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The original payment allocation mechanism 

 

In previous versions of R4, when money is taken, the receptionist is required to specify which 

provider the money should be assigned to, and which type of treatment (NHS, Private, or 

Sundries) it was paying for. The payments report could then be used to report on how much 

money had been taken for each provider in a period, and in some cases this would be used as the 

basis for deciding how partners within the practice where paid. 

 

This approach does not work well for situations where a payment was made covering work done 

by more than one provider, and spanning more than one category. 

For example, if a patient whose normal dentist is Dentist-A, receives private treatment by 

Dentist-A and Dentist-B, and has a sundry item sold to them, the receptionist will be given a sum 

of money by the patient to pay this bill off.  

 

Using the present functionality users are required to enter three payments, one for private 

treatment under Dentist-A, one private treatment under Dentist-B, and one for sundries charge.  

The new payment allocation mechanism 

 

To address this new functionality has been developed (Allocated Payments), which allows one 

single payment to be automatically assigned to one or more charges. Furthermore it is no longer 

necessary to assign a provider to a payment when it is received (with the exception of Advance 

or Over Payments), and a new report has been created that will split up a payment into chunks 

called ‘Allocated Payments’ according to the treatment or items that they are paying for. 

 

This payment allocation is done based upon the order in which items are completed (i.e. the 

order in which charges are raised on the patient’s account). For example, if the patient had 

received a private item for £20, an NHS charge for £33, and a sundry for £2, then made a single 

payment of £55 is made  by the patient. R4 will then create three separate allocated payment 

entries, a private entry for the cost of the private item, an NHS entry for the cost of this, and a 

sundry entry for the cost of the sundry item. 

 

 

 

 

The date attributed to an ‘allocated payment’ is always the date on which it is allocated, normally 

this will be the payment date, but in situations where the patient is in credit when treatment is 

completed the money will be automatically allocated at that point, so the allocation date will be 

the item completion date. The Allocated Payment will share the properties of the item of 

treatment it is paying for, so if it is paying for some treatment done by Dentist-A, it will be 

attributed to them. 
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This report is available from the Financial Reports dialog, by pressing the ‘Allocation 

Breakdown’ button. 

 

 
 

The report can be run in a number of ways, one of which could be revenue by dentist to 

determine how much money was taken for work carried out by each dentist over a fixed period. 

 
 

As well as running the breakdown report with a number of variable parameters as is possible 

using the above screen, many practices want a quick summary of who has taken what money for 

a set period. This functionality can be accessed through the ‘Breakdown’ button, which when 
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pressed will ask whether you wish to view detail lines, and then run a summary report using the 

dates entered into the ‘Date Allocated’ controls on the main report window. 

 
 

This will detail how much money was allocated to each user/clinic in the system for the period, 

and will break down each user’s allocation into the scheme that the items were paying for (or no 

scheme). 

It will also provide breakdowns of how much money was taken within the period as Cash, 

Cheque, or ‘Other’. The ‘Other’ category relates to any credit card payments, money allocated 

from credit notes, or any allocations made where the money was paid outside of the report 

period.  

The cash and cheque tallies will therefore match the tallies that would come out of a payment 

report made for the same period. 

Authorisation Levels 

 

If you are logged into the system as a treatment provider, but do not have authorisation to view 

other providers financial information as specified in the ‘Financial Reports – Show All Users’ 

user restriction, then you will only be able to bring back information relating to your own 

personal allocations. 

In the main allocation screen, the ‘Payment Allocated to User’ controls will be locked down to 

only allow filtering by user, with the only user available being yourself.  

The breakdown report will only bring back summary information for your own personal 

allocations. 

 

Allocating payment for Sundries to the Clinic 
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When Sundry Items are charged to a patient’s account they will be assigned to the Clinic and not 

a Provider. Therefore, when a payment is made and allocated to the Sundry charge the portion of 

the payment assigned to the Sundry Item will be assigned to the clinic and not the Provider. 

 

Appointment cancellation charges will always be allocated to the patient’s normal dentist. 

 

The original financial reports behave in the same way as they did under the old mechanism, so 

you can still see how much money was taken over a period of time irrespective of allocation. 

The only slight change is that the ‘User’ control is disabled whenever running a report involving 

payments. This is because we no longer assign payments to users at the time the payment is 

made. 
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Dealing with cancelled items and credit notes 

 

This section deals with how the allocation report handles cancellations and credit notes, and will 

only be of interest to users who wish to fully understand how R4 works out who gets allocated 

money when items are cancelled, or when allocations are made from credit notes. It is not 

necessary to understand this in order to use the application, and the scenarios detailed should not 

occur that frequently. 

It may be of use to users who require a full explanation of why R4 has made the allocations it 

has, if this is not clear from the report. 

 

Dealing with cancelled items that have been paid for 

 

When payment is taken for treatment, R4 will create overpayments if the amount being taken 

exceeds the amount of work being charged, and this is necessary so that the allocation report and 

payment report for the same period match. 

If an item of treatment is subsequently cancelled, then this causes a problem, as the allocation 

report would be short that item, and would not balance with the payment report. 

 

Refunds and payment cancellations 

 

Refunds and cancelled payments must appear within the allocation report on the date that they 

where made, otherwise the payment report would not balance with the allocation report.  

The user penalised with the cost of the allocation in the report will be the user selected when the 

refund was made. 

In the case of a cancelled payment, the user penalised will be the recipient chosen for the 

advance payment. 

Credit notes 

 

Credit notes do not represent ‘real’ money coming into the practice, and they are created to cover 

a number of scenarios, sometimes to show good faith and boost patients’ accounts as 

compensation, sometimes to correct imported balances, or to quickly correct earlier mistakes. 

Because they do not represent real money coming into the practice, they do not appear on the 

payments report. 

They do represent money that may be attributed to users from within the allocation report 

however, and in this respect are treated the same way as any other payments. In order to get the 

allocation and payment reports to match therefore, whenever money is allocated from a credit 

note (i.e. the credit note is being used to pay for something), the allocation report will include a 
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line detailing the allocation, but additionally have a negative line taking money away from the 

normal recipient (usual dentist, or clinic). 

The rational behind this is the fact that the allocation has to be made, as the entry will pay for 

treatment. Because ‘real’ money is not coming in, an account will need to pay for this, and it is 

they who effectively foot the bill for the credit note being applied. 

 

Cancelled Charges 

 

Cancelled charges are in effect credit notes, and the cancellation entry will be treated in exactly 

the same way as a credit note. 

 

Cancelled Credit Notes 

 

Cancelled credit notes are effectively charges, and they will be allocated to payment as the 

system finds them 

Cancelled Refunds 

 

Cancelled refunds affectively become a payment. In order that this payment appears on the 

allocation report on the date it is generated, it is added in as an advance payment with the same 

type (credit card, cash etc) of the item it is negating. This advance payment will then be used to 

pay for items as if it had been added in through the till screen. 

 

 

 

Dealing with Advance Payments 

 

In order that the allocation report for a period matches up with the payment report for a period, 

money taken as part of a deposit (i.e. taking the patient into credit), will appear on the allocation 

report for the date it was taken. 

If an overpayment is made then this will automatically be split into a payment to pay off the 

patients balance, and an overpayment part entered into the system as an ‘advance’. If a patient 

owed £15, and a payment for £30 is made, the payment is split into a £15 payment, and a £15 

advance, as illustrated below. 
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At the point the advance is taken, you must specify who will receive the advance allocation, and 

what scheme it should appear under.  

 

 
 

The advance scheme will always default to the default scheme for the patient type, so NHS 

patients will always suggest a scheme of NHS, private patients will suggest a scheme of Private 

etc. If you do not want the advance to appear under one of the scheme totals in the allocation 

report, you should select ‘No Scheme’. 

 

Allocating advances to schemes is only really important to practices who pay their staff for 

advance payments as they are received (i.e. they don’t specify clinic as the recipient), and who 

pay different percentages of money according to the scheme that it is used for.  

As an example, if a practice paid 50% of income for sundry sales, 75% income for Private, and 

pay staff as money is received, then it is important that the advance is assigned properly. If that 

same practice assigns advances to the clinic, which is then allocated to the user only when the 

money is used, it is clearly less important. 

 

It should be noted that if the receptionist were to choose the wrong scheme to allocate an 

advance to, then because of the way R4 will always ensure that money is ultimately allocated to 

the type it is used to pay for, the dentist would still be paid the correct money under the correct 
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scheme, with the re-assignment happening at the point the advance is used (this is explained 

below). 

 

Advance payments will appear in the allocation report in exactly the same manner as normal 

allocations, so using our example above, with advances configured as being allocated to the 

clinic, our allocation report would appear as below: 

 

 
 

Allocating advance payments at the time they are taken does introduce a complexity in that this 

money on account will eventually be used to pay for some treatment, at which point it should be 

allocated to the dentist who performed the treatment. 

In order that the money is not double counted when such an allocation occurs, the provider 

completing the treatment will have money allocated as normal, but the original recipient of the 

advance payment (the clinic, or a dentist) will have a negative allocation amount added to 

balance this out. In effect, the money is taken back from the person who received the original 

advance, and given to the person who actually went on to do the treatment. This same logic 

applies to the scheme, so if the advance was set to go to ‘Private’, but was in fact used for 

sundries, then you would see a negative allocation from private, and a positive allocation to 

sundries for the same amount. 

Taking our example from earlier further, where a £15 advance payment was allocated to the 

clinic, if a dentist ‘SD’ where to perform some treatment, then this advanced payment would be 

used to pay for it. We would then have £15 allocated to SD for the work done, and an entry for 

£-15 to take this money back from the clinic. 

 

 

 

 

 

 


