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Recon Relief 
Quick reference guideHealthbridge and Eminance have made the reconciliation process more automatic, quicker and simpler by introducing Healthbridge Recon Relief. 
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Healthbridge Recon Relief is a product that allows an enabled medical aid to send electronic remittance advices to Eminance where they are matched and reconciled automatically. This guide briefly illustrates what you have to do to reconcile the RA in Eminance.
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When you click on send and retrieve in Healthsuite 3, or submit claims in Eminance, a new RA(s) received window will open informing you that an RA has been received. 
Click on ok. 
There are 5 steps that must be completed for each RA. They are:

In Healthsuite 3:
Step 1: Confirm payment

Step 2: Activate RA

Step 3: Send RA to PMA

In Eminance:

Step 4: Match RA
Step 5: Reconcile RA
In Healthsuite 3

Step 1: Confirm payment
The first step is to confirm that the RA payment amount matches the amount reflected in your bank account.
1. Click on RA centre
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2. Click on the received tab to view all new RAs 
3. Highlight the RA(s) that you want to confirm
4. Use the RA date, paid amount and payment ref. no. as a guide to look for the payment in your bank account
5. Once found click on step 1 of 3: confirm payment
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6. The new RA enabled window will open. This window will keep on appearing until you select yes for each enabled medical aid to avoid any double capturing of payments
· Select no if you have manually reconciled already 
· Select yes to reconcile electronically
7. Click on ok
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8. The payment confirmation window will open
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· Select payment confirmed if you have received the payment into your account. The RA will change to accepted status
· Select proceed without confirmation if you want to continue without confirming payment into your account. The RA will change to accepted status
· Select payment not yet received if you have not yet been paid. The RA will change to awaiting payment status but remain under the received tab. Once payment has been confirmed click on step 1 of 3: Confirm payment and select the relevant option
· Select amount differs – reject RA if the amount does not match the payment into your account. The RA will change to rejected status. To view the RA click on the rejected tab.  Once payment has been confirmed click on step 1 of 3: Confirm payment and select the relevant option
9. Click on ok

Step 2: Activate RA
An RA must be activated to proceed to the next step. Once activated it is possible to view the full details of payment. 

10. Click on the accepted tab to view all RAs that have been confirmed 
11. Highlight the RA(s) that you want to activate 
12. Click on step 2 of 3: activate RA
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13. The RA will change to activated status
14. Click on the activated tab to view all activated RAs
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15. Double click on an activated RA if you wish to view the claim details

16. When viewing claim details claims will appear in the fully paid, part paid or zero paid tabs, depending on the portion that has been paid by the medical aid. This enables you to see, at a glance, what amount the patient is liable for
17. Click on close to return to the list of activated RAs
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Step 3: Send RA to PMA
Once you have activated the RA, the RA must be sent to Eminance for reconciling.
18. Highlight the RA(s) that you want to send to Eminance
19. Click on step 3 of 3: send RA to PMA
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20. The RA has now been sent to Eminance
21. The RA will change to sent to PMA status 


In Eminance
Step 4: Match RA
1. The eRAs received from Healthsuite will be shown in the ERA Files section
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The eRA files section:

a) The Remittance Advice No: Uniquely identifies the eRA

b) The EFT No, Amount Paid & Payment Date: Identify the payment on the bank statement

c) The Saved column: Shows if the eRA is recorded in the batch payment section of Eminance

d) The Posted column: Indicates if the payments have been posted to the individual accounts

e) The Journal column: Indicates if there is a journal in the eRA. Note that journals in the eRA have no bearing on any particular account and no financial transaction will be posted

f) The Select column: Allows the user to choose which eRA to work on

2. To work on an eRA, select the RA by ticking in the select column
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3. Ensure that the payment date is correct. If not, you can edit the payment date field to reflect the correct payment date

4. The invoices being paid by the selected eRA  will be shown in the Invoices section
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5. The payments/allocations for the selected invoice in the Invoices section will be displayed in the Allocations section

Please note:

a) Where the invoice is blank but the account number is present, the payment will be posted to that account but will not be allocated since the invoice number is unknown

b) Where both the account number as well as the invoice number is blank, the payment will be posted to the suspense account since the account and invoice numbers are unknown

6. Click on the post button to post the allocations to the accounts
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7. You will be asked to confirm if you want to post the payments. Click on yes
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8. All payments to the individual accounts will be posted and allocated where possible

9. Eminance will indicate when it’s done with posting and allocating the payments
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10. The saved box will be ticked to indicate that he batch payment for this eRA was created as well as the posted box which indicates that this eRA has been posted
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Suspense account

11. It is important that a suspense account is created. In the event that a payment is received in an eRA that could not be matched positively to any existing account in the Eminance database, such payment will be posted to the suspense account that is selected
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Instance where payments will be allocated to the suspense account:

· Where both the account number as well as the invoice number are blank, the payment will be posted to the suspense account as the account & invoice numbers are unknown

12. The payment code is the txtype that Eminance would use when posting the eRA payment to individual accounts. It is recommended that the ‘PM’ txtype be selected as this is used for medical aid payments
13. The practice can however make use of a different credit txtype but it must be marked as a medical aid payment type
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14. The reversal code is the txtype that will be used where a negative payment is received 

How to allocate in the suspense account
Go out of all screens and select ‘Transactions’ and then ‘Payment Transfer’ on the drop down list. In the Payment Transfer screen, click on the binocular icon in order to search for the suspense account
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Type in either ‘Healthbridge’ or ‘suspense’ in the search column and press tab on the keyboard. Highlight the correct account in the drop down list and double click on it.
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The suspense account will then be populated onto the ‘Original Account’ column. Click on the 2nd binocular icon in order to search for the patient whose claim was paid into the suspense account.
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Search either using the patient’s name or surname and press tab on the keyboard. Highlight the correct patient’s name from the list and double click. 
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Once the patient info is populated in the patient account column, click on the ‘search for transactions’ icon on the top.
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The will open a page with the payment of the patient that is in the suspense account. Select the correct payment by highlighing and double clicking. This will populate the payment in the ‘Narrative’ Column. 
Click on save. This will withdraw the payment from the suspense account into the patient’s account where you will then allocate manually.
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Journal entries 
Journal entries have no bearing on any account and no financial transaction will be posted. 

Step 5: Manual matching

After trying to automatically match, you might find some payments could not be matched to an invoice and remain unallocated. Overpayments will also remain unallocated.

In these instances you will have to manually allocate any unallocated payments.

15. Click on the unallocated transactions button which will show all payments for the selected eRA with an unallocated amount
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16. The unallocated transactions screen will open. This will allow you to quickly allocate any unallocated payments manually
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17. Select the account you want to make an allocation for & click on the allocations button
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18. The patient allocations screen will open with a list of transactions and payments
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19. To manually allocate a payment, select the transaction then double click on the payment to allocate it to the selected debit
20. A pop up will appear asking you to confirm if you want to allocate the potion to the patient balance
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21. All the allocated lines will have a green tick next to them 
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22. All lines that have been partially allocated will have a green dollar sign [image: image32.png]



23. Allocations can be deleted by clicking on either of the delete bins
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24. Once all allocations have been made, click on the save button
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25. All allocations are now complete
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 It is best practice to confirm payment rather than proceed without confirmation
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You have the option of highlighting more than one RA at a time. Either hold down <shift> while selecting a list of RAs or hold <ctrl> while clicking on specific RAs 
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 Click on the sent to PMA tab to view all RAs that have been sent to Eminance














Notes:
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