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Billing Fundamentals: Dollars and Sense

Billing Summary Checklist

xe "Billing Checklist"This billing summary checklist is provided as a guide for suggested step-by-step procedures to be used when processing billing.  
Before you begin:
Enter all consumers, acuity scores and service authorizations into the system.
The Billing Process:

From the Billing Folder, select the Generic Billing window
· Enter billing by keying each entry or using the quick entry wizard
· To review your entries
· Before saving, click on the Quick Print button to get a Batch Report
· After saving, run the following reports:

· Reports, Billing: Claims Listing Report – Keyed Records Only
· Reports, Billing: Billing Detail Checklist by Location

From the Invoices and Transmissions folder, open the Create Invoices window
· Verify Rates to update any ADL rates from the DRA website files

· Pre-Invoice to review your records and make any changes
· Create an invoice for each customer/funding source combination
· Once you have created an invoice, the Quick Print window will display.  Be sure to run both the invoice (in whatever format is appropriate for that customer) and the accounting entry summary

From the Invoice and Transmissions folder, open the Create Transmission Files window
· Create transmission files for transmittable funding sources
· Transmit files as required.

Finishing Up:

Run the following Billing reports:  

· Claims Listing Report – Not Invoiced: Set filter to “Billing Flag = OK” to be certain that all ‘OK’ records have been invoiced
· Claims Listing Report – Pending Only:  A report used to track authorizations waiting for updates
· Claims Listing Report – Over-Utilized Only: A tool to evaluate service delivery in excess of authorizations
· Expiring Rates: Enter pending authorizations for expired contracts. When setting dates in the retrieval argument, always look back 3 months and forward at least to the end of the period you are billing for to capture all available service authorizations in the system. Note: This report will not include consumers who have no authorizations.

Create invoices and create transmission files for any previously over-utilized records that are released or records that were re-billed as another service.
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