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Post Payments from EOB
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About

There are two ways you can post EOBs (Explanation of Benefits) within NextStep Billing. The first way is to post directly to an
individual Line ltem and the second way allows you to post bulk payments in one place allowing you to move easily from client

to client.

Note: A Line Item needs to have a Print Status of N and Line Item Closed mustnot be selected (meaning the Line Item is
open) in order to be able to post a payment to it.
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Post EOB: Directly to Line Item

1. Navigate to the Line Items Filter Form:File > Billing > Line Items.

2. Use the filters to narrow down your search (e.g. by Client or Payer).

3. Click the Ok button. The Line Items List displays Line Items based on your search criteria.

4. Select the Line Item you want to open and click theOk button. The Line Item Form is displayed.

5. Click the Transactions button.
e Line Item Form - (LINITML) [=]=][x]
LReEM Case o srTime  EnaTrme  Teme.  AgencylD  ActviyCodelD

90791

30

e code Physician /CSW  Insurance ID Party Type

<00 Al [§ O

s Bige sroue CCESIEIEREID Assignment Subscriber No Wedicaid Status Codes

Accepted
Private Pa Diagnosis 1[I 111111111 Rosourcscoss [l
Procedure Code IniQutpatient Statement Uvate Invoice Date Diagnosis 2 ICD Medicare Status Code
Other Ins Code

Owerride Current Diagnesis 3 l:l Closed

Modifiers Additional Modifier

Place of Contact iving  Private Pay Date Posted Claim Frequency
to AR

Livi
Site ID Arrangement  Printed
.
Quantity Billed Amount  Screen Amount Pa\dAmaum Ad usted Amount Current Balance ArovedAmoum Deductlb\eAmaum Co—F'a Amount  Patient Pay Amount
n $200.00 $200.00 %D 00 bD 00 I‘JDD 00 BJDD 00 bl] 00 1{50 00 $0.00

Denied Denied Date

“Reverse Charge Date Transaction Set Control # Submission # NDC

SendAs Primary | | Send Notes on 837 in 2400 NTE || ummmﬁsum@ :
Send Notes on 237 in 2400 SV101-7 [ |

Remarks

Original Reference Number Referring Physician Override

Line Itemn Status " "
= Submission History | 1 Recordis) found.
asner i S3eaNISUERoMEUoS [Trans Set Control # Invoice Date Sub # ~

Ph; swcwan i
TRANNGT i [ 142021
Control Date/Time  [iISEETAIPAT Post Resubmit

-
G Delsts | REUEiEEH ‘Tmnsncmns"hransacﬂonsH\sl‘ | LineitemList | [< >

6. In the Transactions Form, click on the Transactions Form tab.
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N§ Transactions Form - (TRANSF) IE"E‘.

Case No. IEEET]

Insurance ID| 8UR  [v| Billing Group [+] closearyrny n | T@psaction Set
Event Date Range @® Line By Line
Beginning | 06/01/2021 Ending| 08/01/2021 ©) Series |F|nd Line ltems | | Billing Properties |

Line ltems Effective Insurance
[Lines]  EventDate/Time [Proc Code ID] Amount | Balance | [Pri [ InsID [ClientFamily|Billed

(1 [06/01/2021 08:00:00 AM[90791 20000 | 20000 B+ |BUR |Client N -~

a9 |5P Client M
v v
1 Record(s) found. 2 Record(s) found. ClientIns
Transaction Form I Transaction List

IClient Mumber  ClientLastName  ClientFirstName Client Middle Name Event Date / Time  Agency ~

I< >

0 Record(s) found. Delete

7. Click the Add button.
8. Enter the EOB details.

Transaction Form Transaction List
PaidAmount  Adjusted Amount Remittance Date Receipt Number Claim Adj Group
$200.00 $0.00 1
Payment Note Adjustment Note Approved Amount Co-PayAmount Deductible Amount  Patient Pay Amount
$200.00 $0.00 §0.00 $0.00
Posted Date MiscAdjusted Amount Misc Claim Adj Group MiscAdjustment Mote
07/08/2021 £0.00
MNotes
~
-
OQverride Bill If
Kickdown Insurance To Bill Already Billed RebillAmount Rebill Units Add Interest Only InterestAmount
O 50.00 Jf 0.00] 0 50.00
| Save || Revert | Exit Batch Mumber

9. Click the Save button to post the payments and adjustments.

Note: Select the Override Kickdown checkbox if you need to apply a specific override to the Line ltem and enter the

override information to the right of the checkbox.

Post EOB: Bulk Payments

1. Navigate to the Transactions Entry Grid Form:File > Billing > Transactions Entry Grid

2. Search for the client by entering the Case No., or clicking the Search button .

3. (Optional) Enter an Event Date Range or Transaction Set Control #

4. Click the Find Line Items button. The open Line Items for the client populate in the grid below.
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RS Transactions Entry Grid Form - (TRNEGRDF) [=[a][x]
Event Date Range ) Pri [ InsID [ClientFamily] Billed Client Ins
Begmmng| I | Eﬂdmg| N | T'E‘fgnﬁ‘n'?%” Set FEUE EE ‘ | | ~
v PushtoIns
Event Date / Time Insurance 1D Procedure Code D Billed Amount Paid Amount AdjustmentAmount Approved Amount Co-PayAmount Deductible Amount Patient Pay Amot ~
14 >
Billed Amount Paid Amount Adjusted Amount Approved Amount Co-PayAmount Deductible Amount  Patient PayAmount  Adjustment Note Lookup
TOTALS: $0.00 $0.00 $0.00 $0.00 §0.00 $0.00 $0.00
0 Record(s) found Save Remittance Date | 07/08/2021 Receipt Number | 356234512 |

5. Type into the field(s) for the Line Item you want to posttransactions to.

Note: For fields already containing text such as 0.00, double-click on the text to highlight the field and then enter the

value.

6. At the bottom of the window, add theRemittance Date and Receipt Number. This will carry over to the next client you
search for.

7. (Optional) Select an adjustment reason from theAdjustment Note Lookup drop-down menu. This will also carry over to
the next client you search for, so make sure to remove it if not applicable.

8. Click the Save button.

9. A pop-up is displayed, "Process Completed!" Click theOk button.

10. Repeat steps for all client's on the EOB.

Note: If you need to apply an override to push something to another insurance for the selected row, in the upper right-
hand corner of the form highlight the insurance and select the Push to Ins button.

Billing Group |Z|

Client/Family| Billed

Insurance 1D

]

Ins 1D ClientIns

Push to Ins

CLIENT Y ~
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