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[bookmark: _Toc52179652][bookmark: _Toc30082791]Introduction to single payor 

AlayaCare’s new single payor billing methodology allows you to invoice a single bill-to party for a client’s billable items for a billing period based on a set frequency. A billable item refers to a source item (visit, visit premium, or client billing premium) that has been approved and has a rate.
 Please note that equipment and supplies, and income items are not currently supported. 
Billing periods for single payor follow a set frequency of 1 weeks, 2 weeks, 4 weeks, or per calendar month. Once you create a billing period for a specific frequency, you will not be able to choose the start date for the period because there can be no gaps between billing periods of the same frequency. 
To use this methodology, you must select single payor as the funding methodology on the client’s services and premiums and select a billing frequency. When you are ready to bill for the services and premiums, you will create a billing period for the frequency and generate the invoices for all billable items that fall within the billing period for the client and payor. Any billable items that have not yet been included in a billing period will also be invoiced.
[bookmark: _Toc52179653]Selecting single payor as the funding methodology 

You can set single payor as the funding methodology on services and client billing premiums.
When creating a service for a client, select single payor as the funding methodology. 
[image: ]
Next, select a billing frequency (1 week, 2 weeks, 4 weeks, calendar month), funder (client individual or funder individual), and service code. 


When adding a new client billing premium, select single payor as the funding methodology. Then select a billing frequency and funder.
[image: ]
Note that you will not be able to edit the funding methodology on a service or client billing premium that is currently included on active invoices. To edit the funding methodology, you would need to first delete or void the invoices the service or premium is included on.
[bookmark: _Toc52179654]Creating the billing periods

To generate invoices for single payor services and client billing premiums, you will need to create a billing period for the frequency you wish to bill for by going to Accounting>Billing>Billing Period for Payor Program.  
[bookmark: _Toc30082874]You will see all existing billing periods by frequency listed along with their Billing Frequency, Branch (if applicable), Start Date, End Date, Duration, Invoice Date, number of Draft Invoices, number of Sent Invoices, and status of any Background Jobs listed here. Note that billing periods are created by branch and billing frequency. There can be no overlap between periods in terms of branch and frequency.
[bookmark: _Toc30082875]Select +Create Billing Period. 
[bookmark: _Toc30082876][image: ]
[bookmark: _Toc30082877]In the dialogue, select the Branch and Billing Frequency (1 Week, 2 Weeks, 4 Weeks, or Calendar Month) and enter a Start and End Date along with an Invoice Date. The Start Date can only be set on the first period created for the Billing Frequency (of the same branch). 
[bookmark: _Toc30082878][image: ]
[bookmark: _Toc30082879]If a billing period already exists for the Billing Frequency selected, the Start Date will be set to the End Date of the previous period plus one day. 
[bookmark: _Toc30082880][image: ]
[bookmark: _Toc30082881]When you have finished, click Save. 
[bookmark: _Toc30082882]Click the downward arrow next to View if you need to Edit or Delete the billing period or Restrict New Shifts. 
[bookmark: _Toc30082883][image: ]
[bookmark: _Toc30082884]Note that you can only edit the most recent billing period for the branch and frequency. You can modify the Invoice Date, End Date, and Start Date (if it is the first billing period for the branch and frequency) as long as there are no invoices for the billing period yet. If invoices have already been generated for the billing period, you will not be able to edit it.
The status in the Background Job column refers to the status of invoice generation and regeneration processes. If a status of Failed or Partial Success is displayed, you can click the [image: ] icon to view more details.
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[bookmark: _Toc52179655]Generating the invoices

When you are ready to proceed with the invoicing process, click View to open the billing period. Note that if your organization is multi-office, the application will switch to the branch that owns the billing period and filter content accordingly. 
[bookmark: _Toc30082887][image: ]
[bookmark: _Toc30082888]




Clicking View will open the Visits tab within the billing period. From here, you can approve all visits and premiums included in the billing period and resolve any unscheduled visits as you would before generating invoices using the old billing methodology in AlayaCare. 
[bookmark: _Toc30082889][image: ]
[bookmark: _Toc30082891]When you have finished approving source items, click on the Master Invoices tab and select Generate Invoices. This action will queue a background job to generate invoices.
[image: ]
Once you click to generate the invoices for the approved source items during the billing process, the system will check each billable item in the billing period to see if it has single payor or a payor program selected as its funding methodology. If the funding methodology is single payor, the item will be included on an invoice and billed to the funder selected on the service or billing premium.
If the status if the generation background job is Partial Success or Failure, an info icon will appear next to the status.
[image: ]
Click the icon to view the Background Job Report and identify which programs caused errors during the invoice generation. 
[image: ]
[bookmark: _Toc30082893]Once the generation background job has finished, the Master Invoices list will display the Program Name, Master Invoice Status, number of Invoices generated, Total Amount owed, and number of Billable Items for each master invoice. When using single payor, the program type will be Single Payor, and the Program Name will be the funder name.
[image: ]
[bookmark: _Toc30082895]The status of the master invoice depends on the status of all invoices for that client and program. If all the invoices have the same status (draft, deleted, sent, paid, written off, or void), then that will be the status displayed in the master invoices list. If at least one of the invoices has a status of paid, written off, or copy, then the master invoice status is sent. Note that the master invoice cannot have a status of copy.
[bookmark: _Toc30082896]You can filter this list by Client Name, Status, and Program Type. By default, the list will filter to all statuses other than void and deleted.
[bookmark: _Toc30082898][image: ]
At the top of the list, you will see action buttons to Export, Delete, Void, Send, and Regenerate invoices. Use these buttons to perform actions on all invoices in the Master Invoices list. When choosing one of these actions, any master invoices that the selected action cannot apply to will be filtered out (only invoices in draft status can be deleted, sent, or regenerated, and only sent invoices can be voided). 
After clicking the action button, you will be able to select which invoices you wish to perform the action by checking the box next to the client-program invoices you wish to include or clicking the box in the top left corner to select all. Then click the blue action button action (Export, Regenerate, Delete, Send, etc.)
[image: ]
[bookmark: _Toc30082900]To perform actions on a specific master invoice, click the downward arrow next to View. For invoices with a status of draft, you have the option to Send, Delete, or Regenerate. For invoices that have been sent, you have the option to Void. None of these actions can be performed from this list on invoices with a status of deleted, paid, written off, void, or copy.
[bookmark: _Toc30082899][image: ]
[bookmark: _Toc30082901]Keep in mind that clicking Generate Invoices again will create invoices for any client programs or single payor services and billing premiums that do not have a master invoice for the billing period yet but will not modify any existing invoices. Clicking Regenerate will delete the master invoice selected and re-run the background job to account for any changes to the source items. The version number of the invoice will be indicated in the invoice number for the individual draft invoices. 
[bookmark: _Toc52179656]Reviewing single payor invoices 

Click View to review an invoice generated for any single payor funded client services and premiums.
[image: ]
[bookmark: _Toc30082905]This will open a screen that displays the billing details along with a list of all billable items included on the invoice.
[image: ]
Depending on the status of the invoice, different action buttons will be available (+Add Misc. Charge, Delete, Send, and Regenerate if draft and Void if sent). Export will be available for invoices of all statuses. 
For invoices in draft status, you will also be able to add miscellaneous charges by clicking the Add Misc. Charge button. 
[image: ]
In the Add misc. charge dialogue, enter a Description of the charge being added. This description will appear on the invoice.
[image: ]
Select a Reference date, GL revenue account, and if applicable, a Cost Centre. The reference date will be the date shown for the charge on the invoice. Note that only dates within the current billing period can be select. The cost centre field will only be displayed if cost centres are configured for your organization. 
Enter the Quantity and Rate of the charge. The quantity must be above 0 and can contain up to 2 decimals. Once entered, the Sub-total (excluding taxes) will appear below. 
Finally, select one or more Tax that should apply on the charge if necessary. The taxes available to select will correspond to the taxes available in the branch that the payor program belongs to. The Total taxes and Total amount of the charge (including taxes) will appear in the corresponding fields.
When you have finished, click Save. The charge will be added to a Miscellaneous Charges list in the Invoice Billable Items section. 
[bookmark: _Toc30082909]To download the invoice, click the Export button. In the dialogue box, AC Standard Invoice will be selected as the Invoice Export Type and PDF as the Format. If you are using the two-page invoice, you will also be able to select the AC Standard Invoice with Summary Page. When ready, click Export. 
[image: ]
[bookmark: _Toc30082907]In the Invoice Details section, you will see the Invoice Number and Payor Name, Invoice Amount, Amount Due along with any Payments and Adjustments for the payor. If the invoice has been regenerated to account for any changes to the source items, the version number will be indicated in the invoice numbers (53 v.0, 53 v.1, etc.).
[image: ]


[bookmark: _Toc30082911]In the Billed Items section, you will see details about the visits and premiums included on the invoice. The Type, Reference ID, Service Date, Scheduled Time, Employee, Quantity, Rate, Description, Amount and Total cost charged will be listed for each item. You will also be able to click on a hyperlink for the billable item in the Ref ID field to view more details about the visit or premium. 
[image: ]
If any additional charges have been added to the invoices, the Invoice Billable Items section will also contain a Miscellaneous Charges list.
[image: ]
The Type, Invoice # and Payor (the funder name), Description, Ref ID (if applicable), Reference date, Employee (if applicable), Quantity, Rate, Amount, Taxes, and Total will be listed for each charge. The Type will be Manual if the charge was created on an invoice and Automatic if it was added to an invoice during the invoice generation process. Note that the Ref ID field will only be filled out for charges of type automatic. As with other billable items, it will contain a hyperlink that opens the visit, visit premium, or client billing premium. The Employee field will be filled out if the charge is a visit or visit premium. Select Edit to make changes to the charge.
[bookmark: _Toc30082920]When you are ready to mark the invoices as Sent, click Send. 
[image: ]
[bookmark: _Toc30082922]In the dialogue box, click Send to confirm. 
[image: ]
[bookmark: _Toc30082924]Once the invoices have been sent, you can add transactions to the individual invoices as necessary. Click the +Add Transaction button on the invoice. 
[image: ] Note that you must be in a role that has the Manage Transactions ACL to view this button. 
[image: ]
[bookmark: _Toc30082926]In the Add Transaction dialogue, select the Transaction Type (Payment, Credit Note, Writeoff) and complete the required fields. When you have finished, click Save.
[bookmark: _Toc30082927][image: ]




Version 1.1

image24.png
Y \ + Creato Biling P Billing Period

ID ¢ Billing Frequency ~ Branch Start Date v EndDate ¢ Duration InvoiceDate ¢  Draft Invoices Sent Invoices Background Job
49 [1Week Branch 3.2 2020:01-19 2020:01-25 7 days 2020:01-25 0 4 FINISHED
4 1 Week Branch 3.2 2020:01-12 2020:01-18 7 days 2020:01-18 2 2 FINISHED

1-2 of 2 entries




image2a.png
Billing Frequency

Branch 3.2

Branch 3.2

Start Date

2020:01-19

2020:01-15

2020:01-25

2020:01-28

Duration

Invoice Date

2020:01-25

2020:01-28

Draft Invoices

Sent Invoices Background Job

FINISHED

+ Create Billing Period

Branch 3.2

2020:01-12

2020:01-18

2020:01-18

FINISHED

1-3 of 3 entries




image2e.png
Master Invoices

¥ (0 20 0 KX e (©)
¢ Invoices Billable tems

Client Last Name 4 Client First Name ¢ ProgamType
NDIS | Natio Disabil;
Summerson Esther Single payor msm‘msmme y Draft 1 5935 n
Summerson Esther Single payor o funer ndiITwistand. | paty 1 53600 3
perpooe: [N

120f 2 entries




image23.png
Accounting

Funding methodology * Billing frequency *
Funder
Premium code * @ Default quantity and rate @

[] Override quantity and rate




image28.png




image3a.png
Miscellaneous charges

Invoice # | Payor Description Reference date Employee

el 14221001 torl Dby nsanc chne s e e @ s 050 s |EIE

Manual 1423 | Ks-Client Indiv | Oliver Cat ‘Additional charge 2020-07-29 1.00 $9.00 $9.00 $0.00 $9.00 n





image3d.png




image2c.png
Master Invoices

Y Copy % m Written off X GENERATION STARTED

Client Last Name 4 Client First Name 4 Program Type Program Name Status 4 Invoices Total Amount Billable tems

No data found





image22.png
Add Service

Service Details

Service Name *

o]
Start Date Projected End Date
Accounting
Funder Methodology * Billing Frequency *
Funder *

Not Set

Service Code *





image27.png
+ Create Billing Period

ID & Billing Frequency Start Date Duration InvoiceDate 4 Draft Invoices Sent Invoices Background Job

49 |1Week Branch 3.2 20200119 20200125 7 days 20200125 0 4 FINISHED

53 |2Weeks Branch 3.2 20200115 20200128 14 days 20200128 0 0

41 |1 Week Branch 3.2 20200112 20200118 7 days 20200118 2 2 FINISHED et
Delete

1-3 of 3 entries

Restrict New shifts l




image32.png
vists ‘ Uncheduled Vists ‘ Vst Premiums

Y

Client Last Name

Client
Client
Client
Client
Client
Client
Client

Client

4 Client First Name

Demo

Demo

Demo

Second

Second

Second

Second

Second

4 Program Type

copay

copay

copay

copay

copay

copay

copay

copay

GENERATION FINISHED & Export

Program Name

Demo Client Contract

Demo Client Contract

Demo Client Contract

Second Client Contract

Second Client Contract

Second Client Contract

Second Client Contract

Second Client Contract

Status

Draft

Void

Void

Sent

Void

Void

Deleted

Deleted

4 Invoices

2

$450.00

$450.00

$450.00

$450.00

$450.00

$450.00

$450.00

$450.00

Total Amount

Regenerate

Send

Delete

View

View

View

View

1-8 of 8 entries

Per page: [f]

]




image31.png
Y ED

0 invoice(s) selegjgaaRegenerating

(M Ciiemt Last Name. Client First Name.

1@; S

Single payor

2nd funder Indi | Twist and
Company

Billable items

111 of 1 entries

e




image3c.png
Send Master Invoice

@  Are you sure you want to send this Master Invoice? ’





image25.png
Create Billing Period

Branch * Billing Frequency *
Not Set v [l Not Set v

Start Date * End Date *

Invoice Date *

Cancel Save




image3e.png
Master Invoice.

Billing Period Summary Payor Program Summary
Frequency 2uecks Client Name Esther Summerson
Start Date 20200914 Program Type Single payor
EndDate 20200927
Invoice Date 20200927

Invoice Details

Invoice 1511 for 2 nd funder Indi | Twist and Company @
Invoice Amount Amount Due:

$51.00 $51.00

Payments  Adjustments

$0.00  $0.00




image36.png
Add misc. charge to invoice 1400

Summary Amount
Payor Quantity * Rate *
2 nd funder Indi | Twist and Company ‘ 1.00 [x] ‘ ‘
Description* @ Sub-total

‘ ‘ SXXX

Reference date* Taxes

Must b between or 7-06 and 20200719
Total taxes

GL revenue account* P
Total

Cost centre @ XXX

Cancel




image34.png
nscneaedvisns | vistpremams ()

Master Invoices > Master Invoice 741

Master mvace

Biing Paro Summary
Frequency
Snome
Enaome

inoice Detais

2usske
rren
Eree

Payor Program Summary
Clenetame

$36.00

Peres  Adusmenes

$0.00 $0.00

+ addmisc.charge [l & Expot

S poe

Invice 1511 3 for 20 funcernd | Tt and Company @
$36.00
iled tems

s12000ehos shtnd e (100 e et

T E————_ 1200

rdr T 0 Company () & [ 1280 5200





image35.png
Master invoices > Master nvice 736

pe———
-

oo 15140 for 2 o i T 3 Compary ©

$1200

000

1200

5000

[ENp—

P

=D e O e




image2d.png
Master Invoices

T~

Client Last Name 4 Client First Name 4 Program Type Program Name Status 4 Invoices Total Amount Billable Items

1A Client Long Term Care Insurance LTCI Deductible test Draft 2 $375.00 3 n

11 of 1 entries Per page: [RINEVZ




image39.png
Billed Items

‘Scheduled Time
2nd funder Indi | Twist and Company (Guarantor)

Visit 2750 | 20200925  [1500-1600 | AdaClare 1 |$12.00 per hour Skilled Nursing (100) -Test Bilcode: »|52 $1200
2nd funder Indi | Twist and Company (Guarantor)

Visit 2749 | 20200926 [1535-1635 | AdaClare 1 |$12.00perhour Skilled Nursing (100) -Test Bilcode: PR $1200
2nd funder Indi | Twist and Company (Guarantor)

Visit Premium| 2750 | 20200925 [1500-1600 | Ada Clare 1 [s1200 premium o520 $1200

Miscellaneous charges

Reference date  Employee

2200927 1.00 $1500 $1500 $0.00 $1500 [ e |~ ]

Manual [ 1511|2nd funder Indi | Twist and Company | Description





image21.png
X ayaCare




image2f.png
Master Invoices

4 Client First Name ¢ ProgramType Program Name Total Amount Billable ltems

NDIS | National Disability

Insurance Scheme Oraft 1 $935 n View | »

Summerson Esther Single payor

2o Tt

V2ot 2ems e





image38.png
Invoice Details

Invoice 1511 v.3 for 2 nd funder Indi | Twist and Company @
Invoice Amount Amount Due

$36.00 $36.00

Payments  Adjustments

$0.00 $0.00




image26.png
Branch * Billing Frequency *

Start Date * End Date *
2019-09-29 2019-10-05 [<]

Invoice Date *
2019-10-05 o




image3f.png
‘Add transaction

Transaction Summary
e

Posting Date*
2191018 =)

Commant

Carea




image2b.png
Billing

Peri

re——
PempopeTezs
Prvsne
P
=T
P
Pempeprens
PerpomTesia
Prvsanven
PempopTea?
Pempoperens
e
P etz
PemopTent
Pempoperns
PemopTent
Pempeperess
e
Pempeperiss
PemsopaTent
P ——

e
e
o
e
e
e
=

s
@0
s
nm

@

s

s

| mono =

TRITTIRIROROROOOOOING

fOdg0aaaaRAEAaRARERARA:

) &) ) 1 & ) 7)1 & ) ) (2 [ ) ) ) [ [ ) ) )





image37.png
Involee Export
Type AC Standard Involce.

Format

Warning

Pleas ensure all nvoices have the corroctstatus before exporting and rfer to the background ob queue to watch
the proges ofyour status updates.

cancer | [




image29.png
Y + Create Billing Period

¢ Billing Frequency Start Date End Date Duration Invoice Date Draft Invoices Sent Invoices Backgiu.~ Job

% 2weeks Branch 1.1 20200622 20200705 14days 20200705 2 0 FAILED

9 2weeks Branch 1.1 202006-08 20200621 14 days 20200621 2 0 FINISHED
86 1 week Branch 1.1 20200525 20200531 7 days 20200531 0 0 FAILED
%0 2weeks Branch 1.1 20200525 202006-07 14 days 202006-07 0 0 FAILED
8 1 week Branch 1.1 20200518 20200524 7 days 20200524 2 2 FINISHED
8 1 week Branch 1.1 20200511 20200517 7days 20200517 0 2 FAILED
89 2weeks Branch 1.1 20200511 20200524 14days 20200524 0 0

80 1 week Branch 1.1 20200504 20200510 7days 20200510 0 0 FAILED

8 Calendar month Branch 1.1 20200501 20200531 31 days 20200531 0 0 FAILED
6 1 week Branch 1.1 20200427 20200503 7days 20200503 0 0 FAILED

- a8 > erpse




image33.png
Master Invoices

¥ [0 20 0 EXX

) o]

4 Client First Name ¢ Invoices Billaby.. ems
Summerson e Sl payor OIS NatoralDisailty 5 1 s035 n Vew | v
Summerson e - Gy [t ' S0 a

12 0f 2entries




image30.png
Master Invoices

soensron s sces ()

Status Program type Client group
v

0 0 D ) ) €3

Billable tems

2nd funder Indi | Twist and
Company

11 0f 1 entries per page: (RN

‘Summerson Esther Single payor Draft 1 $12.00 1




image3b.png
Master Invoices > Master Invoice 741

Master Invoice

m DRAFT + Add misc. charge fil & Export Delete ({ 4 Send

Billing Period Summary Payor Program Summary
Frequency 2 weeks Client Name Esther Summerson
Start Date 2020-09-14 Program Type Single payor
End Date 20200927

Invoice Date 20200927




