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Batch Posting 

B atch Payment Posting can be very helpful if an insurance carrier (such 
as Anthem) is paying the office one check covering several insurance 

plans within that insurance class. This displays all of the open claims for all of the 
individual plans included in that insurance class. As each payment is posted, the 
claim is highlighted in yellow to show that it has been posted, and the balance for 
that claim is reduced automatically. The check total in the upper-right portion of the 
screen is also reduced by the amount of the check. At the conclusion of posting, this 
amount should be zero. 

P o s t i n g 
payments is 

as easy as selecting the 
correct patient or claim 
from the list and 
clicking the Money 
Bag. This displays the 
screen below. 
 
 

A n artificial intelligence module keeps a 
payment profile by insurance plan and 

displays what the plan allowed and paid on these 
specific procedures in the past. We call this the 
Payment Calculation Screen. This allows you to 
view the last allowed and last paid amounts the 
system has updated for this carrier. Also, this 

window displays the contracted amount with this carrier. This 
calculation window allows you to change the allowed amount to 
correspond with the EOMB.  Posting the payment is as easy as 
clicking the payment icon and dragging it to the payment 
procedure line portion at the bottom of the screen. With this 
process, the system posts the payment and write-off for the entire 
claim, as well as each line item. On claims that were resubmitted, 

previously paid lines can be 
unchecked so they are not 
updated when payments are 
applied to the resubmitted 
lines. 

A s with the regular 
payment posting 

screen, this module also 
allows the secondary claims to 
be automatically processed or 
noted as crossed over by the 
primary insurance company. 

■ Batch payments by an 
individual plan 

■ Batch payments by an 
entire insurance class 

■ Paid claims are highlighted 

■ Plan payment profile 
reflects past 
payments,write-offs and 
the  
contracted amount  
for procedures 

■ Check amount reduces to 
zero to verify that all 
payments were posted 

■ Automatically inserts the 
check number in the 
description field 

■ Deductible information can 
be entered — and the 
amounts are automatically 
refigured to show the 
correct paid and write-off 
amounts 

■ Posts payments and write-
offs by line item as well as 
by the  
entire claim 

■ Secondary claims  
are automatically created 
— if not already crossed 
over by the primary 
insurance plan 

■ Ability to save  
partial posting 

■ Batch the same charge to 
an entire list of patients at 
one time 

■ Sort any column by click-
ing the column heading 
label 
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More About Batch Posting 

MORE FEATURES: 

■ Shortcut keystrokes 

■ Mouse or keyboard control 

■ Quick Text feature allows rapid fill-in on 
documentation screen 

B atch Charge posting is helpful in large practices that use centralized billing where 
the charges are posted later and not at the time of service. This allows  specific diagnoses 

and specific procedures to be batch posted to a wide range of patients at one time. These charges can 
be identified with a certain location or facility and can be posted together at the same time. This is 
very helpful in the case of hospital visit charges  or nursing home charges. 

B atch Posting Options help to track the running totals for the payments, 
charges, and write-offs during the posting process. These amounts can be 

tracked by various locations within a practice, and a check number field allows the 
check number from the issuing insurance company to be noted in each patient’s 
account. The screen below illustrates these features. 

D ocumentation can be 
added to each individual 

charge. After checking the last column 
for  the  p rocedure ,  c l i ck  the 
Documentation Icon on the left of the 
screen. Another screen appears 
allowing information to be entered. 
This is illustrated by the smaller blue 
screen below. This information (up to 
160 characters of text) is linked with 
the indicated procedure when the 
claims are sent electronically. 

C ommon modifiers can be added to the entire batch, or selected modifiers can be 
added to each patient’s encounter before the charges are batched. A default place of 

service, location, or service facility can also be entered for all of the charges or changed for each 
patient’s individual charge. 


