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 [1] Instructions for Installing:  

1. Medisoft Patient Accounting Demo 

2. Medisoft Advanced Demo 

3. Medisoft Office Hours 

 

 

[2] Instructions for Ins talling Medisoft Patient Accounting Demo 
 

1. Insert the Medisoft 12 CD in your local CD-ROM drive. The IntroDisc window appears.  

NOTE: If the IntroDisc window does not appear automatically, click your Start button on the 

bottom left of your screen. Select Run. The Run window appears. On the Run window in the 

Open field, type X:\AUTORUN (where X is your CD-ROM drive letter) and click OK.  

2. On the IntroDisc window click Medisoft Demo. The Medisoft IntroDisc window appears. 

3. On the Medisoft IntroDisc window click on Install Demo. 

4. The Warning window appears. On the Warning window click Next.  

5. On the Welcome window click Next.  The Demonstration Type window appears. 

6. On the Demonstration Type window make sure Medisoft Patient Accounting Demo is se-

lected and click Next. 

7. On the End User License Agreement window, click I Accept. The Select Installation Type 

window appears. 

8. On the Select Installation Type window, make sure that Express Install is selected then click 

on Next. 
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9. On the Ready to Install window, click Next. The Installing window appears and tracks the 

progress of the installation. 

NOTE: If you do not have the current .NET framework on your computer, NET is installed dur-

ing the installation. The NET installation on may PCs can take up to 15 minutes. 

10. Once the installation the Installation Completed window appears. Click Finish. The installa-

tion program closes.  

 

[2] Instructions for Installing Medisoft Advanced Demo 

1. Insert the Medisoft 12 CD in your local CD-ROM drive. The IntroDisc window appears.  

NOTE: If you have already inserted your CD-ROM from having installed the Medisoft Account-

ing Demo then click your Start button on the bottom left of your screen. Select Run. The Run 

window appears. On the Run window in the Open field, type X:\AUTORUN (where X is your 

CD-ROM drive letter) and click OK. 

2. On the IntroDisc window click Medisoft Demo. The Medisoft IntroDisc window appears. 

3. On the Medisoft IntroDisc window click on Install Demo. 

4. The Warning window appears. On the Warning window click Next.  

5. On the Welcome window click Next.  The Demonstration Type window appears. 

6. On the Demonstration Type window make sure Medisoft Advanced Demo is selected and 

click Next. 



 

3 

 

7. On the End User License Agreement window, click I Accept. The Select Installation Type 

window appears. 

8. On the Select Installation Type window, make sure that Express Install is selected then click 

on Next. 

9. On the Ready to Install window, click Next. The Installing window appears and tracks the 

progress of the installation. 

10. Once the installation the Installation Completed window appears. Click Finish. The installa-

tion program closes. 

 

[2] Instructions for Installing Office Hours Professional 

1. Insert the Medisoft 12 CD in your local CD-ROM drive. The IntroDisc window appears.  

2. NOTE: If you have already inserted your CD-ROM from having installed the Medisoft Ad-

vanced Demo then click your Start button on the bottom left of your screen. Select Run. The 

Run window appears. On the Run window in the Open field, type X:\AUTORUN (where X 

is your CD-ROM drive letter) and click OK. 

3. On the IntroDisc window click on the Office Hours Pro Demo.  

4. On the Office Hours Professional window click on Install Demo.  

5. The Warning window appears. On the Warning window click Next.  

6. On the End User License Agreement window, click I Accept. The Select Installation Type 
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window appears. 

7. On the Select Installation Type window, make sure that Express Install is selected then click 

on Next. 

8. On the Ready to Install window, click Next. The Installing window appears and tracks the 

progress of the installation. 

9. Once the installation the Installation Completed window appears. Click Finish. The installa-

tion program closes.  

 

[1] Introduction to Medisoft  

MediSoft is a program specifically designed to computerize basic administrative functions in a 

health care environment. It allows you to organize information by patient, by case, and by 

provider. With Medisoft you can schedule patient appointments with a computer; take electronic 

progress notes; create lists of codes for diagnosis, treatment, and insurance; submit claims to 

primary, secondary, and tertiary insurers; and receive payments electronically. 

 

 

[1] A Brief Introduction to the Windows Environment:  

MediSoft for Windows operates in a Windows environment. It is necessary to be familiar with 
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Windows terminology to fully appreciate and utilize MediSoft. 

 

[2] WINDOWS XP  

Computer hardware cannot function without instructions. These step-by-step instructions are 

called programs or software. There are two basic kinds of software: application and system. 

Application software helps to do a specific task; for example, a word processing program helps 

you type a letter or memo; MediSoft helps computerize administrative functions in a health care 

environment. System software takes care of tasks for the computer. The most important piece of 

system software is the operating system (OS). Every computer has an operating system that 

takes care of routine tasks.  

A mouse is an input device attached to the computer by a cable. It has one, two, or three buttons 

on the top and a ball on the bottom. When you move the mouse across a flat surface (a mouse 

pad), a mouse pointer moves on the screen. There are several basic mouse operations: 

Å Pointing is moving the mouse across a flat surface. 

Å Clicking  is pressing and releasing the left mouse button. 

Å Double-clicking is quickly pressing and releasing the left mouse button twice. 

Å Right-clicking is clicking the right mouse button. It opens a shortcut menu. 

Å Dragging is holding down the left mouse button while moving the mouse. 
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Your work area, the screen on which icons and windows are arranged, is called the desktop. 

Across the bottom of the desktop is a taskbar. The taskbar displays a button for each open 

application. At the left of the taskbar is a Start button. Clicking Start causes a menu (list of 

choices) to pop up. You can execute most tasks by sliding the mouse pointer to the option you 

want and clicking. If an option has a right pointing arrowhead next to it, another menu will drop 

down; move the mouse pointer to that menu, slide it to your selection, and click. 

 

When you first launch Windows, there are several icons on the desktop. An icon is a little picture 

representing a program or piece of hardware. To open an icon into a window (a rectangular area 

surrounded by a border), point to the icon and double-click. In Windows, applications 

(programs) run in Windows and Documents open in Windows. 
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[2] The Parts of a Window 

One of the features of the Windows environment is a common user interface; this means that 

every window has similar parts. Across the top is a title bar with the window title in it. At the 

right of the title bar are three buttons: the minimize, maximize or restore, and close buttons. 
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Clicking the minimize button does not cause the application to stop running; the button still 

appears on the taskbar, although you no longer see an open window. Clicking the maximize 

button causes the window to expand to fill the screen and a restore button to replace the 

maximize button. Clicking the restore button causes the window to resume its former size. 

Clicking the close button closes the window; the application is no longer running, and its button 

is no longer on the taskbar. 

 

Some windows have other components. Below the title bar (in windows that run applications) is 

a menu bar. Toolbars may appear below the menu bar and let you execute a command by 

clicking on a button. Across the bottom of a window, a status bar gives you information about 

the open window. 

 

If the contents of a window are not completely visible, scroll bars appear across the bottom 

and/or down the right side of the window. A scroll bar contains two scroll arrows and a scroll 

box. To move through a window, click on the arrow pointing in the direction you want to go, or 

click above or below the scroll box, or drag the scroll box. 
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The Parts of a Window A menu is a list of commands. You can choose an item from the menu by 

highlighting it and then pressing the Enter or Return key, or by simply pointing to the item with 

the mouse and clicking the left mouse button. When you choose a command that is followed by 

an ellipsis (three dots ), the command is not immediately executed. Instead, a window called a 

dialog box opens. A dialog box is a window used when the computer needs more information. 

Dialog boxes may have one or more of the following elements: 

Å Tabs look like file folder tabs. They appear at the top of the dialog box and are used to 

switch to a different page of the dialog box. 
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Å Text boxes allow you to enter data. 

Å List boxes display a list of choices. Click on the option to make a choice. 

Å Drop-down list boxes contain a down arrow; click on the arrow to display the choices. Click 

on the option to make a choice. 

Å Command buttons are rectangular buttons that execute commands. OK and Cancel are 

common. 

Å Check boxes are square boxes that you can click on or off. More than one may be chosen 

.Å Option buttons are round. Only one may be selected; however, one MUST be selected 

.Å Spin boxes allow you to make a choice by clicking on an up or down arrow 

Å Slide boxes let you to make a choice by moving a slider bar.The Parts of a Dialog Box 
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[1]Using MediSoft in the Medical Office 

[2] The Patient Information Form 

When a patient schedules an appointment, it is recorded in MediSoftôs Electronic Appointment 

Book. At or before a patientôs first visit, he or she fills out a Patient Information Form. It 

includes personal data such as name, address, contact phone numbers, date of birth, and Social 

Security number. The patient is also asked to fill in information about his or her spouse or 

partner. In addition, the patient is asked to provide insurance information for him- or herself and 

a spouse or partner. This information includes the name of the primary, secondary, and tertiary 

insurance carriers, name and birth date of the policyholder, the co-payment, and policy and 

group numbers. 

 

[2] Coding Systems: CPT AND ICD-9-CM  

Categories of information on patients such as personal, medical, and insurance information when 

entered into Medisoft becomes part of the patient record. Some of it is translated into codes 

before it is entered. Codes provide standardization which allows the easy sharing of information. 

Because codes of diagnoses and procedures are precise and universally used, one physician can 

recognize anotherôs diagnoses and procedures codes immediately. 

 

Services including doctor office visits, tests, lab work, exams, and treatments are coded using the 

most up-to-date CPT (Current Procedural Terminology) codes. The ICD-9-CM  provides 3-, 4-, 
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or 5-digit codes for more than 1,000 diseases. The ICD is the International Classification of 

Diseases, 9th ed, Clinical Modification. Both the CPT and ICD-9-CM coding system make 

electronic claims forms easier to file because each condition or disease, each service, procedure, 

and diagnostic test can readily be identified by established several-digit numbers. The codes are 

standardized, but no practice uses all of them. When a new practice is set up, only codes that 

relate to its specialty are entered in one of the tables of codes; these tables can always be 

amended. The CPT codes that are most frequently used by the medical office are preprinted on 

the encounter form (also called the superbill). Some practices also print the diagnosis codes on 

this form.  

 

[2] Accounting, Using MediSoft 

MediSoft is essentially an accounting program. Therefore, several definitions are required. 

Charges, payments, and adjustments are called transactions. A charge is simply the amount a 

patient is billed for the providerôs service. A payment is made by a patient or an insurance carrier 

to the practice. An adjustment is a positive or negative change to a patient account. Transactions 

are organized around cases. A case is the condition for which the patient visits the doctor. There 

can be several visits associated with one case. There can also be several cases (one for each 

diagnosis) for one patient. The information entered in Medisoft for a patientôs case is entered by 

the medical office staff and stored in the practiceôs database tables. When you add a case, the 

patientôs insurance information is entered. Due to this fact, it is important to create a new case if 

the patientôs insurance changes. A case can be closed when the patientôs condition is resolved.  
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[2] Claims 

To receive payment for services from an uninsured patient, the practice simply bills the patient. 

To receive payment for services rendered to an insured patient, the practice must submit a claim 

to the insurance carrier. A claim is a request to an insurance company for payment for services. 

If an insurance carrier requires a treatment plan, MediSoft enables you to create one.  

 

The hard copy insurance claim form is called the CMS-1500. An EMC (electronic media 

claim) is an electronically processed and transmitted claim and is called an X12837. To create a 

claim to submit to an insurance company, the practice needs to gather certain information: the 

patientôs condition, the physicianôs diagnosis, and the procedures performed in the office or 

hospital. The patient record provides personal data, medical history, and insurance information. 

The provider table can supply information about the physician.  

 

From the time a patient is charged for a procedure to the time when all payments have been 

received and credited to the patientôs account, there is a sequence of accounting events that 

occur. Accounts Receivable (A/R) include any invoices outstanding or any payments from the 

patient or insurance carriers to the medical practice. The diagnoses and procedures relevant to a 

patientôs visit are recorded on an encounter form (also called a superbill). An encounter form is 

a list of diagnoses and procedures common to the practice. Either the night before, or the next 

morning, encounter forms are printed for the scheduled appointments. Information taken from 
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the superbill is utilized in several MediSoft accounting reports. 

 

[2] Accounting Reports 

MediSoft provides the user with various kinds of reports that are generated on a daily, monthly, 

or yearly basis. Daily reports include a patient day sheet, a procedure day sheet, and a 

payment day sheet. A patient day sheet lists the dayôs patients, chart numbers, and transactions. 

It is used for daily reconciliation. A procedure day sheet is a grouped report organized by 

procedure. This report is used to see what procedures each health care worker is performing. It 

also can be used to find the most profitable procedures. A payment day sheet is a grouped report 

organized by providers. Each patient is listed under his or her provider. It shows the amounts 

received from each patient to each provider  

 

A practice analysis report is generated on a monthly basis, and is a management tool for 

tracking procedures performed during a specified period, payments received, and adjustments 

made to accounts for those procedures. (Medisoft Help Tool) 

 

Medisoft provides two patient aging reports: Patient Aging and Patient Aging Applied Pay-

ment. These reports help identify accounts with balances that are past due. The basic differences 

between these two reports are that the Patient Aging Report includes unapplied payments in the 

totals but has no Date From Range filter. The Patient Aging Applied Payment Report excludes 
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unapplied payments from the totals and has a Date From Range filter. (Medisoft Help Tool) 

 

[1] A Hands-on Introduction to MediSoft and the Appointment Book 

To launch MediSoft, do the following: 

Å Double-click the Medisoft Patient Accounting Demo icon on the Windows desktop.  

NOTE: If this is the first time running, it will install some tutorial data before it can used. 

You will see the MediSoft window with the MediSoft title and words ñTutorial Dataò within 

the title bar: 

Below the title bar, the menu bar contains the names of the pull-down menus. You pull down 

a menu by clicking on its name. 
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Å The file menu contains many options. The most commonly used options are 

Å Open practice opens the database for an established practice 

Å New practice sets up a new database for a new practice 

Å Other options allow the user to back up and restore data, set the program date, enter 

practice information, and perform file management tasks. 

Å The edit menu contains options to cut, copy, paste, and delete information (which becomes 

enabled once information is placed within a field). 

Å The activities menu contains options that allow the user to manage finances, insurance 

claims, and appointments, and to enter patient, diagnosis, procedure, and case information. 

Å The lists menu contains options that allow the user to enter and edit patient information, case 

information, procedure/payment information, adjustment codes, diagnosis, insurance and 

billing codes, and information on providers and referring providers 

.Å The reports menu contains a list of predefined reports, as well as custom reports and bills 

that the user can design. Almost all printing is done from the reports menu. 

Å The user can access a calculator through the tools menu or view the contents of a file. The 

tools menu also allows the user to create reports, customize menu bars, and view system 

information. 

Å The window menu resembles the window menu in any Windows application, allowing the 

user to switch between open windows. 
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Å The services menu provides information on subscribing to a prescription writing service 

OnCallDataÊ NDC Health. The tab also provides the capability of retrieving updates for this 

service. 

Å The user can find assistance from the MediSoft help menu. 

 

Beneath the menu bar is the MediSoft toolbar (sometimes called the speed bar). The toolbar 

icons function in MediSoft in the same way that they function in any Windows applicationðthey 

give the user fast access to common functions. 

 

The taskbar is at the bottom of the Windows desktop and contains the Start button, a clock, and 

buttons for each open application.  

Immediately above the taskbar is the status bar, which provides context-specific information, 

such as the page number and the date. 
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Above the status bar is the function help line (also called the shortcut bar), which contains 

commonly used function keys. In MediSoft, function keys work as global commandsð

commands that work from any point in the program: 

Å F1 Opens Help files in most windows 

Å F3 Save 

Å F6 Opens a search window 

Å F7 Opens the Quick Ledger window 

Å F8 Opens a window to create a new record 

Å F9 Opens a window to edit the selected record 

Å F11 Opens the Quick Balance window 

Å ESC Closes or cancels current function or window 

 

To activate a function key requires pressing the function key on the keyboard rather than clicking 

any pictures of the function keys that may appear on the screen.  

 

[1] GETTING STARTED:  Making an Appointment Using Office Hours 

If you (the medical office worker) are not looking at the MediSoft window, launch MediSoft by 

double-clicking on its icon on the desktop. The first contact between the prospective patient and 
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a health care providerôs office is the phone call to set up an appointment. The patient makes a 

phone call. The medical office worker who responds needs to access MediSoftôs electronic 

appointment book. 

 

Do the following: 

Pull down the Activities Menu and choose appointment book; however, it is faster to click on the 

appointment book icon. 

 

 

The office hours program and MediSoftôs two-paned appointment scheduling module window 

will appear.  
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Make sure the window title says ñOffice HoursðMedical Group (Tutorial Data).ò At the 

beginning we will be working with tutorial data provided by MediSoft. 

 

[2] The Office Hours Toolbar  

Once you have the office hours window on your screen, you will see that a toolbar is provided. 

As in the Medisoft program, the office hours software allows you quick access into various areas 

by selecting the appropriate icon. 
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[2] A Note about Dates 

MediSoft works with two dates: the Windows system date (todayôs date) on the taskbar, and the 

MediSoft date (the date the health care administrator is using) on the status bar. Because in 

some health care environments not all transactions are entered on the date they occurred, you 

need to know how to set both dates so that they are correct for the data for which you are 

entering information. 

 

To change the MediSoft date: Double-click the date on the status bar and a calendar will pop up. 

Change the month using the left or right arrow and change the day by clicking on the day you 

want. Press Enter. The year can be changed by clicking on the year shown.  
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To change the Windows system date: double-click the time on the taskbar and a calendar will 

pop up. 

 

 

Using the arrow keys the date and time can be adjusted as needed.  Click OK once your changes 

are made.  

 

[2] The Office Hours Window 

Office hours is MediSoftôs appointment scheduling software and comes in a basic and 

professional version. The professional version has added options and is sold separately from 

MediSoft. Office hours can be launched by double-clicking on its icon on the desktop or from 
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within MediSoft. In Medisoft you can launch Office Hours by double clicking on the icon with 

the clock face or go to Activities on the Menu Bar and click on Appointment Book. 

 

Office hours displays one monthôs calendar with todayôs date highlighted in the left pane. The 

right pane displays several columns for the appointments. The columns are not for multiple 

booking; they are meant for a health care practice with several providers. You can move the 

calendar backward and forward using arrow keys. 

 

 

Notice that on the appointment side, blocks of time are set aside and color coded for activities 

that happen each day (e.g., lunch), for appointments with patients, and for other events. The 

appointment book toolbar contains icons that give quick access to common functions.  

 



 

25 

 

In office hours professional icons at the bottom of the window allow the user to change the 

view of the calendar 

 

The default choice, displayed on the office hours window, is the current month calendar on the 

left and the dayôs appointment calendar on the right (as can be seen in Figure 1-15]).  

 

When the second icon from the left is clicked, a one monthôs calendar on the left is displayed and 

displayed on the right is a weekôs appointment schedule with appointments and other events 

indicated for the provider listed on the toolbar. 
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The next icon when clicked displays the monthôs calendar on the left; on the right every day of 

the month appears. 

 

In an office where multiple providers have appointments scheduled, the last icon offers the 

capability of viewing appointment schedules for all the providers for the day selected.  

 

To return to a view of one day, click on the icon furthest from the right. 

 

 

 

Click the down-arrow to select a provider. The following will appear:  
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[2] Making an Appointment 

Using the Medisoft Office Hours Program, select a provider from the drop-down provider list 

box. Double-click on 8:30 A.M, in Column 2. The New Appointment Entry dialog box will 

appear. 

Fill in the information requested, either by using drop-down lists (for the chart number, resource) 

or by entering information. After selecting the patient, press tab and MediSoft should 

automatically fill in the phone number, date, time, the case number with corresponding 
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description, the length, and provider. Fill in the reason for the appointment by clicking on the 

reason drop-down list, clicking on description, and selecting existing patient. Save the 

appointment. 

 

As soon as you save the appointment, it appears on the dayôs appointment calendar. 

[2] Break Entry  

To enter a break, for example, a lunch break that occurs every day, click on the time (12:00 A.M.) 



 

29 

 

and then click on the break entry icon. In the break list window, click on new. The following 

dialog box will appear.  

Fill in lunch, and make sure All Columns is checked and All providers. Click on the Change box 

and indicate that lunch takes place weekly, Monday-Friday. Prior to exiting the Change dialog 

box, click ok.  

 

Click save and the following will appear: 

[2] Entering Repeating Appointments 

To enter repeating appointments, the user can click on the Go to Date icon 
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 on the appointment book toolbar.  

 

You can instruct the program to display a date that is any number of days, weeks, months, or 

years from todayôs date to make an appointment that needs to be periodically repeated. For 

example, if you go to a date seven days from now, that dayôs appointment calendar will be 

displayed and you can enter the appointment. 

 

NOTE: WHEN A DATE NEEDS TO BE ENTERED IN THE GO TO DATE DIALOG BOX ENTER IT IN AN 

EIGHT-DIGIT FORMAT - MMDDYYYY.  YOU MUST USE THE FOUR DIGITS OF THE YEAR (2008, FOR 

EXAMPLE). 

 

 

To enter a repeating appointment for Dwight Again: On March 11, as he is leaving, he might ask 

for an appointment in a week. Click on the Go to Date icon and fill in 7 in go ___ days, then 

click on go. This will bring the calendar for March 18 onto the screen, and you can enter an 

appointment. 
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[2] Finding the Next Available Time 

If you need to find the next open appointment, you can use find open time by choosing it from 

the office hours edit menu or clicking the Search for Open Time Slot icon on the toolbar. (As 

you place your cursor over each icon note that on the bottom left side of your window will 

appear the description of the icon you have highlighted). Click on the search icon. A dialog box 

will be displayed.  

The user fills in the required information. Does this patient need an 8:15 A.M. appointment on 

Friday? Click on the day (Friday); fill in the start time (8:15 A.M.); and click search.  
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 The next available open time slot on a Friday at 8:15 A.M. will be surrounded by a heavy border. 

Double-click the time slot and this dialog box appears:  

 

You need to fill in the chart number by typing in the first few letters of the patientôs last name. If 

a second appointment is needed, click on the Search Again icon. Each time you use search again, 

it brings you to the next available time slot on a Friday at 8:45 A.M. 

 

[2] Printing Appointments 

To print the dayôs appointment list, click on the printer icon, and then click OK. In MediSoft 
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Office Hours Professional, you can easily print the appointment grid for the day or the week. 

To print the weekôs grid, make sure you are looking at the weekôs calendar. This is done by 

clicking on View on the menu bar and then Week View. Once you are viewing the entire week  

of appointments, click on Reports on the menu bar and select print appointment grid. From the 

fly-out menu choose Print in Grid View. The following will print: 

 

 

 

 

To print the dayôs appointment grid, make sure you are looking at the dayôs calendar by selecting 

Day View from the View menu bar. Pull down the reports menu and choose print appointment 



 

34 

 

grid. The following will print: 

 

 

The difference between printing the Grid View vs. the List View is that the Grid View provides 

you a view of the appointment book with its columns and time slots. The List View allows you 

to view a list of patients with their appointment times indicated.  

 

Tip: When moving between the appointment window and Medisoft window, minimize the 

appointment window.  

 

 

[2] The Patient Recall List 
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Many patients need follow-up appointments in a week or a month or a year. MediSoft allows the 

user to create and edit a patient recall list. In the MediSoft Window (not the appointment book 

window), pull down the lists menu and select patient recall. The following window will appear: 

 

To add a patient to the recall list, click the New button. When the Patient Recall (new) window 

appears, information is requested by making choices from the drop-down lists. After you select 

the chart number, MediSoft fills in the patientôs name and phone numbers. You need to choose 

the procedure and type the message. (You can search Procedure Code by using the Up/Down 

Arrow or type the procedure name). Make sure at the bottom of your recall window that the 

recall status ñCallò is selected.  
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Click on the Save button. Next click on Lists, go to patient recall and look to see that what you 

entered appears on the recall list.  
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[1] A HANDS-ON APPROACH:  Entering and Editing Patient and Case     

Information  

When a new patient comes in for a scheduled appointment, the patient fills out forms with per-

sonal, health, insurance, and other information. The doctor enters diagnoses and procedures on 

the Encounter Form. All this information could be kept on paper. However, entering it into a 

computerized relational database such as MediSoft means that the information will be kept in an 

organized fashion and it will be easy to access. Information is entered using on-screen forms; as 

you save it, it becomes part of a table in a relational database. If you edit and save a record on 

one form, that information is changed in other tables in which it appears. If information is only 

entered once, this means a great saving in time and effort. It also helps guarantee that informa-

tion for a patient or case is the same everywhere it appears. 

 

We will start by entering patient and case information. MediSoft is basically an accounting 

program, and although we are starting with patients and cases, some of the information we enter 

has a bearing on what we do later, for example, entering transactions and handling claims. An 

insurance carrier is the health insurance company that insures a patient. The type of insurance a 

patient hasðMedicare or private, managed care, or noneðwill reverberate throughout other 

functions in the program. The first patient we will enter is Jenna Green; she is over age sixty-five 

and therefore has federal medical insurance called Medicare. The second patient we will enter is 

Kathy Patel and she has just graduated from college; she is no longer under her parentsô 
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insurance policy and only has a part-time job. She cannot afford private insurance, so she has 

none. The last patient is Tonya Brown, whose medical insurance is one of her benefits as a full-

time teacher. She has Aetna US Health Care for primary  insurance and Blue Cross/Blue Shield 

as secondary insurance. Both are Preferred Provider Organizations (PPOs), which is a type of 

managed care. In the exercises that follow this chapter, you will enter a record for yourself. You 

have managed care, but the type you have is an HMO (Health Maintenance Organization). 

 

[2] Jenna Green: Adding a New Patient with Medicare   

To enter Jenna Green, launch MediSoft, select the icon Patient Lists or select Lists from the 

menu bar and then select Patients/Guarantors and Cases. 
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Make sure you are using the tutorial data. The left pane contains a list of patients: chart number, 

name, address, phone numbers, Social Security number, indication if signature is on file, patient 

type, gender, date of birth, provider, payment information, and employment data. However, to 

see all of this information, the user must scroll to the right.  

 

 

Case numbers are assigned by MediSoft. At the top of the window are two circular buttonsð

one for cases and one for patients. Make sure patient is selected. (See image above) Notice that 

this list is sorted by chart number. The chart number consists of the first three letters of the 

patientôs last name, the first two letters of the first name, and three additional digits. You can 

indicate which field you want to search on, although the chart number is the default. To search 

for a patient, start typing in the Search Box, and as you type it will display what matches your 

input. 
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At the bottom of the window are a series of command buttons. 

 

 

Edit patient allows you to see and change information in an existing patientôs chart. New patient 

allows you to add a new patient. Delete patient allows you to delete a patient. If the case option 

button had been chosen, these command buttons would have been modified and would have 

allowed you to edit case, add a new case, and so on. 

 Begin entering Jenna Green by typing in her last and first name as requested on the 

Patient/Guarantor (new) screen.  

Å When you tab from the second address line, MediSoft brings you to the zip code. Fill in 

the ZIP. If MediSoft is familiar with that ZIP (if it appears previously), MediSoft will fill 

in the city and state for you. Otherwise you have to fill in this information yourself. 

Phone numbers can be entered without parentheses and hyphens; MediSoft automatically 

inserts them. 

Å Type all dates using 8 digits (e.g. 1/1/09 = 01012009)Å After completing the form, 

click the Save button in the upper-right corner or press F3. MediSoft enters a chart 

number for you. MediSoft also checks for duplicate Social Security numbers. 
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One other thing to keep in mind, as you enter information into the two tabbed areas (patient 

information tab and other information), you can either click on save once you have entered 

information in each tabbed area or you can wait until all of the information in both areas has 

been entered and then select save. Some individuals prefer to select save each time a tabbed area 

is completed to ensure that information is not accidentally deleted or lost. 

 

Complete the following: 

Å Click on the New Patient button or press F8. The following dialog box appears:  
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Å Add the following data: 

Å Tab over the chart number to the Last Name field. 

Å With the insertion point in the last name field, type Green. 

Å Tab to the first name field and type Jenna. 

Å Add the rest of the information (omitting chart number): Street Address ï 6060 

Amsterdam Avenue, New York, NY, 10025, USA; (maximize your screen if you havenôt 

already done so), Home Phone ï 2128646710 (no hyphens); Birth Date ï 11/20/1935 

(eight-digit format); Sex -  Female; Social Security Number ï 111223334 (No hyphens). 
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Save the record. Look at the patient list. Jenna Green is correctly placed in chart number order. 

(You will have to scroll to the left to see her name).  

 

 You could click on the other information tab and add her provider, but there are other places to 

add the provider. We will add it when we add her new case information.  

 

[2] Kathy Patel: Entering a New Uninsured Patient  

Kathy Patel had been using her collegeôs health services and her parentsô insurance until 

graduation. Because she was only able to get a job defined as part time, she has no health 

insurance. She calls the medical group practice to tell them she would like to become their 

patient, but does not make an appointment at this time. They send her the forms she needs to fill 
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out. She returns the completed paperwork, and a medical office worker enters the information 

into MediSoftôs patient table in the practiceôs database. 

 

To enter Kathy Patel as a patient, do the following: 

Å If not already done, launch MediSoft. 

Å Pull down the lists menu and select patients/cases and guarantors. Press F8 or the new 

patient command button. 

Å Fill in the following information:  
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Å Notice that when you enter the ZIP and press the Tab or Enter key, MediSoft fills in the city 

and state. 

Å Press the Save button or press F3. 

Å Press Enter. You will see Kathy Patelôs name in the patient list. 

Å Open her record, and you will see the chart number MediSoft assigned. 

 

Å Click on the Other Information tab and enter the information below. Make sure you enter 

ñCò for cash. Each patient must have an assigned provider chosen from the drop-down list 

on the other information tab. Choose J.D. Mallard, MD (JM) as the assigned provider. The 
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Signature on File check box indicates whether or not the patientôs signature is on file; check 

it so that the patient does not have to sign each insurance form; All insurance companies 

that the provider represents requires this box to be checked.  

 

Å When finished entering a patientôs information, press the Save button or press F3. 

 

[2] Tonya Brown: Entering a Patient with Private Insurance   

Tonya Brown is a full-time teacher at a public school with a strong faculty union. One of the 

negotiated benefits is medical coverage. She had a choice of plans, and chose Aetna because all 
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the health care providers she visited were in the Aetna network of providers, as was the better 

hospital in her neighborhood. As a secondary insurer, she selected Blue Cross/Blue Shield. 

Enter Ms. Brown in the patient table by doing the following: 

Å If not already done, launch MediSoft and pull down the lists menu. 

Å Choose Patients/Guarantors and Cases. 

Å Press the new patient button or press F8 and fill in the following information. When you 

click on save or press, MediSoft will assign a chart number (BROTO000).  

 

When you do this it takes you back to the Patient List. 
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Å With Tonya Brown highlighted, click the Edit Patient button. 

Å Click the other information tab and fill in the following: 

 

Å Press the save button or press the F3 function key. 

 

[2] Jenna Green: Entering Case Information for a Patient with Medicare   

Remember that Jenna called to make an appointment. Her reason for seeing the health care 

provider is called a case. There can be more than one visit associated with one case. For 

example, a child with an ear infection needs to make two visits. As long as the underlying 
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condition remains the same, many visits constitute one case. And of course there can be many 

different cases associated with one patient. 

 

To add a new case for Jenna, do the following: 

Å Click on Jennaôs record in the patient list. 

Å Make sure the Case button is chosen. 

Å Click the New Case button or press the F8 function key. 

You will see the following tabbed dialog box with the personal tab chosen and the name and 

guarantor filled in.  
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Å Fill in the rest of the information.  

 

 

Å Click on Save or press the F3 Function key; you will be told that there is no assigned 

provider . Click ok. 

Å Click on the account tab.  

Å Click the down arrow in the assigned provider drop-down list box and select Melvin Morris. 
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Å Click the down-arrow in the case billing code drop-down list box and choose ñMò for 

Medicare.  

 

Å Click on the save button or press the F3 function key. 

NOTE: AS YOU GO THROUGH AND COMPLETE EACH OF THE TABBED DIALOG BOXES YOU CAN EITHER 

CLICK THE SAVE BUTTON EACH TIME THE TABBED AREA IS FILLED IN OR YOU CAN WAIT UNTIL ALL 

OF YOUR INFORMATION IS ENTERED IN THE TABBED BOXES. SOME RECOMMEND THAT YOU SAVE AS 

YOU GO SINCE THIS WILL ENSURE NO INFORMATION IS ACCIDENTALLY DELETED. IF IN SAVING YOU 

ARE BROUGHT BACK TO THE LIST OF PATIENTS/CASES AND GUARANTORS, CLICK ON THE PATIENT 

YOU ARE ENTERING AND CLICK THE EDIT PATIENT COMMAND BUTTON. IF YOU ARE ENTERING A 

CASE, CLICK ON THE PATIENT, CLICK ON THE CASE OPTION BUTTON, AND CLICK ON THE EDIT CASE 

COMMAND BUTTON.  
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Å       Click on the policy 1 tab and select Medicare from the Insurance 1 drop down list. In the 

policy holder 1 tab select the patientôs name from the drop down list. To save your 

information, again press the F3 function key or select the save tab on the right side of your 

screen.  

Å      Click on the condition tab. 

Å Fill in the information by typing in the date, and making choices from drop-down lists for 

the other fields. Do not fill in anything in fields that are blank.  
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Å Press the save command button or press the F3 function key. By clicking on the F3 key 

each time you enter new information, you are ensuring that your newly added information is 

never lost. You can go through and update the various fields without clicking F3 until you 

are completely done, but you are then risking losing your information as you go. 

Å Click on the diagnosis tab and fill in the diagnosis by clicking on the down-arrow in the 

default diagnosis 1 drop-down list box. You will have to either scroll through the choices 

until you see ñfracture, fingerò or click on the magnifying glass to obtain the search 

window. Click on fracture, finger. MediSoft fills in the code. 

Å Under Allergies and Notes, type ñAllergic to aspirin.ò 

Å Click the save button or press the F3 function key. 
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[2] Jenna Green: Editing Patient Information   

Once a patient is entered in the system, it is possible to change patient information. If Jenna calls 

to say she has moved to a new address, do the following: 

Å Pull down the lists menu. 

Å Choose patients/guarantors and cases. 

Å In the dialog box that opens, choose the Patient option button.  

 

Å Click on Jennaôs record.  

 

Å Click on the Edit Patient button. 

Å Enter the new address: 123 Broadway. 
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Å Click the save button or press the F3 function key. 

Jenna has one follow-up appointment for her broken finger (two appointments for one case). 

 

[2] Jenna Green: Adding a New Case for an Established Patient   

A few days later Jenna woke up with a sore throat and called the health care provider. She made 

an appointment. Pull down the patient list, and make sure it is sorted by chart number. On the 

patient list, it is easy to find a patient by typing in the first three letters of the patientôs last name. 

Enter GRE as a search term.  

 

Once you have found the patient, do the following: 

Å Choose the Case option button. You could click on new case. However, if you did that you 

would have to reenter much information that remains the same. 
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Å Click on copy case.  

 

Å Change the information that needs to be changed. 

The following dialog box will appear:  
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Do the following: 

Å Change the description to sore throat.  

 

 

 

 

The case number will be assigned by Medisoft once the information is saved. All other 

information on this screen remains the same. 

Å Click the save button or press the F3 function key. 
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Å Click on the diagnosis tab. The following screen appears:  

 

Å Click the down-arrow in the default diagnosis 1 drop-down list box and select strep throat. 

Å Click the save button or press the F3 function key. 

Å Click the condition tab. 

Å Type in the date 3/5/2009 and choose illness from the drop-down illness indicator list. Enter 

the first consultation date as 3/5/2009. Enter dates unable to work from 3/5/2009 to 

3/6/2009.  
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Å Click the save button or press the F3 function key. 

 

Look at the patient list. Click on Jenna Green. Click on patient. You will see two cases 

associated with Jenna Greenôs name. 
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[2] Kathy Patel: Adding a Case for an Uninsured Patient   

Kathy Patel was jogging when she tripped and sprained her ankle. She called the practice to 

make an appointment. Remember that she had already filled out the patient information form and 

that that data had been entered. To add the case information, do the following: 

Å Pull down the lists menu and choose patients/cases and guarantors. 

Å Select Kathyôs record. 

Å Click on the case option button. 

Å Click on the New Case Command      button and fill in the following 

information on the personal page of the dialog box:  
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Å Press the Save button. 

Å Click on the Account tab and make sure the following information is entered: 

 

 

 

Å Click on the Diagnosis tab. 



 

62 

 

Å Click the down-arrow in the default diagnosis 1 drop-down list box and select sprained 

ankle.  

 

 

 

 

Å Press the Save button. 
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Å Click on the Condition tab and fill in the following information: 

 

Å Press the Save button. 

Å If an error message appears that says a provider has not been selected, select J.D. Mallard, 

MD (JM) and then press the save button. 

Because she has no insurance, that is all the information you need to fill in. 
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[1] REPORTS 

In MediSoft (Version 12), most printing is done from the reports menu. To print a list of patients: 

Å Pull down the Reports menu and select custom report list.  

 

The following list will be displayed:  
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Å Scroll down until you see patient list. 

Å Select patient list. 

Å Click OK. 

Å In the print report where? dialog box, make sure Preview the report on the screen is selected 

and click start. 

 

The next screen asks for the range of chart numbers you want to print. 

Å Leave the range blank to print all records.  

 

Å Click OK. A patient list will appear on the screen. To see the list of patients, press the 
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arrow key at the top to go to the second page. Do not print it at this time. Print it only after 

completing all the Hands-on Exercises at the end of the chapter. To print, you will click on 

the print icon. 

 

In addition to the standard Medisoft Version used to teach Medisoft in training settings, there is a 

Medisoft Advanced Version that provides additional functions. For instance, in MediSoft 

Advanced (Version 12), you can print from almost any window. 

 

[2] Printing Case Information 

The steps to print case information are very similar to the steps for printing patient information. 

Å Pull down the reports menu and select custom report list. 

Å Select patient face sheet. 

Å Click ok. 

Å Select preview the report on the screen. 

Å In the data range dialog box, enter the chart number for Jenna Green in both boxes next to 

Chart Number Range. Click ok. To view Jennaôs report, be sure and go to the second page 

of the report. 
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Å Print the report only after completing the Hands-On Exercises. 

[1]TRANSACTION  ENTRY 

Once a patient is established and has at least one case associated with her/him, transactions must 

be entered and claims sent to the insurance carrier (or bills to the patient).A transaction can be a 

charge to a patientôs account, a payment made by an insurance company or the patient, or an 

adjustment to the patientôs account (adjustments are discussed in the next section). 

 

[2] Entering Transactions: Charges 

In MediSoft Version 12, to enter a transaction pull down the activities menu and choose enter 

transactions or use the quicker method by selecting the Transaction Entry icon. The following 

dialog box appears: 
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Scroll down so you can see this entire page. As you will notice there are two sections to this 

window. The top portion allows you to enter charges. The lower portion allows you to enter 

payments and adjustments.  

To enter a new charge for Jenna Green, do the following:  

 Pull down the chart drop-down list box and select Jenna Greenôs chart number 

 Pull down the case number drop-down list box and select sore throat as the case. Your 

dialog box should appear similar to the following:  

 

 

 

 Click new (you are entering a new transaction) then click on the first blank line under the 

word date.   



 

69 

 

 Use the drop down box to select the correct date (04/01/2009).  

 Click in the procedure box. Use the drop down box to select the correct CPT code for 

Culture, Strept Screen.  

 

Note: Each procedure has a CPT code. Some codes also have modi fiers made up of one or two 

digits. Modifiers allow a more detailed description of the procedure. Note the multilink 

command button. Multilink codes are groups of CPT codes that relate to one activity. Using 

multilink codes saves time.  

 Click on the Amount box and MediSoft will automatically fill in the price charged by the 

practice once you press enter or tab to the next item. 

 Ensure that the Diag 1 box is filled in with the diagnosis.  

 Ensure that the correct provider is selected in the provider box.  

 The amount allowed by the insurance company for the procedure is called the Allowed 

Amount. This information in the Allowed Amount tab will appear once the transaction 

has been entered and saved. Medicare, for example, allows $9.00 for a strep culture for 

which the practice charges $15.00. The $6.00 is an adjustment to the patientôs account.  
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Once you reenter into the transaction entry screen the allowed amount will appear. 

 

 

[2] Entering Transactions: Payments, and Adjustments 

It is important to document in the transaction record adjustments and payments. This is done in 

the payment, adjustment and comments area.  

 

 



 

71 

 

On Jenna Greenôs transactions we must show that Medicare will pay $9.00 for the step culture 

and that an adjustment of $6.00 must be made to the account.  

[3] Entering the Payment 

To enter the payment amount to the allowed amount follow these steps: 

 Click on ñnewò in the Payments, Adjustments, and Comments section.  

 Click on the date and enter the date of the patientôs visit (04/01/2009).  

 Then indicate the payment or adjustment code in the next box by finding the code and 

description in the drop down box (MP ï Medicare-Payment).   

 Next select the group/individual who made the payment as indicated in the drop down 

box (Medicare-Primary).  

 The description of the payment if any further details are needed.  

 Ensure the correct provider is listed correctly.  

 Enter the payment amount in the next box (in the Amount box the payment of $9.00 

should be entered).  

 If a check number is applicable note it. 

 At the end of the 1
st
 line, choose ñNewò. 
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[3] Entering the Adjustment  

 Enter the same date of 04/01/2009. 

 In Payment/Adjustment Code box select MED ADJ (Medicare Writeoff) from the drop 

down box. 

 The group/individual who paid (Medicare-Primary) should be indicated in the next field. 

 The description of the adjustment, if any, would be entered next.  

 Ensure the correct provider is listed correctly.  

 Enter the adjustment amount in the next box (in the Amount box the adjustment should 

be $6.00).  

 If a check number is applicable note it.  
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Once all of your information has been entered press the Apply button on the left hand side of the 

window. Donôt press the save transactions button yet. Procedure charges and payments are 

linked through the apply payment to charges dialog box. A dialog box appears where you can 

enter the adjustment amount in the payment box. Once you have done so you can close the 

Apply Payment to Charges window.  

 

Note that on your transaction window that the $9.00 has not been applied. Click the Apply button 

and enter the amount of $9.00.  

 

 Once you have entered the $9.00 in the payment box you can again close the Apply Payment to 

Charges window.  

 

After all of your payment/adjustment information has been entered, click the Save Transactions 
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button. In the section that shows the patients total charges and payments, the following should be 

seen.  

 

You can print the claim by clicking on the print claim  button.  

 

[1] CLAIM  MANAGEMENT  

You can see the billing status of your claims by printing a primary claim summary. Click on the 

reports menu and click custom report list. Select primary claim summary. Click OK. On the print 

report where pop-up, click Start. Fill in only the Claim Number Range (1-9) and click OK. 
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 View the Primary Claim Summary as provided on the 2
nd

 page of the report.  

 

[2] Printing a Primary Claim Summary  

You may now print a primary claim summary for Jenna by doing the following: 

Å Pull down the reports menu and choose custom report list. 

Å Select primary claim summary. 

Å Click OK. 

Å Select preview the report on screen and click Start 

Å Fill in GREJE000 in both the chart number range dialog boxes.  
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Å Click OK. 

Å You can see the status of the claim and print it. (Be sure to look on Page 2 of the report to 

view the summary information).  

 

To enter a new transaction for Tonya Brown, do the following: 

Å Click on transactions entry icon or pull down the activities menu and select enter 

transactions. 

Å Using the drop down box, select the chart number of the patient BROTO000. 

Å In the Charges Section, select New to enter the information for the new transaction. Fill in 

the procedure by clicking on the down-arrow in the procedure drop-down list box and 

selecting X-ray chest, 2 views. Once the procedure is filled in, MediSoft fills in the charge. 

  

To indicate that a payment of $42.40 has been received from the Aetna, you need to fill in the 

date of the payment (4/1/2009), the code to indicate where the payment has originated (AP), 

once the code has been selected, Medisoft will fill in Who Paid. If there is any description of the 

payment it should be entered. In this case, enter the word ñcheckò then enter the check number. 

Enter the amount paid and then save your transaction.  
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Å Click the Apply button and the following dialog box will appear.  

Å In the Apply Payment to Charges box, fill in 42.40 as the payment.  

 

When you are done entering your applied amount, click on the Update All button to see all the 

changes. The account total will be $10.60 which is the patientôs ultimate responsibility. Save the 

transaction. 

 

To see the status of all of your officeôs insurance claims, pull down the activities menu and select 

claim management. 
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The screen shows the status of every claim. The claims are organized in batches, according to 

when they were created. The status of a claim includes whether it was submitted on paper or 

electronically, whether it is ready to send or has been sent to the primary insurer, the response 

from the primary insurer, whether or not claims are ready to sen   d or have been sent to the 

secondary carrier. The status of each claim includes the response from the carrier.  

 

[1] ENTERING DEPOSITS Payments must be deposited.  As discussed earlier, in 

Medisoft Version 12, payments can be applied when entering transactions. In Medisoft 

Advanced Version 12, deposits can be entered and a list of deposits can be creating by pulling 

down the activities menu and selecting Enter Deposits and Payments. To see all deposits click on 

Show All Deposits.  
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BEWARE OF MAKING SURE YOU ARE WORKING WITH THE ADVANCED VERSION 

WHEN THIS IS INDICATED.  

 

[1] QUICK  LEDGER AND QUICK BAL ANCE 

Another function available when using the Medisoft Advanced Version is to obtain a quick 

summary of a patientôs procedures or billing and payment status. This can be done by pulling 

down the activities menu and selecting patient ledger. Once the patientôs chart number is selected 

from the drop-down box the following window will appear:  

 

 

 

It can be printed by clicking on the print icon on the bottom of the screen. 
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If you simply want the patientôs balance, pull down the activities menu and select quick balance. 

Enter the chart number of the patient, and the following will appear:  

 This can be printed by clicking on the print command button. 

 

[1] PRINTING REPORTS 

MediSoft provides structures for all types of reports. The user selects the report structure, and 

filters  out records that he or she is not interested in by filling out a data selection screen specify-

ing a range of chart numbers and dates. MediSoft then fills in the contents of the reportð

inserting data from a file into the report structure chosen. 

 

[1] DAY SHEETS 

MediSoft provides various reports which can present data in an attractive and useful format. One 

type of report is the patient day sheet that is used for daily reconciliation. It lists the dayôs 
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transactions. To create a patient day sheet for Tonya Brown, select day sheets. Click on the 

reports tab and from the fly-out menu select Day Sheets, and then Patient Day Sheet. On the data 

selection screen, enter Tonyaôs chart number in both the ñfromò and ñtoò boxes. In the date 

created range, change the date to read from 1/1/1900 to the present date. Leave the dates from 

range as is. Check Show Accounts Receivable Totals and then click Preview Report.  
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 Once the Preview Report button has been selected the Day Sheet on Tonya Brown should be 

generated (see page 2 on the report): 

 

 

 

[2] Procedure Day Sheets 

A patient day sheet lists procedures, codes, and amounts owed under each patient. On the other 
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hand, a procedure day sheet lists a procedure and grouped by each separate procedure performed, 

the charge for each service, and a list of patient names. To create a procedure day sheet choose 

Reports, Day Sheets, Procedure Day Sheet. To view all procedures, leave the procedure code 

field blank. In the date created range, change the date to read from 1/1/1900 to the present date. 

Leave the dates from range as is. Check show accounts receivable and then click Preview 

Report. You will get a report listing every day, every patient, grouped under the procedure name 

(see page 2 on the report for the patient information).  
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[2] Payment Day Sheets 

Follow the same steps to generate a payment day sheet. The payment day sheet groups patients 

by their health care providers, so that the user of this report can see the payments received by 

each provider. 

 

 

[1] BILLING/PAYMENT STAT US REPORT 

When using Medisoft Advanced Version 12, you can print a billing/payment status report, 
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which shows current billing, payment, and claim status of each transaction. To obtain this report, 

pull down the reports menu and select analysis reports. 

 

 From the fly-out menu under Reports, select Billing/Payment status. On the data selection 

screen, leave all boxes blank. Check show all transactions and then preview report. The 

following report is generated (see the 2
nd

 page on the report for details). 
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[1] ANALYSIS REPORTS 

In Medisoft Version 12, a Practice Analysis Report is provided. When using Medisoft Advanced 

Version 12, an additional analysis report, the Insurance Analysis Report, is included.    

 

[2] Practice Analysis Report 

A practice analysis report is usually generated monthly. However, it can be used for any 

specified time, for example, a quarter or a year. It provides a summary of activity for the period 

chosen. Go to reports. Click on analysis reports, and then practice analysis. Leave all fields on 

the data selection screen blank, and click Preview Report. The following report is generated.  
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As you can see, all procedure codes and descriptions are listed, with the charge, the number of 

times the procedure was performed, the average charge, any costs, and the net.  

 

[2] Insurance Analysis Report 

An insurance analysis report can be created when using Medisoft Advanced Version 12. This 

report is created by pulling down the reports menu, selecting analysis reports, and then insurance 

analysis report. Leave all data selection fields blank and click Preview Report.  

 

This report lists each insurance carrier that has been billed, amounts and percentages of claims, 

charges, and payments.  



 

88 

 

 

[1] AGING REPORTS 

Various aging reports are available when using Medisoft Version 12. These reports assist the 

medical office in managing the financial aspects of the practice.  

  

[2] Patient Aging Reports 

To create a patient aging report, pull down the reports menu, choose aging reports, and select 

patient aging. Leave all data selection questions blank and click Preview Report. As with all 

other reports, the details of the report start on page 2. A patient aging report lists each patient and 

the amount each owes to the practice by number of days: current 0ï30, past due 31ï60, past due 

61ï90, and over 90 days. It also lists the total amount each patient owes and each patientôs phone 

number.  
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[2] Insurance Aging Report 

Also in the Report menu is an insurance aging report that lists claims filed by each insurance 

company by days: current 0ï30 from billing date, 31ï60, 61ï90, and over 90 days. Below is an 

example of a Primary Insurance Aging Report: 

 

[1] PATIENT LEDGER  

A patient ledger displays the status of each patientôs account, past activity, and billing history. 

To print all patient ledgers, pull down the reports menu and choose patient ledger, Note that the 

balance range and dates are already filled in. Leave these as is and click Preview Report. You 
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can print just one patient ledger by filling in a specific patientsô chart number. The following 

patient account ledger groups the information under each patientôs chart number, name and date, 

and amount of last payment, place of service, description of the payment, procedure code, 

provider, and amount, with a total amount for each patient. 

 

[1] PATIENT STATEMENTS  

MediSoft provides several different statement formats. Like other reports, the patient statement 

can be filtered by selecting a particular date range and a specific patient or patients. To print a 

patient statement, click reports, then patient statements. Next, choose patient statement, click ok, 
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and indicate that you would like to preview the report on the screen, click start. The data 

selection dialog box filters out all patients except Tonya Brown by choosing her chart number 

only. Once Tonya Brownôs chart number has been selected Click OK. The following statement 

appears on the screen and can be printed. 

 

As you can see, transactions for Tonya and her last payment are listed. The position of the two 

addresses at the top allows you to send these statements in window envelopes. 

 

[1] REMAINDER STATEMENTS  

A remainder statement is sent only after all insurance carriers have paid. This report can be 
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sent when using Medisoft Advanced Version 12. To generate a remainder statement, pull down 

the reports menu, choose patient statements and choose remainder statement (all payments). 

Click OK and then Start to preview the report on the screen. Fill in the data selection dialog box 

for Tonya Brownôs remainder statement. Click OK, and the following report will appear listing a 

patientôs date of procedure, the procedure, the amounts paid by the primary and secondary 

insurers, and the remainder to be billed to the guarantor. 

 

 

 

[1] CUSTOM REPORTS 

MediSoft has many custom reports. Click on custom report list. To see the rest of the custom 

reports, scroll down. Choose Laser HCFA (Primary) W/Form (Note: The HCFA form is now 

called CMS). Click OK. Click start to preview on the screen. Put the chart number in only for 
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Michael Youngblood. Leave the remaining fields in the data selection dialog box blank, and 

click OK. The filled-out CMS form will appear on the screen.  
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To look at superbills, choose superbill from the report list. Click Ok. Then Click Ok for the 

Report Title of Superbill (Numbered). Select start to preview the report on the screen. From the 

drop down box, select the chart number for Dwight Again in both the from and to Chart Number 

Range. Leave the data selection dialog box dates as is and enter no further information. Click 

OK.  

 

Practice Activities 

Setting up a New Practice 

[1] ENTERING PRACTICE IN FORMATION If you are starting a practice or 

computerizing an existing practice using MediSoft, there are several tasks you need to complete. 

To set up a new database file, do the following: 

Å Pull down the File menu and choose new practice.  
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Å Enter the practice name (Dr. Phyllis Malloy). You need to create a folder for the database.  

Å Your data path will be C:\MediData\ Malloy so enter Malloy in the Enter the Data Path text 

box.  
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Å Click create. 

Å In the confirm dialog box that opens, click yes.  

Å With the practice window information showing, fill in Dr. Malloyôs practice information as 

presented below and Save the record.  

 

[1] ENTERING PROVIDER IN FORMATION  

Next, you need to enter provider information for Dr. Malloy. To enter provider information, do 

the following: 

Å Pull down the Lists menu, click Provider, and select Providers in the fly out window or click 
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on the Provider List icon. 

Å On the provider list window, click New. 

Å Add the following information:  

 

Å Next enter Dr. Malloyôs default PIN information by clicking the Default Pins tab. Enter the 

information as shown here 
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Å Click the Save button to save your entry. Then close the Provider List window.  

 

[1] ENTERING ADDRESS INFORMATION   

The Medisoft software program provides the capability of storing address information that is 

important to the practice. To enter information in the address list, either click on the address list 

icon on the toolbar or pull down the lists menu and choose addresses. Click the new command 



 

99 

 

button. In the dialog box that opens, do not fill in the code field, rather tab over the code field 

and enter the following information and choose the type from the drop-down list: 

 

Å Once your information has been saved, Medisoft will assign a code to the patient. The 

information will appear on the address list. 


