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Cash Posting – Procedure
Responsible Office:		Yale Medicine	 
Procedure Sponsor:		Associate Director, Special Programs, Cash Posting			
Effective Date:			4/1/2026
Scope
This procedure applies to all YM staff who process payments for the YM Account Receivable department. 

Procedure Purpose
The purpose of this procedure is to provide instructions on the cash posting process.	
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EFT – Electronic Fund Transfer
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Cash Posting – Payment Batch Assignment and Posting
Team leader obtains remit payment and manual post batches from Payment Processing to post.  
Team leader assigns each batch to a cash poster and records assignment in the Accounts Receivable Cash Management System.  
EFT batches are received by a direct feed into Epic and Bank of America.  Due to this update remits are worked one day behind from the deposit date.  
Cash poster posts the remit to the Accounts Receivable System.  
Cash poster completes the batch assigned and works any unmatched/undistributed payments to fully process the remit.  
The Explanation of Benefits/batch electronically scans to the Accounts Receivable System.  
The batch number and poster name are electronically date stamped to the Accounts Receivable System.  
Note:  If the remit batch does not balance, the cash poster reviews the batch detail to identify the difference.  If the control total is incorrect, the difference is brought to the attention of the Team Leader.   The Team Leader will address the discrepancy with the Payment Processing Department.  The corrected remit will be returned to the cash poster. 
Manual batches are received via direct feed from Onbase. Explanation of Benefits are scanned into Onbase which will generate a manual posting batch in the accounts receivable system. 

Special Situations & Exceptions
Exceptions to this procedure must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to Claudia.Meyers@yale.edu. 
Roles & Responsibilities
· N/A

Contact Information 
· Kathy.Bunko@yale.edu		203-737-1834	
· Robert.Blount@yale.edu	203-785-4609
Version History
· Date: 02/07/2022 – no changes
· Date: 04/01/2026 – added 1.8 and #2
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