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SETUP: 
 

You will first need to enter a new Service in the Setup>Billing>Services 

 
1.   Click New 

Enter 

Service Description:  Adjust Payer Overpayment (or you can name this anything else) 

Transaction Type:  Charge 

Charge Type:  Outpatient 

CPT/HCPC Code: Blank 

Revenue Code: Blank 

Description on Amt:  Adjustment from Payer Overpayment (or your preference) 

Units:  1 

Unit Type: Units 

Amount per Unit:  Blank 

Check-In Status: Attended 

Time per Unit:  Blank 

Type of Time:   Blank 

Click Save 
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STEPS: 
 

You will use the Adjust Payer Overpayment service to enter a transaction to offset the overpayment for a 

client’s service. 

You will have two options for entering this transaction. 

You will need to know the amounts you are transferring and if you are tying it to a specific date of service. 

Option 1: 

1.   Open Service Processing 

2.   Enter: 

Client Last Name:  This is the client with the overpayment. 

Payer Plan:  Select Blank 

Provider: Default provider will populate – select appropriate provider 

Transaction Type:  Charge 

Service Code: Adjust Payer Overpayment 

Amount:  Enter Amount for offset 

Date of Service:  Enter appropriate date 

 
Click the Apply button 
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Option 2: 

 
1.   Open the Client Billing Activity 

2.   Click the New button 

3.   Select and Enter: 

Transaction Type:   Charge 

Client Last Name:  This is the client with the overpayment. 

Payer Plan:  Select Blank 

Provider: Default provider will populate – select appropriate provider 

Service Code: Adjust Payer Overpayment 

Amount:  Enter Amount for offset 

Date of Service:  Enter appropriate date 

 
Click Save and Close 

 

 


