Quick Reference Guide

Patient Credits
Quick Reference Guide for RCM Clients

Patient Credit Overview
In a general pediatric practice, you may collect multiple types of patient credits from patients
including but not limited to: copays, coinsurance, deductible, self pay payments, payments for
medical supplies, concierge fees, form fees, no show/cancelation fees, etc. In most cases, the
process for applying these credits falls into two groups.

Patient Copays & Pre-Service Collections
If you are collecting a payment for a service that has not yet been billed to the insurance
company or for a service that will not be billed to the insurance company, these are often
collected before the service is performed. For example, maybe your patient came in for a visit,
and you collected a copay or high deductible payment upfront. When you have collected
payment prior to a claim being created for that visit, you will need to apply that payment to the
patient’s credit account. This will allow the OP RCM team to know that a credit was taken for the
visit. Make sure you are putting a note in the credit as to which DOS or service this credit was
collected for.

Entering a Copay from the Calendar:
1. Click the Schedule button located in the Clinical, Practice Management, or Billing tab to
open the Schedule.
2. Select the Calendar radio button, if not already selected.
3. Locate and double-click the Appointment to open the Add/Edit Appointment window.
4. Click the PCP Visit button to populate the copay amount (from the patient's Insurance
record) in the Payment rcvd field.
5. Click the Payment button

to open the Patient's Credit Account window.

6. Proceed to Enter a Credit instructions below.

Entering a Copay from the Patient Chart:
1. Click the Patient Chart button located in the Clinical, Practice Management, or Billing tab to
open the Patient Chart.
2. Search for and select the Patient.
3. Click Credits in the Account section of the Window Navigation Panel.
4. Click the New Credit button.

officepracticum.com | 800.218.9916 | 602 W. Office Center Drive, Suite 350, Fort Washington, PA 19034

Quick Reference Guide
5. Proceed to Enter a Credit instructions below.

Enter a Credit:
1. Select the Pay method from the drop-down menu. If integrated with Instamed Merchant
Services, click here to learn how to enter credits using the swipe device.
2. If applicable, enter the Check Number in the Check/Ref # field.

3. Enter the amount of the credit being collected in the Patient Credit Amount field.
4. Enter the credit details/explanation in the Note field, if appropriate (e.g., payment received
from mom).
5. Select the Provider from the drop-down menu.
6. Click the Save/Post button at the bottom of the window to save and exit the window.

If you are entering a credit card payment and use Instamed Merchant services, please visit
this help center link for additional instructions on how to handle this.

Balances
If you are collecting a payment for a past service or for an outstanding balance, you can apply
this directly to the claim. This allows you to determine exactly how much should be applied to
each CPT code and claim and provide feedback to the patient on what their outstanding
balance will be after those payments have been applied.
1. Click the Patient Chart button located in the Clinical, Practice Management, or Billing tab to
open the Patient Chart.
2. Search for and select the Patient.
3. Click Payments in the Account section of the Window Navigation Panel.
4. Click the New Payment button.
5. Click on the Patient tab.
6. Choose the Payment Method from the drop-down menu. If applying a credit, select Patient
Credit.
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7. Select the Service Line and Svc.Date where the Patient will be posted. The oldest date of
service is displayed at the top.

8. Enter the Payment Amount in the Payment field.

9. Click the Save and Close button to exit the window.

**You can also enter a credit card directly into this screen.

Family Credit Transfers
If you are collecting payments before, during, or after a service is provided, you may want to
collect all of the money on one patient’s account instead of duplicating the process on each
siblings’ account. Once you have collected the money, you will want to move it to the correct
accounts for each sibling. Siblings are linked by financial guarantor.
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1. Navigate to the Patient Chart of the Patient that has the balance and needs a credit from a
sibling.
2. Click Credits.
3. Click the New Credit button. The Patient's Credit Account window is displayed.
4. Select Family transfer from the Pay Method drop-down menu. The Family Transfer grid
displays listing the available credits in all of the patient's siblings' accounts.
5. Enter the Amount of the credit being transferred from the sibling(s) in the Transfer field or
click the Transfer All or Balance Owed button, as appropriate.

6. Click the Save / Post button to save and close the window. Both the patient and sibling
credit accounts will be credited/debited accordingly.
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