Managing Transfers In & Out

Last Modified on 20/10/2023 3:38 pm AEDT

Resolve a payment receipted to the incorrect bank account. This can occur when the practice bank account is the
default, and the payment is receipted to that account, but the doctor has their own bank account. This will show on
the Banking Report as a Transfer In / Transfer Out.

How a Transfer In / Out occurs

At the end of the Banking Report, you may see entries under the Transfers In and Transfers Out headings. These
relate to payments that have been allocated to doctors or branches that have different bank lists.

If you receipt a payment by selecting the Receipt menu in Patient Details or the Receipt button in Account

Enquiry, the Bank List is a selectable item that candisplay the Branch bank account by default and not the doctor's
bank account (see the Banklist field in the screenshot below). It is therefore important that the correct Bank List is

selected when you are receipting this way.
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Receipting an invoice in Account Enquiry

Defaults to practice account BNK(branch default bank account in Branch>Options).

But invoice could be for a doctor with their own bank account (set in their profile).
This will be recorded as a 'Transfer In' & 'Transfer Out' in the Banking Report

Balance 1372.00

Cancel

Combo Inwv. Email Allocate

If the practice default bank account is used and the treating doctor has their own bank account, the Banking
Report's Transfers Out / Transfers In section will show a recorded a payment against a doctor that is going to a
different Bank List. This indicates that something needs attention.

In the screenshot below, a Bank Report for Branch 1 tells you a Transfer Out needs to be performed to another
Bank List called 'Branch 2'. This is because the Banking Report contains a payment for an invoice with a treating
doctor who has their own Bank List - Branch 2. The report, therefore, adds the Transfer Out to advise that payment
needs to be receipted to the doctor's Bank List - Branch 2.
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‘Transfers Out I

210872023 210 Worke over Automatic Te BanHisnIlﬂltcn-unt 18117
Report Totals Cs Overall Total 181.17

Cash 0.00 Credit Card 0.00 Cheques 0.00
Direct Deposit 181.17 EFTPOS 0.00 Medicare Cheques 0.00

How to avoid a Transfer In/ Out

Always check the Bank List when billing, and use the drop-down to select the doctor's account if required.
Set the Branch to not have a default bank list.

To do this:

. Go to Practice Details > Branches.
. Select the Options button.

. Select the Default Bank Account.
. Select Delete on your keyboard.

a b WODN -

. Select Close to save.

This will stop the practice bank account from appearing as a default.

Practice Details

Practice

_ Name |Amany Road Clinic V\ Code |MED | []Use CARL ZEISS Forum
-5
[ | [ ] ot |
) Branch Options - Albany Road Clinic | = ‘ = -

General File Mumbering g
Default Encounter Sheet Standard Encounter Sheet [v] @ system O RACGP O none

Default Account Holder |anate vl ‘Waiting Room
= ult Order [4ppaintment Time ~]
Default Bank Account [Albert Road MC Bank Account
Default Filter [Wat Billea v]
Invoice Header |Standard vl

o= g -
7 Default Lookback Lungwaltmg[Mms]
Auto-refresh frequency (Seconds)

Assignment Form Type |A4

Remittance Advice on Invoices DA::ept Credit Cards

[] Accept AMEX
SMS Settin:
|:| Print Medicare Claim Forms Medicare el L SMS Sender
Default Print Encounter Sheet || Default Print Case Label ZEDSMS
[[] Default Print Proforma [[] show Appt. Recall .
[ Allow Cash Out [w] Assistant Billing
[ Print Gap [] always defaults Medicare gap

[[] Day Surgery Link
Default Preferred Contact Method [v] M Pro

[[Juse Classic Patient Search [] Edit Archived Patients
(Including Make Appointments)

[ Leave Receipt Payment Amount Blank UserName  [zeddevtesm@ze|  Password

2-Wav SMS

| Edit Texts W ‘ \ Appt. Confirmation \ \ Invoice Message | \ Email Setup |

‘ Add New ‘ ‘ Edit Name ‘ [ Options ] | Delete | |Paymer|tTypes| |OmmeAppointmentDeta\ls|

Close Cancel

When you create an invoice, use Quick Pay as it will use the doctor's Bank Account.

Note: When an invoice is created from the Appointment Screen, Waiting Room or Bill menu in Patient Details, it is
associated with the treating doctor's Bank List.

Resolving incorrectly receipted accounts

If a payment is receipted to the wrong account, you need to reverse the payment then receipt that amount to the
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correct bank account.

In this example, you can see a payment was receipted to the practice account BNK and then to the doctor's account
BK2. This will show as a Transfer In/ Transfer Out in the Banking Report. In the following steps, we will reverse this
payment and receipt the correct bank account.

Payer Holloway, Knut Payments ® Payment Cnly ) Full Details
Payment Date Period [3107/2022 (21| []] To [31072023 & [E]
Payments
Receipt # Date Time Staff  Value Credits
86 31/07/2023 14:26 PD 1372.00 1300.70
BNEK DIRECT DEPOSIT 1372.00
31/07/2023 In Banklist : BNK PD 1300.70
31/07/2023 BNE -—-> BK2 71.30 PD
85 31/07/2023 14:22 BD 1372.00 1300.70
58 31/05/2023 09:25 BPD 153.80 0.00
57 31/05/2023 09:22 PD 169.40 0.00
Print | ‘ Duplicate | | Reverse Allocation | | Reverse Payment Close | | Cancel | | Help

Step 1 - reverse the payment.

1. Open the Patient's record.
2. Select Acc Enquiry.
3. Select the Payments button.

The Payment Enquiry screen will open.
4. Select the receipt.
5. Select Reverse Allocation, and confirm.

Payment Enguiry

Payer Holloway, Knut Payments ®) Payment Only () Full Details

Payment Date Period [31,072022 (5| [ To [31072023 & [

Payments
Receipt # Date Time Staff  Value Credits
86 31/07/2023 14:26 PD 1372.00 1300.70
- BNK DIRECT DEPFOSIT 1372.00
C 31/07/2023 In Bamnklist : BNK PD 1300.70
L T 31/07/2023 BNK --> BK2 71.30 PD
85 31/07/2023 14:22 PD 1372.00 1300.70
PD 153.80 0.00
PD 169.40 0.00
FD TE.00 0.00
PD 0.00 0.00
PD T1.30 0.00
PD 0.00 0.00
FD 31.55 0.00
BD 346.65 0.00
27 05/10/2022 08:52 PD 0.00 0.00
21 08/09/2022 15:12 PD 0.00 0.00

| Refund || Print H Duplicat |I Reverse Allocati I| Reverse Payment Close || Cancel H Help

6. Select Reverse Payment.
7. Provide areason in the dialog.
8. Select OK.

For the most up-to-date documentation version, visit https://help.zedmed.com.au/help



Payment Enquiry

Payer Holloway, Knut Payments | <2l +| (@ payment Only O Full Details

Payment Date Period (31072022 | [ 1o 31072023 | [

Payments
Receipt # Date Time Staff  Value Credits

a4-R 86 31/07/2023 14:26 FD 1372.00 1372.00

: F BNE DIRECT DEPOSIT 1372.00
f C 31/07/2023 1In Banklist : BNK FD 1300.70

[ 31/07/2023 BNE --> BK2 71.30 ED

F PD 1372.00 1300.70
PD 153.80 0.00
FD 169.40 0.00
FD 78.00 0.00
PD 0.00 0.00
PD 71.30 0.00
PD 0.00 0.00
g FD 31.55 0.00
I+ R 41 03/01/2023 12:53 FD 346.65 0.00
3 R 27 05/10/2022 0B:52 FD 0.00 0.00
[>R 21 08/09/2022 15:12 PD 0.00 0.00

| Refund || Print || Duplicate H Reverse Allocation | ‘ Close || Cancel || Help

9. Select Close.

This will leave you with this amount showing as Outstanding in the patient's Account Enquiry screen

Step 2 - Receipt to the correct bank account

1. From Acc Enquiry, select Receipt.

The Receipt Payment screen will open.
2. Select the correct bank account.
3. Enter the payment value.
4. Select the payment method.
5. In Name, note the payment information.
6. Select Allocate.

4 Mr Knut Holloway
Patient Family Patient Family Credits

Payer | Holloway, Knut | Due 1372.00 1372.00 Deferred 0.00 000 1300.70

Payments

Format HName Bank Branch Number Banklist_ Amount PayDate  Ref Num

|D|r=:tD=pos\t vipaymnetDrphinipszsmzal “ H | BK2 137200

L . L i
1. Cash 2. Cheque 3. MC Cheque Tyro Eftpos

4, Card 5. Eftpos 6. Direct Deposit 7. Credits Tyro EasyClaim

Payment Total 0.00
O Family Due (®) Patient Due Amount Due 1372.00
Balance 1372.00

7. Select Fully Receipt.
8. Select Close.

The Banking Report will now show a Transfer Out for the reverse payment, and the payment to the correct bank
account will appear under the payment method used.
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Interpreting the banking reports

To manage payments receipted to the wrong Bank List, it is helpful to recognise the error and how it will look after

the correction, in the banking reports for both the branch and the doctor.

In the examples used below, a third-party payer (Workcover) will be used because it will usually be receipted
manually after suppressing the invoice. We will also run the Banking Report for a Batch, but the information shown

would be the same for a Session.

The cause of the Transfer Out Banking Report entry

A Workcover payment (Direct Deposit) for $181.17 has been receipted to the default Bank List 'BNK', which is the
practice bank account, but the treating doctor has their own bank account called 'Branch 2'.

Patient Patient Credits
Payer | workeover Due 18117 Deferred 0.00 128138
Payments .
Format Hame Bark Branch Humber Bankdst  Jamount Pay Date Ref Num
[rectoepost v | I | T [ [v] 18117 |[ozosjzad |
P -
1. Cash 2. Cheaue 3. MC Cheque Tyra EFpos * Chenge |
s g 5 e 2 e
Payment Total 0.00
Family Dus ® panent Due Amount Due 1817
Balance 18117

The effect on the practice Banking Report

This is when the Banking Report for the Bank List Albert Road MC Bank Account (the default) is run.
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Use this sareen o print reports on previous and current batches and sessions. [ you want to dose a batch or session, please use the Bank
Deposit scresn o the Print/Close Session screen.

To ensure this report includes all ransactons from all other workstations, it is recommended you ext from all
instances of Zedmed Office running an this workstation and log in again

Style Critera
(@) Batch Detads Baridist [ shions Al Barks
[ -ecurent Batch> | |Abert Road MC Bank Account v

[ 22 sterted On 2/08/2023 8:02:54 AM

Default Branch Bank List
() Reconcliation Report

ron ez FE] o fwens  H|EY

] e

Branch 1 PODANIS

The Banking Report for Albert Road MC shows a Transfer Out is required to Branch 2 (the doctor's Bank List) i.e,
that payment needs to be receipted to the doctor's Bank List - Branch 2.

Follow the receipt number: Under Direct Deposits, you can see receipt 210, and the instruction to Transfer Out

the payment for receipt number 210. The receipt number helps interpret what is happening in bank reports with
Transfers In/ Out.

Branch 1 Level 3, 60 Albert Road, SOUTH MELBOURNE 3205 Ph 03 9284 3300

Criteria Groun By Order By
Banklist Albert Road MC Bank Account Payment Receipt
Report By | Batch Fom Number
Receint + Acoount Drawer Bank Branch Cheawe/Gard 4 Saffi  Amount
Banking Session &1
Banking Session 82
Payment Form: Direct Deposit
210872023 210 Workcover FD 181.17
Total Direct Deposit (session #22) 181.17
Session Totals Overall Total 181.17
msh n_ e L O O Chooune 0_00
Direct Deposit LBY  Transfer Out telling you - there needstobea A& 13 0.00
HealthPoint VRV transfer out to the doctor's Bank List "Branch 2'
Transfers Out
2082023 210 Workcover Automatic To Bankist: Banch 2 BankAccount 18117
Report Totals Overall Total 181.17
Cash 0.00 Credit Card 0.00 Cheques 0.00
Direct Deposit 181.17 EFTPOS 0.00 Medicare Cheques 0.00

The effect on the doctor's Banking Report

This is when the Banking Report for the doctor's Bank List Branch 2 is run.
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Use thig sareen o print reports on previous and curment batches and sessions. [f you want to dose a batch or session, pleass use the Gank
Deposit scresn o the Print/Close Session screen.

To ensure this report includes all ransactions from all other workstations. it is recommended you ext from sll
instances of Zedmed Office running an this workstation and log in agsin

Style Criteria
(@) Batch Detals Baridist [ Shews Al Banks

roc S AR Doctor's Bank List

() Reconglistion Report
Fon fouemn B v puems @5

The Banking Report for the doctor's Bank List Branch 2 shows a Transfer Inis required from Bank List Albert Road
MC.

Note, that you do not see the payment from Workcover for receipt 210 (as you do in the Branch bank report
above), but you will after the receipt has been reversed and applied to this Bank List.

Branch 1 Lewel 3, 60 Albert Road, SOUTH MELBOURNE 3205 Ph:03 G284 3300

Criteria Groun By Order By
Banklist Banch 2 Bank Account Payment Receipt
Report By  |Batch Fom Number
Beceinl # Accounl Brawer Bank Branch Chegue/Cand # suan Amount
Banking Session 83
Banking Session 24
Banking Session 85
Payment Form: Medicare Cheque
2082023 209 Medicare Medcare Resene MF O er Ciice o 330
Number of cheques: Total Medicare Cheque |sesson #25) 36.30
Session Totals Overall Total 36.30
Cash ) _ 000
Direct Deposit Transfer In telling you - there needs to be a transfer 2530
HealthPoint in from the practice account Albert Road MC
Transfers in
2082023 210 Workcover Autormatic FromBankist Albert Road MC BankA 181.17
Report Totals Overall Total 36.30
Cash 0.00 Credit Card 0.00 Cheques 0.00
Direct Deposit 0.00 EFTPOS 0.00 Medicare Cheques 36.30

Performing the Transfer Out

The section above, Resolving incorrectly receipted accounts, explains how to perform the Transfer Out by
reversing the payment and then receipting it to the correct Bank List. The screenshot below shows the correct
bank account being selected when receipting the reversed payment.
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Tyro EasyCiam

Receipting the payment to the doctor's Bank List will create a new receipt number. It's important to note this new
receipt number so you can follow the changes in the rerun banking reports. Below, you can see receipt 210 has
been replaced by receipt 211.

Account Payer Credits 1281.38 On 5 Fayments

® kwoice Only

71 On24/11/2022 Banked 574.52 Unallocated Payment 574,52 @[E O il Gakata

Transaction
Date Fatient HIC QOM# Br Dr Value Outstanding
40273 02/08/2023 CIRCLE, OLIVER T mEn D 181.1 0.00]
02/08/2023 104 Specialist, referred consultacio D i8i.1 ¢.00
02/08/2023 <210> BD -181.17
02/08/2023 Reversal Allocation <210> FD 181.17
02/08/2023 <211> ED -181.17

181.17  Outstanding Fully Receipt || Partly Receipt

The practice Banking Report after the Transfer Out

When you rerun Banking Reports for the default bank account, Albert Road MC:

e The original invoice shows as reversed and the reason you entered is shown.

e ATransfer In appears below the original Transfer Out to indicate the transfer 'into' the doctor's account (Branch
2)

e Receipt 210 is referenced, as this original receipt has been updated in the report.
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Banking Report - Batch Details
Branch 1 Level 3, 60 Albert Road, SOUTH MELBOURNE 3205 Ph 03 9284 3300
Criteria Groun By Order By

Banklist Albert Road MC Bank Account Payment Receipt
Report By Batch Famn Number

Receint # i coomnt Drawer Bank Branch Chegue/Card 4 Stff  Ameunt
Banking Session #1
Banking Session £
Payment Form: Direct Deposit
202653 210 Woskcover = 18147

Reversed On:02/Aug2023 08:24 FD  wrong bankdist
Total Direct Deposit (session #22) 0.00

Session Totals Overall Total 0.00
Cash 0.00 Credit Card 0.00 Cheques 0.00
Direct Deposit 0.00 EFTPOS 0.00 Medicare Cheques 0.00
HealthPoint 0.00
Transfers Out
20872023 210 Workcover Automatic To BanMist- Banch 2 BankAccount 18117
Transfers In
2082023 210 Workcover Automatic FramBankist Banch 2 Bank Account 18117
ﬁepﬁ Totals Overall Total 0.00
Cash 0.00 CreditCard 0.00 Cheques 0.00
Direct Deposit 0.00 EFTPOS 0.00 Medicare Cheques 0.00

The Banking Report for the doctor's Bank List after the Transfer In.

When you rerun Banking Reports for the doctor's Bank List, Branch 2:

e The payment from Workcover has now been recorded with the new receipt number 211.
e ATransfer Out appears above the original Transfer In to indicate the transfer performed from Albert Road MC.

For the most up-to-date documentation version, visit https://help.zedmed.com.au/help



Banking Report - Batch Details
Branch 1 Level 3, 60 Albert Road, SOUTH MELBOURNE 3205 Ph 03 9284 3300
Criteria Groun By Order By
Banklist Banch 2 Bank Account Payment Receipt
Repot By | Batch Fom Number
Receint# i ccomnt Drawer Bank Branch Chegwe/Card#  Saff  Ameunl
Banking Session £3
Banking Session 24
Banking Session 85
2082023 211 Workcover o 181 17
- Total Direct Deposit (session #25) 181.17
Payment Form: Medicare Cheque
2/08:2023 209 Medicara Madicare Reserve M Olwar Circle Fo 36.30
Number of cheques: Total Medicare Cheque (session #25) 36.30
Session Totals Overall Total 217.47
Cash 0.00 Credit Card 0.00 Cheques 000
Direct Deposit 181.17 EFTPOS 0.00 Medicare Cheques 36.30
HealthPoint 0.00
Transfers Out
20082023 210 Workcover Automatic To Banist: Abert Road MC Bank Account1T
n
20082023 210 Workcover Automatic FromBankdst Albert Road MC Bank A181.17
Report Totals Overall Total 217.47
Cash 0.00 Credit Card 0.00 Cheques 0.00
Direct Deposit 181.17 EFTPOS 0.00 Medicare Cheques 36.30
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