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1. Select Billing Queue

Filters are available to see Claims for an individual payer, plan, branch, Claim status, Claim type, as
well as start and end dates.

2. From the Billing queue, you can choose the singular action to the right, Actions=> Print or the Bulk
Actions by selecting the box to the left of the Claim and select Bulk Actions=>Print Claims.
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3. Select either Statement with Outstanding Balance — pdf or Statement with Outstanding Balance- doc
(if you need to edit anything on the Invoice) and select Accept. We no longer use “Private Pay

Invoice”.
Select Report x

Check with your system administrator for additional access to report(s).
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ect Report -
Private Pay Invoice
Statement with Outstanding Balance - pdf

Statement with Outstanding Balance - doc

Close Accept

4. Review the Invoice to confirm all populated fields are accurate and Print from the document so that
the Invoice can be mailed.

5. Once the Invoice has been printed you can choose the singular action to the right of the Claim,
Actions—>Mark as Outstanding or the Bulk Actions by selecting the box to the left of the Claim and
select Bulk Actions=> Mark as Outstanding. This action confirms the item has been billed and will
move the Claim from a New Status to an Outstanding Status.
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We do not use the “Submit” function with Invoices. This would leave the Claimin a
Pending/Awaiting Export Status awaiting EDI creation. Invoices do not create EDI files.

Page 2



Invoice Billing — November 2021

Preliminary Authorizations Check Weekly

Pending Authorizations Check Weekly

Patient Unreviewed Appointments Check Daily

e Patient Unreviewed Appointments Report
e FFS Revenue and AR Detail Report

Tip: By managing your Dashboards and Reports you will be able to ensure all Appointments have
been accurately recorded on your Invoice.

1. Locate the claim in the Billing Queue, select Actions=>Charges, then from the invoice view select
Add Charge.

2. Inthe Add Charge pop-up, add the Date of Service Start/Time, Date of Service End/Time, Revenue
Code, Units, Rate, and Reimbursement Rate. Click the Misc tab to add a Description (optional) and
select Accept.

Add Charge »
General Caregiver m

Add Charge =
= -

Date of 1000112020 08.004M Date of 1080112020 02.01AM
Branch GL Visit GL 0 Service Service End
Numiber Number Start
Plan GL WOCR Revenue 0270 HCPCS
Number Code Code
Description Modifier 1 Modifier 2
Modifier 3 Modifier 4
Units* Bill Type* VIS "
Rate* 500 Billed 500

Accept | [ Canca

Reimbursement | 5 ng
Rate*

Contractual o
Allowance*

Discipline Please Select

Mote

Amount

Reimbursement [5.00)
Amount

HAuthorization Select Authorization

Service Please Select

v

v

Accept | [ Cance
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1. To add a patient specific statement message, on the Client Financial Record—>Payers tab, select
Actions—>Edit to the left of the payer.

Actions Self Pay - Self Pay

_d
Edit )
shd of 3 entries
Strike Out

2. Enter the Statement Message you would like to appear on the Invoice. Any Statement
Message populated in this field will apply to all Invoices for this patient.

Emergency Prionty
Export CCD

Am
Edit Patient Plan
Plan Condition Codes Value Codes Occurrence Code  Span Codes

Client Details |Fing

[Payers | Authoriza I Self Pay w Plan® Self Pay -
3,
ayers [ Add | | yerperin Group
Number
Medicare O
PartD
Actions Coverage 08/01/2008 Coverage
= -
Actions Start Date’ End Date
Actlons Plan Priority™ Primary ~ Relationship™ Self v
Subscriber Firs
Showing 1 to 3 of 3| Name*
Address*
User Defined User Defined User Defined
1 2 3
Statement Messsage
Thank you for your last payment. New coinsurance balance present on this invoice. |
Nest Nashville Hom
1689 Charlotte Ave
dashville, TN 37013
>hone: (615)565-659

Note: If you would like an Agency specific message to apply on all Invoices for all patients, your
PointClickCare representative can set the following customizations.

Payment Due Date () Upon Receipt

® Number of days | 30 #

Statement Message please pay with credit card.

Page 4



