How do | use Cycle Billing?

NDCMedisoft Version 10 introduced a feature called Cycle Billing

The cycle billing feature lets you print statements every certain number of days. If you want to
print statements every 30 days, you can set up a billing cycle of that length.

Follow these steps to set up a billing cycle:

1. Click on the File menu and Program Options.

' NDCMedisoft Advanced - Medical Group (Tutorial Data)

JEiIe Edit Activities Lists Reports Tools Window Services Help

J pen Practice. ., ﬁ@ﬁ@|‘ﬁ|%éﬁ|@@iﬁ

MNew Practice. ..

Converk Data. ..

Backup Daka...
Backup Scheduler..
Wiew Backup Disks, ..
Restare Data. ..

Set Program Date

Practice Information. ..

Program Opkions. ..

Security Setup. ..
Login/Passwaord Management., .,

File Maintenance. ..

Exit Alt+F4

2. Click on the Billing tab.
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3. Place a check mark in the field labeled Use Cycle Billing.
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4. In the field labeled Cycle Billing Days, enter the number of days you want to pass before
each patient is sent another statement.

Program Options

Statements:

Billirg M ates:

[uick Farmatz:

[vw lze Cycle Biling

[ Create statement biling notes

[ Create claim biling notes

General ] Ciata Entry ] Papment Application l Aging Reports l HlF'.-'-‘-.fl'-.] Color-Coding — Billing l.-’-‘-.gditl

Cyele Biling Days: |30

Statement Biling Maote Code: |5T-5"-TEMENT - @

Receipt: |

Staternent; |

Face Sheet: |

Claim Billing Nate Code: |CLAIM ~| o
[~
[~
=l

\ﬁ Save
x Caricel

&0 Help

5. Click on Save.
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Follow these steps to print statements in your billing cycle:

1. Set up your billing cycle according to the steps listed above.

2. Click on the Activities menu and Statement Management. (Cycle Billing ONLY functions
through Statement Management. Any other method of sending statements WILL NOT function

with Cycle Billing.)
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3. Verify that the statements you wish to send are listed in Statement Management. If they
are not, click on Create Statements.

i Statement Management

Search:l SnrtEy:IStatementNumberLI List Orly... | Ehangeﬁtatusl = | ]|

I Stmt # I Guarantor I Phone I Stahuz I Initial Billing I Eatch I Media I Type I |
t 2 D0OEJOOOD | [4800993-9939 Sent 12M1/2002 1| Paper Femainder | =
n AWAGJEDDD  (121)415-F127 Sent B413/2002 1| Paper Remainder
_D 4 CATSADOD | 2277722 Ready to Send I} Femainder
n 5 DO0JADO0 Feady to Send I} Femainder
a 9 AGADWDOD | 4345777 Ready to Send I} Standard
| 10/BRIJADDND [222]342-3444  Ready ta Send n Standard
_|:] 11/SIMTADOD | [480)555-5585  Hald n Standard
| 12/%Y0UMI0N0 [B02)222-3333 Ready to Send n Standard

-Hf;f] Create Statements

£ Print/Send

4. If the desired statements do appear, you will want to make sure the statements are eligible
to be sent under the set up billing cycle. The statements print according to the Next Statement
Date of each statement. If the Next Statement Date is on or before the current date, the
statement prints.

g Behill Statement
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If you have never printed statements with the billing cycle turned on, statements are printed
according to the Last Statement Date stored in the statement record. If the Last Billing Date
plus the billing cycle interval is on or before the current date, the statement prints. (For
example: If your billing cycle is 30 days, the statement will print if today’s date is at least 30
days AFTER the Last Billing Date.)

If both of these dates are blank, a statement WILL print.
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These fields do not default to appear in the Statement Management Grid. For information on
how to add them to the grid, refer to the article linked on the right side of this screen.

5. Click on Print/Send in order to print or transmit the eligible Statements.



71 Statement Management

EEX

Search:l Sort By |StatementNumberﬂ Ligt Only. . | Change Status | I-l| - | [ 3 | H| ("|

Phaone |Status |Initial Billing |Bat|:h |Media |Ty|:ue |Last Billing Date| Mext Statement Date| ~
t 2277722 Sent 2M 72005 2| Paper Remainder | 2/17,/2005 341942005
_[(4B80)355-5555  Ready to Send 1] Standard
_|[B02]222-3335 Readyto Send 1] Standard
_|[480)333-3333  Sent 124112002 1| Paper Remainder | 2/17/2005 341942005
434577 Ready to Send 1] Standard B
_|[222]342-3444  Ready to Send 1] Standard

o ok
* Canizel
(51

i Electronic

Help

Electronic Statement Type

| [

v Erclude Billed Paid Entries

7. Select the Statement report you wish to print. Remember, there are two general types of
statements, Standard and Remainder. The type of report you choose will determine which
statements from Statement Management will print. If you have both Standard and Remainder
statements listed, the only statements that will print will be the ones with the type that matches
your selected report. If you don’t have any statements listed with the type that matches your
selected report, no statements will print. Click on OK.
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8. Select the type of output you wish to use, and click on Start.
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9. If you wish to filter the eligible statements to only include selected ones, use the Data



Selection Questions to do so. Click on OK. (Note: If you filter out statements that would have
been eligible to print, those statements will print the next time you run your statements, if they

are not excluded using filters again. In general, when doing cycle billing, it is best to leave the
filters blank, in order to print ALL of the eligible statements.)
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10. Eligible statements that were not excluded with the Data Selection Questions will now
print.



Happy Valley Medical Clinic

5222 E. Baseline Rd. Statement Date Char
Gilbert, AZ 85234 0211712005 AG,
(800)333-4747
Make Checks Payable To:
Happy Valley Medical Clinic
Cwiight Again

5222 E. Baseline Rd.

TTA2ZN. 82rd Ave, Gilbert, AZ 85234

Fhoenix, AZ 85021

(80013334747

Date of Last Payment: 12/4/2002  Amount: -8.00 Pre

Fatient  Dwaght Again Chart Mumber. AGADY 000 Case

FPaid by Pai

Dates Frocedure  Charge Frimary Gual
09/03/02 73130 4500 0.00
09/03/02 99213 60 .00 0.00

Fatient  Dwaght Again Chart Mumber. AGADW 000 Case

11. The Last Billing Date and Next Statement Date fields will now update to reflect the date
the statements were printed, and the next date a statement will go out to this patient for these
charges.
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What causes patients to receive statements prior to the Next Statement Date?

There are a few things that can cause patients to receive statements prior to the expected
Next Statement Date.

1. If you print statements from outside Statement Management, Cycle Billing will not be
considered.

2. If the patient has NEW charges and a new statement is created prior to the Next Statement
Date.

3. If the patient has any other statements with a Next Statement Date prior to the Next
Statement Date on the Statement you are looking at.

4. If your data does not reflect any dates in the Last Billing Date field, or the Next Statement
Date field, a statement WILL print.

What causes eligible statements not to print?

There are also a few things that would cause an eligible statement not to print.

1. The type of statement you selected does not match the type of statement listed in
Statement Management.

2. The filters you have entered exclude the statement you are trying to print.

3. The balance on the statement is now zero. (This is an extension of item 2, because there is
an automatic filter that filters out any statement balances under $0.01.)



