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Collections Reports – Patient Level Printed only / Claim Level 

Printed and Electronic file versions 

 

Patient Query, Patient Level Collections Report (Printed only) 

 Go to the Reports / Query menu and select Patient Query. 

 Click the red minus icon to clear the query 

.  

 Select the BAL tab. 

 Under “Patient Status”, select “Collection”. 

 

 Click the blue down arrow.  

 

 Select the RPT tab. 

 Under “Format”, select the “Patient Collection Report”. 
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 Click the Report icon to view and print the report. 

  
 

Collections Report Claim Level 

Claim Query, Collections Reports by TR (Transaction), CLM (Claim), 

PT (Patient) breakdowns 

 

*Claim reports do not include any payments that are unapplied payments. They must be 

applied. 

 

 Go to the Reports / Query menu and select Claim Query. 

 Click the red minus icon to clear the query 

.  

 On the Claim Query screen select the AA tab. For claims including insurance 

and patient balances over 90 days, for example, enter “90” in the “From” field of 
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“Balance Past Due ALL (Days)”.  Or, select AP for claims with only patient 

balances. 

 

 

 When doing any type of aging reports by claim, always be sure to choose how 

you want aging to be calculated by selecting from the drop down list next to 

"Balance Due ALL Date Source" and then updating the found set by clicking the 

blue arrow to the left of this field. 

 

 

 

 On the AA or AP tab, click “Y” on “Claim Open” for Open Claims to eliminate any 

claims where the Claim Status has been changed to “Closed”. 

 Then go to the CLM tab and choose, for example, Claim Status Search and set it 

to “Collection Marked.” This will pull up all claims that are marked for collections 

with balances that are over 90 days past due. 

 

 Click the blue down arrow to perform the search. 
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 Choose a “Collection Action” of “TR”, “CLM”, or “PT” to create a printed or 

electronic file report for the collection agency. This will create a processing event 

and change the claim status from “Collection Marked” to “Collection Sent” 

automatically. The processing event will be found on the Processing tab of the 

Patient screen and the Claim screen.  
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 If you want to see the reports and not create an event or change the status, use 

the “Report Only” button. We recommend doing this so you can see a sample of 

the reports. 

 

 To update the status of the items in your found set from “Collection Marked” to 

“Collections Sent” go to the STS tab.  

 Click the red minus icon next to the list of statuses to unselect all the statuses. 

This step is very important! Then click on the “Collections Marked” status and 

select “Remove” 

 

 

 This action will activate a warning message to make sure that you want to update 

all of the records in the found set with the selected statuses. If you have more 

than one status selected, they will ALL BE REMOVED. Click “Replace” to 

continue, or “Cancel” to cancel the status update. 
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 Finally, unselect “Collections Marked” and select the “Collections Sent” status. 

Then click “Add” to add this status to the found set. 

 

 

 

Collections Report Claim Level - Electronic File for IMS Pro. 

Important Note: You must sign with IMS Pro before sending Electronic Collections 

reports. 

 On the Claim Query screen, CLM tab, click the TR, CLM or PT in “Collection 

Action” to create a file to send to IMS Pro for Artech collections.  

 

 The “Default Collection Path” must be set for each user in Provider/Team menu, 

Preferences tab, Path tab.  

 

 When the ”Collection Report” screen appears, click the blue arrow (top right) to 

go to the event Process Builder screen. 
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 On the Process Builder, click the Export button. 

 

 The file name appears in the upper right of the screen, i.e. A289 and will be 

saved in the “Default Collection Path”. Previous arrangements must be made 

with IMS Pro. 

 

 


