
Identif ication of 
"Needs refund"  

complete

Queue 
created

SSIS to 
O:Drive

Input f ile to 
bot queue

Click Prof Tx 
inquiry

(4)

Search tx # from export 
(TX_NUM_IN_ACCT)

(6)

Enter 
Credentials 
and hit "Log 

in"

Dept 10200 
and hit 

continue

Select 
Transactions 

(5)

Click 
"Guarantor 
Account"

(1)

Search by Guarantor 
(account_id) & hit enter 

twice
(2 & 3)

ALT+SHFT+3

CTRL +6

Tab 4 times

Amount = 
CRE_AMOUNT(*-1)?

return to 
step (1) and 

search 
account

Mark as Failure -  
unable to validate 

correct txn
No

Launch Epic

Right click 
transaction 

and hit 
"Refund"

Yes

Enter 
Refund code 

(7)

REFUND_TYPE?

MyChart 
Check
1026

Check
820

MyChart 
Credit Card

1018

Credit Card
860

Click 
Advanced

(8)

"Deselect"  
All
(9)

Find 
matching 

REFUND_TXN
(10)

REFUND_TXN 
found?

return to 
step (1) and 

search 
account

Mark as Failure -  
unable to validate 

correct refund 
txn

No

Select Credit 
Card
(11)

Select 
Gaurantor

(11)

Enter Patient 
Name and 

MRN
(12)

Yes

Alt+A to 
accept

(13)

Another account 
in queue?

Yes

End Automation No

Any self  pay credit work queue can 
contain both -  we would identify by 
payment type
*  Either option would require a check 
to see other open balances as well as 
reviewing the pay code to see if  there 
are charges removed/voided (through 
the appointment desk) if  charges are 
not located, we email the department 
to check if  that DOS will ahve charges 
added
* Bad debt check as well -  if  bad debt 
exists, reverse, apply credit, write off  
remaining to bad debt (as of date for 
posting)

Queue criteria:
1. Valid charges
2. No open balances across guarantor
3. No bad debt (transaction) write offs
4. Patient credit exists (remaining 
balance >= patient payment * -1) 
5. no open claims to payer (f inal bill)
6. does not have outstanding 
insurance balance within 6 months of 
patient payment
7. refund limit only applies to approval 
process (-5000. anything over goes to 
cassie)
8. plastic surgery/odo any IA account 
requires emial approval 

Undistributed balances -  it isnt 
weighed as much as msa and is not 
checked -  only concern is the patient 
paymetn and side of things 
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