
Collections 
 
 
From Patient Activity screen, go to ​Reports, Billing Reports, Patient Aging Report. 

 
 
Patient Aged Receivables​ window will appear. ​ Fill in per office requirements.   
Example below:  over 120 days past due with a minimum balance of $10 to collections. 
Leave boxes unchecked.  

 



 
Print​ Patient Aged Receivables Report 

 
 
Use this report to transfer patients to collections. 
 
 
 
Click on ​Responsible Party Tab ​for selected patient. 

 
 
 
 
 
 
 
 
 
 
 
 



In​ Billing Info box, ​change​ Billing Status​ to​ Collections.  ​Save. 
 

 
A pop up will notify you that “Account has been transferred to collections as of today. “  OK 
 

 
 
 
 
 
 
 
 
 



Printing report for Collection Agency. 
 
Reports, Patient Reports, Collections Report. 

 
A ​Collections Report​ window will appear.  Fill in as office requires. Can leave as is if first time 
running it.  Change dates if running report on a monthly basis.  OK. 

 
 
Print.​  Send to Collection Agency.  
 
*You will also need this report to write off the amount sent to collections.  If your office policy is 
to do this so it no longer appears in your A/R, proceed with the following: 



 
Cover Page will now show ​Billing Status​ as Collections.  Click on ​Charge​ button. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Double click on claim you are sending to collections. There may be more than one.  You will 
need to do each one separately.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click on ​Courtesy​ button. 
 

 
 
 
 
Change to ​Collection Write-off​ in drop down and make sure amount is correct. Save. Exit.  

 
 
 
 
 



In​ Account Ledger​, check to see Amount written off against correct claim. Balance on ​each 
claim​ needs to be written off! These should equal the total patient balance you transferred to 
collections.   Exit.  

 
 
 
 
 
**If your office decides to see patient again once they are in collections and they are making a 
payment, you can reverse collection status and write-off.  Charge collection fee per office policy. 


