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Handling Co-Pay’s 
 
 
Co-Pay is the amount an insured patient is expected to pay for a medical and / or material 
expense at the time of their visit.  
 
When you create a patient invoice you need to adjust the amount the patient owes to include 
any co-pay required of their insurance plan.  Depending on the patient’s insurance plan, co-
pays may be for the medical or material.  No matter what the co-pay is for, you will handle it the 
same way… on the patient’s invoice. 
 
 
Entering the Patient’s Co-Pay 
 
When the patient’s invoice is created and the services and / or products are billed to patient’s 
insurance plan, the total cost of the service and / or product is displayed in the Insurance 
Amount column. 

 
 

 
 
Note that the total cost of the service and/or product in the Amount column is now split between 
the Insurance and Patient Amount columns, with the co-pay showing in the Patient Amount 
column.  
 
Remember that the cost shown in the Amount column is what is being billed to the patient’s 
insurance plan. Since the patient’s insurance plan has a $10.00 co-pay, we accept payment for 
the co-pay, bill the insurance plan $93.00 expecting to be paid $83.00 from the patient’s 
insurance plan.  
 
 

Please refer to the “Adjustments and Discounts” job aid for additional information. 
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