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IHD  Dashboard + Key Reporting User Guide 
 
Some standard reports were included in the workbook with custom reports. This document provides 
information on the custom (non-standard) reporting installed as part of the installation agreement with 
Seacoast, along with several key standard reports on the SurroundLab AR menu. The workbook 
references in this guide refer to the Excel file discussed during the sales presentation. To find a specific 
report in this document, use Control + F and search by the tab name as shown in the workbook or a key 
section of the name.  
 
Please contact your Seacoast Support Representative if you have any questions.  
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IHD Dashboard Reporting 
 
Month End Summary 
Bill ing System > Management Reports > IHD Dashboard Reporting > Month End Summary 
or 1,8,56,1 

The Month End Summary report requires data to collect. When you enter this screen, you are initially 
only offered two input fields and the Summary or Detail field is defaulted to S for the summary 
selection.  
 
Output Device: Enter a valid Device ID or enter “/L” (List command) to generate a list of all Output 
Devices. You can also generate a list of matching devices by entering the first few characters of the 
description or alias. This field is required.  
 
Summary or Detail: Enter "S" to produce a Month End Summary for Billing, Edit, and AR Activity on one 
report. Enter "D" to produce a Month End Summary Detail Report for either Billing, Edit, or AR Activity. 
After entering Detail, you will then need to answer the Report Type question. 
 
Include Current Month: Enter “Y” to Include Current Month on the Summary. 
 
Sample Inputs for Summary Selection 

 
 
Enter the Output Device the File Name. Select Print to run the report.  
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Changing the Summary or Detail input response to D for Detail provides the list of input options related 
to the detail output format of this report. The detail output allows the report to be sorted by Client ID, 
CPT Code, Department, Financial Class, Location, Payer ID, Specialty, and ST.  
 
To use the Sort By “Specialty” option, users must first define the Specialty ID and attach to each Client ID 
using the Client Definition Specialty field.  
 
Util ities > File Maintenance > Clients > Specialty Definition or 2,1,1,5 

 
 
Util ities > File Maintenance > Clients > Client Definition or 2,1,1,1 
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Sample Input for Detail Selection 
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Detail Report Input Criteria  
 
Detail Type: Enter "A" to get a detailed AR Activity Report, "B" for Billing Activity, or "E" for Edit Activity. 

This field is required if running in detail. 

Report Type: Period: The "Period" report type will show the data for your selections within the specified 

date range. Trend: The "Trend" report will show a particular category of data trended by month within 

the specified date range. 

Beginning Year: Enter the 4 digit Year for the Beginning reporting period. Month: Enter the number (1-

12) of the Month for the Beginning reporting period. 

End Year: Enter the 4 digit Year for the Ending reporting period. Month: Enter the number (1-12) of the 

Month for the Ending reporting period. 

Financial Class(s): Enter Financial Class(s), "/L" for a list or "*" for ALL. 

Exclude Financial Class(s): Enter one or more Financial Class(s) to exclude from the report. 

Payer ID(s): Enter Payer ID(s), "/L" for a list or "*" for ALL. 

Exclude Payer ID(s): Enter one or more Payer IDs to exclude from the report. 

Client ID(s): Enter Client ID(s), "/L" for a list or "*" for ALL. 

Exclude Client ID(s): Enter one or more Client ID(s) to exclude from the report. 

CPT(s): Enter CPT(s), "/L" for a list or "*" for ALL. NOTE: This question is only used for the Billing Activity 

Detail Report. 

Exclude CPT(s): Enter one or more CPTs to exclude from the report. NOTE: This question is only used for 

the Edit Activity Detail Report. 

State(s): Enter State(s), "/L" for a list or "*" for ALL. 

Location(s): Enter Location(s), "/L" for a list or "*" for ALL. 

Department(s): Enter a valid Department Code(s) or "*" for ALL. NOTE: This is a free text field. Please be 

careful to type in the department correctly so that it matches one of the departments entered in Order 

Code Definition. 

Sort By: Enter the Sort field name or "/L" for a list. 
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Sample Month End Summary Output 

 

 

Sample Month End Detail Output 
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Edit Performance 

Bill ing System > Management Reports > IHD Dashboard Reporting > Edit Performance or 
1,8,56,2 

 
This report requires data to collect. When you enter this screen, you are initially only offered two input 
fields and the Summary or Detail field is defaulted to S for the summary selection.  
 
Sample Input for Summary Selection  

 
 
Enter the Output Device the File Name. Select Print to run the report.  
 
Output Device: Enter a valid Device ID or enter “/L” (List command) to generate a list of all Output 
Devices. You can also generate a list of matching devices by entering the first few characters of the 
description or alias. This field is required.  
 
Summary or Detail: Enter "S" to produce an Edit Performance Dashboard for Client Edit Performance 
and Total Edit Performance on one report. Enter "D" to produce a Edit Performance Dashboard Detail 
Report for either Client Edit Performance or Total Edit Performance. After entering "D"etail, you will 
then need to answer the Report Type question. 
 
Include Current Month: Enter “Y” to Include Current Month on the Summary. 
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Changing the Summary or Detail input response to D for Detail provides the list of input options related 
to the detail output format of this report. The detail output allows the report to be sorted by Client ID, 
Edit Reason, Financial Class, Location, Payer ID.  
 
Sample Inputs for Detail Selection  
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Detail Report Input Criteria  
 
Detail Type: Enter "T" for Total Edit Performance or "C" for Client Edit Performance. This field is required 

if running in detail. 

Report Type: Period: The "Period" report type will show the data for your selections within the specified 

date range. Trend: The "Trend" report will show a particular category of data trended by month within 

the specified date range. 

Beginning Year: Enter the 4 digit Year for the Beginning reporting period. Month: Enter the number (1-

12) of the Month for the Beginning reporting period. 

End Year: Enter the 4 digit Year for the Ending reporting period. Month: Enter the number (1-12) of the 

Month for the Ending reporting period. 

Data View: Enter “R” for Real Time or “M” for Month End.  

Financial Class(s): Enter Financial Class(s), "/L" for a list or "*" for ALL. 

Exclude Financial Class(s): Enter one or more Financial Class(s) to exclude from the report. 

Payer ID(s): Enter Payer ID(s), "/L" for a list or "*" for ALL. 

Exclude Payer ID(s): Enter one or more Payer IDs to exclude from the report. 

Client ID(s): Enter Client ID(s), "/L" for a list or "*" for ALL. 

Exclude Client ID(s): Enter one or more Client ID(s) to exclude from the report. 

Location(s): Enter Location(s), "/L" for a list or "*" for ALL. 

Edit Reasons: Enter the Edit Reason, "/L" for a list, or "*" for ALL. 

Sort By: Enter the Sort field name or "/L" for a list. 
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Sample Edit Performance Summary Output 

 
 
Sample Edit Performance Detail Output 
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Sales Performance Dashboard 
Bill ing System > Management Reports > IHD Dashboard Reporting > Sales Performance or 
1,8,56,3 

When you enter this screen, you are initially only offered two input fields and the Summary or Detail 
field is defaulted to S for the summary selection.  
 
Output Device: Enter a valid Device ID or enter “/L” (List command) to generate a list of all Output 

Devices. You can also generate a list of matching devices by entering the first few characters of the 

description or alias. This field is required.  

Summary or Detail: Enter "S" to produce a Sales Performance Dashboard for New Client Performance 

and Total Sales and Commissions on one report. Enter "D" to produce a Sales Performance Dashboard 

Report for either New Client Performance or Total Sales and Commissions. After entering Detail, you will 

then need to answer the Report Type question. 

Include Current Month: Enter “Y” to Include Current Month on the Summary. 

Sample Input for Summary Selection  

 
 
Enter the Output Device the File Name. Select Print to run the report.  
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Changing the Summary or Detail input response to D for Detail provides the list of input options related 
to the detail output format of this report. The detail output for this report may be sorted by Territory.  
 
Sample Inputs for Detail Selection 
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Detail Report Input Criteria  
 
Detail Type: Enter “C” to get a detailed New Client Performance or “S” for the Total Sales and 

Commissions. This field is required if running in detail. 

Beginning Year: Enter the 4 digit Year for the Beginning reporting period. Month: Enter the number (1-

12) of the Month for the Beginning reporting period. 

End Year: Enter the 4 digit Year for the Ending reporting period. Month: Enter the number (1-12) of the 

Month for the Ending reporting period. 

Data View: Enter “R” for Real Time or “M” for Month End.  

Financial Class(s): Enter Financial Class(s), "/L" for a list or "*" for ALL. 

Exclude Financial Class(s): Enter one or more Financial Class(s) to exclude from the report. 

Payer ID(s): Enter Payer ID(s), "/L" for a list or "*" for ALL. 

Exclude Payer ID(s): Enter one or more Payer IDs to exclude from the report. 

CPT(s): Enter CPT(s), "/L" for a list or "*" for ALL. NOTE: This question is only used for the Billing Activity 

Detail Report. 

Exclude CPT(s): Enter one or more CPTs to exclude from the report. NOTE: This question is only used for 

the Edit Activity Detail Report. 

State(s): Enter State(s), "/L" for a list or "*" for ALL. 

Location(s): Enter Location(s), "/L" for a list or "*" for ALL. 

Department(s): Enter a valid Department Code(s) or "*" for ALL. NOTE: This is a free text field. Please be 

careful to type in the department correctly so that it matches one of the departments entered in Order 

Code Definition. 

Sales Rep: Enter Sales Rep(s), "/L" for a list or "*" for ALL. 

Territory: Enter Territory(s), "/L" for a list or "*" for ALL. 

Data Type: Enter the Data Type or “/L” for a list. This field is only valid for Total Sales Performance 

Details Report.  

Match Client Start Date: Enter Y to match the Client Start Date. NOTE: This question is only used for the 

Total Sales Performance Details Report.  

Sort By: Enter the Sort field name or "/L" for a list. 
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Sample Sales Performance Dashboard Summary Output 

 
 
 
Sample Detail Outputs 
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Payer Performance Dashboard 
Bill ing System > Management Reports > IHD Dashboard Reporting > Payer Performance or 
1,8,56,4 

This report requires data to collect. This report offers summary and detail options. When you enter this 
screen, you are initially only offered two input fields and the Summary or Detail field is defaulted to S for 
the summary selection.  
 

Sample Inputs for Summary Selection 

 
 
Output Device: Enter a valid Device ID or enter “/L” (List command) to generate a list of all Output 

Devices. You can also generate a list of matching devices by entering the first few characters of the 

description or alias. This field is required.  

Summary or Detail: Enter "S" to produce a Payer Performance Dashboard for Adjudicated Claims, Gap 

Assessment and Write-Off on one report. Enter "D" to produce a Payer Performance Dashboard Detail 

Report for either Adjudicated Claims, Gap Assessment or Write-Off. After entering "D"etail, you will then 

need to answer the Report Type question. 

Include Current Month: Enter “Y” to Include Current Month on the Summary. 
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Changing the Summary or Detail input response to D for Detail provides the list of input options related 
to the detail output format of this report. The detail output allows the report to be sorted by Client ID, 
CPT Code, Department, Financial Class, Location, Payer ID, Specialty, and ST.  
 
Sample Inputs for Detail Selection  
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Detail Report Input Criteria  
 
Detail Type: Enter “A” to get a detailed Adjudicated Claims, “G” for Gap Assessment, or “W” for Write-

Off Details. This field is required if running in detail. 

Report Type: Period: The "Period" report type will show the data for your selections within the specified 

date range. Trend: The "Trend" report will show a particular category of data trended by month within 

the specified date range. 

Beginning Year: Enter the 4 digit Year for the Beginning reporting period. Month: Enter the number (1-

12) of the Month for the Beginning reporting period. 

End Year: Enter the 4 digit Year for the Ending reporting period. Month: Enter the number (1-12) of the 

Month for the Ending reporting period. 

Data View: Enter “R” for Real Time or “M” for Month End.  

Financial Class(s): Enter Financial Class(s), "/L" for a list or "*" for ALL. 

Exclude Financial Class(s): Enter one or more Financial Class(s) to exclude from the report. 

Payer ID(s): Enter Payer ID(s), "/L" for a list or "*" for ALL. 

Exclude Payer ID(s): Enter one or more Payer IDs to exclude from the report. 

Client ID(s): Enter Client ID(s), "/L" for a list or "*" for ALL. 

Exclude Client ID(s): Enter one or more Client ID(s) to exclude from the report. 

CPT(s): Enter CPT(s), "/L" for a list or "*" for ALL.  

Exclude CPT(s): Enter one or more CPTs to exclude from the report.  

Modifier: Enter a valid Modifier or leave blank for ALL.  

State(s): Enter State(s), "/L" for a list or "*" for ALL. 

Location(s): Enter Location(s), "/L" for a list or "*" for ALL. 

Department(s): Enter a valid Department Code(s) or "*" for ALL. NOTE: This is a free text field. Please be 

careful to type in the department correctly so that it matches one of the departments entered in Order 

Code Definition. 

Allowed or Contractual: Enter "A" for Allowed or "C" for Contractual. NOTE: This question is only used 

for the Adjudicated Claims Detail Report. 

Sort By: Enter the Sort field name or "/L" for a list. 
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Sample Payer Performance Summary Outputs  
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GAP Assessment  
To obtain this report, select: 
Detail Type: G  
Sort By: CPT  
This report is shown in the workbook as Sample GAP Assessment.  
 
Sample GAP Assessment Detail Output 
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Adjudicated Claims  
To obtain this report, select: 
Detail Type: A 
Sort By: P  
This report is shown in the workbook as Sample Paid Claims Report. 
 
Sample Adjudicated Claims Report Detail Output  
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Write-Off Details  
To obtain this report, select: 
Detail Type: W  
Sort By: WO  
This report is not shown in the workbook. 
 
Sample of Payer Performance Report, Write-Off Details Option  
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DOS Monthly Summary  
Bill ing System > Management Reports > IHD Dashboard Reporting > DOS Monthly 
Summary or 1,8,56,5  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This report offers summary and detail options. When you enter this screen, you are initially only offered 
two input fields and the Summary or Detail field is defaulted to S for the summary selection.  
 
Sample Inputs for Summary Selection  

 
 
Output Device: Enter a valid Device ID or enter “/L” (List command) to generate a list of all Output 
Devices. You can also generate a list of matching devices by entering the first few characters of the 
description or alias. This field is required.  
 
Summary or Detail: Enter “S” to produce a Summary of Actual Revenue Details. Enter “D” to produce a 
Detail of Actual Revenue Details. After entering Detail, you will then need to answer the Report Type 
question.  
 
 
 
 
 
 
 
 
  

 

Important Information:  
 

When the Report Type of Trend is selected, users may also select a category for which the 
data will by pulled.  
 

One of the following responses is required for the Category selection: % of Total Charges, 
CPTs per Accession, Gross Charges, Payment per ACCN, Payment per CPT, Payments % of 
Charges, Payments Applied, Total CPTs.  
 

This report is capable of producing multiple, varied Actual Revenue Reports. See each 
option to learn the inputs necessary to create these reports.  
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Changing the Summary or Detail input response to D for Detail provides the list of input options related 
to the detail output format of this report. The detail output allows the report to be sorted by Client ID, 
CPT Code, Department, Financial Class, Location, Payer ID, Specialty, and ST.  
 
 
Sample Inputs for Detail Selection  
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Detail Report Input Criteria  
 
Detail Type: Enter "A" for Actual Revenue Details.  

Report Type: Period: The "Period" report type will show the data for your selections within the specified 

date range. Trend: The "Trend" report will show a particular category of data trended by month within 

the specified date range. 

Category: Enter a Category for the Trend Detail type of Report. Multiple category options exist. Enter/L 

for a list of options.  

Beginning Year: Enter the 4 digit Year for the Beginning reporting period. Month: Enter the number (1-

12) of the Month for the Beginning reporting period. 

End Year: Enter the 4 digit Year for the Ending reporting period. Month: Enter the number (1-12) of the 

Month for the Ending reporting period. 

Financial Class(s): Enter Financial Class(s), "/L" for a list or "*" for ALL. 

Exclude Financial Class(s): Enter one or more Financial Class(s) to exclude from the report. 

Payer ID(s): Enter Payer ID(s), "/L" for a list or "*" for ALL. 

Exclude Payer ID(s): Enter one or more Payer IDs to exclude from the report. 

Client ID(s): Enter Client ID(s), "/L" for a list or "*" for ALL. 

Exclude Client ID(s): Enter one or more Client ID(s) to exclude from the report. 

CPT(s): Enter CPT(s),  "/L" for a list or "*" for ALL.  

Exclude CPT(s): Enter one or more CPTs to exclude from the report.  

Modifier: Enter a valid Modifier or leave blank for ALL.  

State(s): Enter State(s), "/L" for a list or "*" for ALL. 

Location(s): Enter Location(s), "/L" for a list or "*" for ALL. 

Department(s): Enter a valid Department Code(s) or "*" for ALL. NOTE: This is a free text field. Please be 

careful to type in the department correctly so that it matches one of the departments entered in Order 

Code Definition. 

Sort By: Enter the Sort field name or "/L" for a list. 
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Sample DOS Monthly Summary Summary Output 

 
 
Sample Actual Revenue, CPT Sort  

  



P a g e  | 27 
 

  Confidential 
  Rev. May 2022 

Client Volume 
To obtain this report format, select the following inputs:  
Report Type: Trend 
Sort By: Client 
This report is shown in the workbook as Sample Client Volume.  
 
Sample Client Volume Output 
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Rendering Volume 
To obtain this report format, select the following inputs:  
Report Type: Trend 
Sort By: Rendering Physician 
This report is shown in the workbook as Sample Rendering Volume.  
 
Sample Rendering Volume Output 
 
This did not output by Rendering Physician. Is there a default rendering physician being submitted that is 
not on the transaction lines in SurroundLab AR? – Sent to Sherry on 5/17/2022 
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CPT Volume by Dept 
To obtain this report format, select the following inputs:  
Report Type: Trend 
Sort By: Department 
This report is shown in the workbook as Sample CPT Vol by Dept.  
 
Departments must be defined in the Order Code Definition for each test prior to this sort being available.  
 

 
 
Sample CPT Volume by Department Output 
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Actual Revenue Financial Class 
To obtain this report format, select the following inputs:  
Report Type: Period 
Data View: Real Time 
Sort By: Financial Class 
This report is shown in the workbook as Sample Actual Revenue FC.  
 
Sample Actual Revenue Financial Class Output 
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Actual Revenue Payer 
To obtain this report format, select the following inputs:  
Report Type: Period 
Data View: Real Time 
Sort By: Payer 
This report is shown in the workbook as Sample Act Revenue Payer.  
 
Sample CPT Actual Revenue Payer Output 
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Actual Revenue CPT 
To obtain this report format, select the following inputs:  
Report Type: Period 
Data View: Real Time 
Sort By: Department 
This report is shown in the workbook as Sample Actual Revenue CPT.  
 
Sample Actual Revenue CPT Output 
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Actual Revenue by Client 
To obtain this report format, select the following inputs:  
Report Type: Period 
Sort By: Client 
This report is shown in the workbook as Sample Client Revenue.  
 
Sample Actual Revenue by Client Output 
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Actual Revenue Paid Claims 
To obtain this report format, select the following inputs:  
Report Type: Period 
Sort By: Payer 
This report is shown in the workbook as Actual Revenue Paid Claims.  
 

Sample Actual Revenue Paid Claims Output 
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Sales Rep Performance Report 
Bill ing System > Management Reports > IHD Dashboard Reporting > Sales Rep 
Performance Report or 1,8,56,6  

This report provides details on Sales Rep Performance. It may be sorted by Sales Rep or Territory.  
 
Sample Inputs  
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Detail Report Input Criteria  

Output Device: Enter a valid Device ID or enter “/L” (List command) to generate a list of all Output 

Devices. You can also generate a list of matching devices by entering the first few characters of the 

description or alias. This field is required.  

From Start Year: Enter the 4 digit year for the starting reporting period. Month: Enter the number (1-12) 

of the month for the starting reporting period. 

Thru Start Year: Enter the 4 digit year for the ending reporting period. Month: Enter the number (1-12) 

of the month for the ending reporting period. 

From Deposit Start Year: Enter the 4 digit year for the starting deposit date. Month: Enter the number 

(1-12) of the month for the starting deposit date. 

Thru Deposit End Year: Enter the 4 digit year for the ending deposit date. Month: Enter the number (1-

12) of the month for the ending deposit date. 

Financial Class(s): Enter Financial Class(s), "/L" for a list or "*" for ALL. 

Sales Rep: Enter a Sales rep ID or "*" to include All sales reps. 

Territory: Enter a Territory ID or "*" to include All territories. 

Department: Enter a department code to get a report for just that department. Enter "*" to get a 

summary report for each department. Leave the field empty to get a consolidated report for all 

departments. 

Client ID(s): Enter Client ID(s), "/L" for a list or "*" for ALL. 

Client Start Date: Enter the Client Start Date in the format: MM/DD/YYYY. This end date will be the 

beginning range of the date from which to select information. Leave this field blank to select all client 

start dates. 

Order Code: Enter an Order Code or "*" to select All order codes. 

Revenue Type: Enter "B" for Billed Charges, "C" for Cash Collections, or "A" for Actual Revenue. C Cash 

Collections if Deposit selection is entered above.  

Include Test Counts: Enter Y to Include Test Counts. NOTE: This is only for Revenue Type "B". 

Sort By: Enter the Sort field name or "/L" for a list. 
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Sales Rep Billed Charges 
To obtain this report format, select the following inputs:  
Revenue Type: B 
Sort By: S 
This report is shown in the workbook as Sample Sales 1 Billed. 
 
Sample Sales Rep Performance Report Output 
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Sales Rep Cash Collections  
To obtain this report format, select the following inputs:  
Revenue Type: C 
Sort By: S 
This report is shown in the workbook as Sample Sales 2 Cash. 
 

Sample Sales Rep Performance Report Cash Col lections Output 
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Sales Commission Report 
Bill ing System > Management Reports > IHD Dashboard Reporting > Sales Commission 
Report or 1,8,56,8  

This report offers both a summary and detail output.  
 
This report requires configuration settings to be completed by a user in Commission Definition and Client 
Definition.  
 
Util ities > File Maintenance > Clients > Client Grade Settings or 2,1,1,4 

Define the Commission Rates for the SurroundLab AR Company.  
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



P a g e  | 40 
 

  Confidential 
  Rev. May 2022 

Utilities > File Maintenance > Clients > Client Definition or 2,1,1,1 

Enter the Sales Rep ID or IDs in the Client Definition for each Client ID. If this Client ID requires a 
different Commission Rate then what is defined in the Commission Rates for Company Definition, enter 
those in the fields below. These values override to the rates defined for the company.  
 

 
 
 
Once the configuration has been completed for this report, you may run the report to return values.  
Complete the following input fields and select Print to run the report.   

Output Device: Enter a valid Device ID, or enter "/L" (List command) to generate a list of all Output 

Devices. You can also generate a list of matching devices by entering the first few characters of the 

description or alias. This field is required. 

Sales Rep ID: Enter a sales representative id or /L to list those on file. 

Billing Year: Enter the year of the Billing Period for which you want to return data. 

Billing Month: Enter the month of the Billing Period for which you want to return data. 

Territory Type: Enter "C" for Commissioned or "N" for Non-Commissioned. Non-commissioned 

territories are for clients for which no sales commission is paid.  All territories are considered to be 

commissioned by default. 

Detail or Summary: The Detail option shows commission by client for each sales person. The Summary 

option shows just the totals by sales person. Enter "D" for a detail inquiry, "S" for summary. 

Exclude refunds for override payers? Enter "Y" to exclude refunds for defined override payers. Enter 

"N" to include refunds for defined override payers. 
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Sample Sales Commission Report Inputs 

 
 
Sample Sales Commission Report Summary Output 

This report is shown in the workbook as Sample Sales 3.  
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Sample Sales Commission Report Detail Output 

This report is shown in the workbook as Sample Sales 4.  
 

 
 
Sample Sales Commission Report Grand Totals 
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Client Grade Report 
Bill ing System > Management Reports > IHD Dashboard Reporting > Client Grade Report 
or 1,8,56,7 

The Client Grade Report uses the Client Grade Settings of Net Monthly Revenue, Revenue per Accession, 
and Revenue per CPT to calculate the grade for each Client ID.  
 
The supporting settings must be defined by the user in the Client Grade Settings.  
 
Util ities > File Maintenance > Clients > Client Grade Settings or 2,1,1,4 
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Sample Input Selection 

The Output Device and File Name will automatically populate.  
 
Year: Please enter the year in 4 digits (i.e., 2002).  
 
Month: Enter the month for which you want to print the grade report. The report will automatically 
make the calculation based on the month that is six months prior to the month you enter.  
 

 
 

 
 
Sample Client Grade Report Output 
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Management Reports 
 
Transaction Detail Report 
Bill ing System > Management Reports > Transaction Summary & Detail or 1,8,44 

This report allows you to get a Detail or Summary report, for a transaction code(s) that was applied in 
the system for the requested posted date range. Selection criteria can also be determined by payer, 
client and order code. The CSV version (DETAIL only) produces a file with the following fields Txn Code, 
Txn Code Description, Payer, Client, Invoice, Accession, Service Date, Posted Date, CPT Code, Amount, 
Order Code. 
 
Not all of the input fields are required; though, you can choose to limit the data if desired. IHD has a 
custom version of this report which includes PHI as requested. PHI has been omitted below.  
 
Sample Inputs for Transaction Detail Report 
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Sample Transaction Detail Selection Output 
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Claim Status Report  
Bill ing System > Management Reports > Claim Status Report or 1,8,44 

This report offers summary and detail options. The summary version of this report provides the count of 
accessions in each of the status categories, but month of service. The detail version prints individual 
invoices, showing the billing status.  
 
Claims regarding whether they have been fully adjudicated by the primary payer or not within a set 
number of days from submission.  Claims are counted as "Fully Accepted" if all charges have been 
accepted.  To be considered accepted, any of the following transactions must have been applied to the 
charge by the primary payer: Payment, Contractual Adjustment, Co-insurance or Co-payment, 
Adjustment associated with a rejection code If only rejection codes are present, then that charge is not 
considered to have been accepted by the payer. A claim is considered "Partially Accepted" if some 
charges are accepted and some are not. A claim is considered "Denied" if one or more charges have 
denial codes, and none are accepted. "No Reply" indicates that the payer did not send an EOB within the 
designated number of days. The detail version lists the specific invoices that fall into the various 
categories noted by the summary report, as selected by the user. 
 
Sample Inputs Screen 
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Complete the following fields and select the Print option to run this report.  
 
Output Device: Enter a valid Device ID or enter “/L” (List command) to generate a list of all Output Devices. 
You can also generate a list of matching devices by entering the first few characters of the description or 
alias. This field is required.  
 
Starting Service Year: Enter the 4 digit year for the starting reporting period. Accessions with a service date 
within the selected range of months will be included. Claims billed to third party payers in the selected range 
of b months will be included in the report, as long as they meet the other selected reporting requirements. 
Month: Select the starting month (1-12). Accessions with a service date within the selected range of months 
will be included in the report. Claims billed to third party payers in the selected range of billing months will be 
included in the report, as long as they meet the other selected reporting requirements. 
 
Ending Service Year: Enter the 4 digit year for the ending reporting period. Original invoices billed to third 
party payers in the selected range of billing months will be included in the report, as long as they meet the 
other selected reporting requirements. 
Month: Select the ending billing month (1-12). Original invoices billed to third party payers in the selected 
range of billing months will be included in the report, as long as they meet the other selected reporting 
requirements. 
 
Financial Class(es): Enter existing Financial Class(es), "*" for ALL, or "/L" for a listing. 
 
Payer ID(s): Enter existing Payer ID(s), "*" for ALL, or "/L" for a listing. 
 
Client(s): Enter valid Client ID(s), name(s), "*" for ALL, or "/L" for a list. 
 
Referring Physician(s): Enter the Referring Physician, "/L" for a list or "*" for all. 
 
Summary or Detail: Enter "D" for a detail report or "S" for summary. See report description on previous page.  
 
Order Code(s): Enter one or more Order Codes.  Only the selected Order Codes will be included in the output 
(as CPT codes). You can lookup an Order Code using the alias, or first few letters of the description.  Enter "*", 
or leave empty, to include all Order Codes. 
 
Select Status(es): Select one or more Claim Statuses to be included in the report, or enter “ *" for all.  Enter 
"/L" to display a list from which you can select one or more. 
 
Denials Only? Enter YES or NO.  
 
Include PHI? Enter "Y" to include patient information (specifically the patient name) in the output.  
Otherwise, it will be excluded.  
 
Abbreviated Output? In the Abbreviated Output, the following columns are omitted from the output.                                                                      
Primary Payer Name, Modifiers, Member Responsibility, Member Paid, Most Recent Payer Name, Dx Codes, 
Client Name, Client State, Territory, Sales Rep, Ordering Location, Testing Location, Primary Payer Subscriber 
ID, DOB, Gender, Payment File, Billing Credentials (IDs of users who applied the payments) 
 
Sort By: Enter A for Accession or C for CPT.  
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Claim Status Summary  
Please note that Denials occur at the line-item level and not at the claim level.  The Denial - Sub Status 
count is a CPT count or line-item count 
 
Sample Claim Status Summary 
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Claim Status Detail 
To run the Claim Status ACCN Detail Report, choose the Detail option in the inputs screen. 
 
Sample Claim Status Detail Output 
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Month End Reports 
 
CPA (Monthly Charges, Payments, and Adjustments) 
Bill ing System > Month End > Month End Reports > CPA Report 

This report allows you to view Charges, Debit Adjustments, Payments, Contractual Adjustments, Credit 
Adjustments, and Charge Counts for the selected fiscal month(s). If you select a department, the report 
for that department will be produced followed by a second report for all other departments. Since 
multiple departments can be part of the second report, the department title will be 'UNKNOWN'. This 
allows you to produce a company-wide report that breaks out the department of interest. This report 
may be sorted by Client ID, CPT Code, Department, Financial Class, Location, Master Client ID, Order 
Code, Payer ID, Sales Rep, or Territory.  
 
Complete the input fields and select Print to produce the report.  
 
Sample Inputs for CPA Report  
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Sample CPA Report Output 
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Aged Trial Balance (ATB) Summary 
Bill ing System > Month End > Month End Reports > Aged Trial Balance Summary 

The Summary option shows the totals by financial class.  The Detail option shows the totals by financial 
class and the totals by payer. Both the summary and detail aging category are shown as a percentage of 
total AR, plus a line which displays the percent of total AR over 90 days. 
  
When the Creation Date option is selected, then the 0-30 column, also shown as month number 1, is the 
total of all open invoices created during the selected billing month.  (A billing month is the time period 
between month-end closings.)  The month number 2 column is the total for all open invoices created 
during the previous billing month, etc.  Note that the range of days shown (0-30, 31-60, etc.) is not 
intended to indicate a precise number of days, since the date when the month is closed is controlled by 
the user. 
 
Aging Method 2 Date of Service Selection 
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Sample Aged Trial Balance Summary by DOS 
 

 
 
 
Aging Method 4 Last Billing Date Selection 
 

 
 
 
Sample Aged Trial Balance Summary by Last Billed Date 
 

 
 
 
These reports are shown in the workbook as Sample ATB DOS and Sample ATB Last Inv.  
 
 
 
 
 



P a g e  | 55 
 

  Confidential 
  Rev. May 2022 

Aged Trial Balance (ATB) Detail  
Bill ing System > Month End > Month End Reports > Aged Trial Balance Detail 

The Aged Trial Balance, or ATB, Detail Report provides a list of invoices which have open accounts 
receivable balances. This is a standard report in SurroundLab AR, please refer to the SurroundLab AR 
Reports Guide or use ?? in each field to review the online help text.  
 
Sample Inputs Screen 
 

 
 
For each open invoice, the following fields are present on the outputs: Client, Territory, Payer, 
Accession, Resp Party, Invoice #, Last Payment Date, Last Payment Amount, Service Date, Last Bill Date, 
Total Charges, Total Paid, total Credit Adjustments, Total Debit Adjustments, Balance, Age, Last Denial 
Date, ICN, Message Date, Message Type, Message Code, User, Message Free Text.  
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Transaction Summary 
Bill ing System > Month End > Month End Reports > Transaction Summary or 1,9,1,6 

There are three Report Types: Summary, Summary by Financial Class, or Summary by Payer. The 
summary option includes a YTD totals page. 
  
At the end of the report, the Net Change in AR and the Current AR Totals are shown.  The Net Change in 
AR is the increase, or decrease if the amount is less than zero, in the Total AR compared with the 
previous month. The Current AR Total is calculated by adding the Net Change in AR to the AR Total for 
the previous month.  The resulting amount should always match the ATB Summary Total for the same 
month, as long as the month has been closed.  If the Total AR does not match the ATB total, then it will 
be automatically adjusted to match, so that the totals can match in the subsequent month, and that 
adjustment will be shown on this report. However, if the totals do not match, please contact your 
Account Representative, so that the cause of the imbalance can be determined. 
 
The source for this report is the internal AR Summary, which is compiled continually as each transaction 
is filed.  When the AR Total from the Monthly Transaction Summary matches the ATB total, that is a 
good indication that the system is functioning properly, since the data source for the two reports is 
completely different. 
 
Complete the input fields and select Print to run the report.  
 
Sample Inputs for Monthly Transaction Summary 
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Sample Monthly Transaction Summary, Summary Report Type Selection 

This report is shown in the workbook as Sample Tran Summary.  
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Transaction Summary by Financial Class Selection 
 
Sample Monthly Transaction Summary, Summary by Financial Class 

 

This report is shown in the workbook as Tran Sum FC.  
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Cash Distribution Report 
Bill ing System > Month End > Month End Reports > Cash Distribution or 1,9.1.7 

This report shows total payments by age category for the specified period. There are four aging options: 
   Creation Date of First Invoice 
   Date of Service 
   Initial Billing Date 
   Last Billing Date 
  
When the Creation Date option is selected, then the 0-30 column, also shown as month number 1, is the 
total payments applied to invoices created during the selected billing month.  (A billing month is the 
time period between month-end closings.)  The month number 2 column is the total payments applied 
to invoices created during the previous billing month, etc. Note that the range of days shown (0-30, 31-
60, etc) is not intended to indicate a precise number of days, since the date when the month is closed is 
controlled by the user. 
 
Sample Cash Distribution Report Inputs 
 

 
 
Cash Distribution by DOS 
 
Sample Cash Distribution Report Output, DOS Selection 
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Cash Waterfall  
Bill ing System > Month End > Month End Reports > Cash Waterfall  

The Cash Waterfall Report provides information on cash collected throughout the year by based on 
service dates shown in both dollar amounts and percentage of total cash for a given DOS that is posted 
in a month.  
 
Sample Inputs Screen 
 

 
 
 
Complete the input fields and select the Print button to run this report.  
 
Output Device: Enter a valid Device ID or enter “/L” (List command) to generate a list of all Output 
Devices. You can also generate a list of matching devices by entering the first few characters of the 
description or alias. This field is required.  
 
Year: Enter the Year in 4 digits (i.e. 2002).   Month: Enter the month from the list.  
 
Financial Class(es): Enter existing Financial Class(es), “*” for All, or “/L” for a listing.  
 
Payer ID(s): Enter existing Payer ID(s), “*”, or “/L” for a listing.  
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Sample Cash Waterfall Report 
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