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Legal Notifications 

Disclaimers 

© 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 

Trademark Acknowledgement 

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. 

Limitations and Conditions of Use 

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  

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

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

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

 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.)  

Taking Patient Payments through the Check-In Window 

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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2. The Check-In Window opens. Click the Make a Check-In Payment Link 
(bottom right). 

 

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

4. Click the Cash/Check Radio Button. 

5. Select the method of payment (cash or check) from the Transaction Type 
Dropdown Field. 

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

 

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. 
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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.   

 

Note:  The payment is processed.  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. 

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. 



VertexDr Credit Card Processing 

vertexdr.com 
a MERIDIAN MEDICAL MANAGEMENT company 

Page | 9 

2. The Credit Card Radio Button is defaulted.  Click the Scan Card Button. 

 

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.  

 

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. 

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

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

 

 Input the credit card number in the Card Number Field.   

 Enter the expiration date of the credit card in the Expiration Date Field. 

 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. 

 

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. 
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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. 

 

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

 

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. 

 

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. 

Note:  The payment is processed.  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. 

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. 

 

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. 
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5. The Patient Payment for (Patient’s Name) Window appears.  Click the OK 
Button. 

 

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

 

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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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. 
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11.The Current User Batches in Posting – User’s Name Window appears. Click 
the Select Button. 

 

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. 

 

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. 
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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. 
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3. The Check-In Window opens. Click the Manage Check-In Payments Link. 

 

4. 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.  

5. Click the Void this Payment Link. 

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

 

7. The Payments for (Patient Name) Window appears. The Status Column 

indicates the credit card payment is voided. 



VertexDr Credit Card Processing 

vertexdr.com 
a MERIDIAN MEDICAL MANAGEMENT company 

Page | 19 

8. Click the Exit Button to close this window. 

 

Note:  When a credit card payment is voided, the patient’s credit card is 

immediately refunded the amount.  A voided receipt is not generated. 

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

Self -Pay Partial Patient Balance Payment  

1. Highlight the patient under No Stage Entered.   

2. Click the Next Stage Button on the Toolbar to open the Check-In Window.  

3. Click the Make a Check-In Payment Link.  

4. 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.  
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5. Continue recording the payment as a credit card payment or cash/check 
payment. 

 

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. 

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. 

 

Note:  The system places the patient payment for today’s charges in the Co-Pay 
Worklist in the Data Import Area.  When the charges for today’s visit are posted, 

the system attaches the patient payment to these charges during the next “closing” 
process.  The system removes the co-pay from the Co-Pay Worklist. 

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.   

 For a self-pay patient making a payment for today’s services today. 

 For secondary co-pays.   

 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.  

 

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. 

 

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. 

 

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

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

4. Click the Break By User Checkbox. 

5. Click the Break by Transaction Code Checkbox. 

6. Click the OK Button to run the report. 

Note:  The practice determines if Include Batch Posting and/or Include 

Reversals checkbox need to be selected. 

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  to the far left of the Toolbar. 

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

Viewer Window.   

 

Save a Credit Card on File 
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: 

 Patient Name 

 Patient Account Number 
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 Cardholder name, Address, Phone Number 

 Card Number (last 4 digits only) 

 Card Expiration 

 End Date for Authorization 

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

 Total Amount to be Charged to Card per each Transaction (Charge amount 

per transaction not to be exceeded) 

 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 

 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).  

 

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. 

 

Note:  The Expirations Date Field in the Credit Card on File Window reflects the 
date the Card on File Agreement expires not the credit card expiration date.  

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. 

 

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.  

2. Click the Card on File Radio Button. 

3. 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. 

 

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 

Managing Expired/Declined Credit Cards 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. 

Inactivate a Credit Card on File 

From the Check-In Window,  

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

 

Note:  A patient may have more than one card on file.  

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. 

 Active: credit cards on the Patient’s Account that still have a useable 

balance and have not expired. 

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

 Inactivated by Processes: credit cards that have been automatically 

inactivated by the system. 

 Inactive: credit cards that have been manually marked as inactive. 

 Out of Funds: credit cards that no longer have a useable balance. 

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

 

3. Highlight a credit card on file.  Click the Change Button. 
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4. The Manage Credit Card on File Window opens. Click the Inactivate Link. 

 

5. 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.  

Remove a Credit Card on File  

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. 

 

Note:  The credit card on file remains in our system with a status of removed.  
Zirmed receives a message and removes the credit card on file information from 

their system.  
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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. 

 

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. 

4. 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.   
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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.  

 

Note:  Other payments taken from the Check-In Window get placed in the Co-Pay 

Worklist in the Data Import Area.  These other payments need to be manually 
posted from the Co-Pay Worklist. 

Credit Card Payments through Patient Definition 

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

 

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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4. Or click the Enter Card Info Button to manually input the credit card 
information. 

 

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

6. Click the OK Button to save the information. 
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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. 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. 

 

Note:  Credit card and card on file payments taken from the Inquiry Section in 

Patient Definition get placed in the Co-Pay Worklist in the Import Facility Area.  
These credit card payments need to be manually posted from the Co-Pay Worklist. 

Manage Other Payments from the Inquiry Section 

Select this option to void or reprint a receipt for the patient. 
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1. Click the Activities Menu.  Select Manage Other Payments from the 
dropdown menu. 

 

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. 

 

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

this window. 

 

Manage Check-In Payments from the Inquiry Section 

Select this option to void a payment taken through the Check-In Window. 
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1. Click the Activities Menu.  Select Manage Check-In Payments from the 
dropdown menu. 

 

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. 

 

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. 

 

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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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. 

Note:  A patient may have more than one card on file.  

 

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

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

 All: All credit cards regardless of their status. 

 Expired: Credit cards that have reached their expiration date. 

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

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

 Out of Funds: Credit cards that no longer have a useable balance. 
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 Removed: Credit cards that have been removed from the Patient’s 
Account. 

 

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

 

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.  
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Remove a Credit Card on File  

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. 

 

Note:  The credit card on file remains in our system with a status of removed.  
Zirmed receives a message and removes the credit card on file information from 
their system.   

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-Pay Worklist 
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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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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2. Highlight a patient payment with the Blue Circle Icon. Click the Post 
Button. 

 

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. 

 

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. 
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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.  

 

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.  
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2. Click the Delete Button. 

 

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

continue.  
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Delete a Credit Card Payment  

1. Highlight the patient transaction.  Click the Delete Button. 

 

2. The Void Transaction Message Box appears. Click the Yes Button 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 Old 
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: 
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1. Search and select the patient. 

2. Double click the patient or click the View Chart Button on the Toolbar. 

 

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

next to Patient Chart. 

 

4. Patient Definition opens. Go to the Inquiry Section.  

5. Click the Activities Menu.   

6. 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.  
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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. 
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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. 

 

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.  

 

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

 

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. 
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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: 

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

 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: 
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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. 

 

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. 

6. Click the OK Button to run the report. 
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7. The Report Viewer Window opens. Click the Print Button  to the far 
left of the Toolbar. 

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

Viewer Window.   

 

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. 

 

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

 

3. The Report Viewer Window opens. Click the Print Button  to 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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