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Charge Posting

Charges can be posted through many avenues, including the Daily Billing
Summary Screen, E-Superbill (ESB) on Chart Central, Charges on the Patient
Information Screen and Posting Menu from the Main Menu.

Daily Billing Summary (DBS)
Daily Billing Summary Admin Setup

e Practice Management > Billing > Daily Billing Summary Admin Setup
e Check Enable Post & Close ESB to use the Daily Billing Summary screen
for Charge Entry.

v/  Enable Post & Close ESB
v/  Enable Post & Close ALL ESBs
"  Enable Post & Close ESBs by Doctor: 1
Enable Post & Close ESBs by Location: Unselected
Enable Post & Close ESBs by Ebill Status: ApprPost
/!  Enable Post Payment Only
Enable Post All Payments
Enable Approve To Post

Daily Billing Summary Preferences

o Click QB HIREETELRRLIHEELEEN at the top of the Daily Billing
Summary screen to display items such as insurance policy number,
onset date and NDC number.

Note: Users must have security to access this area.

Daily Billing Summary User Setup Screen

Statuses To Show: All Open Statuses
Types To Show: All Types
Default View: Multi Day View

v N4 Display Insurance Information

v/ Display Incoming Referrals

+/ Display Insurance Policy Number
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@ mEdent Charge Posting
Set Up Daily Billing Summary View

e Click the gearicon [¢] in the upper right corner.
e Add Available items such as the manual charge entry button.

Daily Billing Summary Screen

Daily Bilin

Daily Billing Summary 1 Patients, Est. Chrgs: $314.19 4= Mon, Jan26 wep Billing Rules Preview: On  Sort By: Appointment Time
Inc.To Age Per Bal Col Bal Referring Dr 80l @

Appt  Name Q Type

340p Video Producer Open ﬂ 2 © < w chg 34yrs V s4000 Gso00 MW$ Meds, NP =@ ¥

Insurance 3=)  Diag Chgs Mods Unit Dx's POS Dr sor RDr Con.Code Loc ECS NDC# Req Doc ChgAmt PD/Pod Date  Pymts (Type) Billing Info

&1st 112 EXCELL 1.110 Essential (p 99214 25,57 10 12 3 1@) 18(63) 1 Y $14809 07/01/24 Dr:1
1D#: 2R7301  Impaired{ 3080F 10 12 3 W 18(63) 1 Y - $000  07/01/24 Dr Spec: 71

2nd: 3.M25562 Paininleft 3077F 10 12 3 17 18(63) 1 \ $000 07/01/24 Fort Payment Only
1D#: 20610 T 03 3 1@ 18(63) 1 Y $15600  07/01/24

Free F/U: 9470 Day J3301 L 10 3 3 )] 18(63) 1 Y $1010 07/01/24

e Select the correct date, locations and providers for charges to be
posted.
o Click the date to select the date range.
o Click Switch Locations to select the location(s).
o Click Switch Doctors to select the doctor(s).

Note: Users can add Bookmark Toolbar links to quickly display specific
locations, providers and ESB statuses.

e Review all information displayed:

o To reorder Diagnosis or CPT codes, click on the code and drag it to
the correct position.

o Click on Chgs or Diag to add or remove a code.

o Toremove or drop CPT codes to the patient’s responsibility, right-
click while hovering over the code.

o Add Modifiers under the Mods column.

o Point Diagnosis codes to CPT codes using the Dx's column.

Chgs Mods UnitDx's PO Dr SDr R =
g 0 7 3:40p Video Producer Open ESB J| Ledger L;;
Dx" POS Dr

GLUCOSE MONITORINGINTERPET Insurance @2 Diag Chgs Mods Unit

] & 1st 112 EXCELL  1.110 Essential (p 99214 2557 10 12 3 1)

Cpt Detail ID#; 2.R7301 Impaired f 3080F 10 12 3
Remove/Error Cpt 2nd: 3.M25562 Paininleft 3077F 10 12 3 @
ID#: 20610 LT 10 3 3@

Remove Insurance Free F/U: 9470 Day 3301 LT 1.0 3 3 W)
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e Once all information is verified:

a. Click aEEtEaE:-Il to post the charge, or...
b. Click m to manually post from the Charge Entry screen.
e Once the charge is posted, the eBill status will change to Closed and
the encounter will be removed from the screen by default.
o Click ELEIYELEEER at the top of the screen to see all ESBs with a
closed status.

Manual Charge Entry
Manual Charge Entry can be done from:

Practice Management > Post > Charges
Patient Information > Charges

Patient Information > Ledger > Charges
Chart Central > ESB a > Post > Charges
Daily Billing Summary Screen > Chg

® a0 T o

Charge Entry Screen

When posting charges associated with an ESB, everything from the ESB will

pull into the charge entry screen.

iccounting: 08/14/24
2 F
Yes Loc 1 n Yes 112 EXCELLUS CNY BLUESHL.. & Excellus CNY Blues. Video Producer P
se F €S8 36142 < No Ist Sevice 00/00/00
Referring Dr 18 Meds, NP Admitted 04/07/20 Discharged 00/00/00 Facility 17 Orthopedic Surgery Center
== | o
1 M25.562 Pain in left knee 2 110 #  Essential (primary) hypertension
3 R73.01 Impaired fasting glucose 4 |
5 6
From To or cPT 1stof3 Msc  POS Dx !\ B A E UuD Charges ©
01/30/26 B 01/20/26 = 1 9921 VR 23 Y \ N Y 10 104.62
01/30/26 B 0130026 21 061 \ 33 1 v oy N 10 15600
01/30/26 B 013026 b= 13301 N33 v 1 Y v N ¥ 10 10.10
Memo 1: Memo 2: Total Charges This Session: 27072
Non Personal Balance 110253 Prior Personal Balance 1500 payment Type 6 25.00
10.00 | P 000
1092.53 | Adjustments this Session Type 0 000 Py 0 0.00
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Charge Posting

o To add a modifier, click on the CPT description. The CPT code detail

screen will display.

Mod1 25} Mod2 Mod3

Enter Memo:

Pat Status
Emergency

Condition Codel

Condition Code2

Anesthes: #Min

Document: Type
Lab Order Date 00/00/00
Dental: Tooth

Visit Code 1

Visit Code 2

Visit Code 3

Visit Code 4

Modd s ROr

SDr

Handicapped
ExceptCode
St/Ab Code
Admit. Src

Spinal Code
Indicator
Purchase Serv Prv
Surface

Attach Code 1

Attach Code 2
Attach Code 3
Attach Code 4

Enter First Modifier

Class Code 1 Units 1.0
Base Units 1.00000

Incident To Bill As F

Disability

EPSDT/CHAP

PerDr Spec 73
SupDr Spec

OrdDr Spec

Group Spec

Admit. Type

Oral Cavity

VBH Units 0.0

FamilyPlan

e Use the Dx column to point diagnoses to a specific CPT code.

CPT

99213 ¥  |Office/Outpatie
20610 Inject/Drain Ar
J3301 ? Injection Triam

1stof3

Msc POS Dx
N |33 v (23
N |33 v |1 g‘)
N |33 v |1

e Click @ when done.

o If no payment was recorded on the ESB, clicking Ed will place the

cursor at the payment field on the bottom right side of the screen.

o If a payment was recorded on the ESB, clicking will take you to

the payment posting screen to allocate the payment, if it was not

already allocated in the ESB.

e Charge entry is complete once the charge entry screen appears again

with the Post, Appointments, Recalls, etc. buttons displayed at the

bottom of the screen.

et | e i

e Click the back arrow to exit charge entry.
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@ mEdent Charge Posting

Payment Posting Screen

3 (Viain Mo > ( Crart Conoal > (58> _ Ryom No PHIv237 Debian RC1 — a0 x

v X lump SecPay Unapp Mod PayMsg Blank BMsg App/Ded Ledger Selectlocation SelectDoctor Select CPT/HCPCS BatchPost  ))

il Personal | Payments (Running Chk Ttl: 0.00, Type 6) Accounting: 08/14/24

TdyB ¥ Date 01/30/26 PayC 6 Ck# 12345 Eft N Date 01/30/26

Claim# TPay 25.00
Memo 1 112 & EXCELLUS CNY BLUESHIELD TAdj Left 25.00
Memo 2 387 | Community Computers “PBal -10.00 TBal 1092.53
Desc L ) Ins A E ] Date Code Charge Payment Adjust AC Balance ©
Video 1 1 & 12 N 01/30/26 99213 104.62 | 104.62 E
Video 1 1 & 12 N 01/30/26 1111F 0.00 0.00

Video 1 1 & 12 N 01/30/26 20610 156.00 156.00

Video 1 1 & 12 N 01/30/26 J3301 10.10 10.10

Credit 1 1 N 01/30/26 10.00 -10.00

Record 1 out of 5

e TPay is the total amount paid. This amount is pulled from the ESB.

TPay 25.00

o Leftis the total amount remaining to be applied.

Left 25.00

e Enter the payment amount under the Payment column on the correct
line item.

e Once the full TPay has been applied to the correct line items, the Left

will be zero. | Left 0.00

o Click g4 when done to finalize the payment posting.
e Charge entry and payment posting are complete once the charge
entry screen appears again with the Post, Appointments, Recalls, etc.

buttons displayed at the bottom of the screen.

et | e i | s | e | o

e Click the back arrow to exit charge entry.
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Posting Charges Not Associated with an ESB

Charge Posting

e.g. Nursing home charges, hospital visits, form fees, corrected claims,
balance forward

Select X None

b Account # 1618

ESB # Date Time Loc Dr Patient Name We/Mv Status
[18287 01/13/20 2:20P 1 1 Video Producer Open
19751 03/31/20 3:10P 1 1 Video Producer In Room
19999 04/08/20 9:00a 1 1 Video Producer In Room
20039 04/09/20 11:10a 1 1 Video Producer In Room

Arrow to Choose Superbill, then Press Enter

e When entering the Charge Entry screen, any open ESBs will display as a
list. For charges are not associated with an ESB, click None at the top.

e Inthe Charge Entry screen, if ESB is red, an ESB is associated with the
charge. Click No Superbill at the top to remove the ESB. Auto Generate

will display to ensure charges are not linked to an open encounter.

S (Mo Ve ( Pabentinio i
-Superbil er o
3 MED Accounting: 08/14/24
y
@ B
< s

Yes Loc 1 Insurance Yes 112 EXCELLUS CNY BLUESHI... | & Excellus CNY Blues...  Insured Video Producer Plan

e F €58 18287 Acc/Emp No 1st Service 00/00/00 Referral#

Re D 04/07/20 Discharged 00/00/00 Facility 17 Orthopedic Surgery Center
“ ESB Auto Generate e}

1 ROS «  Cough 2

3 4 ]
H 6

From To or cPT 1 Msc POS Dx 1 B A E UuD Charges. ©}
o1/13/20 B |o/13/20 @ v |99212 «  Office/Outpatie N33 v 1 Y [y N ¥ 10 65.36

e Click to choose diagnosis codes.

e Enter dates of service.
e Enter doctor number under Dr.
e Enter CPT code.

e The remaining workflow is the same as posting a charge from an ESB.
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Resources:

medent manual:

www.medent.com/htmimanual/htmli/v237/dailybillingsummaryadminsetup.htmi

www.medent.com/htmlmanual/html/v237/dailybillingsummarymr.html

www.medent.com/htmimanual/html/v237/chargespost.html

www.medent.com/htmimanual/html/v237/personalpaymentspost.html

www.medent.com/htmimanual/html/v237/transferchargesfromoldsystempost.html
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