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1. Introduction
Use the Special Accounts Editor (cfs) to work with all accounts with certain status flags or other specific
characteristics. For example, you may want to list all accounts that your office put on a budget plan, or all accounts
that were flagged as "Cash Only" for writing a bad check. You can view and work with all of these types of accounts
by using thecfs report.

cfsprovides you with a list of patients with specific Account Status Flags or other account issues. You can then jump
into different Partner programs directly from the list.

2. Running cfs and Selecting Criteria
You can runcfs from the "Patient/Account Reports" section of Partner. You can also typecfs from a command
prompt.

There are two types of lists found incfs:

• Standard lists that appear on all systems. These include accounts that areOverdue, on aBudget Plan, who have
Creditsor haveBills Held by a flag.

• Customized lists based on your office’s Account Flags. These include all of the Account Status Flags in the Table
Editor (ted). If you add a new account flag and assign it to specific accounts, you will be able to work with those
accounts using a report option incfs.
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Tip: The lists stored in cfs are created overnight. Transactions posted through the day will not affect whether an
account appears on a list or not. No matter what changes you make to an account, they will remain on a list until
the lists are recreated in the evening.

3. Viewing the Report and Working With Accounts
Enter the letter or number next to a list and pressEnter to view it. All accounts on the selected list, along with their
balance information and phone number, will appear:

The example above shows all of theCollectionaccounts. Collection accounts are accounts that have been assigned
the "Collection" flag on the status line in the Family Editor (fame).

As you view the list and work with each of the families, you can perform the following functions:

Actions in cfs

[F1 -- Start of List]

Press [F1] to jump to the top of the list.

[F2 -- Jump to Letter]

Press [F2] and input a letter to jump to a spot somewhere in the alphabetical list of accounts.
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[F3 -- End of List]

Press [F3] to jump to the bottom of the list.

[F4 -- Remove Flag]

Press [F4] to remove the status flag (such as the "Collections" flag) that causes the account to appear on this list.
Remember that the account will remain on the list untilcfs rebuilds its lists overnight.

[F6 -- Form Letters]

Press [F6] to select and print a form letter for any account on the list.

[F7 -- Oops Account]

Press [F7] to run the Correct Mistakes (oops) program for any account on the list. Inoops, you can view billing
history, change insurance pending status, and rebatch or print outstanding claims.

[F8 -- View Account]

Press [F8] to run the Family Editor (fame) program for any account on the list. Infame, you can view a detailed
family history, run the Collection report (coll) to review outstanding charges, add notes to the account, review
insurance information, and more.
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