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1. Introduction: Personal Payments

Usepam to post personal payments or adjustments to an accounpdrgrogram makes it fast and easy to post a
stack of checks or a single copay.

Payments typically posted througlam include personal checks, money orders, credit card payments, and cash.
Payments from insurance companies are posted using the Post Insurance Payipleftitt://learn.pcc.com/pip/)
program.

This document will teach you how to post a payment and apply it towards a charge. You will also learn special
features and tools you can use during each step of the process.

Not Just For Payments: While pam’s primary purpose is to post payments, it can also post account
adjustments. Any adjustment that behaves like a payment and would result in a decreasing balance should be
posted in pam. Adjustments that behave like refunds (or procedures) and increase an account’s balance (or
remove a credit) should be posted in the refund program.

2. Quickstart: Post a Payment

Read the steps below for a complete introductiopam. Follow the steps to post a personal check and apply it to
several old balances. Then read the section below to learn more about the tools and feptumes of

1. Startpam and Find an Account

You can accesgam from the "Daily Operations" window of your Partner windows. You can also pgoe at a
command prompt.

Daily Operations

Patient Checkin (checkin)
Edit Patients (notjane)
Edit Accounts (fame)
Patient Scheduler (=am)

Phone Encounter Hotes (pen)
Post Charges (chuck)
SPost Regular Payments (pam)
Print Encounter Forms (prenc)
Prowving Out

Enter the account’s name into the find screen:
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To learn more about finding patients and accounts, Féading Patients and Accounts
(http://learn.pcc.com/findroutines/).

2. Enter Basic Payment Information

Enter the date of the payment, the payment type, the amount, the check number (if applicable) and optionally a

provider. Press th&b or Enter keys to move forward one field, press BBackspaceor left arrow keys to
move back one field.

'l 08/06 Personal Check Payment 5 148.00 J

Save Hext Pozt A Link Print A Correct Family Acct
! Account Refund Payments Bill Mistakes @Editor History

Automatic Date: Today's date is entered for you automatically. If you wish to record a previous date of
payment, simply press Backspace and change the date. The date can be written without slashes, i.e.
"092205" for September 9th, 2005, and you can use the abbreviations of "y" for yesterday and "t" for today.

3. PressF4-- Link Payments

Link
Payment=s

Presg-4 to view the list of outstanding charges to which your new payment may be applied.
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4. Select Charges to Apply the Payment Against

Enter the number, or range of numbers, of the charges towards which you wish to apply your new payment. To
help you make your selection, the screen displays the amount of each charge that is currently pending insurance
and the amount due personal. In most cases, you will apply the full amount of a personal payment to the oldest
charges first.

Quit Batch Print Print A Correct Family Showr
' HCFA TOS HCFA Bill Mistakes @Editor Insuranc

You can use a range of numbers or commas to select specific charge€fes® continue.

Where is the Charge | Need?: The screen will only show unpaid charges that are at least partly personal.
Paid charges or charges that have no personal balance will not appear. If you can not find the charge you
expected to see, press [F8 -- Show Insurance] to view both insurance and personal charges. You can also
press [F6 -- Correct Mistakes] or [F7 -- Family Editor] (from which you can run a Collection report or Family
History report) to analyze the account and find out when the charge was paid off.

5. If Necessary, Indicate How to Apportion the Payment

If you selected charges that exceed the value of the payment, you can use the next screen to indicate how much
of the payment should be applied towards each charge.
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Savre View View
Payments fjaccount Patient

Customized Behavior: You can configure Partner to automatically distribute the payment among the
charges or to apply the money towards the oldest charge first. Contact PCC for more information.

6. PressF1--Savé

Presd=1 to save your payment and return to the madm screen. Your payment has been posted, and you will
see the updated "New Balance" column.

3. The Posting Payment Screen

When you first rurpam, it asks you for an account name. Once you have found an account, you are presented with
the payment-entry screen:
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POSTIHG PERSOHAL PAYHMEHTS Page 1 of 2
Account
Information First Hame: Fred Home Phone: 800-722-1082
Last Name: Flinstone Father Wk#: 800-722-1370
Status: Budget
Address: 1 Main Street Dependents
Dino Flinston
City: Winooski Pebbles Flins
State: VT Zip Code: 05404
295" Balance AGING: 0-30 31-60 61-90 over 90 0ld Bal Hew Bal
ummary "=~ Personal: § 0.00 § 0.00 § 0.00 § 140.00 § 140.00 S 140.00
Insurance: S 0.00 8 0.00 s 0.00 s 0.00 s 0.00 s 0.00
Medicaid: § 0.00 s 0.00 s 0.00 s 0.00 s 0.00 s 0.00
Date Payment fadjustment Type Ampunt Check # Provider
/ 0713705 ||
Payment
Posting Fields

N

Link the Payment Research the
to Charges Balance

This screen contains useful demographic information for the account, provides links to several other Partner
programs, and allows you to begin posting a payment by entering information in the available fields.

The demographic information includes account name and contact information. You can also review the Status field,
which may list important billing statuses for the family, such as "Overdue" or "Bad Check." The screen also shows
you a list of dependents to the family and a balance summary, aged by transaction date, for Personal, Insurance, and
Medicaid balances on the account.

Look-Up Fields: Both the "Payment/Adjustment" field and the "Provider" field are look-up fields. You can enter an
abbreviation or use an asteri) ¢o look at a list of possible entries. Common answers for the "Payment/Adjustment"
field are "Personal Check," "Cash," or "Courtesy Adjustment."

Credit Balance
Filing limit

Ins Owver Pmt
Fayment /Adjustment Type # Master Card

FI Patient Owver Pmt
Personal Check
VYisa Card

More Demographic Information: PressPage Downto view a quick summary of other account demographic
information, including insurance information and recent accout notes. You canRagse3Jpto return to this
screen. You can also press/[-- Family Editof to runfame and make changes to the account information.

Link Payments: Whenever you post a payment, you should pae's Link Paymentgeature to link payments to
the particular charges they are paying off. In other words, you stepddifyfor which charges the payment is
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intended. If youdon't press F4 -- Link Paymenfs and pres$-1 to save the payment, you will be posting an unlinked

or open-item payment. Open-item payments are still applied towards the account’s oldest personal balance, but they
may float around on an account, making it difficult to track and understand an account’s history and remaining
balance.

New Balance:Once you have posted a payment, the final column in the balance summary, "New Bal" will be
updated with the accounts new outstanding balance:

0ld Bal Hew Bal
5 140.00 5 0.00
5 Q.00 5 0.00
5 Q.00 5 0.00

Posting Personal Overpayments/CreditsPosting a personal overpayment in Partner is simple pdseto post a
payment and do not presd4 -- Link Paymentks The account will have a credit, which you can then refund or leave
on the account until the next visit. The credit will automatically be applied to any outstanding balances on the
account, and you can link it to the charges by runrangs(http://learn.pcc.com/oops/).

The function keys at the bottom of the screen help you jump to many other Partner tasks.

Function Keys

[F1-- Savé
Press F1] to save any payments you have entered as open-item payments apdrguitou can then enter a
new account name or preB42to quit and run a different program. If you have entered a payment amount, you
should consider pressing4 -- Link Paymentsand assigning the payment to specific charges before pressing
F1.

[F3 -- Post a Refunp
Presg=3 to run therefund program. Useefund to post refunds or any other adjustments that take money away
from an account or increase the balance.

[F4 -- Link Payments

Presd~4 after entering a payment type (and check number, if desired) to select outstanding charges to which the
payment should be applied. If you post a payment without uSigdt will be an open-itemed payment that
Partner will automatically apply to the oldest unpaid charge.

Function Keys While Specifying Payments: On the first Link Payments screen, function keys are
available to batch claims, print paper claims, print bills, run oops, and run the Family Editor (fame).

[F5 -- Print a Bill]

Presd-5 to print a paper bill, for any desired date range, for the account.
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[F6 -- Correct Mistakep

Presd=6 to runoops the "Correct Mistakes" program. bops you can change the pending status of charges,
delete payments or charges, and adjust various visit information. If you need to link or unlink payments from
charges, rumops For full documentation onops readCorrect Mistakeghttp://learn.pcc.com/oops/).

[F7 -- Family Editof

Presd=7 to runfame, the Family Editor. Ifame, you can change account demographic information, including
mailing address and insurance policy information. The Family Editor also provides acces€tiléntion
Report(http://learn.pcc.com/coll/), which can help you understand an account’s outstanding balances. For full
documentation ofame, readEditing Patients and Accounthttp://learn.pcc.com/famenotjane/).

[F8 -- Acct History

Presd=8 to runtater, the Account History report. This report, which can be restricted by date and type of
transaction, shows you a history of all transactions on an account.
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