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Job Aid · Applying Unapplied Payments 

Select any of the section titles listed below to go directly to that section. 
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Introduction 

This job aid is intended for Brightree Users responsible for billing and/or payment processing in 

Brightree.  Prerequisite Skills include  

This job aid prepares you for the following tasks:  

▪ Setting up new Payment Reasons (Manager or Admin) 

▪ Locating Patient Invoices for payment application 

▪ Applying the Unapplied Payments 

▪ Understanding the reporting options for Unapplied payments 
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Applying Unapplied Payments 

Once the appropriate reasons are set up, you are ready to begin applying Unapplied Payments. 
  

 

From the Patient record, select the Financial tab. 

 

 

Notice the Inv. Status displays "Open," as the default.  To view patient invoices, click the 

Insurance drop-down. 

 

 

Select [Patient]. 
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Click the Invoice #. 

 

 

Beside the payment you wish to apply, click the Apply Payment icon. 

Use the icons to manage and apply payments: 

 

  Edit the invoice. 

 

  Apply the Payment. You will notice that some of the Apply Payment icons are grayed out 

and inaccessible.  These are payments that have been posted. 

 Delete the Payment 

Note: Unapplied Payments cannot be deleted once they are posted. However, adjustments to 

Unapplied Payments, including Reversals, can be made once Unapplied Payments have been 

posted.  This process is covered in another job aid and/or presentation. 
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Click inside the Pay Date field to either type the date or select from the Calendar that displays. 

 

 

Enter an Amount, for example 100.00. 

 

Click the Reason Drop-down and select the appropriate Reason, for example AP-Patient Co-

Pay. 



 

 

 

 

 

5 

 

 

You can either post from this page or save without posting.  Saving without posting enables you 

to review your entries before finalizing the transaction. Remember, once posted you cannot un-

post.  So, correcting a mistaken post is a multi-step process. 

Click Save. 

 

 

Notice that the payment icon is not grayed out and still available.  Select Post Payment. 

 

 

You are asked to confirm the posting. Select OK to finalize this transaction. 
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Report Options for Unapplied Payments 

The following reports have been updated with Unapplied Payment reporting capabilities:  

▪ Deposits Summary Report - Deposit reporting now breaks out all Unapplied 

Receipts included in the deposit  

Note: Unapplied Payments entered by using the Payments on Account feature will post when the 

associated System Deposit is posted.  

▪ AR Aging Reports - All AR Aging reports will reflect the application of Payment 

type Applied Payment and these amounts will reduce the aging balances by the 

appropriate amounts. 

Note: Unapplied Payment Balances are not included in the AR Aging Reports.  

▪ AR Activity Reports – Both AR Activity reports will include the following:   

o A new Applied Payment column has been added to the AR Activity Report 

output to reflect the reduction of AR by the application of the new Applied 

Payments Payment Type 

o The Payment section of the Report Criteria will allow for the selection of 

Payment Type Applied Payment 

Note: Unapplied Payment Balances are not included in the AR Activity Reports.  

▪ Other Reports – In addition to the above, all reports that have options for 

delimitation by Payment Type, include the option for Payment Type Applied 

Payments, and any reports that deal with Payments, such as Ad Hoc Reports, Cash 

Activity, etc. 

▪ AR Worksheet – The AR Worksheet report will have a new line item to reflect the 

total of all Applied Payments.  The processes for using the AR Worksheet in the 

month end balancing process should remain unchanged as these payments were 

previously recorded in the Payments section of this report.  

A further breakdown of the AR Worksheet is displayed below: 
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The following reports provide detail related to the utilization of both Unapplied Payments and UP 

spend down via Applied Payments and will allow for the tracking and audit from a General 

Ledger perspective. The GL Detail report can also be used to track and audit Applied Payment 

Adjustments:  

▪ Patient Account History - The Patient Account history will differentiate between 

standard payment and applied payments as well as specifically reflect the Applied 

Payment reason 

▪ Patient Statement – Patient Statements will differentiate between standard 

payment and applied payments as well as specifically reflect the Applied Payment 

reason 

▪ GL Detail – With the addition of the new UP GL account, you can now identify all 

UP adjustments transactions using the GL Detail report. See sample on following 

page. 
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15.  This completes the process

 

The transaction has posted and the Post Payment icon is now grayed out and inaccessible.  
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Legal Notices 

©2020 by Brightree LLC 

All Rights Reserved.  

 

Disclaimer 

All information presented herein is solely intended for employees of Brightree customers in connection with their use of the Brightree application as a 

supplement to training, and to illustrate how Brightree can be utilized by a typical company. Statements and examples used in the presentation are not 

intended to contradict or in any way override the written or verbal instructions of the customer (“Licensee”). The Licensee is responsible for establishing its 

own practices and procedures and making each of their employees familiar with them, including those related to the use of the Brightree application. Nothing 

in this training material should be construed to be instructing any Licensee employee to violate any Federal, State, or other jurisdictional law or regulation; or 

to violate any aspect of the Licensee’s established practices and procedures. For the avoidance of doubt, Brightree uses a fake name generator to make up 

false or random names and addresses for inclusion into Brightree training materials and Brightree does not intend for these names and addresses to 

represent or relate to any real individual person or entity. 

The information contained in this document is the copyrighted property of Brightree LLC. No part of this document may be reproduced, republished, 

translated, stored in a retrieval system, or transmitted in any form, or by any means, mechanical, photocopying, recording, or otherwise, without the prior 

written consent of Brightree LLC.  Brightree LLC may take any action permitted by law to enforce its rights hereto.  

The information contained in this document is subject to change without notice. The enclosed materials are not a contract and create no rights upon the 

reader or obligations of any kind on Brightree LLC. Brightree LLC reserves the right to make changes to any products or services described in this document 

at any time without notice.  Brightree LLC shall not be liable for the actions or inactions of the reader in reliance upon the information contained in this 

document. 

Trademarks 

Brightree is a registered trademark of Brightree LLC.  Any other product and company names used herein are the property of their respective owners. 

Version 

This documentation was prepared in conjunction with the latest release of Brightree, but may be utilized with future releases until such time that more 

current materials are published. 

Comments 

Any questions regarding the information herein should be emailed to the attention of: support@brightree.com.  

mailto:support@brightree.com

