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Billing Wizard

The option to have a screen allowing selection of billing items by the doctor come up automatically on the completion of an encounter (where the patient has an attendance recorded) features. Reception staff billing the patient can then select the items already recorded by the doctor, streamlining the billing process.

This needs to be switched on to take effect, and can be done so in a number of ways.

In the “Global Options” there is a checkbox to switch the Billing Wizard on or off.
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The individual user can set the Billing Wizard to be on or off despite the Global Options setting. In “My Options” there is the option to use the Site Default, switch the Billing Wizard on , or switch it off.
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If switched on, when a doctor closes an encounter/consultation, the Billing Wizard checks for an unbilled attendance matching the encounter (i.e. same patient). If one is found, a screen allowing the doctor to record the items for which the patient should be billed, plus any comments, is generated.
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The “Recent Items” list contains the latest items selected by the doctor for billing. Initial selection can be done via the Magnifying glass labelled “Find Item”.

To select a billing item from the Recent Items list, simply click on the required item.

Special Instructions contains instructions set up by the doctor via the Configure button. (See below).

The instructions can be selected by the doctor by clicking on the required instruction. Additional instructions can be typed directly into the Attendance Notes field.

Configuring the Recent Items list and Special instructions is done via the Configure button.

The number of items to show in the Recent Items list can be set.


Placing the cursor on a new line below the last instruction, and typing the instruction in can add special instructions.

Clicking on OK on the Billing Details screen ends the current encounter and saves the recorded Billing details for the reception staff to access. The instructions and any Attendance Notes typed in will show in the Notes portion of the Waiting Room.

When reception staff then bills the patient, the billing screen will display the billing items recorded by the doctor ready for billing.

The reception staff can then bill the items by clicking on the Add All button.

The items will then automatically be added to the account.

If any of the items do not have a unit amount set up, the message below will come up to warn you to correct this in the account.
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Highlight the item select Change and then add in the unit value.
Continue with billing process as usual.
