How to Automatically Add Finance Charges:

General Discussion Regarding Finance Charges

It is best that your patients know and understand your policy regarding finance charges. Y ou should have
and follow a written policy regarding finance charges that should be disclosed in writing to your patients
long before they become overdue and therefore subject to finance charges. Consult appropriate legal and
financial advice and your local medical society often regarding your policy on finance charges.

Because Finance Charges are hilled to those patients only on the statement, it makes sense Finance
Charges be run immediately prior to printing statements. If you are running statements only once a
month, it seems prudent that you pick a day of the month that you will charge finance charges and
statements and try to consistently run them on or as close to that date as practical. If you run statements
more than once a month, using the days since last statement date, it then makes since that you run finance
charges every time immediately before you run the statements, but limit the finance chargesto only the
patients that will be getting a statement that day.

Before Running Finance Charges

Acctype Mo: Acctype Mame:
Acctype Memo:

Financial Category:

Statements: Bl Interest Charges: Claim Forms: Bl
Itemized Statements:

Statement Meszage All Accounts
Statement Meszszage Current
Statement Meszage 3IB-60 days
Statement Message 678 days
Statement Meszage 908+ days

Default Claim Info: Y. N or blank
Accept Assignment

Release of Information

Employment Related

Auto Accident Helated

Other Accident HRelated
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Figure 1. Set up which Acctypesto get Finance Charges

Y ou need to identify which patients will and which patients won’t get Finance Charges at the Acctype
Level. From the main menu choose { Files} { Data Tables} and then { Acctypes}. See Figure 1. Thereisa
field on each Acctype labeled Interest Charges that should contain aY in order that Patients with that
Acctype get charged Finance Charges. It also makes sense that the Statements: box hasaY init for these
Acctypes also, as a statement is probably the only way a patient or responsible party would be notified of
finance charges. Acctypes that don’t get a statement should logically also not get Finance Charges.

Also before automatically posting your finance charges you will need to know:
Which Account Types get Finance Charges

What is the annual percentage rate you wish to charge

What is the minimum charge, if any, you wish to charge

How many days overdue before finance charges apply

Which Provider in the system will be credited with the finance charges
Whether you run statements once a month or more often
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Y ou should have posted all payments that you have received prior to running Finance Chargesin order
that you charge everyone who should be charged and you don’'t charge those who have satisfied their bill.

How the System Calculates Finance Charges:

The M S| system not only stores the amount the patient owes on every claim but also the date that the
operator changed the patient owes amount from zero the first time. In other words, if, when you finish
adding a claim and you enter an amount the patient owes, then today’ s date becomes the Date Patient
Owes. However, if you finish a claim and say the patient owes nothing right now and then at alater date
you post a payment or otherwise do something that changes the Patient Owes amount on a claim to no
longer be zero, then that later date becomes the Date Patient Owes. The Claim level Patient Owes amount
is shown on the Charge, Claim Info, Payment and Audit Desktops. The claim Date Patient Owes, is
viewable and modifiable on the Claim Info form. The claim Date Patient Owes is viewable on the Audit
desktop when you ask for more information by pressing the space bar when the cursor is on aclaim or by
right clicking a claim on the Audit desktop.

When you run the finance charges, the program looks to see that a patient has a Balance and a Patient
Owes amount greater than zero at the Patient level, and that the Acctype of that patient is marked Interest
ChargesY . If so, it then sums up al the claim Patient Owes amounts where the claim Date Patient Owes
is before the number of days overdue you specify when you start the Finance Charges. If the sum of the
overdue claimsis greater than zero then the sum is multiplied by the monthly equivalent of the annual
interest rate specified to determine the amount of the Finance Charge. This Finance Charge is replaced by
the Minimum Finance Charge if it is less than the Minimum Finance Charge specified.

Step By Step Instructions for Running Finance Charges
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Figure 2. Starting Finance Charges

Start the Finance Charges Program from the end of the month menu, see Figure 2.

Finance Charges were last run on
11421497 ¢
Which is only 4 daws agot
[You are warned whenewer it is less than 28 daws)
ODo wou wish to continue?

] e ]
L

Figure 3. Warning regarding last time Finance Charges wererun.




If it has been less than 28 days since Finance Charges were run you will receive awarning similar to the
one in Figure 3. You can continue by picking Yes or quit by Picking No. If it shows they were run today,
you or someone else has already run them!! Don’t do them again!

The Date Interest was last Charged is: 112597
Provider: 6 Frank Baudino M.D.
Annual Percentage is: 18x
Monthly Percentage rate is:- 1.5%
Minimum Finance Charge is: £5.808
Charge interest on amounts 38 dauys overdue
Only patientsz who are getting a statement today
hecausze it has been 25 since last statement

Select
Change to Change the abouve Setup
Next for next step in Finance Charges
Quit to guit Finance Charges program

] Changi%] Quit |

Figure 4. Finance Char ge Setup Dialog

Then you will be shown a dialog box (See Figure 4) that has the way the Finance Charges have been setup
in the past. If everything isthe way you like it, you can select Next to go to the next step in charging
finance charges and continue with these instructions below starting with Figure 6, or select Change if
you want to change the setup which is what these instructions will show you how to do, or pick Quit if
you want out of Finance Charges at this point.

Changing the Finance Charge Setup

= Edit Image Search Optionz Help Quit

............. S
Input Finance Charge Info =[T]q:\\_

Date Last Charged:=: 112597
Provider: Prezsszs F1 for Lookup Help
Annual Percentage Rate: 3 Munthly 1.5
Minimum Finance Charge: = no minimum charge
Minimum Days OQuerdue: 38+ recommended
Only Patients Getting Statementz Today: Bl ¥ = Yes M = All patients
Days Since Last Stmt = [ESH
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Figure 5. Changing the Finance Char ge I nformation (Setup)

On this form (See Figure 5) you can change the way you charge finance charges.

The Date Last Charged is informational only, you can not change it here, it is updated when you actually
post the Finance Charges.

Provider isthe provider who will be on the claim for the finance charges. Y ou can land on this field and
press F1 and you will be presented with a Browse box to pick a provider. If there is only one provider in
your system, you may leave it blank.



In the Annual Percentage Rate field, key in the number of the percent of annual interest you wish to
charge, and when you leave this field the Monthly percentage rate is calculated and displayed for you to
cross check. The example in Figure 5 shows 18% per year, which is 1.5% per month.

Minimum Finance Charge is a dollar amount to be charged in the event the calculated interest is less than
this number. In the Figure 5 example, this system will charge a minimum finance charge of $5. If you
leave thisfield blank or O (zero) there will be no minimum, the Finance Charge will be what it is
calculated to be, rounded to the nearest penny.

Minimum Days Overdue is subtracted from today and compared to the claim Date Patient Owes to
determineif that claim’s patient owed amount is subject to Finance Charges. The smaller the number here
the quicker a patient must pay to avoid Finance Charges, the larger the longer. Less than 30 would
probably be considered very aggressive, 30 about right, more than 60 extremely liberal.

Only Patients Getting Statements Today should be Y if you only want to charge Finance Charges only
on the patients who are getting a statement today. Only Patients Getting Statements Today should be N
if you want all patients who are overdue to get finance charges, i.e. you are running finance charges only
once a month.

Days Snce Last Statement is used only when Only Patients Getting Statements Today is“Y” and then it
should be the same number of days that you use to run your statements. That is, if you run statements
more often than once a month and you use 25 days since last statement in the statement program, then you
should put 25 days here also. Note that if you do use 25 days here and 25 days in the statement program
and 30 days above in the Minimum Days Overdue, some patients will not get finance charges on their
second statement because it may have only been 26 or 27 days since their last statement and they are not
yet 30 days overdue. These patients will get a finance charge on their third statement at 50 plus days
overdue (and subsequent statements) should they fail to satisfy the hill. So if you want finance charges to
always appear on the second statement that you send any given account that is 30 days overdue then you
should use 30 days here on Days Since Last Statement and 30 days since last statement in the statement
program as well!

When you have the Finance Charge Information the way you want it, you will want to go to the next step
by picking Next or Quit or even pressing escape. When you do so you will be returned to the Finance
Charge Setup Dialog, See Figure 4 above, where you can confirm that you set it up properly before
proceeding to the next step, or changing it again, or quitting if need be.

When you pick Next on Figure 4, the program figures out which patients are going to get a Finance
Charge and how much that is going to be. It then shows you the following dialog box.

351 patients are going to
bhe charged $1756.82 finance charges?

Want to Uiew ~ Edit ~ Print the tahle
of Finance Charges to be added
before wvou add them?
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Figure 6. After calculating what the Finance Char ges should be.

This dialog box (See Figure 6) shows you the totals of the finance charges that were calculated and asks
you if you want to view and/or edit and/or print them BEFORE they are actually charged to the patients. If
you do wish to View / Edit / Print them you pick Yes and continue to follow these instructions. If you
don’'t care to see them, then pick no and jump down in these instructions to Figure 8 and continue from
there.
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Figure?7

At this point (See Figure 7) you can View / Edit / Print the patients who will be charged finance charges.
Y ou can use the arrow, Page Up, PageDown, Home, End, keys or the scroll bars or the arrow buttons on
the button to move up and down in this table view. Y ou can see more information about a patient by
landing the cursor on that row, moving to the Patient No column, and Pressing F1. Y ou get a browse
window to the Patient Table (be careful not to inadvertently change Patients!). If you see Doctor’s mother
or some other patient you don’'t want to charge, they can be deleted by landing the cursor on that row and
pressing Delete or pressing the Del button on the button bar. Y ou will be asked to confirm the deletion.
You can add a patient here if you like, or change the amount the patient will be charged. The names and
amount overdue are informational only.

The Print function here, which is available from the Button Bar or from the Options Menu (Press F10
then O) alows you to print this table of who is going to be charged in either name or descending amount
overdue order. The amount overdue order is an interesting report. After you leave this screen and after the
charges are actually posted, see Figures 12 & 13 below, you will be offered another chance to print this
list.

When you are done Viewing / Editing / Printing select Next Step, Press Escape or Quit this desktop.

Are you ready to post $1756.82
on the 351 patients?
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Figure8. Areyou ready to Post?

WEéll, believe it or not we are finally to the do or die question! If you want to quit now, you can by picking
NO or pressing escape here. If you do quit here, it is though you never did anything, no charges or updates
have been done, no harm, no foul! BUT that wouldn’t be any fun, would it! So pick YES!
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Figure 9. While Finance Charges are actually being added

Figure 9 shows a snapshot of what the screen looks like as the Finance Charges are actually being added
to the patients accounts! Kind of fun to watch if you have the time!

Automated Finance Charge Posting Completed Successfully
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When it finishes you will get an OK box like Figure 10

Figure 10. Success!
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Figure11. Report Created during posting.
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Figure 11 shows the report that is created while the Finance Charges are being posted that comes up like
this when the program finishes. There are totals at the bottom of the report and you can print it out by
picking print from the menu (F10) see Figure 12.
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Figure 12. Printingthereport

Close this window by picking Close or pressing Escape and......
That’sit! Finance Charges are done! Until next time anyway...........



