellaneous... F7
Action Description Amount Remaining Providing MD Referring MD AssistantMD Location Submit Type 1
Patient Alerts...
. Patient) - Today's Activity: 0.00
HEs it Clatiop -01 - Ines Card (7 Charges) - Patient Total: 170.00, Insurance Tot:
Case Management... 99213 (RT,LT) EST PT-OFF VISITLOW S 85.00 20.00 *P RI-JOHNSON, R. OFF-WINDSOR,
Referral Tracking... FCHP CIGNA HEALTH PLAN PMT -50.00 CHF
Family Balance Information... Ctrl+B ACHP CIGNA HEALTH PLAN ADD... -15.00 CHP
Appointment List... 87804 (RT, LT) INFLUENZA TEST 25.00 RI-JOHNSON, R OFF-WINDSOR... Primary - ELEC
E-Mail Patient... PCHP CIGNA HEALTH PLAN PMT -20.00 CHP
ACHP CIGNA HEALTH PLAN ADJ... -5.00 CHP
Insurance History...
i 99212 EST PT-OFF VISIT.LIMITE... 75.00 55.00 *I RI-JOHNSON, R.. OFF-WINDSOR... Primary - ELEC..
Correspondence History...
CASH CASH AT DESK -20.00 CHP
Account Update »
11111 AUDITORY - HEARING AID 1499.99 150.00 =P RI-JOHNSON, R... OFF-WINDSOR...
Collection Information 3
PCHP CIGNA HEALTH PLAN PMT -600.00 CHP
Reset Statement ACHP CIGNA HEALTH PLAN AD) 749.99 cHP
Reset Letter 99213 EST PT-OFF VISIT,LOW S... 85.00 85.00 *I RI-JOHNSON, R.. OFF-WINDSOR... Primary - ELEC..
Manage Card On File. 99212 EST PT-OFF VISIT.LIMITE... 75.00 55.00 *I RI-JOHNSON, R.. OFF-WINDSOR... Primary - ELEC..
Portal b casH CASH AT DESK -20.00 CHP
Patient Payment Estimator 99212 EST PT-OFF VISIT.LIMITE... 75.00 75.00 "1 RI-JOHNSON,R.. OFF-WINDSOR... Primary - ELEC..
Take Credit Card Payment...
Manage Other Payments...
Manage Check-In Payments...
View Unprocessed IVR Payments... L&
< >
Patient Created: 10/13/2009 Patient Last Changed: 3/18/2016 Notes Exist
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8. The Payments for (Patient’s Name) Window opens. Highlight the correct date
and payment amount. Click the Void This Payment Link.

VertexDr Payments for Ines Card
Payments for Ines Card
A list of payments that can be managed.
Receipt Date Amount Transaction Type Status Card Type Description
10/21/2009 £20.00 VISA Voided Visa 00000000 000{ 0002
08/30/2010 £20.00 VISA Settled Visa 20000000 2000 0002
104202010 520.00 VISA Incomplete Visa 20000 00 2000 0002
104202010 520.00 VISA Incomplete Visa 20000 00 2000 0002
104202010 520.00 CASH AT DESK Settled Unknown
Payment Details Credit Card Information Void this Payment
Payment Type: Charge Cardholder Name: JIM JONES Reprint Receipt
Payment Amount:  $20.00 Card Number: 0002
Transaction Code: VISA Expiration Date: 12/31f2015
0AFS0437:012AC4300640:C
ey 8FF:00FS5D7F

5 Payments located

9. The Void Payment Message Box appears. Click the Yes Button to confirm
that this payment is to be voided.

10.The Payment Not Voided Message Box appears. Click the OK Button to
continue.

Payment NOT Voided

I.-"'_"‘-.I The payment count not be voided for the follow reasom:

'\ Payment cannot be refunded because it is over 30 days old.

11.The Closing Already Processed Message Box appears. Click the OK Button.

Closing Already Processed

' A closing has already been processed For this payment record.
. By continuing you will be responsible far manually reversing ALL $15.00 of the closed transactions created by this payment (Payment ID: 207,

ok [

12.The Transactions that need to be Refunded Report displays. This report must
be printed or the user will not be able to exit the window. When the report is
printed and the window closed, the monies are refunded to the credit card.

a MERIDIAN MEDICAL MANAGEMENT company
Page | 54



VertexDr Credit Card Processing

Note: The system does not post a reversal or an adjustment for the refunded
payment. The practice must use the printed report to manually post a reversal or
an adjustment.

Credit card payments posted from the Co-Pay Worklist can be applied to multiple
charges in the Payment Posting Area. If a credit card payment is refunded, the
entire payment will be refunded to the credit card. The system does not allow for
partial credit card refunds.

Credit Card on File Reports
There are two Credit Card on File reports:

e Card on File Status Changes Report can be filtered by date range and status.

e The Card on File Expiring Report displays all patient cards on file that are due
to expire. The expiration date is based on the Card on File Agreement Date.

Note: There is a Days to Notify Expiration Field in credit card parameters that is set to a
selected number of days. If this field is set to 3 days the report pulls all patient cards on
file where the card on file agreement will be expiring in 3 days.

Card on File Status Changes Report
From My Desktop:

vertexdr.com
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1. Click the Reports Menu. Hover over Financial in the dropdown menu.
Select Card on File Status Changes from the dropdown sub-menu.

VertexDr for MERIDIAN MEDICAL CLINIC (User: RITA) -0
i File Edit View Definition Operations |Reports| Window Help
iS|eeack -m -1 B System ¥ Bearch - | = | 2
Rita Dangelo JEEGCEL My Desktop
39 open items Meaningful Use Last refresh at 3:18:40 PM
— My Desktoy] NCQA »
My Desktop Today is Thursd Patient »
j Today's Notes Financial » Co-Pays Posted Report..
Fatient Flow Daily: DrugR| Practice Reporter... Blocked Co-pays Report..
Messages
You have 2 BEEP Deductibles by Date
Appointments Tasks . Charges without Insurance 53.85% »
&l You have § active tasks, Card on File Status Changes...
(] = ] Documents ) _ Card on File Bxpiring... L
Faxes You have 2 documents requiring review.
Prescription Authorizations Etmentac
You have 2 pending prescription authorizatiq Provider Revenue by Appointment Type..
Processes Orders Awaiting Signature Payment Aging Collections Report...
You have 0 order awaiting signature.
’ AjR Patient Detail Extract...
Active Encounters
You have 21 active encounters. Insurance Submission Clean Claim Rate...
Posting
Appointments Insurance First Pass Payment Rate...
You have 2 remaining 2ppointments for tod
[ -] Card Payment Errors...
Import Facility Patient Related Messages
You have 2 new patient messages.
[WlratientMessages
[[Messages
[WiTasks
[Wl2uthorizations
[CJappointments
[lActive Encounters
[[pocuments
Office
e ertex

2 Messages BTasks 2 Documents 2 Authorizations 0 Orders 2 Appointments 21 Encounters

2. The Card on File Status Changes Report Setup Window opens. Select a date
range to view which cards on file will be expiring.

3. Click the From Date Dropdown Field to select a date from the “Little
Calendar”. Or enter the date in the From Date Field.

4. Click the To Date Dropdown Field to select a date from the "Little
Calendar”. Or enter the date in the To Date Field.

5. Click the Status Dropdown Field to select a status to view.
Click the OK Button to run the report.

a MERIDIAN MEDICAL MANAGEMENT company
Page | 56



VertexDr Credit Card Processing

VertexDr Card on File Status Changes Report Setup
Card on File Status Changes Report Setup

Use this form to set the criteria for the Card on File Status Changes Report.
Report Criteria

From Date: | 01/01/2010 |w

To Date: 01012016 |w

Status: Expired Y]

Cancel

The Report Viewer Window opens. Click the Print Button =2t | to the far
left of the Toolbar.

Click the Red X Button in the upper right hand corner to close the Report

Viewer Window.

VertexDr Report Viewer

L= NN o 100% < 11 Backward Forward | {F~
I I 1 I 2 I 3 I 4 [ 5 I & I T I £
202312017 Card on File Status Changes Report
343 PM From: 1/1/2010 To: 11/2016
Status: Expired
Status Changed  User Status Accout  Guaramor Type Last Four
813072010 Expired 202 CARD, INES Visa 0002

Card on File Expiring Report

Any Card on File Expiration Dates that fall within the date range (Today + the
number of days defined in the Days to Notify Expiration Field in credit card
processing parameters) display on this report. This expiration date refers to the
card on file agreement expiration date.

The practice can use this report to identify which patients to contact to get a new
card on file agreement.

From My Desktop:
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1. Click the Reports Menu. Hover over Financial in the dropdown menu.
Select Card on File Expiring from the dropdown sub-menu.

VertexDr for MERIDIAN MEDICAL CLINIC (User: RITA) -
i File Edit View Definition Operations |Reports | Window Help
iS4tk -m - I System b bearch - | i | 2
office | Rita Dangelo [ ’ My Desktop
39 open items Meaningful Use 3 Last refresh at 4:12:40 PM
— My Desktof ~ NF9* L
My Desktop Today is Thursd, Patient S
j Today's Notes Financial 3 Co-Pays Posted Report.
Patient Flow Daily: Drug Ry Practice Reporter... Blocked Co-pays Report..
Messages
DDAP
You have 2 n Deductibles by Date
Appointments Tasks Charges without Insurance 53.85%
1 You have § active tasks, Card on File Status Changes...
'E Decuments Card on File Expiring... ‘
Foees You have 2 documents reguiring review. 5
Prescription Authorizations Bamentey
& You have 2 pending presaiption authorizati Provider Revenue by Appaintment Type..
Processes Orders Awaiting Signature Payment Aging Collections Report..
You have 0 orders awaiting signature.
! i AJR Patient Detail Extract...
i Active Encounters
pasting You have 21 active encounters. Insurance Submissian CleanClaim Rate...
3 Appointments Insurance First Pass Payment Rate...
2poointmerts
i You have 2 remaining appointmerts for tod B
Import Faclity Patient Related Messages
You have 2 new patient messages. /
5.13% ¥ *20.51%
[lPatientMessages
[[Messages
[WliTasks
[lAuthorizations
[C]#ppointments
[lactive Encounters
[Cpocuments
——
Office
e ertex

2 Messages 8 Tasks 2 Documents. 2 Authorizations 0 Orders 2 Appoil 21

2. The Card on File Expiring Report Window opens. Click the Process Button.

VertexDr Card on File Expiring Report

Card on File Expiring Report

This report displays all of the Card on File records that will
expire within the number of days specified in the Days to Expire
parameter setting.

Exit

3. The Report Viewer Window opens. Click the Print Button /&Mt | tq the far
left of the Toolbar.

4. Click the Red X Button in the upper right hand corner to close the Report

Viewer Window. =
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ok 100%

- | B8 n | %) Backward (%) Forward | {¥~
e | I R R R R R R S R R A S R S

202312017 Card on File Expiring Report
420 PM
Card Expires Accout  Guaranir MName on Card Type Last Four
121312012 202  CARD, INES JIMJONES Visa 0002

vertexdr.com
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