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Accounts Receivable

Overview

The Accounts Receivable category provides guidance and instructions on the setup and functionality of
the HHAeXchange (HHAX) Accounts Receivable feature to include the Cash Payment Module and
Collection Dashboard.

Please direct any questions, thoughts, or concerns regarding the content herein to HHAeXchange Client
Support.

HHAX System Key Terms and Definitions

The following provides basic definition of HHAX System key terms applicable throughout the document.

Term Definition

Refers to the Member, Consumer, or Recipient. The Patient is the person receiving
services.

Refers to the Aide, Homecare Aide, Homecare Worker, or Worker. The Caregiver is the
person providing services.

Patient

Caregiver

Provider |Refers to the Agency or organization coordinating services.

Refers to the Managed Care Organization (MCO), Contract, or HHS. The Payer is the
organization placing Patients with Providers.

HHAX Acronym for HHAeXchange

Payer

Accounts Receivable Page 1 Accounts Receivable
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The Cash Payment Module

The Cash Payments page (Billing > Cash Payment is a record keeping tool that allows an Agency to track
payments against open invoices. The process of logging payments for Contracts (Payers) and Private Pay
Patients can be handled either automatically or manually, depending on the type of payment remittance
the Payer supports.

This guide covers the process of entering and editing payments, issuing refunds, placing money on
credit, and adjusting payments, among other actions. Note that this is a record keeping tool and any
actual payment transactions take place outside of HHAX.

Permissions

Role permissions must be enabled to operate in the Cash Payment module. To grant permissions to a
role, navigate to Admin > User Management > Edit Roles. Select Billing from the Section field dropdown
and applicable roles from the Roles dropdown field. Click Search to edit permissions.

Select Cash Payment and all applicable permissions to include E-Remittance and Apply Payment, if/as
applicable to the selected roles. Click Save to finalize.

Edit Roles
Edit Roles
* Section: | Billing w |
— | ADmMIN
Billing I
B Deleregarch
Co Ry " K - - b " ﬂ
Cash Payment E
DeleteDmyrent (]
POSTREyERT
UNPOSTPayrment
tt
Apply Paymen
Bulk Adjustmaes
r= = = -—
Cash Payment Permissions
Accounts Receivable Page 2 The Cash Payment Module
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Logging Manual Payments

If a Payer provides a “paper” (non-electronic) explanation of payments, then this information is added
manually to the Cash Payment page. To manually log payments, enter the summary details of the
payment, then apply the payment to individual invoices which have been processed in HHAX.

Even if the Payer provides a Remittance (an electronic explanation of payments), any discrepancies
between the Billed Amount and the Remittance received need to be adjusted manually. HHAX only
automatically processes if the remittance lists the invoice as paid in full. Invoices which have been
denied or received partial payments must be logged manually.

Complete the following steps to enter a manual payment in the system.

Step Action

1 |Navigate to Billing > Cash Payment to open the Cash Payments page.
The Payments & Refunds tab open by default. Click on the Add Payment button (as illustrated).
Cash Payments
Payments & Refunds Invoices Bulk Adjustments
Search Payments & Refunds Add Payment Add Refund
Check Number Check Date Range Status «
2 05/04/2021 =] - | 05/04/2022 =] All
= Advanced Filters
Payment Batch ID Deposit/sent Date Range Payment Type
mm/dd/yyyy 8 - mm/dd/yyyy [u] All
Payment/Refund Method Payer/Recipient Type Contract Bank Code
Select N All N Selected 72 of 72 v Select
Reset
Cash Payments: Add Payment
On the Add Payment/Payment Info window, complete the required fields (denoted with red
asterisks). Click Save to continue.
Payment Info
All fields marked with an asterisk (*) are required.
Check Number * Payment Method * Type * Payer *
234 Check - Contract - Amazing Health
3 Date on Check * Deposit Date * Bank Code Payment Batch ID
05/04/2022 =} 05/04/2022 o Select
Amount * Retention & Recruitment
500.00
Memo
(n) Cancel
Accounts Receivable Page 3 Logging Manual Payments
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Payment Info

Note: When entering payment info from a Contract, the system prompts users to select a Payer (as seen in
the image above); whereas a Private Pay payment requires the Patient’s Admission ID.

The Retention & Recruitment field is used to record any funds sent with the payment which may be used by
your Agency to improve working conditions for existing Caregivers and/or to attract new employees. The
value entered in this field is deducted from the overall Amount.

The Payment Info appears on the header of the page. From here, click the Edit button to update
the Payment Info or scroll to the Visits Selected for Payment section to apply visits to the
payment. Click on the Add Visits button.

Payment Info  Last updated on 05/04/2022 by LissetV | open n
Check Number Payment Method Type Payer

234 Check Cotract Amazing Health

Date on Check Deposit Date Bank Code Payment Batch ID

05/04/2022 05/04/2022

Amount Under Payment Retention & Recruitment Memo

$500.00 $0.00 $0.00

Applied Amount Balance Amount Place on Credit Credit Available Applied Amount from Credit

$0.00 $500.00 $0.00(50.00) D $218.75(50.00) $0.00

Visits Selected for Payment e @

© No Visits has been added for payment

Payment Info Summary: Add Visits

The Add Payment window opens. Use the search filters to locate visits and/or click on Search to
5 |generate results. From the Search Results, select the visits to apply payment to and click on the
Add button (at the bottom of the page).

Accounts Receivable Page 4 Logging Manual Payments
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Visits
Total Amount (current) Applied Amount (current) Applied Amount from Credit(current)
$1,059.00 $248.00 $0.00

06/05/2017 600266 OBOC-  HHAHdy  7897654654321436  Adams Sam Lssets 10:00 $20000 $000 5000 [so000| soo0 s000 5000

1800 Office $0.00 Add $0.00
06/05/2017 600251 1000 HSKHrly ~ 7B97654654321417  Traings Wil Lissets 0200 §2400  $0.00 $0.00 s2400| s000 | [s0.00 | [s0.00 |

1200 office $0.00 Add $0.00
0G/06/2017 600251 1000-  HSKHidy  7897654654321417  Traings Will Lissets 0200 $2400  $0.00 5000  [s2e00] [s000 $0.00 50,00

e Office J $0.00 Add $0.00

06/07/2017 600266 0B00-  HHAHdy  7897654654321436 Adamg Sam Lissels 10:00  $200.00 $0.00 $0.00 50,00 0.00 0.0
05,7026 bbb 400 dh, - a7y W Br e 2 log G0 S 00 ..l T 54,00 a0l 0
o0 Houty arrt ttang =) B2 - =
city

n 1-140f 14

B

e (D

Select Visits to Add

On the Visit Selected for Payment section, there are several options per line item to include
Payment, Adjustment, TT Adjustment, Write-off, or Other Adjustments. To apply the full
payment to the visit, select the checkbox to the left of the Visit Date column.

Visits Selected for Payment = m
cport

@ 06052017 0800 HHA 600266 __ us- Adams Lissets 1000 $20000 $000  $0.00  [s7000] [5000 s000 | [s000 $000  10149NEHS00083
@ 5 el ol s o0 | BE] sy o [
Note
06/05/2017 1000~  HSK. 600251 Lis Trainor  Lissets 0200 $2400  $0.00 $0.00 s24.00 [s0.00 s000 | [so.00 $0.00  10149NEHS00081
= 5 Tz i o buo) oo | o] [m0] w0 soo [
Note
06/06/2017  1000-  HSK 600251 __ Lis Trainor  Lissets 0200 $2400  $0.00 $0.00 s24.00 [s0.00 5000 | [s0.00 $0.00  10149NEHS00081
1200 Hry 7897654654321417 Wil Office [eco] - fsom | —1 s Add $0.00 [
Note

B 1-30f3

n ﬂ close

Save/Post Payments

Above the search results, review the Applied Amount, (payment previously applied to the visit
(s)), the Balance Amount (remaining balance), and the Applied From Credit, (amount applied
from existing credit).

Applied Amount Balance Amount Place on Credit Credit Available Applied Amount from Credit
$1,000.00 $0.00 $0.00($0.00) D $218.75($0.00) $0.00

Check Summary Review

Once complete, click on Save to save changes and continue adding visits (click on the Add Visits
button). To apply payment to the selected visits, click on the Post button to finalize.

Note: To post a payment, the Balance Amount must be zero.

Accounts Receivable Page 5 Logging Manual Payments
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Credit

Credit refers to extra money received in a payment that is typically retained by an Agency to cover
balances of future invoices. For example, if an Agency invoices a Payer $1,000 and receives a remittance
of $1,200, the Payer may request for the extra $200 be placed on credit and used to pay a future
invoice.

When converting income from a payment to credit, the amount converted is deducted from the Balance
Amount of the payment. Follow the steps below to add or use Credit in the system.

1 |Navigate to Billing > Cash Payments to open the Cash Payments page.

On the Cash Payments page, search for the Payment. Once located, click on the ellipsis (...) under
the Actions column of the applicable row. Select Edit from the menu, as seen in the image.

n Payments & Refunds Invoices Bulk Adjustments
Search Payments & Refunds mm
Check Number Check Date Range Status
05/16/2021 =] - 05/16/2022 =] All
+ A d Filt
2 = -

05/16/2022  05/16/2022 789 Aetna Contract  Payment  Check $200.00 $0.00 $0.00 $200.00 $0.00 $0.00 - - - open

05/16/2022  05/16/2022 101 Amazing Contract ~ Refund ACH Credit $120000  $000 $0.00 $1200.00 $0.00 $0.00 - - - open | EL
Health
Delete

05/13/2022  05/16/2022 Cash  Amazing Contract Payment  Cash 5100000 $0.00 $1,00000  $0.00 $0.00 $0.00 ~ ~ ~ o

Edit the Posted Payment
On the Payment Info section, click on the link under the Place on Credit field.

Payment Info  Lastupdated on 05/16/2022 by Lissetv | Open ﬂ

Check Number Payment Method Type Payer
Cotract Aet

89 Check
'}IIIIl'llll/lll'e(lllllllI,lllllllIl,llllrﬁlllillll

aa “ o oa A a n e m aa a

3 $200.00 $0.00 $0.00

Applied Amount Balance Amount Place on Credit Credit Available Applied Amount from Credit
$0.00 $200.00 5@@) ) $6,364.50($490.00) $0.00

Place on Credit Field

The Place on Credit window opens.
¢ Select General Credit to cover the balance of any visits authorized by the Payer in future

4 payments.
¢ Select Patient-Specific Credit to apply to visits scheduled for a specific Patient. When
selecting Patient-Specific Credit, the system prompts to search for the Patient and to

Accounts Receivable Page 6 Credit
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Place on Credit

All fields marked with an asterisk (*) are

enter the credit amount in the Amount field.

Check Number
789

Selected Patients and Credit

Patient

Trainor Will (LIS-7897654654321417)

Enter Patient Name or Admission ID

required.

General Credit @
$0.00

Amount

[a] o

Patient-Specific Credit @

Patient-Specific Credit
Click the Save button at the bottom of the window to save.

illustrated in the following image).

Applied Amount
$0.00

Balance Amount

Place on Credit
$180.00

The system differentiates between General and Patient-Specific Credit by placing the latter in

parenthesis. The total amount of the payment placed on Credit (General + Patient) displays next to it (as

$20.00(520.00) D

Credit Available

Total Credit (Patient-Specific Credit)

$6,384.50($510.00)

Applied Amount from Credit
$0.00

The Place on Credit field displays funds converted to Credit from the current payment (and is
for use).

unavailable for use), while the Credit Available field displays credit from past payments (and is available

To apply existing credit to a visit, click the link in the Apply Credit column.

s Write Balance
Payment  Adjustment ot Other Adjust  Note Apply Credit
4 |340.00‘ |suoo ‘ |30.00 ‘ |suoo | $0.00 e $0.00 $0.00
0 |s40,00‘ |soon ‘ |so,no ‘ |snon | $0.00 o

Apply Credit and Balance

the visit. When Credit is applied to a visit, it is reflected on the Available Credit field.

$0.00

Note: Applying Credits does not impact the Balance Amount of the current Payment, but it affects the balance of

Accounts Receivable
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Added Credit Type Field

A Credit Type dropdown field in the Place on Credit window (Billing > Cash Payment > Add Payment)
allows Providers to assign credit types (General Credit or Security Deposit), used for reporting purposes.

Place on Credit X

Check Number Credit Type General Credit

Patient-Specific Credit O

Farmesd m

Place on Credit: Credit Type Field

Accounts Receivable Page 8 Added Credit Type Field
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Adjustments

The Adjustments feature is used to close out an open balance for an invoice without affecting the
overall Balance Amount for the Payment. Generally, Adjustments are entered when a payment is less
than the invoiced amount, and the full payment amount is not anticipated. For example, a $20 payment
is received for an invoice issued for $40; therefore, an adjustment of $20 is entered to close the balance.

om 0m 90 fow o] E9] B8] e o sw O
$40.00 $0.00 $0.00 |320_00| |320_00 | ‘30_00 | |SU.C|C| | $0.00 Add $0.00 50.00
Adjustment

In HHAX, all adjustments work the same. Values entered serve to close the balance of the invoice
without drawing money from the available payment Balance amount. Logging adjustments under a
category allows an Agency to classify and report on different adjustments.

Note: Adjustments, TT Adjustments, and Write-Offs are default fields in HHAX. Click Other Adjustment, to allow
adjustment amounts to be tagged with custom Adjustment Reasons (configured via the Reference Table
Management function).

Bulk Adjustments

The Bulk Adjustment function is used to apply and process adjustments to open invoice items.
Adjustments may be entered on a case-by-case basis, or adjustment criteria can be set to apply and
process adjustments to multiple items.

Accounts Receivable Page 9 Adjustments
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Follow the steps below to process adjustments using the Bulk Adjustments function.

Step Action

1 [Navigate to Billing > Cash Paymentsto open the Cash Payments page.
Select the Bulk Adjustments tab on top menu (as illustrated).
Cash Payments
2
Payments & Refunds Invoices Bulk Adjustments )
Cash Payments: Bulk Adjustments Tab
Search for the desired open invoice items. To place an automatic adjustment to all invoice items
returned by the search, enter values in the Default Adjustment As and/or Visit Balance Is.
Search Bulk Adjustments
Office Patient Admission ID Visit Balance
All (+3 others) - El is  Between v s o and$ | 100
Date Ranges Contract @ Alt. Patient ID
Atleast one of the date ranges must be limited o 90 days Selected 73 of 73
Visit Date Range Patient First Name Patient Last Name
06/01/2017 [m] - | 08/01/2017 [m]
Invoice Date Range Billing Batch Number Invoice Number
mm/dd/yyyy 0 - mm/dd/yyyy =]
Check Date Range Check Number Service Code
mm/dd/yyyy O - mm/dd/yyyy =]
Default Adjustment As
3 Write Off
Visit Balance and Default Adjustment As Fields
Option Description
Assign an Adjustment Reason to all open invoice items
. returned by the search. Adjustment Reasons include
Default Adjustment As [l . .
Adjustment, TT Adjust, and Write-off, or any custom reason
created via the Reference Table function.
Specify which open invoice items returned by the search
.. receive an adjustment, reducing the balance to “0”. Use an
Visit Balance . .
available qualifier (such as Less than, Greater than, Equal to, or
Between) and/or a numeric value
Accounts Receivable Page 10 Bulk Adjustments
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The search returns invoice items for the chosen search criteria to include the adjustment settings
entered in the Default Adjustment As and Visit Balance fields. Select the checkbox to the left of
the Visit Date column to apply an adjustment to an open invoice item and confirm the item for
processing.

Bulk Adjustments

P [0s012017 oso- wma 600204 12345 LiC-56789 MeBride LongIsland ~ 02:00 s0.00 s0.00 s0.00 N

o 1000 Stendard Harriet City 510.00 Write Off

06/05/2017 0800~ HHA Hrly 600266 _ us- Adams Sam  Lissets 10:00 $200.00 50.00 $200.00 <10.00 Write OFF
1800 7897654554321436 office ° e

06/05/2017 1000 HHAHourly 600263 _ us- Smith Lissets 02:00 $40.00 $0.00 $40.00

4 1200 7807654654321418  Marge office e Lol

06/05/2017 1000 HSKHrly s00251 us- Trainor Will  Lissets 0200 $24.00 s0.00 $24.00 000 write OFF
1200 7897654654321417 Office e

06/06/2017 0800~ HHA Hrly 600266 _ us- Adams Sam  Lissets 10:00 $200.00 50.00 $200.00 <10.00 Write OFF .
1800 7897654654321436 Office ° e

P 8 8 8 0 0 0PI IO OO IPIPOPOSEOPOOPIPOPOPOSPOLPSPIPIOPSPPLISLIPPLPOSPSQSPS

[ 1-100f 14

=

Selected Open Invoice Items

Note: Even if adjustments have been applied using the Default Adjustment As and Visit Balance Is fields,
the invoice items must still be selected to finalize the adjustments.

5 [Click the Process Adjustments button once all items are selected.

When a Bulk Adjustment completes, the system generates one or more checks (depending on the
number of unique Contracts represented in the Bulk Adjustment).

Payments & Refunds Invoices Bulk Adjustments

o0sr7/201 =] 0s/17/2022 =] Al
.
—

ADJUSTO000017 | et

ADJUSTI000015,

Bulk Adjustment Checks

Checks generated via the Bulk Adjustment process are automatically assigned a Posted status and are
prefixed with “ADJUST” (under the Check # column) to easily differentiate between actual checks and

Accounts Receivable Page 11 Bulk Adjustments
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adjustment checks. The purpose of the adjustment check is to provide Agencies a simple method of
tracking adjustments created using the Bulk Adjustment process.

Accounts Receivable Page 12 Bulk Adjustments
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E-Remittance

Payments sent in an electronic format can be automatically applied to the corresponding invoices in a
process called E-Remittance. E-Remittances only apply payments to line items that are paid in full; any
discrepancies in the billed amount and actual payment must be adjusted manually in the Cash Payment
page. Follow the steps below to review E-Remittance payments in the system.

Navigate to Billing > Cash Payment. Select the E-Remittances tab from the top menu of the page.

Cash Payments

Payments & Refunds Invoices Bulk Adjustments ( E-Remittances >

Cash Payments: E-Remittances Tab

On the Search E-Remittances section, use the search filters and/or click Search to locate the E-
Remittance.

On the search results, each line item provides information such as Billed Amount, Paid Amount,
Rejected Amount, and Adjusted Amount as well as payment Status.

Search E-Remittances
Contract Date Range Status.

Selected 2 of 739 v mm/dd/yyyy B - | mm/dd/yyyy =] All

E-Remittances 8

¢ Biled ¢ Paid ¢ Rejected ¢ Adjustment ¢ PatientResponsibility : InvalldVisit ¢ Status < Apply Payments PLBInfo

917635 30122014799 01/17/2018  04/30/2020 AB Contract 1 2 $6300  $36.00 $0.00 $0.00 $0.00 $3600 (ooned)

925268 20200508 11/25/2015  05/11/2020 AB Contract 1 0 $4000  $40.00 $0.00 $116 $0.00 $4000  (ponied)

((hoples )

926594 20200512 11/25/2015  05/12/2020 AB Contract 1 0 $4000  $40.00 $0.00 $116 $0.00 $40.00

26500 2620000 20202022020 Booo a 00 000 ol 000 000

E-Remittances Search Page and Results

Click on the units under Billed Amount or Rejected Amount to download a PDF containing the E-
Remittance details. Follow the system prompts to download and open the file.

Electronic Remittance Preview Page 1or1
eXChangE Report Date: 5/17/2022 12:48:49 PM

‘ Check ID: 917635 Check Number: 30122014739 Check Date: 01/17/2018 Contract Name: AB Contract Received Date: 04/30/2020

4 Sr# |Invoice Service Patient Patient Name Bill Amt| Paid Amt|Patient Resp. [Payer Ref. No| Adj.Amt.| Interest |Rej. Amt. Adj. Code (Adj.Desc. |Status Remark
Number _|Date Number Amt| [Code
1|801027 07/09/2016 Mandaliya Viral $47.25) $20.25) $0.00| $0.00 $0.00] $0.00] |Accepted

2|600639 07/19/2016 Mandaliya Viral $15. 'El 815, T?l $0.00| $0.00 $0.00] $0.00] |Accepted
$63.00 $36.00 $0.00 $0.00 $0.00

Total Patient
Resp.

Claim No

Total Billed
mt|

Total Paid
Amt|

Total [Total Rej.
Adj.Amt.|Amt.

Status = Accepted
[s63.00 Js36.00 [s0.00 [s0.00  s0.00

Accounts Receivable Page 13 E-Remittance
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Step Action

Electronic Remittance Preview

Accounts Receivable Page 14 E-Remittance
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Logging Refunds

Refunds are processed when a Contract requests a credit reimbursement, or to return a security deposit
when a Private Pay Patient cancels their service. Follow the steps below to log a refund.

tab.

Cash Payments

1 Payments & Refunds

Check Number

Navigate to Billing > Cash Payment. Click on the Add Refund button in the Payments & Refunds

Search Payments & Refunds

Invoices Bulk Adjustments E-Remittances

AddPayment (  AddRefund

Check Date Range Status

Cash Payments: Add Refund

The Add Refund/Refund Info

Add Refund

Refund Info

asterisk) as well as other pertinent refund information. Click Save to continue.

window opens. Enter the required fields (denoted with a red

All fields marked with an asterisk (*) are required.

Check Number *

1000

2 Date on Check *
05/17/2022

Memo

Refund Method *

Check

Sent Date
[a] 05/13/2022

Type *
Contract

Amount *

[m] 1000.00

Recipient *

Aetna v

Add Refund: Refund Info

Note: When entering refund information for a Contract, select the Payer as prompted by the system; for a
Private Pay refund, enter the required Patient’s Admission ID.

Accounts Receivable
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Step Action

The Refund Info page opens with the summary of the entered information. Click the Apply Credit
for Refund button to apply the credit to the appropriate Payer.
Refund Info  open n
Check Number Refund Method Type Recipient
1000 Check Contract Aetna
Date on Check Sent Date Amount Memo
05/17/2022 05/13/2022 $1,000.00
3
Unapplied Amount Credit Used Available Credits
$1,000.00 $0.00 $5,874.50
Refunds { Avply Credn for Refund )
Refund Info: Apply Credit for Refund
The Apply Credit for Refund window opens. Select which credit to apply or from which Check or
Patient to take the credit from. Click Save.
Apply Credit for Refund X
General Credits (Aetna)
¥  Check#  CheckDate + CreditAmount ¢  CreditBalance ¢  Amountio Use
734 03/07/2018 $100.00 $22.00
555 04/04/2018 $80.00 $40.00
12345 06/19/2018 $60.00 $30.00
4q 6432817 11/05/2019 $532.50 $32.50
Patient-Specific Credits
7654 09/25/2019  Sharp, Patrick (TRA- $120.00 $0.00
7897654654322664)
™1 0 0RAeEND Teainer Wil (1S ®non tnmn 1T
Cancel @
Apply Credit for Refund
Accounts Receivable Page 16 Logging Refunds
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Once saved, a quick-view summary shows how much of the credit was applied as well as any
remaining credit balances. All applied refunds appear under the Refunds section. Click Save to
save the information and continue processing refunds or click the Post Refund button to finalize.

Unapplied Amount Credit Used Available Credits
$240.00 $760.00 $5,254.50
Refunds Apply Credit for Refund
v
734 03/07/2018 General $100.00 $22.00
5 555 04/04/2018 General $80.00 $40.00
12345 06/19/2018 General $60.00 $30.00
6432817 11/05/2019 General $532.50 $32.50
7654 09/25/2019 Patient-Specific (Sharp, Patrick TRA-7897654654322664) $120.00 $0.00
789 05/16/2022 Patient-Specific (Trainor, Will LIS-7897654654321417) $20.00 $0.00
1-60f6
-~ X
Save/Post Refund
Note: Credit refunded is no longer available once refunds have been logged into the system. All Unapplied
Amount must be used to Post the refund.
Accounts Receivable Page 17 Logging Refunds
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Search and Edit Payments/Refunds

HHAX maintains records of all payment and refund information entered in the Cash Payments page.
Follow the steps below to search for a payment or refund.

1 Navigate to Billing > Cash Payment From the Payments & Refunds tab use the search filters
and/or click the Search button.
On the search results, click on the ellipsis (...) under the Actions column for the selected item and
select Edit. For example, a Refund is selected, as illustrated in the following image.
Cash Payments
Payments & Refunds Invoices Bulk Adjustments E-Remittances
Search Payments & Refunds m
Check Number Check Date Range Status
05/17/2021 =} 05/17/2022 a All
2 + 1 il
0517/2022  0S022  ADJUSTONODOIT  Aetna Contract  Payment  Check $000 000 s000 so00 5000 s000 . . Buk ‘MP,-_‘ Edit
IllIIIIIllllllIIIIIlIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIE‘W‘::MIIIIIIIA
Search Payment & Refunds Page
The Add Refund/Refund Info page opens. Review or modify payment or refund (if/as needed). To
modify either the Refund or items applied to the refund, click on the Unpost button at the
bottom of the page.
Refunds
v  Check# = CheckDate = CreditType = Credit Amount + Credit Balance + Amount to Use
734 03/07/2018 General $100.00 -$28.00
555 04/04/2018 General $80.00 $0.00
3 12345 06/19/2018 General $60.00 $0.00
6432817 11/05/2019 General $532.50 $0.00
7654 09/25/2019 Patient-Specific (Sharp, Patrick TRA-7897654654322664) $120.00 $0.00
789 05/16/2022 Patient-Specific (Trainor, Will LIS-7897654654321417) $20.00 $0.00
1-60f6
Close
Unposting to Modify
a The Unpost Refund window opens. Select a Reason value (required) from the dropdown menu.
Click Save to continue.
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Unpost Refund X
Check Number Check Date Sent Date Refund Type

1000 05/17/2022 05/13/2022 Check

Type Payer Amount

Contract Aetna $912.50

Memo

Reason * Required

Revision Needed A

Note

Z

Caneel m

Upost Refund Window

The Status changes from Posted to Open. In the Refund Info section, click on the Edit button to
make edits to the refund itself.

Add Retund

Refund Info | Last updsted on 05/17/2022 by Lissetv | open @
Check Number Refund Method Type Recipient
1000 Check Contract Aetna
Date on Check Sent Date Amount Memo
I 05/17/2022 05/13/2022 $912.50

Refund Edit

To make edits to the items within the refund, either change/enter modifications in the respective
fields or remove items within the refund. Once complete, click on the Post Refund button to

5

repost.
Refunds Aoply Crodic or Reursd
734 03/07/2018 General $100.00 $28.00 5100.00
555 04/04/2018 General $80.00 $0.00
12345 06/19/2018 General $60.00 $0.00
6432817 11/05/2019 General $532.50 $0.00
7654 09/25/2019 Patient-Specific (Sharp, Patrick TRA-7897654654322664) $120.00 $0.00
789 05/16/2022 Patient-Specific (Trainor, Will LIS-7897654654321417) $20.00 $0.00

1-60f6
)
Edit Refund Item(s)
Note: Once a payment or refund has been updated, they must be re-posted.
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Updated Remittance Logic for Deleted
Invoices

DISCLAIMER

This logic is activated by HHAX System Administration. Please contact HHAX Support Team for details,
setup, and guidance.

An electronic remittance processing option is available that applies payments automatically not only
based on a visit’s current invoice number, but also for any deleted invoice numbers associated with that
visit. This option searches for deleted invoices and attempts to match deleted invoices with newly
created invoices based on the visit date.

In some situations, users may delete invoices to modify visit information after a claim has been
transmitted to a Payer, but before a remittance response has been received. In these scenarios, the
original invoice number of the visit is removed. Previously, when a remittance was received, the system
was unable to match it with the visit because of the different invoice number.

With this option, the remittance process:
¢ First looks to match by current invoice number
¢ |f a match is not found, then the remittance process looks to match by any “deleted invoice
numbers” which had previously been associated with the visit.

This second round of processing ensures as many records as possible are automatically applied, resulting
in less manual remittance processing from accounts receivable users.

Accounts Receivable Page 20 Updated Remittance Logic for Deleted
Invoices
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The Collection Dashboard

The Collection Dashboard is a record keeping tool used to track the status of outstanding collection
issues, such as partial payments or denied claims. Use the available filtering fields to sort through
collections issues and address urgent cases.

Note: Any adjustments or edits made to payment information must be completed in the Cash Payment page.

Searching for Collection Issues

Follow the steps below to search for Collection issues.

Step Action

Navigate to Action > Collection and generate a search using the available filters to include the
Collection View options (Summary or Detail View) as well as View By options (Status or Aging).

Displays all active Contracts, open claims, money owed, and any
partially paid balances if viewed by Status

Displays information on each individual Visit with pay discrepancies. It
also pulls the notes from the Note(s)/Follow Up field in the Cash
Payment page.

1 Provides results by payment/collection status
Provides results depending on how far back the invoice has been
outstanding (open claims and money owed in 30-day intervals).
i === 1
Collection Dashboard
Accounts Receivable Page 21 The Collection Dashboard
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Action

This step provides details if Summary View option is selected with the corresponding View By
selection.
Search Results (14) Legend
Page 1 of 1
Contract Open Partially Paid Balanced
UPMC demo 4/ $60.00 0/ $0.00
Sandy Health System 5/ £597.50 0/ $0.00
Caring Hands LLC 0/ $0.00
Heaven's Care 0f $0.00
Amazing Health 1/ $14.00
Marycare 1/ $105.12
Aetna 0/ $0.00
Accrued Care 7/ $595.00 0/ $0.00
Excellent Care 0/ $0.00 0/ $0.00
USA Premier 15/ $310.75 0/ $0.00
Skilled Contract 2/ £212.50 0f $0.00
Mo compliance contract 10/ $286.50 0/ $0.00
Golden Care 63 10.50 2/ $142.00
2 Auth Demo Contract 00.00 0/ $0.00
Summary View by Status
Search Results (9) Legend
Page 1 of 1
Contract Current 30 Days 60 Days 90 Days 120 Days 150 Days 180 Days > 180 Days Total Credits
Private Pay 0/ $0.00 0/ $0.00 0/ $0.00 0/ $0.00 0f $0.00 0/ $0.00 0/ $0.00 0/ $0.00 $230.00
USA Premier 0/ s0.00 0/ $0.00 0/ $0.00 0f $0.00 0f 50.00 0/ $0.00 0/ $0.00 15/ $310.75 15/ $310.75
Caring Hands LLC 0/ $0.00 0/ $0.00 0/ $0.00 0/ $0.00 0f $0.00 0/ $0.00 0/ $0.00 58/ $2,555.00 58/ §2,555.00 $10.00
Marycare 0/ $0.00 0/ $0.00 0/ $0.00 0/ §0.00 0/ $0.00 0/ $0.00 0/ $0.00 111/ $12,549.12
Golden Care 0/ $0.00 0/ $0.00 0/ $0.00 0/ §0.00 0/ $0.00 0/ $0.00 0/ $0.00 65/ §9,752.50
Heaven's Care 0/ $0.00 0/ $0.00 0/ $0.00 0/ §0.00 0/ $0.00 0/ $0.00 0/ $0.00 3/ $145.00
Amazing Health 0/ $0.00 0/ $0.00 0/ $0.00 0/ §0.00 0/ $0.00 0/ $0.00 0/ $0.00 4/ §59.00 $218.75
Accrued Care 0/ $0.00 0/ $0.00 0/ $0.00 0/ §0.00 0/ $0.00 0/ $0.00 0/ $0.00 7/ §95.00
Aetna 0/ $0.00 0/ $0.00 0/ $0.00 0/ §0.00 0/ $0.00 0/ $0.00 0/ $0.00 1/ $40.00 $5,102.00
0/ $0.00 0/ $0.00 0/ $0.00 0/ $0.00 0/ $0.00 0/ $0.00 0/ $0.00 264/ $25,506.37 264/ $25,506.37
Summary View by Aging
Note: Only the Summary View can be modified by the Status and Aging view options. The Aging option can
only be viewed in Summary View.

Accounts Receivable Page 22 Searching for Collection Issues
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any notes associated with the issue.

This step provides details if Detail View option is selected with the View ByStatus selection. From
the search results, review any pertinent payment information associated with a visit. The
Patient’s profile may be accessed corresponding to the applicable invoice for the visit as well as

Collection
[ Cottecton v mary view © Detat vew @ |

= patient Last Name: [ ] Aging By: [©: i

Visit rom: [ Visit To: ac] Representative:

. — || O E— Payment status:

Follow up From: [ ] FollowupTo:[ ] Invoice Number:[ ]
Cloim Status: for Non- 7 1 ] 5]
At patient 10: ] Discipline:
[search | Pt |

Search Results (142)

©
12345 50571572014

Collection Detail View

In the Detail View, each line item is highlighted by a color corresponding to the Status. Click the
Legend link above the search results (top-right) to access this legend.

Collection Status Legend

Background color of row - Open Claim

Background coler of row - Partially Paid

Background color of row - Paid

Font color of column 'Note(s)/ Follow Up' - Owerdue follow up

Font color of column 'Note(s)/ Follow Up’ - Follow up due in next 3 days
Font color of column 'Note(s)/ Follow Up' - Follow up due in after 3 days
Background color of column "Note(s)/ Follow Up' - Resolved follow up
Background color of column 'Note(s)/ Follow Up' - In Progress follow up

(-
Ll
(|
]
L
—
]

Collection Status Legend

Page 23 Searching for Collection Issues

Proprietary and Confidential

Accounts Receivable



"y .
¥ HHAexchange The Enterprise System

Collection Notes

The Collection Notes functionality is used to maintain a record of outstanding collection issues, such as:

o Track any communications between the Agency and Payer as well as within the
Agency.

o Assign issues to specific users (or Collection Representatives).

o Set Follow Up Dates which prompt the system to remind Collection Representatives to

review the case.

This function is located in both the Cash Payment page (Billing > Cash Payment and the Collection
Dashboard (Action > Collection) to facilitate communication between internal users.

The following image illustrates the Collection Notes page from the Cash Payments module.
¢ To view all notes associated with this item, click the + All Notes to expand the All Notes section.
¢ To add a note, click on the + Add a Note to expand the fields.

Collection Notes e

Visit Date/Time Patient DOB Contract Invoice # Amount
06/05/2017 1000-1200 Smith Marge 12/02/1940 Aetna 600263 $40.00

Balance Coordinators Collection Status Claim Status Payment Status
-$10.00 Boris G - Paid

Current Reason for Non-Payment

= All Notes

Collection Followup Representative =  Claim Status =  Current Reason for Non-Payment =  Collection Status =

© No Collection Notes Found

= Adda Note

All fields marked with an asterisk (*) are required.

AR Note Reason * Collection Representative *

Select v Select s
s

Collection Notes

Accounts Receivable Page 24 Collection Notes
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Add a Note

Click on the +Add a Note to add a note to a case. Complete the required and optional fields. Click on
Add to add the note or Add & Close to complete the addition.

— AddaNote

Al fields marked with an asterisk (*) are required.
AR Note Reason * Collection Representative *

Collection Auto Process - Rimple Remmington
Collection Follow Up Representative Note *

Roy Remmington v This case is now in collections

(Upto 2000 Characters)

Claim Status Current Reason for Non-Payment

To Review R
Collection Status * Follow Up Date *

I- Pending v 06/30/2022 [=]

o=

Add a Collections Note

In the Collections function, search for a case. From the Search Results, Click the + link under the Note
(s)/Follow Up column for the respective case. On the Collection Note window, complete the required
and optional fields

—
[x]
Collection Note m m

Patient Name: Northeast Elizabeth Visit Date: 04/07/2016 Invoice #: 600093 Contract: UPMC dema
DOB: 10/16/1927 Visit Time: 0900-1400 Amount: $15.00 Balance: 515,00
Coordinator(s): Collection Status: Claim Status: Payment Status: Open

Current Reason for Non-Payment:

No Collection Note Found.

New Note

Date: [5/17/2022 =]
* AR Note Reason: | Dslayed e

* Collection Representative: [ Jon Frangui ~]

Collection Follow Up Representative: | Roy Remmington ~]

Use this field to describe the payment issue.

* Note:

(Upto 2000 Characters)

Claim Status:
Current Reason for Non-Payment:
* Collection Status:
* Follow Up Date: A

Apply Note To: [ This visit ~]

Collection Dashboard: Collection (New) Note

Any collection issue an Agency is in the process of resolving may be monitored with the Note(s)/Follow
Up functionality.

Note: This function relies on custom values setup by the Agency such as: AR Note Reason, Collection Representative,
Collection Follow Up Representative, Claim Status, Current Reason for Non-Payment, and Collection Status (all
Reference Table items).

Accounts Receivable Page 25 Add a Note
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Generate Report Button on Collection Page

Use the Generate Report button on the Collection page to run Collections reports in the background. To
run a report, select criteria using the filter fields (not required), on the Generate Report button, and
select a report output format (Excel, PDF, or CSV).

R—
Coarine Wiw ‘e U— w8 g

omodal | & . [T pr—— P
Wit Tigam. b | ‘wit T | by | & L
st Fraem = [rem—— | Papmast S| *

Wl L s 1 Waiare U P o Irpese o M b
g, Swbwn: | # Cwrvmnt Bapis A fnps Fapmast L had | Caligcions aben & -
Al Putsant [0 [grpliag o [ BapsanarnEmae L -

Eros
o

Collections Page: Generate Report Button

To view the report progression status, navigate to the Background Report Monitor page (Admin >
Background Report Monitor).

Background Report Manitor
In Process Reports (refreshes automatically)
Haxt Last
Report Submitted Time Actual Start Time End Time Duration Status
]Efp::t“;ummmmmm [ 11272023 10:23:13 &M 00:00 In Progress
Comparnson of Hours 112872022 6:03:58 AM 1064120 In Progress
Billing Raview Dwtall 873 112472032 7:29:50 AM 1178:84 In Prograss
Billing Raview Dwtall_873 11/24/2022 7:29:50 AM 1178:54 In Prograss
L e b b b ok¥ P g g g o F b ] A G G G G G o S e
Completed Reports
Search Results (56)
Hext Last
Report Submitted Time Actual Start Time End Time Duration Status Download
Visit Report 7/2/2022 B:44:02 AM :;:""'“2: fidsaan :"IM""“H B4 000 Completed Download
- = - i mem e 7/L/2023 S:07:58  7/1/3032 5:08:33 R =
Background Report Monitor: Collection Report In Progress
Refer to the Collection Reports section for details on the available reports.
Accounts Receivable Page 26 Generate Report Button on Collection Page
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Reports

Tip: Press the Ctrl-F keys to search this topic.

The information entered on invoices and in the Cash Payment module can be exported and formatted
into various Reports. While some reports provide a basic overview, others offer complete and specific

information.

Collection Report, Summary View

The Collection Report, Summary View displays information from the Collection Dashboard in the
Summary View. This report displays information based on the search parameters set on the Collection
page. To run this report, navigate to Action > Collection, select the Summary View radio button, and

click the Print button.

o4 [t Jofa b b

Find | Next

S- HHAexchange

Collection Report

Report Date: 05/17/2022 17:32

Page 1of1

Office(s): Long Island City NorthEast
Office,Lizset's Office
Contract: All
Visits From:

Fallow Up From:

Claim Status: A1l

Patient Name: Representative: Al
Visits To: Invoice From:
Follow Up To: Callection Status: Al

Discipline: All Disciplines

Payment Status: Open
Invoice To:
Invoice Number:

Current Reason for Non-Payment: Al

Contract, Open Partially Paid Balanced
UPMC demo «[3e0.00 o/ s0.00
Sandy Health System 5/$57.50 0/ $0.00
Garing Hends LLC 58/ 52,410,00 0/ 50.00
Hesven's Care 3 5145.00 0/50.00
Amazing Health 3/%45.00 o/ s0.00
Marycare 110/ $12,444.00 o/ $0.00
m 17 340,00 0/ $6.00

77 595,00 0/ 50.00

15/ 5310.75 0/ 50.00

2/ 521250 o/s0.00

10/ $286.50 0/ $0.00

63/ 9,610,50 0/ 50.00

‘Auth Demo Contract 3/ 5100.00 0/50.00

Collection Report by Summary

Accounts Receivable
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Collection Report, Detail View

The Collection Report, Detail View displays information from the Collection Dashboard in the Detail
View. The Report displays information based on the search parameters set on the Collection page. To
run this report, navigate to Action > Collection, select the Detail View radio button, click the Print button

and select Print Detailed View.

4 41 _Jefz b M @ [ |endines - @&
. .
¥ HHAexchange Collection Report Page 1of 7
Report Date: 05/17/2022 17:34
Offica(s): Lang Island Cry Northgast
Off et's Office
Contract: All Patient Name: Representative: Al Payment Status: Open
visits From: visits Tos Invoice From:
Follows Up From: Fallow up Collection Status: &1
Claim Status: All Discipline: All Disciplines Current Reason for Non-Payment: Al
Sr [Patient - [Office 2 |Contract < [Visit = |Visit/Supply/Expense = |Tnvoice 3 |Invoice 2 |Units 2 | Amount Paid 3 | Adi.; |Balance z |Pay. < [claim = [TRN 2 [Note(/ 2 [AKE
% [Wame Date # Date Amount Status status Follow * |Patient
vp it
Payment
1| McBride, Lang Caring 12/24/2015|1000-1200 600029 | 2/19/2016 8.00 $30.00| s0.00 50.00 530.00|Open 12345
Island City [Hands LLC
2 Lang Caring. 12/26/2015|1000-1200 600029 | 2/19/2016 8.00 $30.00| s0.00 $0.00 530.00|Open 12345
Isl=nd City [Hands LLC
B Long Caring 12/25/2015]1000-1200 600025 | 2/19/2016 5.00 $30.00 s0.00| 30.00 530.00| 0pen 12345
Islznd City [Hands LLC
4 Lang Caring 12/30/2015|1000-1200 600029 | 2/19/2016 8.00 $30.00| s0.00 50.00 530.00|Open 12345
Island City [Hands LLC
5 3 Ln‘ngd 12/31/2015|1000-1200 600029 | 2/19/2016 8.00 $30.00| s0.00 $0.00 530.00|Open 12345
Iland Ciry | Hands
5 eld, |Long Hesven's  |1/1/2016 |1000-1100 600022 | 1/19/2016 1.00 320,00 s0.00| 30.00 520.00|Open (1)
l2ndgCity Lgare
¢ e R 4 Ll o J L L

Collection Report, Detail View

Collection Report, Detail View by Patient

The Collection Report, Detail View displays information from the Collection Dashboard in the Detail
View. This report breaks down the information by Patient according to the search parameters set on the
Collection page. To run this report, navigate to Action > Collection, select the Detail View radio button,
click the Print button and select Print Detailed View by Patient.

[E]

4 [t Jofo b M
e
X HHAeXchange

@ Find

FR
Collection Report

| Next

Page 169

Report Date: 05/17/2022 17:36

Office(s): sland City,NorthEast
Office Lisset's Office
Contract: Al Patient Name: Representative: Al Payment Status: Gpen
Visits From: visits To: Invoice From: Invoice To:
Follow Up From: Follow Up To: Collection Status: Al Invoice Number:
claim status: 4/l Discipline: Al Disciplines Current Reason for Non-Payment: 2l
Sr |Patient = |Office = |Contract = |Visit = |Visit/Supply/Expense = |Invoice = |Invoice = | Units = |Amount = | Paid = | Adj. = |Balance = |Pay. = |Current = [Claim = |TRN = |Note(s)/ = |Alt
#. |Name Hame Date # Date Amount Status ” |Reason Status Follow Patient
v Non up ™
Payment
McBride, Harrier
1] meBride; Long Caring 12/24/2015 1000-1200 e00029]2/19/2018 8.00 $30.00 s0.00[  soo0 $30.00] Open 12345
Harries Iland  |Hands LLC
Ciy
2[uceride,  |Long ‘Caring 12/26/2015 | 1000-1200 c00029|2/13/2016 8.00 530,00 s0.00[  seoo $30.00 | Cpen 12345
Harries Lland  |Hands LLC
Ciry
3|ucride,  [Long Caring 12/25/2015 | 1000-1200 00023 |2/15/2016 8.00 20,00 s0.00[  soo0 £30.00 Gpen 12345
Harrist Island  |Hands LLC
City
4|ucerice,  [Long Caring 12/30/2015 | 1000-1200 600029 |2/13/2016 8.00 530,00 so.00  seoo $30.00 | Cpen 12345
Harriet Island  |Hands LLC
Ciry
5[McBride, |Long ‘Caring 12/31/2015 | 1000-1200 €00028|2/18/2018 8.00 £20.00 $0.00  se.00 £30.00 Cpen 12345
Harrier Island  |Hands LLC
city
6| McBride, Long Caring 1/1/2016 | supaly 00028 |2/4/2016 1.00 s15.00 3000 sooo $15.00 Open 12345
=rriet Els\} and;LC
» ry i T YYD, V. ryy. y . ryYy. V. y . TN |

Collection Report, Detail View by Patient
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Billing by Contract Summary

The Billing by Contract Summary Report (Report > Sales > Billing by Contract Summary) provides a
high-level overview of revenue for a Contract(s) over a specified time frame. The report can be
broadened to include all Contracts managed by an Agency.

[] —
¥ HHAeXxchange Billing by Contract Summary Page 1of1
Report Date: 05/17/2022 05:12 PM

Office(s): Long Island Invoice From Date: 4/17/2020 Invoice To Date: 5/17/2022
City,NorthEast
Office,Lisset's Office

Contract: All Visit From Date: 4/17/2020 Visit To Date: 5/17/2022
Patient Team(s): All Patient Location(s): All Patient Branch(es): &l
Coordinator: All Group By: All

Remove Non- MNo Contract Category(ies): All
Billable Visits:

Contract Category % Contract Name % Hourly % Daily 2 Visit 2 Supply/ 2 Total %
Expense/
Mileage
Units
Accrued Care (ID : 12884) 01:00 o 2 0.00 £40.00
MLTC Amazing Health {ID : 1014%) 01:00 o 0 0.00 £20.00
Private Pay Caring Hands LLC (ID : 01:00 1] [} 0.00 $0.00
10042)
Sandy Health System (ID : 02:00 i} 0 0.00 £30.00
4504)
Grand Total : 05:00 1] 2 0.00 £90.00

Billing by Contract Summary Report

Billing by Contract Detail

The Billing by Contract Detail Report (Report > Sales > Billing by Contract Detail) breaks down the
information found on the Billing by Contract Summary report by invoice.

. T -
D HHAeXchange Billing by Contract Detail Page 1of1
Report Date: 05/17/2022 18:09
Office(s): Long Island City,NorthEast Office Lisset's Invoice From Date: 4/17/2021 Invoice To Date: 5/17/2022
Office
Contract: All Visit From Date: Visit To Date:
Coordinator: All Service Code: All Live-In Hours: 0:00
Discipline: all Contract Category(ies): All Group By : all
Patient Branch(es): All Patient Team(s): All Patient Location(s): All

Remove Non-Billable Visits: No

Mote: This repert provides detailed invoice informatien for the specific invoice or visit date range. This repert may also be limited to invoices for a specific contract, discipline,
and service code

Sr #|Invoice 2 [Invoice 2 |Admission ID 2 |Patient Name : |Discipline 2 |Service |Contract: |Visit Date 2 [Schedule 2 |Hourly 2 |Daily 3 |Visits 2 | Supply/ 2 |Billed 2 | Billed 2
No Date Code Name Expense/ |Rate Amt
Mileage
Units
Accrued Care (ID : 12884)
1[601683 05/14/2021 |UC- Evans Oliver RN Initial Accrued 08-17-2020 (0500-1000 00:00 o 1 0.00| s10.00 $10.00
78976546543225589 Integrated | Care
2(601708 10/15/2021 |UIC- Ewans Oliver RN Initial Accrued 10-04-2021 (0500-1000 00:00 o 1 0.00| s10.00 $10.00
7897654654322569 Integrated | Care
Total : Accrued Care 00:00 1] 2 0.00 %20.00
UPMC demo (ID : 4016)
1[601701 08/05/2021 |LIC-43870876 Mortheast HHA HHA D1 UPMC demo | 04-06-2016  [0900-1400 00:00 1 Q Q.00 s15.00 $15.00
Elizabeth
Total : UPMC demo 00:00 1 [ 0.00 $15.00
Billing by Contract Detail Report
Accounts Receivable Page 29 Billing by Contract Summary
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Cash Receipt Journal

The Cash Receipt Journal Report (Report > AR > Cash Posting > Cash Receipt Journal) provides an
overview of remittance checks entered in the Cash Payment module. It also displays the total amount of
money received by a contract.

4

= RG]

Cash Receipt Journal

4t Jofz b bl
L ]
¥ HHAeXchange

¢

Page 1of 3
Report Date: 05/17/2022 05:43 PM

Office(s):

Group by Contract:

Payment Type:

Include unapplied
checks:

Display Contract ID:

Patient Team(s):

Long Island City,NorthEast Office Lisset's
ice

Mo
All

‘fes

Mo
All

Contract(s): all

Check From Date:
Check Amount From:

Deposit From Date:

Post From Date:
Patient Location(s): All

Check Number:

Check To Date:
Check Amount To:

Deposit To Date:

Post To Date:
Patient Branch(es): all

R&R: Retention and Recruitment, CD: Check Date, DD: Deposit Date, PD: Posted Date, CA: Check Amount,PN: Patient Name, PI: Patient ID

Contract * |Ref/Check ¢ |Check Date Check Amt| Applied * |Remaining * | Placed On Credit * Applied From : |Adj. + [Type 2 |Check
Name No. Deposit Date R&R| Amount Credit Amt Memo
Posted Date
01_Testing 147147 CD: 8/22/2018 | CA: $1,000.00 $0.00 £1,000.00 GC: 50.00 GC: 50.00 Check
Mew Contract bD: R&R: £0.00 PC: 50.00 PC: 50.00
08/22/2018
PD:
Accrued Care |1234 CD: 7/27/2016 CAa: $0.00 (£1,000.00) GC: £0.00 GC: £0.00 Check
DD: (1,000.00) PC: $0.00 PC: $0.00
: : : : : : UBEO3;"ZEL6 : : R&E‘ SO.E : : !’ : : : : : : : : : : : : \ : : : : : :

Cash Receipt Journal

Cash Posting Detail by Check

The Cash Posting Detail by Check Report (Report > AR > Cash Posting > Cash Posting Detail by Check)
breaks-down the distribution of a check from invoice to invoice. It also provides information on any
adjustments made or credit applied.

x eXchange Cash Posting Detail by Check Page 1 of 1
Report Date: 10/28/2015 09:54 AM
Claim Type: Payment Contract: All Invoice No: Check: 11111
Visit From Date: Visit To Date: Check From Date: Check To Date:
Post From Date: Post To Date: Deposit From Date: Deposit To Date:
Admission ID: 00003 Location: All Team: All Discipline: all
Group By: Chack Payment Status: All Check With Notes: No Patient With Page Break: No
Sr.No Alternate |Patient Service Units | Inv. No. Bill Amt. Payment| Adjustment TT Adj.| Write-Off Other Adj. | Notes
.| Patient ID |Name Date Inv. Date
Claim Type: | Payment Check No:[11111 Chack Date: 10/28/15 Post Date: Placed on |$0.00
Credit:
Patient Name : | Figgous Cyrial Contract: [ Caring Hands Medical Group

1 Figgous 09/14/15 4.00 500005 $100.00 £40.00 £0.00 £0.00 £0.00 £0.00
Cyrial 10/13/2015

2 Figgous 0%/13/13 24.00|800005 $84.00 50.00 50,00 30,00 $0.00 £12.00
Cyrial 10/13/2015

3 Figgous 0%/16/15 | 24.00|s00005 $84.00 £60.00 $24.00 £0.00 £0.00 £0.00
Cyrial 10/13/2015

4 Figgous 09/17/15 | 24.00|s00005 $84.00 £0.00 £0.00 £0.00 $14.00 $0.00
Cyrial 10/13/2015

Patient Name : Figgous Cyrizl Total : $352.00 $100.00 $24.00 $0.00 $14.00 $12.00

Cash Posting Detail by Check Report
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¥ H-HAeXchange

The Enterprise System

Payment Adjustment Re

port

The Payment Adjustment Report (Report > AR > Cash Posting > Payment Adjustment Report) is used

to review adjustments made to checks in the Cas

h Posting module.

Northeast Homecare Services

Office(s):

Payment Adjustment Reportx', I'HAe):change

Long Island City,NorthEast Office, Lisset's Office

Visit From Date:
Visit To Date:
Invoice From Date:
Invoice To Date:
Check From Date:
Check To Date:
Deposit From Date:
Deposit To Date:

05/01/2017
05M17i2022

Al

Confract(s):

Check Number:

Patient:

Payment Adjustment Reason: All
Group By: Contract
Patient Team(s): Al
Patient Location(s): All

Patient Branch{es): All

INVOICE DETAILS PAYMENTS ADJUSTMENTS

Invoice Invoice Date Visit Date Patient Confract Billed Paid Balance Check Number Check Date Deposit Date Adjustments Reason Adjustment
Number
600263 062172017  06/052017 LIS- Aefna 200.0000 210.0000 -10.0000 789 05/16/2022  05/16/2022 20.0000

- T897654654321418 Adjustment 20.0000

06/09/2017 Smith Marge justmen -

ADJUSTO0000MT  05/17/2022  05/17/2022 10.0000 Write Off 10.0000

600251 08212017 08032017 LIS- Amazing Health 840000 940000 -10.0000 Cash 05/13/2022  05/16/2022

- 7897654654321417

08072017 Trainor Wil ADJUSTO000016 05/17/2022  05/17/2022  10.0000 WiriteOff 10.0000

Credit Report

Payment Adjustment Report

The Credit Report (Report > AR > Cash Posting > Credit Report) is used to review everything relating to
credit: credit received, placed on a payment, refunded, etc.

¥ HHAeXchange Credit Report Page 10f1
Northeast Homecare Services Report Date: 05/17/2022 05:47 PM
Office(s): Long Island City,NorthEast Display: All Contract(s): Astna
Office, Lisset's Office
Check Number: All Check Date From: Check Date To:
Patient Team(s): All Patient Location(s): All Patient Branch(es): All
Posted Status: All
Check Details Credit Details
Payment Check RefundCheck  Refund  Total Paig
Payer Check Number Check Date  Posted Date  Deposit Date Amount Credit Placed  Credit Left Number Amount From Credit Aging Paid From Credit  Billed Amount Visit Date  Check Number
Agtna 458 01312018 ov32018 100.00 2000 2000 0.00 0.00 0.00 40.00 06/05/2017 780
Agtna 100 02/12:2018 02122018 250.00 50.00 50.00 0.00
Aetna 734 04122018 03/07/2018 220 00 100 00 -28.00 1000 100.00
Aetna 1111111 0152018 100 00 1000 10.00 0.00
Aetna 555 041042018 04/04/2018 300 00 2000 0.00 1000 80.00
Agtna 12345 07132018 06/19/2018 300.00 60.00 0.00 1000 80.00
Agtna 12307889 08/02/2018 360.00 360.00 360.00 000
Agtna o 08/00/2018 150.00 3000 30.00 0.00
Agtna 6780 08/00/2018 150.00 10.00 10.00 0.00
Aetna 150 100 00 2000 2000 0.00
setna 12018 o000 0000 5000.00 000
setna 75t 12000 12000 o0 000 12000
Agtna 432817 700.00 53250 0.00 1000 53250
Agtna 780 06/16/2022 200.00 2000 0.00 1000 2000
Total 805000 41250 547200 §12.50 0.00 000 40.00

Credit Report

Accounts Receivable
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The Enterprise System

AR Summary

The AR Summary Report (Report > AR > AR Summary Report) contains an aging view of client
receivables, or the billing minus the cash payments. The receivables are divided into thirty day

increments.

¥ HHAeXxchange

AR Summary Report

Report Date: 05/17/2022 05:50 PM

Page 1of1

Office(s): Long Island City, NorthEast

Office,Lisset's Office
e: All

Contract Category: All

Patient Team(s): All

Display Current UnApplied Cash:

Patient Branch(es):

Patient Location(s):

Contract(s):

Service Code:

All

As of Date: 12/19/2021

Aging Based On: Due Date

Include over payment in the report: No

Display Current UnApplied Credit: No

(Check Date)

Note: AR by contract as of the specified check date. This report can also be run for a specific contract, caregiver discipline and service code, with options to include unapplied cash, unapplied
credit and overpayment in the report. In order to reconcile against the AR Detail Report and AR Detail Per Visit, you must select Include Overpayments Results may be grouped by Team

within Contract

Sr|  Contract [Contract Name current] 1-30] 31-60] 61-90[ 91-120]121-150[151- 180[181-210[ > 210 Total
#|  category
1 [Accrued Care (1D © $10.00 $10.00 $75.00 $95.00
12884)
2] MLTC|Aetna (ID : 11762) 5240.00 $240.00
3] MLTC[Amazing Health (1D : $1,050.00[  $1,059.00
10149)
4] CHHA[Auth Demo Contract 5100.00 $100.00
(1D : 22190)
5| Private Pay|Caring Hands LLC (ID : $2,545.00]  $2,545.00|
10042)
6] Mco|Golden Care (ID : $9,752.50|  $9,752.50|
20017)
7] Heaven's Care (ID : $145.00 $145.00
10130)
g Marycare (ID : 11181) $12,549.1 $12,549.12)
2
5[ HHA_Service[No compliance contract $286.50 $286.50
(1D : 14810)
10) [Sandy Health System $97.50 $97.50
(D : 4904)
11| Skilled_Servic|Skilled Contract (ID = $212.50 $212.50
14539)
12 [uPMC demo (1D : $15.00 545,00 $60.00
4016)
13 MCO|UsA Premier (ID : §310.75 $310.75
14297)
Total: $10.00| $15.00| $10.00 $27,417.| $27,452.87
87

AR Detail Report

AR Summary Report

The AR Detail Report (Report > AR > AR Detail Report V2) breaks down receivables to the invoice level,
showing the patient details as well as billing information and notes made in the Cash Payment module.

» HHAexchange

AR Detail Report V2

Report Date: 05/17/2022 05:51 PM

Page 1of7

Office(s):

Office

Contract(s): All

Discipline: All
Patient Team(s): All

Patient Location(s): All

As of Date: 5/17/2022 (Check Date)

Long Island City,NorthEast Office,Lisset's

Group By: None

Include over payment in the report: No

Contract Category(ies): Al

Service Code: Al

Additional Columns Display:

Patient Branch(es): Al

Sr#|Admission ID |Patient Name

Invoice #

Invoice Date |Export
Status

Due Date Aging Billed Amt| Remaining
Amt

Office: Long Island City

Contract: Accrued Care (ID : 12884)

AR Detail Report

LIc- Evans Oliver 601409 11/01/2019 N 12/31/2019 868 $5.00| $5.00|
7897654654322
569

2|uc- Evans Oliver 601551 03/23/2020 N 05/22/2020 725 $40.00 $40.00
7897654654322
569

3juc- Evans Oliver 601565 05/07/2020 N 07/06/2020 680 $10.00 $10.00
7897654654322
569

4|uc- Evans Oliver 601615 08/18/2020 N 10/17/2020 577 £20.00 $20.00
789765465432,

v WYY VYV VYV VIV VYV VI VYYNYY.

PV IIIFIIIIIFIY .

Accounts Rece
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AR Detail per Visit

The AR Detail per Visit Report (Report > AR > AR Detail per Visit) breaks down receivable to the visit
level, or each individual visit within an invoice.

) - —
¥ HHAexchange AR Detail Per Visit Page 1of2
Report Date: 05/17/2022 05:57 PM
Office(s): Long Island City,NorthEast Contract(s): All Discipline: All
Office Lisset's Office
Visit From Date: Visit To Date: Patient Name:
Invoice From Date: 05/01/2017 Invoice To Date: 05/17/2018 Invoice Number:
Service Code: All Only Posted Payments: No Display Contract ID: No
Patient Team(s): All Patient Branch(es): all Patient Location(s): all
Group By Team: No Display Alt. Patient ID: No
Sr# | Visit %+ |Admission ID % Patient % |Invoice 2 |Invoice 2 [Last + |service %+ |Terms 2 |Hours 5 |Total % | Paid 2 | Adj. 2 |Balance ; |Aging 2 | Visit =
Date Name # Date Exported Code Amt Amt Amit Aging
Date

Contract: Aetna

1|06/05/2017 |LIS- Smith Marge 600263 |06/21/2017 |05/05/2022 |HHA Hourly
7897654854321418

30‘ 02:00 $40.00| 540.00| £10.00 (510.00) 1791 1807

Total:| $40.00| $40.00| $10.00| (%10.00)

Contract: Amazing Health

1|06/05/2017 |LIS- Trainor Will 600251|06/21/2017 HSK Hrly 60|02:00 $24.00 $24.00 $10.00 (s10.00) 1791 1807
7897654654321417

2|06/05/2017 |LIS- Adams Sam 600266 |06/22/2017 HHA Hrly 60|10:00 $200.00] $200.00 $10.00 (s10.00) 1750 1807
7897654654321436

3|08/06/2017 |LIS- Adams Sam 600266 |06/22/2017 HHA Hrly 60|10:00 $200.00] $200.00 £10.00 (510.00) 1750 1806
7897654654321436

Total: | $424.00|%424.00| $30.00( ($30.00)
Contract: Caring Hands LLC
1|08/01/2017 ‘uc-ss?sg McBride | 600304|osﬁ03/2m7 | |HHA Standard ‘ 30‘02:00 ‘ smul $0.oo‘ s1u.oo| (sw.oo)l 174s| 1750
Harriet
AR Detail per Visit Report
Accounts Receivable Page 33 AR Detail per Visit
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