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VertexDr Month End Reports

Month End Reports

The Month End Closing Reports are created after every month end closing. Most
practices access VertexDr from a Citrix Connection. Some practices access
VertexDr from a Remote Desktop connection. The Month End Closing Reports
reside in the Client Folder. This manual provides information on each report and
how to access each report.

From the Client Folder in a Citrix Connection

From the Citrix connection,

e C(Click the Client Folder Icon.
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The Client Folder opens.

e Double click the Practice Management Folder.

The Practice Management Folder opens.

e Double click the Month End Folder.
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The Month End Folder opens.

Month End Reports are generated as PDF Files. The date of the folders are auto-
generated and reflect the year, month and day that the PDF was generated.

The folder format is (YYYY/MM/DD). Example: 20130502 indicates that the PDF
file for month end April 2013 was generated on 5/2/2013.

e Look at the year and month of a folder. Double click a file folder to view the
previous month’s reports.
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View or Print a Month End Report
Adobe Acrobat needs to be installed on the computer to open the PDF files.

The PDF files for each Month End Report display.

e Double click a report to open and view it.

e Click the Print Button on the Toolbar to print the report.

e

File Edit Wiew Window Help

Home Tools VertexDr
@ Ek M Q
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From the Client Folder in a Remote Desktop Connection

From the Start Menu,

e C(Click the Client Folder Icon.

e Double click the Practice Management Folder.
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The Practice Management Folder opens.

e Double click the he Month End Folder.
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The Month End Folder opens.

Month End Reports are generated as PDF Files. Operations generates the PDF file
for the monthly reports. The date of the folders are auto-generated and reflect the
month, day and year that the PDF was generated.

The folder format is (YYYY/MM/DD). Example: 20130502 indicates that the PDF
file for month end April 2013 was generated on 5/2/2013.

e Look at the year and month of a folder. Double click a file folder to view the
previous month end reports.
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View or Print a Month End Report
Adobe Acrobat needs to be installed on the computer to open the PDF files.

The PDF files for each Month End Report display.

e Double click a report to open and view it.

e Click the Print Button on the Toolbar to print the report.

el

File Edit WYiew Window Help

Home Tools VertexDr
& Ek XN Q

a MERIDIAN MEDICAL MANAGEMENT company
Page | 8



VertexDr Month End Reports

Management Summary Report
(ManagementSummary.pdf); (ManagementSummary?2.pdf)

This report provides an overall synopsis of the money received this month and for
the year to date, amounts billed out for the year to date, all adjustments, current
and prior A/R, aging categories broken out by insurance and patient responsibility.
One version of the Management Summary Report includes credits; the other
version includes “credits not aged”. This version of the report provides a truer
reflection of your current A/R.
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Provider Revenue - Units
(ProviderRevenue.pdf)

This report displays all the transaction codes posted in the system for the month
and year to date for each provider.
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Provider Revenue - Rbrvs
(ProviderRevenueRbrvs.pdf)

This report displays all the transaction codes and Rbrvs posted in the system for the
month and year to date for each provider.
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Provider Revenue By Department
(ProviderDepartmentRevenue.pdf)

This report provides a breakdown by provider and department of all the transaction
codes posted in the system for the month and year to date.
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Service Location Revenue

(ServiceLocationRevenue.pdf)

This report provides a breakdown by service location of all the transaction codes
posted in the system for the month and year to date.
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Service Location Revenue By Provider
(ProviderServiceLocationRevenue.pdf)

This report provides a breakdown by service location and by provider of all the
transaction codes posted in the system for the month and year to date.
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Financial Class Revenue
(FinancialClassRevenue.pdf)

This report provides a breakdown by financial class of charges, payments, and
adjustments posted for the month and year to date. This report includes a
summary page. View how many transaction codes were billed out and payments
received for a particular financial class. The report also breaks down adjustments
by transaction codes to view how much has been written off.
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Department Revenue
(DeptRevenue.pdf)

This report provides a breakdown of departments and transaction codes that have
been posted in the system for the month and year to date. It shows both patient
and insurance adjustments and receipts.
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Department Revenue By Provider
(DeptRevbyProvider.pdf)

This report provides a breakdown by department, provider, and transaction codes
that have been posted in the system for the month. It shows both patient and
insurance adjustments and receipts.
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Referring Provider Revenue
(ReferringProviderRevenue.pdf)

This report provides a breakdown by referring physician of all the transaction codes
that have been posted for patients referred out for the month and year to date.
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Referring Provider Revenue - Summary
(ReferringProviderRevenueSummary.pdf)

This report provides a summary of all the transaction types that have been posted
for patients referred out for the month and year to date.
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Insurance Revenue
(InsuranceRevenue.pdf)

This report provides a breakdown by insurance carrier of all charges, adjustments,
and payments collected for the month and year to date.
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Transaction Type Revenue
(TransactionTypeRevenue. pdf)

This report provides a breakdown by transaction type of all charges, adjustments,
and payments collected for the month and year to date.
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Aged Trial By Financial Class
(AgedTriIBalFcls.pdf)

This report provides a list of patient balances under the aging categories (how
many days overdue). The report breaks by financial class, and displays the
remaining patient and insurance balances.
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Aged Trial By Financial Class Summary
(AgedTrIBalFclsSum.pdf)

This report provides a summary of the financial classes and their appropriate aging
categories. This report also lists the total balance and percent volume for each
financial class.
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Aged Trial By Fcls By Date Posted

This report provides a breakdown of all charges by patient and aged by the date the
charge was posted. The report breaks by financial class.
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Aged Trial By Provider by Financial Class
(AgedTriBalbyFcls365.pdf)

This report provides a detailed breakdown of all patient balances under the aging
category, including the over 365 days category. The report breaks by financial
class. It lists the remaining patient and insurance balances.
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Aged Trial Balance by Provider by Financial Class Summary
(AgedTrIBalbyFcls365Sum.pdf)

This report provides a summary of all financial classes and aging categories,
including the over 365 days category. The report breaks by provider and by
financial class. It lists the percent volume and remaining balances for each
financial class.
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Accounts with Credit Balances
(CreditBalancelListing.pdf)

This report provides a list of patients who have a credit on their account. The

report notes the last service date, the last time a payment was received, and the
balance.

a MERIDIAN MEDICAL MANAGEMENT company
Page | 27



VertexDr Month End Reports

Accounts Below Minimum Balance for Statements

This report provides a list of patients who have a balance which is below the
minimum dollar amount for the patient to receive a statement.
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Accounts Below Minimum Balance for Letters

This report provides a list of patients who have a balance which is below the
minimum dollar amount for the patient to receive a letter.
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Month Log
(MonthLog.pdf)

This report provides a list of all transactions posted each day during the month.
Please note that the report sorts by the posting date rather than by the date of
service.
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