Bp VIP.NET QUICK REFERENCE GUIDE

Billing and Redirections

Bp'leaming

To bill an invoice where the patient is paying for the whole invoice:

A B. Saves and enables
email of PDF invoice

C. Saves the invoice
D. Cancels invoice

Payment received:
Redirected Amount ()

0 o [ J[e= ] E. Saves and opens
Payment screen

1. Select the patient from the Appointment page and click F5 or click El — A
2. The ‘Consultation’ screen opens. Change the ‘Service Date’ if required. Emainvas B
3. Check the Provider is correct and the Feescaler shows ‘Private’. “ C
4. Click in the empty ‘Code’ field and start typing the charge code. D

8 5. The ‘Charge Items’ screen opens, and the selected charge code is displayed in blue.

é 6. Click OK button or Enter on your keyboard to verify the correct charge code. E

= e s - 5 x| 7. Click one of the

g : o 5 3§ | oc  Onm following buttons to save

© - e == and action the invoice:

> — Wi Pifgs | ©#ie  Otmsie

E:. - w:n: No payment received:

= L I A. Saves and Prints

= | e a paper invoice

[ |

When an Insurer pays a portion on a patient’s invoice, this can be recorded
on Bp VIP.net using Redirections:

Jane SMITH COLPROC Colonoscopy
Surgeon: Gasroen, Adam 1. Repeat steps 1 -3 from
Anaesthetist: Patterson, Hugh
(b <Ref Doc: Dr Victoria Aubrey Ph:> = above
E Consultation - Smith, Jane
8 e = n 2. Because this is an operation
Service Date 14,/05/2020 ferral Ref from: Aubrey. Victoria Started: 19/03/2019 Ref to: Cardiclogist. ~ U (1 available) Print Invoice .

c NS [ [[rmmer | | [ the charge code will default
S e — i to the invoice with any other
8 S [@]cm procedures from the
— toes o | tk Cam |||, oo nszmo | ‘Operation’ screen.

c Date. Code Subsidiser |M“ Q(yl Fee Scale| Sub Scale| 7 | FB:ZI Fee| &b‘Ll Subsidy| Gap (n)|GST ‘

g 14/05/2020 _[COLPROC ~ _[PVT. Prvate (Fee, [Golonoscopy 100]  1.00000) 1000000 1.000.00] 100 0000 1.000.00] 3. Add the Insurer tO the LeSS
= e e : = K e O Redirection to:’ field (see *
8 Note below)

o) 4. Add the insurance portion
é into the field beside the
= 4 Insurer. The patient
% T ——— = - R ‘Balance’ of the invoice will

O Subsidy 4 1 Less Redirection o [SXINS, St Cross (e | [ 7eo00] displ
— O Gaply) 2 Balance to be paid by [ | CIither [_zs000] |Sp ay.
M TPatient Details (F3) 5. The Operation link is created.
T * Note: If the ‘Redirector’ is recorded in the _—
Enwldersl 1 Fmam:la\IZFaml\yl More F3 | " 6 Save or Pay the nvoice.

]

‘Patient Details > Financial Tab’, the insurer
will populate automatically into the ‘Less

o ) Redirection’ to field in the Invoice. It can be
Statements [ No Fecs deleted from the invoice.

Feescaler [PVT. Pavate
Subsidiser

Redirector |
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Bp VIP.NET QUICK REFERENCE GUIDE

Private and Redirection Payments
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Receipt a Payment from the Insurer

.

B’

Learning

1. If you are paying the invoice immediately, click the ‘Pay (F6) button from the Consultation screen.
2. Theinvoice is saved, and the ‘Payments’ screen is displayed.
3. Select the Invoice for payment and click the ‘Tag’ button or ‘Spacebar’ on your keyboard.
4. When the invoice is tagged the details will display in the top field and the ‘Total to be Paid’ will display the
balance. ,
Discount
"'7';*""'5'““’"""‘ s 4 wing Pay Gredt Over  Decine | D3

7000 0.00 0.00 0.00

Reference £

1 patientslorganisations tagged. [ 70.00] 70.00] 000 000 0.00|

Sortby @ System (O Sewvice Show O System @ Service [ Show Quotes [/] Show Owing Refunds [] Show Tagged

5. Enter the payment ‘Type’.

6. Record the payment in the
‘Acct Credit’ column.

7. Click ‘Email/Print or OK’ to
save and action the payment.

Date Details Gty Charged

ECG 100 70.00

Tagged INV lines will display yellow.
You can tag more than one and the
balance of all tagged INV will display
in the ‘Total to be Paid’ field.

Discounts:

If a discount has been
established, use the Less
Discount’ field to record either the
$ or the %. This will show as an

Untag H Umagull | Filter H Reset ‘ ‘ E) H Next ‘ ‘ T

official discount in the reports.

System Date = the date the invoice was added to the database

Service Date = the date the patient attended an appointment

Sort By: Sorts INV chronologically by System or Service Date

Show: Shows all INV with System or Service Date

If the System and Service dates do not match, ” is displayed by the year.

When a patient has paid their portion of a ‘Redirected Invoice’ the Insurer is

receipted separately:

(@ Transactions - Smith, Jane

VIP 2000 Filter [ Show liems

(] Show Journal Entries

] Show Taaged
] Show Deleted

[ Show Refunds As Owing

Find Next Tag intag All WSy

@ Sort By System Date O Sort By Service Date O Show System Date. @ Show Service Date

. (0.00 credit o hold available.

Date Details

06 dun NV:337) 10000
NV:456) 7000

NV:457) T b 1000.00
Redrecton Gredi - Tranfemed o Souther Gross (NV:457) ‘

EFTPOS Paymert 550 (NV:337)

EFTPOS Payment 551 (NV:456)

14 May
13 May

a. This INV has a different System and Service date.

3. The Insurer displays in the Snapshot and their
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Search for the Patient and click F8 or Ei
to display their ‘“Transaction’ screen.
Select the line below the INV that displays
‘Redirection Credit' and click the ‘Tab’
button.

Transaction screen opens.

4. The patient line is highlighted blue as the tab
was clicked from the patient screen.

5. Click the pay button or F6 to open the
payment screen.

Complete steps 3 — 7 as above.
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