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Billables for Clients
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Client Daie Time Descriplion Uit iy Rate!Per | Amouni
Jan 03, 2017 | B:D0am - B:06am | Phane Call Hoaurs 0.10| 90.00/ Hour 900
Jan 03, 2017 | B:D0am - B:06am | Phane Call Hoaurs 0.10| 90.00/ Hour 900
Jaf 04, 2017 | B:D0ai - B.30am | Doctor's Appositimedil Hoaurs 0.50| 90.00/ Hour 4500
Jan 05, 2017 | B:D0zm - B.D8am | Sehedule Appaintment Hours 0.10| 90.00/ Hour 900
Jan 06, 2017 | B:00am - 8:10am | Fax Infermaion Hours 0.17| 90.00/ Hour 1500
Chenl Total (Hours &nd §| 087 87.00
TOTAL: 087 (Hours) $67.00
INVOICE TOTAL: i

Billables

Billables will allow you to bill clients for
events such as tasks, appointments and
documented events, without creating a
schedule. It's an ideal feature for managing
billing for concierge type services or case
management. If you perform tasks for clients
such as sending emails or making
appointments, and you would like to bill
without having to set up a new schedule and
run it through the billing process, Billables is

foryou.




Setup Event Categories
Main Module > Setup > User Defined

Prior to using the Billables feature there is some setup that
needs to be performed in the User Defined Module.

Type: ||. Documented Event |

*Dﬁ(r{pﬁon: | Fax Information

Appointment and Task Catorgies are found under the - g
Scheduling menu. Documented Event Categories are found m:: IEIH —
under the Documentation menu.

Add your billable event categories to the respective Master ’ ﬁ;g‘;ﬂ;.—m

Lists: I™[E3 Contact
Display For: /= Organization

* Typeinthe Description of your Billable. I™ £ Office Staff

* Setthe Display For to Client.
* Set the Billable option to “Only Billing, No Payroll”. bl [E1 Ol Biling. No Payrol

* Repeat these steps for each existing or new Event
Category.

P HTCloud Identity




Setup Call Types (Services)

Main Module > Setup > User Defined

Call Types Category: | o]
Code!

Call Types are found under the Scheduling menu. #Call'l’ype: Care Management

Add new Call Types if required. Note:

* TypeinaCode (must be unique). Applies To: | Both Payroll and Billing -
. o Qualification: | |D|v|

* Typein Call Type description. Royalty Percent

* Repeat these steps for each existing or new Call Type. IVR Prompt: | |

Choose 3 Remove

Other Qualifications:

A HTCloud Identity o ‘@ - ||® e

|




Setup for Client

Main Module > Relationship Management > Clients

I will be using the Call Type ‘Care Management’ to demonstrate the setup. You can substitute any Call Type for this setup.
Client Setup

* Add theclient.

» Create an Authorizations for Care Management, set the Rate Package to Hourly and add the Bill Rate.

* Edit the Authorization and change the Hour Code to be “Only Billing, No Payroll”.

Setup Authorization (Supj
T3 Payer's Bill Rates Payers Billing Options = Generate Report B Billing Rate (Support Demo) x
Valid From: |Jan 01, 2017 El To: |Jar1 03, 2037 |z| Valid From: [01/01/1899 [-] 7o [lan03 2037 [

Rate Type: | E Hourly |v‘

* Call Type: |v Care Management |v‘

Specific Person: | |D‘
Rate: $30.000 h
Call Type: ‘EE Care Management

Hour Code: |[=] Only Billing, No Payroll HTCloud Identi l Save ” Cancel l
= | Sty | o |H e @ e |

~Optional

Primary Payer: |} Smith, il

Rate Package: ‘ E Hourly Default

Payer




Add Billable Events

Main Module > Relationship Management > Clients
Now that you have completed the setup you can start adding Appointments, Tasks and Documented Events for the client.

The appointments and tasks can be added to the client’s calendar or as a Documented Event.

Reminder: 1 Motices = Status: o4 Active l L]

Date/Time:| Mar 07, 2017 [looasam [~z @
Person: | & Smith, Bill l£|
Address: [Q San Diego [-| =

4 Add ¥ Delete %P
Involved: ‘& Wright, Sue

R © Nt - Sun(@rcme [ 1@

DateTime:| Mar 06, 2017 [l[osasam [-][1o0 =)
Category: | 2 PhoneCall |‘°l Person: }3 Smith, Bill li‘
Address: | San Diego
R Reminder: 0 Motices -

Involved: S Wright, Sue

Date/Time:| Mar 08, 2017 Fllrocooam [-]o2s [

Category: | & Doctor's Appointment P[] Persan: | & Smith, Bill 9]

d Add X Delete i

Involved:

Categorny: ||. Fax Information |9.




Creating Billable Invoice

You have to create a separate Billables batch for each client you’re billing.

Client; [ & Smith, Bil ]
== Authorization: | [* Smith, Bill - Care Management [
o o ’7
Item # 1 Bill Date/Time Hours Rate Amount Description z
1 Mar 08,2017 10:00 AM 0250 590 $22.500 | Fax Information
2 Mar 09, 2017 03:31 PM 0250 590 822,500 Schedule Appointment
3 Mar 21, 2017 01:30 PM |~ 1.000 590 $90.000 Doctor's Appointment =
4 Mar 17, 2017 10:35 AM 0.250 $30 $22.500 Phone Call
5
6
7
8
9
1.750 157.500 7]
[l i ] v
g o @ =l0=],

What to do:

Click the Scheduling menu, then Billables. Select client name in the Find Area.

Set the Date Range for the period you are billing.

Click Create Billing, the Multi Add Billing screen appears. Choose the Authorization.

* You can modify any of the records or add any new records.

Click Save to generate invoice.

* Billing records will be created in a Batch matching the Date Range with “Billable” in the Batch name. These

records will be found in the Finance Module in Posted Billing.




Print Invoice or Export

Main Module > Finance > Posted Billing > Print Invoice and Export

5 [nvoices

Invoice Instructions

Customized [nvoice

Envelopes and Labels
[Z Fitto Page (Default)
[  Full Size Font (Multiply Pages)

lease phone Atty after sending the invoice.

10039 Jan 16, 2017 Atkins, Atty

B Result(2)
-

[0 Atkins, Atty

7] Calloway, Susan

What to do:

1. Select the batch on the left hand-side of the Find Area and click View Data.

2. Click Reports menu then Invoices to generate the checked invoice(s). You can then print, email or save a copy of the
invoice from the report viewer.

3. Click Actions menu then QuickBooks to export your invoices.




Homelrak

Your expert companions in home care software

www.hometrak.com/support

Facebook.com/hometrak/

HomeTrak Support

assistance@hometraksupport.com
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