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To access Payments:   
 

Burger > Billing... 

 

 
 
 
 
 
 
 
 

Some of the functions within this document are permission based. Please contact your PACS administrator for assistance. 

...Payments  
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Refunds and recoupments in Exa Billing are controlled by the Adjustment type function. If your current 
process involves returning the balance to the payment line level so funds can be posted elsewhere, we 
recommend using the Recoupment Debit adjustment code entry type.  
 
However, if your process focuses on adjusting a balance, you may want to use the Refund Debit type. 
This approach allows the adjustment to be reflected properly, after which you can proceed with the 
refund using your standard process. 
 
Furthermore, if the existing options do not meet your needs, you can create additional adjustment 
codes. When adding an adjustment code, it is important to designate its function correctly.  
 

Adjustment Code Entry Types 
There are four adjustment code entry types in Exa Billing. 

• Credit Adjustments: Remove money or a balance, such as a small balance write-off.  
• Debit Adjustments: Add money or a balance back to the transaction, such as interest paid. 
• Refund Debits: Reflects the refund as an adjustment 
• Recoupment Debits: Adds funds back to the original payment ID.  

 
To set up a new adjustment code, select Burger > Billing > Setup > Adjustment Codes.  

 
 
In the Code box, type the name of the adjustment, and type a description. Select an option in the Entry 
Type dropdown, and then Save and Close. 
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Result: The new adjustment code appears in the list. 
 

Patient refunds  
 
When issuing a patient refund, first identify the overpayment. Open the claim and select the Payments 
tab at the top of the screen.  
  

  
* In this example, the insurance paid the claim in full, and the patient is due a refund. 

 
After the overpayment is validated, issue a refund. Under Payments, select NEW PAYMENTS. The 
Payer Name field should represent the patient.  
 
Under Payment Mode, choose Adjustment, then select APPLY. 
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In the pop-up window, select Refund as the adjustment type (the refund adjustment code is set to the 
adjustment type of Refund Debit). Select the DR checkbox; this lets the system acknowledge that funds 
are being deducted and added back to the payment record. In the This Adjustment field, enter the 
refund amount using a negative (-) number.  
 

 

The retracted funds are displayed in the header under "Applied Adjustment," and the adjustment 
appears in the list of payments. Close the payment pop-up window, and then go to the payment section 
of the charges screen to review the refund. Follow your standard procedure to issue the refund. 
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Insurance Refund Using the Refund Debit Adjustment Type 
 
The process of refunding insurance is like issuing a patient refund, with the primary difference being the 
name of the adjustment code. Both types of refunds fall under the "Debit Adjustment" category. 
 
To begin, identify the overpayment on the claim. We recommend using the notes section to document 
any updates or changes related to the claim for future reference. 

 
*In this example, the insurance company determined that the patient was not eligible on the date of their service.  
 

Locate the original payment ID, and then navigate to Payments and grab that original payment record. 
 
In the Pending Payment sub-tab, search for the claim. The payment screen appears. 

 
Select the adjustment code for "Refund," and then enter the refund amount as a negative number (e.g., 
-1.00). Next, select the DR checkbox. The balance updates in the green box in the lower left corner, 
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and the applied adjustment reflects the refund amount in the green box in the upper right corner. Save 
your changes. 
 

 
Upon close, you see the refund in the Applied Payments tab. 

 

The refund is also reflected at the claim level. 
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Insurance Recoupments Using the Recoupment Debit Adjustment Type  
Insurance recoupments are common, and may occur due to reasons such as overpayments or updated 
Coordination of Benefits (COB) information. The steps involved are as follows: 
 
Identify the original overpaid check; in the example below, it is on payment ID 121.  
 

 
*In the example, AARP paid the claim twice. They are recouping the higher amount paid.  

 
Identify the payment ID, and then navigate to Payments and search for the payment ID. Double-click 
the ID to open it. Switch to the Applied section, find the claim, and then select the edit (pencil) button 
to open the payment pop-up window. 
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In the Adjustment Code dropdown list, select Insurance Recoupment. Select the DR checkbox. In 
the This Payment column, enter the amount to be recouped as a negative (-) number, and then select 
SAVE. The amount taken from the check appears in the top right corner. 
 

 
 
The balance appears on the payment record. The Applied Payments tab also reflects the recoupment. 
You can add a note at this level. 
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To review the recoupment, open the claim. In this example, the recoupment appears below the original 
overpayment and has the same Payment ID as the original payment. 
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