Avatar Guide: Aged Accounts Report
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1. 	Running Report – Monthly Task
A. From “HomeViewBILLING” use the “Search Forms” field in the “Forms & Data” widget to locate the Aged Accounts Report. Alternatively, the report can also be accessed by the file path. Under the “Search Forms” field is an option to Browse Forms. Click “Avatar PM” and then from the drop down list go to Billing, then BHMIS Reports, then select Aged Accounts Report. 
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2. 	The Aged Accounts Report form will open and the fields in red font are required in order to process the report:
· Effective Date: Click “T” button to populate today’s date.
· Date of Payments: Click “T” button to populate today’s date. 
· Age From Date: Select: The Date – The Service Was Performed”.
· For Individual or All Clients: Select “All Clients” unless running for a specific client outside of monthly process.
· Client ID: Will typically ignore this field. Will only use if running report for a specific client. 
· Summary or Detail Report: Select “Detail Report” 
· Individual or All Guarantors: Select “All Guarantors” 
· Guarantor:
· Service Billing Status: Select “Billed Services Only”. 
· Additional Sort: Select “Yes”.
· Which Item Do You Wish To Sort By: Only applies if you select “Yes” for “Additional Sort” in field above. Select “T1 = Date Of Service”. (This will allow you to see which services are the oldest and work those first)
· Aging Category: Field prepopulates with 0, 30, 60, 90, 120
· Include Zero Balances {Y/N]: Select “No” 
· Sort By Name or ID Number: Select which you want to sort by.
· Print Discharged Episodes Only: Select “No”

See next page for sample
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To print the report, select the printer icon button at the bottom right of the screen. If printing, ensure that the viewing size is no more than 100% so the report will print in the correct size. To close, click the red stop sign button with an “X” located in the lower right corner. This will take you back to the “HomeView BILLING” screen.* 

Notes of Interest: 
· Sorting by Date of Service will cause the report to display a “zero” balance day as well as days with balances. 
· The report doesn’t have the ability to “exclude” specific guarantors so it pulls in every guarantor including self-pay, self-pay UMDAP, County (5000), KTA (Medi-Cal), County SUD (displays on report as ADS for guarantor name), Medicare Part A, IEHP and Molina Mediconnect, 
Medi-Cal SUD, and DMH (Medi-Cal).
· 99999 Guarantor does not show on this report
· The report will show negative balances (credits). 
· The report is currently cutting off the whole guarantor name in the “Source” column on each detail page. 
· To differentiate between Medicare Part A and Part B guarantors, user will need to move forward to the “Totals” page for the Date of Service, check for the Medicare Part A and Part B guarantors total, and then move backward to the detail page and determine which lines total the amount for each of those guarantors, if both are on the “Totals” page. 
· Final page of report will show total of all aged accounts for each guarantor type and grant total of all guarantors aged accounts. 
· It breaks out totals by 0, 30, 60, 90, and 120 days. 
· It provided total number of episodes and average amount.  
· *Currently can’t change the print set up to print one-sided only or in landscape view. Information is cut off on the right side by printing in portrait view.
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