
Instructions to generate a private pay invoice for patient balance due
Action / Instruction Screen Shot
Scenario: Primary insurance payer has been billed and subsequently paid the claim but a balance 
remains for the claim.  In this example, 'Insurance' payer was invoiced for $110.00, payment posted for 
$100.00, write-off posted for $10.00 which is remaining balance to then be billed to patient.

ADMIN module
1. Create new master 

payer in ADMIN – 
Financial Maint – 
Master Payer – Add 
New to be used for 
the patient balance 
billing

2. Create new 
discipline in ADMIN 
– Clinical Maint – 
Discipline – Add New 
to be used for the 
patient balance 
billing

3. Create new charge 
rate for PBB 
discipline in ADMIN 
– Financial Maint – 
Charge Rate – Add 
New to be used for 
the patient balance 
billing

4. Create new 
assessment visit 
note definition in 
ADMIN – 
Assessment 
Definition – Add to 
be used for the 
patient balance 
billing
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5. Create new service 

journal transaction 
code in ADMIN – 
Financial Maint – SJ 
Transaction Code – 
Add New to be used 
for the patient 
balance billing

6. Assign the PBB 
discipline as a 
supplemental 
discipline to an 
office-based worker 
in ADMIN – Worker 
Maint - Worker

CLINICAL module
1. Assign the PPB payer 

to the patient in 
CLINICAL – Patient 
Profile – 
Demographics – 
Payer Policy 
Assignment and the 
PBB payer should be 
set to have limited 
coverage for the PBB 
discipline only
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2. Create a visit note in 

CLINICAL – Patient 
Profile – Visit Note 
on last day of claim 
month with 
remaining balance

Use note name created 
in ADMIN Step 4; SJ 
Transaction Code 
created in ADMIN Step 
5; Assessor updated in 
ADMIN Step 6; select 
alternate discipline 
created in ADMIN Step 
2; enter patient balance 
due in Alternate Charge 
Amount and select 'visit' 
for alternate charge 
basis.
FINANCIAL Module
1. Run Invoice 

Processing monthly 
cycle for PBB payer
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2. Click [Print Required 

Claims] button to 
view and print the 
plain paper invoice 
to send to the 
patient.


