Bulk billing

This describes how to perform bulk billing in Profile.

Bulk billing refers to the process of claiming for services from the Government or other funding agencies. Bulk billing can be claimed for the following:

· General Medical Subsidy (GMS)

· Specialist Medical Services (SMS)

· Accident Compensation Corporation (ACC)

· Maternity

· Immunisation

· HepBFree

The frequency in which bulk billing is performed varies depending on your organisation and it can be daily, weekly, monthly or even longer. Payment from a bulk biller is usually made by cheque or automatic payment. This payment must be allocated against each of the invoices that were claimed for. The following flow diagram illustrates a recommended approach for completing bulk billing:


See Process payment at any time for more information about processing payments from a bulk biller. 

· Note: To prevent time being wasted and errors occurring during the bulk billing process, it is recommended that any invoicing or receipting discrepancies are resolved during cashing up prior to commencing bulk billing.

· Note: Profile will check that all data necessary for incorporation of the invoice into a bulk claim has been added, before the invoice can be processed. For example, Profile will stop and warn you if you attempt process an invoice for an accident consultation without an Approval reference.
Validate invoices

Providers must validate their invoices prior to creating a claim. Any adjustments can be made at this stage, for example reversing a transaction that has accidentally been invoiced twice. You can access an invoice to edit non-financial details from this view by double clicking on the relevant invoice line. For further information on editing invoices, see Invoice window See also About the Invoice Validation Window in the help file.
	Step
	Action

	1
	Complete all transactions to be included in the validation.

	2
	Go to Financial / Invoice Validation on the menu bar. The Select Provider or POS window appears.

	3
	Specify the transactions to be validated. Either:

· click OK, and list invoices for all providers and all POS', or

· select the Only radio button, select the required code and click OK if you want to limit the bulk invoices to be validated to a specific provider and/or POS

The Bulk Invoice Validation window appears displaying a list of invoices to be validated: [image: image1.png]| rinnivs O ot ol | 8 T | oo s
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	4
	Check through the invoices to be validated using the Visit Summary report.

· Tip: You can sort the invoices by clicking on the appropriate column header. For example, to sort them alphabetically by patient, click on the Patient column header. You can also edit an individual invoice by double-clicking on it, and making the appropriate changes in the Show Invoice window.

	5
	Select the invoices you want to validate:

· to validate selected invoices, click in the [image: image2.png]


 column beside the required invoice(s). You can also highlight the invoice line and click Check/Uncheck
·  to validate all the invoices, click Check All
· Note: If you accidentally select an invoice that you do not want to validate, de-select it by either clicking on tick to remove it, or highlighting the invoice line and clicking Check/ Uncheck

	6
	Click Validate. A Bulk Invoice Validation Authorisation window appears.

	7
	Enter your password then click OK to confirm the validated invoices. The claim is now ready to prepare, see Create bulk invoices for more information.


· Warning: This procedure will not be required if the practice financial preference in the Invoice tab has been set to allow automatic bulk invoice validation. This should only be set if the organisation is satisfied that any invoicing or receipting discrepancies will be highlighted and amended during cashing up.

Invoice Validation Window

The view has a number of columns and summary information that will enable you to better assess whether an invoice should be validated and a bulk invoice compiled.

Invoices are grouped under each Agency Code.

· Tip: Holding the mouse over any patient invoice line will display a hint message containing details of the invoice and its present status.

	Column Heading
	Description

	Patient
	Agency Code as group heading

Name of patient invoiced under each Agency Code heading

	Age
	Age of patient in years and months

	NHI
	Percentage of patients with valid NHI  under each Agency Code heading. 

NHI number will display if entered in the patient record. 

	Date
	Date of invoice

	TrNum
	Transaction number

	Prov
	Provider code

	POS
	POS code 

	Km
	Displays where distance rate is enabled for Agency claims

	Amount
	Amount of subsidy
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	Tick indicates invoice that has been validated
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indicates that NHI percentage is below threshold for acceptance of claim.


Create bulk invoices

This procedure enables you to create invoices for the agencies for claiming. These are called bulk invoices. Payments are processed in the normal payment manner usually with line reconciliation.

· Note: If claiming electronically, ensure that Profile has been configured to save the electronic claim file to enable its transfer to the relevant Bulk Billing Agency through Healthlink. Otherwise you will be asked to specify where to save the file when the electronic claim is created.

	Step
	Action

	1
	Prior to claiming, ensure the following has been completed:

ensure all fields in the Reference tab of the People and Places window are complete, complete all transactions to be included in the claiming

validate all bulk invoices



	2
	Go to Financial / Bulk Invoices on the main menu. The Select Bulk Invoices window appears:
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	3
	Select Active Financials or other category on the left hand side of the window. Click on the disclosure triangle if necessary, to show the providers that make up the category. Drag and drop the required providers and/or categories onto the required agencies on the right side of the window to select bulk invoices for claiming.

· Tip: To save a set of codes that you have dragged and dropped, click on the drop-down arrow in the Prepare Bulk Invoices field and click on New Set to open a New Bulk Invoice Set window. Type the name of the new set and click Save.

	4
	Click OK. The Prepare Bulk Invoices window appears:
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	5
	The cursor will be in the Flag Lines field. Select the required option from the drop-down list. Choose:

· 'Greater than' to select all amounts greater than the number entered in the adjacent field

· 'All' to select all invoices

· 'None' to select no invoices, used to clear the list

· 'Only Agency' to select only the agency entered in the adjacent field

· 'Only Provider' to select only the provider entered in the adjacent field

	6
	Select the appropriate tick boxes to create print and/or an electronic claim outputs.

	7
	Click Select to prepare the bulk invoice.

· Warning: This procedure will not be required if the practice financial preference in the Invoice tab has been set to allow automatic bulk invoice validation. This should only be set if the organisation is satisfied that any invoicing or receipting discrepancies will be highlighted and amended during cashing up.

	8
	Click OK. The appropriate claims will be created and notification appears on the screen advising how many files and for whom were created electronically.

· Note: If you have selected a paper claim format, you may need to specify the print parameters. You will need to mail all paper claims if they have not also been sent electronically.


· Tip: It is recommended that bulk invoices contain small numbers of individual invoices.

· Warning: If you have just started electronic claiming, you will still need to send paper claims as well until you have been notified by HealthPac and ACC that your site is live.

Send electronic claim

This procedure describes how to send a bulk claim electronically.

	Step
	Action

	1
	Ensure that you have specified the location of the transfer program in the preferences. See General Preferences Other tab for more information.

	2
	Go to Financial / Electronic Claims / Transfer on the menu bar. A Profile window appears.

· Note: This may take a few moments while the connection to HealthLink is established.

	3
	Click OK. The HealthLink window appears showing the files being sent through electronically.


· Note: If HealthLink encounters any errors, the HealthLink Messaging System window appears and automatically display a log file called hms.log. This appears as a shortcut on the PCs desktop called HMS Log. You may also view this by going to Financial / Electronic Claim / Show Log on the menu bar. Scroll down to the most recent entries.

· Tip: It is recommended that bulk invoices are sent at frequent intervals.

· Tip: Bulk invoices can also be handled through the Display Transactions window of the bulk biller. This is particularly useful when you need to resend a claim, or have not been able to send the claim at the time of preparation. Go to Financial / Display Transactions on the menu bar for the bulk biller, double-click on the required bulk invoice and click either Electronic Claim or Print Claim.

