
 

 
 
 
 

BILLING TIPS 
 

 
Scenario #1:  Insurance Carrier pays on claims twice now request REFUND  
 
Example, in this scenario the charge is $24.00 – insurance pays “out of network” $12.00. Biller 
writes off balance.  
 
Later the Insurance carrier sends a new EOB having realized they made a mistake and this 
provider is actually “in network”,  and should be as in network.  
 
Insurance sends in 2

nd
 payment which must now be posted against this account, however, the 

account balance is 0 with the original payment and writeoff.  
 

 
 
 
In order to post the new payment, you must first put back in the original paid and adjusted 
amounts returning the charge to it’s original amount.  
 
To do so, open the Insurance Payment Posting. Leave the Amount of payment as 0 or blank. 
Choose the patient, but note since this charge was marked PAID the charge is not visible.  
When bringing up the patient, you must put a √ in “Show Paid” and choose the charges which are 
now 0.  
 

 
 
 
 
 
 
 
 
 
 



 

 
 

 
 
Begin with putting back in the payment of -$12.00 click ok to proceed with the warning.  
Input the -$12.00 for the write off as well.  
Note the Receipt# as this will be needed shortly when refunding the insurance. 
 

 
 

Note now the Balance to the far right is no longer 0.  
 
SAVE.  
 
When saving you will get the warning box, click YES and 
SAVE. 
 
 

 
Now it is time to add the new insurance payment. Click the + and input the insurance payment 
and adjustments. 
 
NEXT STEP: Refund Insurance 
 
To refund the insurance carrier click on Billing  |  Refund 
 

 
 
Click Pending 
 
Using the Receipt# find your receipt, input the amount of the refund and SAVE.  
It will prompt you to print the refund. 
DONE. 
 

 



 

 
 
 
 
Scenario #2:  Insurance overpaid on a patient account.  In this scenario we will post the 
individuals’ line item and note it as a refund.  
 
From Insurance Payment Posting, enter the amount of the check.   
Input the patient name, however, since the charge was paid and is now 0, you must click the 
“show paid”.  Choose the charge like and return to the Insurance Payment Posting screen. 
 
 
When entering the payment amount you will be warned and prompted to set this as “over paid”. 
Click Yes.   
 
 

 
 
Next, click the box at the right of the Balance Amount of 0 and note the Over Paid 
amount is there. SAVE. 
 

 
 
 
To REFUND  go to the patient ledger.  You can do so quickly by clicking on the patient head icon 
“Wallie” and choosing patient ledger. 



 
 
 
 

 
 
 

 
In the Patient Ledger you will see the note of Overpaid. 
 
 

 
 
 
To Refund you must right click on the line with the Overpaid amount and choose Refund. 
 

 

 
 
 
The Refund Posting screen will appear. All the necessary information will pre-populate this screen.   
 
Click to SAVE. You will be prompted to print the refund – which is by choice. 
 
Below is a sample of the printed Refund. 

 
 
 
 

 
 



 
 
 
 

 
 
 

Scenario #3:  Patient made payment and check is returned insufficient funds.  
 
The first question is, does your office charge a “return check fee”? 
 
If YES, then you must have a return check CPT code setup.  
 
Go to Setup | Billing | CPT and enter this new CPT code with fee and SAVE. 
 

 
 
Next, this CPT must be linked in the Billing Parameter. 
 
Go to Setup | Parameter | System | Bill General  and link the “Default CPT for Return Check Charge” with 
the CPT code you have setup.  From this same window you must choose YES to the “Charge Patient for 
Return Check”.  
 

 
 
 



 
 
 
 

 
 
 

From the Patient Ledger, locate the patient payment which was returned.  
 
Right click on the check payment and choose Return Check.   
 

 
 
 
If the payment was applied to multiple charges, those charges will be listed. All information will be 
automatically linked to this check.  
 
NOTE:  You can elect to NOT charge the patient the Return Check Charges by removing the √ in the 
Charge Patient.  
 

 



 
 
 
 

 
 
 

Scenario #4:  Recoup / Take-back 
 
To record a recoup or take-back, from Insurance Payment Posting, enter the patient name in the patient 
field. When the patient selection window appears place the √ in the “show paid” in order to bring forward 
the charge line which the funds must be added back to.  
 

 
 
Input the amount of the “recoup / take-back” as a negative, this will now change the balance from 0 to the 
appropriate amount. 
 

Continue recording the remainder of the insurance check. Note the patient will now have a balance in the 
patient ledger as this charge is now “unpaid”.  
 

 


