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Batch and Single Payments 

 To create a new batch payment: 

o Go to the Payments menu and select the Batch tab. You will see a list of 

previously created batch payments. 

o Click on the green plus icon labeled “Create a new Batch” to create a 

new batch payment. 

 

 

 

 Important Note: When you are doing a batch payment for an insurance carrier 

and you have multiple insurance carriers with the same name but different 

addresses, they must be linked in the carrier file, since the carrier will include 

them together in a single EOB. The screen shown below is from the 

Carriers/Accounts menu. 
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 Create a new batch check from an insurance carrier. 

o Click on the drop down menu in the “Carrier” field to choose the specific 

carrier for this check. 

 

 

 

o Begin typing the name of the carrier and the relative names will appear in 

the list below. 

o Click the green check next to the carrier name to select that carrier, or 

click the green plus icon to create a new carrier, if you do not see it in the 

list. 

 



EB Pro Batch and Single Payments 
 

    
Payments_Batch and Single Instructions      Copyright © 2011 Easy Billing, Inc.                           6/7/2011 

 
3 

 

 

 Once the carrier has been loaded, on the right of the carrier name you will see a 

blue arrow. You can click on the blue arrow to go to the carrier file. 

 The red minus Icon will remove this carrier if you want to choose another carrier.  

 

 

 

 Click the Check button to create a check for the selected carrier.  You will land 

on the Checks Selected tab on the Selected tab. 
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 Enter the check number 

 Enter the check date. To change 

the date, click on the calendar 

icon. 

 Enter the payment amount 

 

 

 Search for a specific patient by clicking on the drop down at the bottom of the 

screen. Once you enter your keyword search, you will see all the patients that 

match the search, as well as the claim numbers on the left hand side.  

 

 

 

 You can roll over the claims to get info in order to pick a specific claim, or click on 

a specific claim to load that claim.  
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o When rolling over the claim with the mouse in the keyword search, you 

can see the claim number, who created it, the patient’s name, date of 

birth, claim status and who verified the claim. 

 

 You can also click on Claims Relative tab to go to the open claims that are 

relative to this carrier.  

o You can click on the blue arrow next to any claim to go to that claim. Then 

use the blue Back Arrow on the claim to return. 

o If you roll your mouse over the icon for the claim, to view the tool tip, it will 

show the patient name, account number, first date of service and status. 
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 Click the magnifying glass icon under “Load this Claim” for the claim to which you 

want to begin applying money. 

 

 

 

 Click the Pay icon to apply a line payment, or an adjustment to a specific 

line, or 

 Click “Pay All” to pay all lines to be paid in full from this check.
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 Click the Adjust All icon to adjust all remaining line balances. The amount of the 

line balance will appear in the “Amount” field if you have enough money in your 

check to pay that amount, or you can enter the amount that you want to apply to 

that line. 

 

 

 If you click the calculator icon, the remaining balance of that line item will be 

calculated for you, or you can enter the “Adjustment” manually.  

 

 Click the green check icon to save 

 If you entered an “Adjustment” amount, you will be taken to a screen to enter 

your “Reason Group” and “Reason Codes”.  

o Click on the drop down menu to choose the “Reason Group” and “Reason 

Code”, which will be listed on your EOB from your insurance carrier.  

o When sending secondary claims, you must have the “Reason Group” and 

“Reason Code” from the primary payment in the secondary claim. 
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 Continue the process by clicking on the lines to which you want to add payments 

and adjustments, until you have completed applying payments and adjustments 

to this claim. 

 While you are entering payments and adjustment for the claims, the “Applied” 

and “Unapplied” amounts are constantly updating. 

 

 

 

 Once the payments and adjustments have been applied to a claim, if there is a 

line balance remaining you will want to update from primary to secondary, or to 

patient, etc.  Click on '1','2', '3', or 'P' to update all the lines at one time, or you 

can change it on each individual line. 
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 When applying a payment or adjustment you always have an option to view a 

previous note that has been entered, or you can create a new note by clicking 

the note creation icon that's specific to this charge.   

 

 

 

 When creating a new note, you can set the note priority, add this note to this 

statement, or to the superbill. Click the green check icon to save any changes. 
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 When finished with the claim, click the Claims Relative tab to continue applying 

this check to another claim. 

 

The batch payment process is the same for a patient as it is for an insurance carrier. 

 

1. Click the green plus icon to create a new batch. 

2. Click the drop down to choose the patient name, id, claim number, or 

DOB. 

3. Choose if paying by check, debit, cash or credit card. 

4. Enter the check number, change the date, if needed, and enter the 

amount of the check. 

5. Click on any claim to load, apply payments and adjustments.  

6. When you are finished, if you have any applied amount, those can be 

used later toward any of their visits. 

 

 Click the Applied Items tab to see all of the claims that have been applied in this 

carrier's check.  

 If you click on the claim on the left hand side, you will see on the right hand side the 

corresponding payments, adjustments and reason codes that have been applied 

specifically to that claim from this check. 
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 Click the blue arrow to the left of each line item charge go to the Charge Entry 

screen to view specific detail and add information, such as referral, or 

supplemental information. 
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 Click the blue arrow to the left of each line item payment go to the Applied 

screen to view specific detail and add information, such as referral, or 

supplemental information. 
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 The claim status can be updated at any time by clicking on the Claim Status 

tab.  

 Click to select or deselect each of the statuses to update the claim according 

to the payment that has been made. In this case, “PMT from Primary”. 
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 On the Checks tab, click on the icon to select a check. 

 

 

To print the Payment Report, click on the red, white and blue report icon labeled “Batch 

Report” on the Checks tab, or on the Applied Items tab. 
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1. If you want to export the info to Excel, choose the Preview button and then 

you will be able to access the Excel export feature.  

2. You can create a PDF, or print the report. 

3. Click the blue Back Arrow to return.  

 

 

 

 

 

 

 

 


