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BECOME A COLLABORATEMD PAYMENTS EXPERT! 

CollaborateMD offers an Integrated Payment Processing 

(IPP)

system that eliminates the need for manual payment 

handling,

stand alone credit card systems, and saves time and 

money

for your practice!

In just 10 minutes, we’re going to show you how easy it is

to use in your daily work flow and accept payments

through the patient portal:

 Process Credit Card Payments

 Print Receipts

 Run Reports
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PROCESSING CREDIT CARD PAYMENTS – OPTION 1

As Patients check in, you can conveniently process their credit card 

for payments and copays as part of the check-in process! Just follow 

these simple steps:

1. Select Appointments> 

Scheduler

2. Click on the appointment 

and select Edit or right-

click and select Edit 

Appointment
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PROCESSING CREDIT CARD PAYMENTS – OPTION 1

Increase patient payments by collecting co-pays and payments 

upfront at check-in.

1. Click Payment next to the 

Patient tab from within the 

appointment

2. Enter the payment details and 

select Source as Credit Card

3. Place your cursor in the “Card 

Number” box and swipe the 

patient’s credit card through 

the card reader or manually 

enter the credit card number 

followed by the expiration 

date

4.  Click Save
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PROCESSING CREDIT CARD PAYMENTS – OPTION 2

You can also process a credit card payment from the Payment Section.

1. Select Payment>Post

2. Click the Patient Payment 

option

3. Click the          icon to search 

for the patient who will be 

paying

4. Enter the payment details

5. Select the payment Type and 

credit card source. 

6. Place your cursor in the “Card 

Number” box and swipe the 

patient’s credit card through 

the card reader or manually 

enter the credit card and 

expiration date
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PROCESSING A CREDIT CARD PAYMENT

There are 3 ways to apply the payment. Once you select the payment application, 

CollaborateMD will begin processing the payment. 

1. Credit Account ( Apply Later)
This will apply a payment towards 

the    patient’s account. No 

charge has been created yet, 

and the account credit can be 

applied at a later time.

2. Apply Automatically
This will apply a payment to the 

oldest open charge first. 

3. Apply Manually
This allows you to apply a 

payment directly to a specific 

charge on the patient’s account. 

Note: Clear Payment will clear all 
of the information from the 

payment screen.
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UNDERSTANDING CREDIT CARD RESPONSES

After applying the patient’s payment, CollaborateMD will send the payment for approval and 

collect a response from TSYS. 

 If the payment was 

successfully processed, no 

pop-up/confirmation appears. 

The payment will just collect 

and post. 

 If the transaction is not 

successful, you will  receive a 

pop-up message with an error 

code and description. 

 You will have the ability to edit 

and update the credit card 

information and attempt to 

process the payment again by 

selecting Change to change 

the card information. 
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PRINT RECEIPTS

When posting payments you are able to print receipts automatically by checking the Print Receipt 

.You can also pull up previously posted payments and print the receipts associated with those 

payments. 

1. Select Payment > Payment 

Tracker

2. Enter your desired Search 

Criteria 

3. Click Search

4. On every row a patient 

payment was received, click 

the Print link to open the print 

dialog box and print the 

receipt

*You will need to allow pop-ups from 
CMD in your browser or it may prevent 

the application from opening the print 
screen
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PAYMENT POSTING TO PATIENT ACTIVITY 

Payments will auto-post immediately and you can view the patient’s claim, debit, credit, statement, 

payment, and summary activity. 

1. Select Patient>Patient

2. Use the Search field and select 

the patient you want to view 

payments for

3. Click the Activity button



Contoso
Pharmaceuticals

VIEW PATIENT ACTIVITY 

 After you select Activity, a 

listing will open in a new 

window.

 Click any of the arrows to 

expand the row to see a 

detailed listing of the activity 

data. 

 The activity page will also 

include hyperlinks that open 

specific claims, patients, 

payments, or credits. 
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REPORTS

1. Select Reports>Viewer

2. Find the Daily/Monthly 

Charges and Debits report by 

searching the Daily/Monthly 

Reports

3. Click on the report
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DAILY/MONTHLY CHARGES AND DEBITS

1. Select your filters

2. After selecting your filters, 

click Run Report

A filter page will open for the report you are running. You can filter the report by charge date, payer 

type and patient account type. 
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DAILY/MONTHLY CHARGES AND DEBITS

 The charge and debit amounts 

are shown as well as 

information surrounded their 

associated patients and dates.

 Totals of all charges and debits 

displayed can be found at the 

bottom of the report.

 You can Save the report, Print 

or Export to share with others.

Note: Charge Patient ID and 

Charge/Debit User information 

was removed for example 

purposes. 

This report will display a detailed list of all the charges and debits entered into the system within a 
given time frame. 
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ONLINE PATIENT PAYMENT PORTAL 

You can invite patients to use the online payment portal. Patients can easily make credit card 

payments, view their payment and their visit history. 
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ONLINE PATIENT PAYMENT PORTAL 

After signing into the patient portal, the patient can view their open balance(s) under the My Bill 

page. The patient can click PAY NOW to make an online payment towards their account.  
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PATIENT PAYMENTS ONLINE

After the patient clicks PAY NOW, they can pay their current balance or partial amount. Partial 

payments will apply to the oldest balance first. 
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PATIENT PAYMENTS ONLINE

Once the patient clicks Submit Payment, they will receive a Successful Payment response if the 

transaction was approved. Patients have the option to print a receipt.
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PATIENT PAYMENTS ONLINE

The Patient Portal Payment will auto-post to the patient activity as an online payment in CMD. 
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PATIENT PAYMENT MERCHANT REPORT

Search for Merchant Payments Report in the Report Viewer section and Run Report. End-of-Day 
reporting will tally payments in the application and payments made through the patient portal. 
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ADDITIONAL FEATURES

Additional reporting and added features are available through TSYS’s virtual terminal, Transaction 

Express. 

 Transaction Express is provided without any additional cost.

 Easy to access via any internet connection and even easier to use.

 Additional features includes:
 ACH Sales and Credits

 Credit Card Credits

 Credit Card and ACH Voids

 Recurring Payments

 Additional Custom Payment Reporting
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ADDITIONAL VALUE!

Practices that use integrated payment systems can increase patient payments, and reduce 

collections calls and days in A/R.

 Reduce costs of maintaining old POS terminals, added phone lines, and eliminate cords and equipment 

clutter at check out counters/desks.

 Back office/post-adjudicated payment processing can be done by any staff with access to the system 

without needing to come to the front desk and use the manual terminal.

 Faster check-out process and end-of-day balancing with all processes in one system.

 Quick access to payment history or details to assist patients or for in-office research.

 Help desk and technical support through a full service vendor, 24/7- no middle men or contractors.

 Gross deposits into your existing bank account for simple balancing and auditing( fees aren’t charged 

until following month!)

 NO CONTRACT TERM OR CANCELLATION FEES
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ABOUT TSYS HEALTH

 “Top 10” payment processor serving more than 200,000 merchants.

 Over last ten years have established reputation in healthcare and today process payments for more than 

30,000 healthcare providers!

 In-house provider consultants, help desk, technical supports and backs up their commitment to clients 

with a BBB A+ rating and no required contracts!

 Offers a simple electronic application and merchant acceptance via email avoiding need for paperwork, 

contracts, and long implementation process. 

 Provides partners users with VISA/MC, PCI, and HIPAA compliant products and services, and consult on 

best practices for receivable reduction. 
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RESOURCES - KNOWLEDGE CENTER

Click on the picture below or visit help.collaboratemd.com for Integrated Payment Processing 

FAQs, step-by-step guides, and videos.

https://help.collaboratemd.com/
https://help.collaboratemd.com/help/integrated-payment-processing-faqs
https://help.collaboratemd.com/help/integrated-payment-processing-faqs
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