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Accounts Receivable 

Getting Started 

 
 
MAINTAIN/PRODUCTS  
Every type of billable service will have a product setup such 
as Medicare Routine, Medicare Continuous Care etc… Your 
standard billing rate for each item will go into the Price field. 
When rounding issues are persistent with the payer, then 
adjust your Price up slightly so as not to under bill. If you 
receive different rates of service for different locations then 
setup a product for each. The GL sales account must reflect 
the revenue account in your for that product of level of care. 
Pass-Through Income will be in the 5800 natural account 
range. Make sure to uncheck the Taxable field 
 
 

 
 

MAINTAIN/CUSTOMER TYPES  
This is where you will define the general type of customers. 

 

 

 

 
 
MAINTAIN/CUSTOMERS  
Most users find the Last/comma/First ID configuration to be 
best. On the “Ship-To” tab simply create “MAIN” and assign 
the “NOTAX” field.  The default MVI AR account is 0-00200-
00 for all customers and should not change. 

 
 

 
MAINTAIN/CONFIGURATION  
The only time to make changes to this window is when 
working between two years such as between period 12 and 1 
for the new year. If your configuration has been changed, the 
image above shows the appropriate accounts for each 
configuration item.  
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Accounts Receivable 

Overlooked Features 
 

 
 
ENTER/PAYMENT ADJUSTMENTS AND 
TRANSFERS 
Adjustment is used when you need to go into a patient’s 
account and make a change to an invoice. It is best utilized 
where you would rather show the change through the 
payment dialog than through a credit on their account 
through a credit invoice. The adjustment feature works just 
like that of a normal payment transaction except that you 
do not affect the cash account.  

Transfer feature is utilized when you need to take a credit 
from the customer’s invoice(s) and apply it to unpaid 
invoices. In other words, if you received a check from 
someone and marked it ‘post on account’ because there 
wasn’t an invoice to apply it to. After you enter the invoice, 
you can go back and apply the payment previously made. 

 

 
ENTER/ NSF CHECKS 
On occasion a check will come back to the hospice as 
insufficient funds. This operation will reopen the invoice. 
Also use this function when a check has been applied to 
incorrect invoices.  

 
 

 
 
PROCESS/ PERIOD END CLOSE/CREATE 
WRITE-OFF ENTRIES 
In addition to regular write-offs, this feature removes small 
invoice balances caused by rounding issues. 

Write-Off Date: determines where this will post to the GL 
module. 

GL Account: usually lined up to the adjustment account for 
the payer type.  

Customer Type: such as Medicare if updating the Medicare 
GL account.  

Find: review the data grid for accuracy and Post to finish the 
operation. 
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Accounts Receivable 
Monthly Operations 
 

 
ENTER/INVOICE  
Select Invoice, Type of Invoice or Credit to apply against an 
invoice you need to cleanup. The invoice number will 
automatically be filled. The date entered will determine where 
this impacts the GL module. Do NOT change the AR account 
on this screen. The product assigned to the customer will 
default. Add the billable quantity of that product. Select the 
print button and you are done. The majority of fields on this 
window will not be utilized and can quickly be bypassed. 

 

 

 

 
PROCESS/ GENERATE/PRINT INVOICES 
If you do not print your invoices individually as they are written 
you can print them through this window. The Invoice Date on 
this window will override the existing invoice date! Most 
hospices do not send their invoices to their patients or their 
payers, so the form selection does not matter. Select Print and 
the invoices are ready to be posted to AR. Invoices must be 
generated/printed in order to be posted. 
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ENTER/PAYMENT  
Enter the total deposit amount in AR Total. For each line item 
Reference the check number being deposited. Browse for the 
Customer and enter the amount that applies to this customer. 
Double click on the left margin or use the Customer Account 
button and apply this amount to the proper invoice(s) by 
selecting the left margin. Avoid using the Post on Account 
button. There must be a zero Undistributed amount after 
applying the payment to the invoice. Select the post button and 
print the deposit slip and payment register. 

 

PROCESS/ POST TO GL/INVOICES & PAYMENTS 
Until the transactions are posted to the GL they will not show in 
GL reports. Payments must first be posted to the AR module. 
This is usually done while entering the payment. However, if it 
was not then go to the PROCESS/POST TO GL/PAYMENTS 
window. 

 
Accounts Receivable 
Monthly Operations 
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Accounts Receivable 
Monthly Operations-2 
 

PROCESS/ PERIOD END PROCESSES 
AR should be closed each month just like the AP Period End 
Process. This operation will help insure we have not missed 
anything for the period we are closing.  Multi-View highly 
recommends that you keep your periods current! 

 

PROCESS/ PERIOD END PROCESSES/ PRINT 
STATEMENTS AND TAX REPORTS 
These two features are designed more for a manufacturing 
company than for healthcare. For this reason you will probably 
not do anything with these reports. However, they  

 
 
PROCESS/ PERIOD END PROCESSES/ PERIOD 
END CLOSE 
The 'Move Invoices and …' box should not be checked. It is 
designed for organizations that process thousands of AR 
invoices each month.  

Prerequisites - The same as in the other modules. You must 
print each report that is required and perform all processing 
items so there are no red lines that will prevent the Period 
End Close process.  Closing period 12 in AR functions as the 
year end close and will force all data to history. 


