Allocate payment to unmatched invoice

This procedure explains how to allocate a new payment to an outstanding invoice, that is, an invoice that is not currently matched with a payment. The payment to be allocated to the unmatched invoice can either be a new payment or an unmatched payment. This is a payment that has already been recorded but has not yet been matched to any invoices. 

	Step
	Action

	1
	Open Payment window

	2
	Record the new payment pressing Tab to move between fields. Use the field descriptions in Process payment at any time as a guide.
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	3
	Load the unmatched invoice. Any unmatched invoices that are listed default to those billed to the patient as indicated by the category 'Self'. However you may want to list unmatched invoices billed to another family member, guarantor if different from the patient or even another patient. An example may be a brother and sister who both have consultations, however the brother pays for both invoices with one cheque. Select from the drop-down list, and click Load. A list of the unmatched invoices appears:

[image: image2.png]e [ e ] [t






	4
	Use either of the following methods to select the invoice you want to allocate the payment against:

· click in the [image: image3.png]


 column beside the selected invoice(s)

· click in the allocate against field. Click on the drop-down list and select which invoices you wish to allocate the payment against. For example, if you select the default option of Today to Oldest, allocation of the payment will initially be made against the most recently dated invoices

	5
	Click Allocate.
· Note: If you allocate the payment against the wrong invoice, click Reset.

	6
	Click OK.


· Tip: If you wish to allocate payments against unmatched invoices manually, just enter the amount(s) in the payment column next to the invoice. Manual allocation is particularly useful for bulk invoice payments that manually require the payment to be allocated against each invoice that has been claimed.

Allocate unmatched payment

Unmatched payments may arise if a patient's account is in credit, or if a payment has not been allocated correctly against an invoice. These payments may then be allocated against invoices.

	Step
	Action

	1
	Open the Payment window 

· Note: Any unmatched payments are listed on the top right hand side of the window.

	2
	Tick the Use unmatched payments box if not already ticked. The unmatched payment amount is displayed underneath as the amount to allocate against the invoice(s).

· Tip: If you want to print a receipt for this allocated payment, ensure the Print tick box is ticked on the top right hand side of the Payment window. In the example screen, an additional field With Inv is displayed. This is a setting in the Receipt tab of the Financial Preferences that allows a reconciled invoice to be printed with a receipt. 

	3
	Click on the allocate against field. Click on the drop-down list and select which invoices you wish to allocate the unmatched payment to. example, if you select the default option of Today to Oldest, allocation of the payment will initially be made against the most recently dated invoice.

	4
	Click Allocate to make the payment against the selected invoice(s). The total amount to be allocated is displayed on the left hand side of the allocate against field.

· Note: If you allocate the payment against the wrong invoice, click on the Reset button.

	5
	Click OK.


· Tip: If you wish to allocate unmatched payments against invoices manually, just enter the amount(s) in the payment column next to the invoice. Profile will automatically allocate the balance of the unmatched payment to the remaining invoices.

