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This document and any other technical documentation that is made available by AlayaCare is the
copyrighted work of Alaya Care Inc., a Canadian corporation (dba “AlayaCare”).

Copyright © 2021 Alaya Care Inc. All rights reserved.

Information contained in this document is subject to change without notice and does not represent a
commitment on the part of AlayaCare, unless such commitment is set out in a written agreement
by AlayaCare and its customer or partner, in which case the terms of such written agreement shall govern
this document. AlayaCare has made all reasonable efforts to ensure the accuracy and completeness of
the information in this document and accepts no liability nor responsibility for errors or omissions
contained in this document.

No part of this document or other AlayaCare guides, manuals or other information may be reproduced or
transmitted in any form or by any means, electronic or mechanical, including photocopying, recording, or
information storage and retrieval systems, for any purpose other than the purchaser’s personal use,
without the prior written consent of AlayaCare.
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Background & Purpose

The objective of this user guide is to introduce the new billable item management feature and
offer step-by-step instructions to help you adjust your billable items, before generating your
invoices or claims.

For each client billing premium and approved visit or visit premium in the system, a unique
billable item will be automatically created. Once the billable item is created, you can adjust the
rate, quantity, and taxes (if applied at the service or client premium set up level).

Within the detailed view for visits and visit premiums, you can further edit the bill code, as well
as the payor and billing frequency when using Single Payor or Electronic Billing funder

methodologies. You can also create custom billable items and change the status of items.

For additional support and assistance, visit the Zendesk Community for more information.



Review your billable items

How to review your billable items

To review your billable items, go to Accounting>Billing>Billable item management.

All billable items created for visits, visit premiums, and client billing premiums will be listed by
Billable item ID, Source type - ID, Source date, Service/premium code, Billing frequency, Client
name, Bill code, Quantity, Rate, Amount, Taxes, Funder methodology, Payor, Program name,

Status, and Branch (for multi-office organizations).

Billing » Billable item management > Billable item management

Billable itern = p
002/04/2021 11/09/2021 Read 5C5

et A + e

g Cycle | Billable hem 1D ¢ Source type - ID Source dale § a/Premium code BHling frequency ¢ Clientname ¢  Billeode  Quantity Rate Amount 3 Taxes Funder methodology & Payor Pragram ni ]
lling period — Clert premigm 212 0808/2021 et et i Suwp 1l 1 sionon 1000 N . i
Billing periog 275 Sllent premium- 212 gany Cabendar manth Brian Adam S 1 §10000 5100.00 - Lanqgtem care nsurancs - InsLrance =]
Funder Summary
Flectronic Billing 1or9/zaz1 .
Summary 5 D s Es 0.8 085 s a n
HCP Summary

IWDNTIE tancewithSelf  Zwesk 5 E 5085 065 - single payor n

The billable item list will be automatically filtered to billable items from the last week with a
status of Ready. Click the filter icon to filter items by Source type (Visit, Visit custom item, Visit
premium, Client premium, and Custom item), Source ID, Source date range, Client name, Client
group, Service/Premium code, Bill code, Funder methodology, Payor, Program name, Cancelled
code, Funded status i.e., if the item is covered by a funding block (All, Yes, No), Status (Ready,
Invoiced, On hold), or Branch.

B vownioadsscsv [l cenerate J + Add billable tem
Source data Cliont name  Cliant group Servica/Pramium code Bill sode Fundar mathodology Payor Pragram nama L

D D 0 G O O

New billable items will be created automatically for visits and visit premiums that have been
approved.
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For client billing premiumes, billable items will be generated after visit approval, as well as once
per day, if no visit approval was made. You can manually trigger a generation job for new billable
items based on visits, visit premiums, or client billing premiums by selecting the Generate button.

4 > Biliable item management > Edlable Rem management

——
e o x ] vvevas x| oeaty x
A "n el rat
Y B VRN N dy X gnu-uu-csv-'-un‘--
Blable e D 3 Sowrce type - 0 Socrve dede 3 wPremsum code Blleg freguency 3 Chaiosee 3 Bl code Qvarery &Al _Ml Tasen  Punder meodology 8 Papor Sogemm
e

Selecting the Regenerate option for billable items will allow you to choose which billable items
you wish to regenerate. You can see the last time that the billable items list was updated from
the main list.

Note that regenerating will remove any changes that you have made to visit, visit premium or
client billing premium billable items and delete any custom or copied items.

An error icon will be displayed if any errors occurred during the item generation process. If an
error occurs, the last generation date and time will be hyperlinked, and you can click on the
hyperlink to review the error log.

Y 10/25/2021 X | 11/01/2021 X (Last updated: 11/01/2021 06:13 M‘D B Download as CSV =+ Add billable item
—

Billable item ID # Source type - ID Source date # Service/Premium code Billing frequency #  Client name %  Bill code Qua
11/01/2021 Health

16847 Client premium - 349 ! P1 Payor (25) Calendar month Bella Bergasse Checkup 2 1 n
12:00 AM (25) | BC
11/01/2021 fiesith

16846 Client premium - 343 gy P1 Payor (25) Calendar month Bella Bergasse Checkup 2 1 Edit | -
12:00 AM (25)1 BC
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In the error log, you will be able to see a list of the errors that occurred for the various billable

items along with the suggested resolution.

Error log

Error log from last billable item generation

o There was a problem with the generation of the following billable items. Follow the suggested resolution to generate successfully

Service
date

Sourcetype-ID  Client name
Client ium -

ent premium Client Test7 -
16
Client ium -

. Sakshi 1 Client -
25
Client premium -
45 Client 8.B
Client premium-  Requisition test client B
100 Mar 13
Client premium-  Test Service Form ~
101 Ranjani
Client ium -

fent premium Client March 26 Ranjani -
102
Client premium -
104 Client 1.A
Client premium -  Client Percentage Test 20
118 April
Client premium - .

Ranjani May 7th -

131
Client ium -
; 3';" Premium = panjani May 7th =

1-10 of 25 entries

Branch
Branch 3
Branch 3
Branch 2
AlayaCare
AlayaCare
AlayaCare
AlayaCare
AlayaCare
AlayaCare

AlayaCare

Error
description
Bill code not
found

Bill code not
found

Bill code not
found

Bill code not
found

Bill code not
found

Bill code not
found

Bill code not
found

Bill code not
found

Bill code not
found

Bill code not
found

|-

Suggested resolution

Check that there is an enabled bill code linked to the
visit or premium
Check that there is an enabled bill code linked to the
visit or premium
Check that there is an enabled bill code linked to the
visit or premium
Check that there is an enabled bill code linked to the
visit or premium
Check that there is an enabled bill code linked to the
visit or premium
Check that there is an enabled bill code linked to the
visit or premium
Check that there is an enabled bill code linked to the
wisit or premium
Check that there is an enabled bill code linked to the
wisit or premium
Check that there is an enabled bill code linked to the
visit or premium
Check that there is an enabled bill code linked to the
visit or premium

To download the list of billable items as a CSV file, click Download as CSV.

Y 05/09/2021 X 12/09/2021 x Ready X

Bilable item 1D 2

Source type - 1D

Source date ¢ code Biling

- Assistance wih Sel 2 weeks

Care Acthvtes

0972021

2 weeks

Calendar mornth

Client name

e
I I

Single payer

Single payor

NOIS
Naticoal
Oisadiley
Insurance
Scheme




Editing Billable Items

How to adjust the quantity, rate, or taxes of your billable items

To make changes to the billable quantity, rate, or taxes for a billable item, you can do so from
the main screen from clicking the Edit button for the item you wish to update.

Y EEREEERER B Download as CSV m + Add billable item
e
BillableitemID ¢ Sourcetype-1D  Sourcedate & i jumcode Billing frequency ¢ Clientname ¢ Billcode Quantity Rate  Amount ¢ Taxes Fundermel :
06/09/72021 pply 1 ndar moath 10000 $100 Long t
2750 . Ot‘;j»- weeks $085 3085 = Single payor

You will then be able to make changes in the Quantity, Rate, and Taxes fields. Click Save to save
your changes. Note, you will only be able to make changes to taxes for billable items that are
linked to services or client billing premiums where taxes are applied at the set up level.

Billableitem ID ¢  Source type - ID Sourcedate ¢ Service/Premium code Billing frequency ¢ Clientname ¢ Billcode  Quantity Rate Amount ¢ Taxes Funder methodclogy ¢
— N Y . - . A Supply 1 N . ; =
Provider
Travel -



Billable item status

How to change the status of your billable items
A billable item can have three statuses: Ready, On hold, and Invoiced.
Once generated, the status of the billable item will be shown as Ready. You can choose to change

the status to On hold by selecting Set to on hold for that item. Items that are on hold will not be
included on invoices and claims until the status has been manually updated to Ready.

A @l 2042021 x | 110972021 % m B Download s CSV @ + Add billable tem
I

Billable item ID ¢  Source type - ID Source date ¢ frequency ¢ Clientname ¢ Billcode Quantity Rate Amount ¢ Taxes Funder methodology ¢ Payor Programname Status ¢  Branch i
2 290029 armonth $10000 $10000 - Long term care insurance  —
Set 10 ready
12750 B ana $085  $08S Singie payor Resd Brane 0%
i Assistance — —
with Self
Care
Activies

You can also use the Set to on hold button to change the status of multiple billable items at once.

Y 110972021 % B Download as CSV m + Add billable Htem
==

Programname  Status ¢ Beanch 3 H

Billable tem 1D ¢ Sowrce type - ID Sourcedate ¢ pency ¢  Clientname ¢ Billcode  Quantity Rate Amount $  Taxes Funder methodology

$100.00 Leeg

" s 3 |

1 085 5085 Sigle payor sy - Ready  Branch1)
L nce .

Bracch 1.1 Eat | w

e -

You can also manually change the status of an on-hold billable item to Ready.

g o <] o x| B ot | oo | 4 s on
o

Billable item 1 ¢  Sourcetype-ID  Sourcedate & frequency & Clieniname ¢ Billcode Quantity Rate  Amourt & Taxes Fundermethodology & Payor  Programname Status &  Branc §
12751 e pres mz T armonth Brian Ad AL §10000 510000 Long e care insurance nsurance 1 Fieady Erancl
RS
— Kabaal o
12780 ek premium - 184 ‘}‘J'j:'?”' s Esther Sum s085 5085 Single pyor Disailty Feady Eran ©
- ETance
Sxhaing

5085 £0.85 Single payor
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v D K [ oomnim 5 | mene | + aviren
Regeeerate

Set 1o on-hold Set to ready

Billadle lem 1D ¢ Source type - ID Sourcodate ¢ frequency ¢ Clentname 2 Billcode Quantity Rate Amount ¢ Taxes Funder methodology ¢ Payer Pe hname Status ¢ Branc i
\ . Bea
A
»

To change the status of multiple billable items at once, use the Set to ready button.

=
I

Once an item has been included on an invoice or claim, the status of the billable item will be
automatically updated to Invoiced. Billable items in Invoiced status cannot be edited.

If invoices are subsequently marked as Deleted or Void, the linked billable items will remain in
Invoiced status, and duplicate billable items will automatically generate in Ready status.

Further edits can then be made to the billable items in Ready status before you generate
additional invoices or claims.

10



Custom billable items

How to create custom billable items

To create a custom or new billable item, click +Add billable item. Custom billable items allow you
to create ad hoc charges that will be picked up when you generate your invoices or claims.

@l 050972001 x | 12/0072021 x I Download as CSV Generate = Add billable item
oy

Set to o iiold

Billable item ID ¢ Source type - ID Sourcedate ¢  Servi jium code  Billing ¢ Clientname ¢ Bilicode Quantity Rate Amount ¢ afés Funder methodology ¢  Payor Pr H
06/09/2021 a Supply 1 .
12751 22 000 o Supply 123 Calendar month Brian Ada 3tr‘f' 1 510000  §100.00 Long term care insurance ir n
NDIS
oy Non-Labour Casts - KM's National
12750 Client premium - 186 ,ﬂ’,; e - As: nce with Self 2weeks Esther Summerson $0.85 $0.85 - Single payor Disability -~ n
00:00 Fegamg 9 Y el
Care Activities Insurance
Scheme
, 9/09/2021 $085  $0.85 - & payo
12749 %50 weeks $0.85  $0.85 single payor

You will now see the image below. Enter information related to the charge as required. Select a
Client, Reference date, Funder methodology (Single Payor or Electronic Billing only), Bill code,
Billing frequency, Payor, Billing contact, and billable item Status. Enter a Description, Rate, and
Quantity and select any Taxes that should apply. Click Save to create the item.

d Eullabda i M
Cun o Bllpiie dnm defady
L= s locg -
g
Erirrreca d - Buliray S iy =
¥ iy gy ]
o ___+]| a
Bliwirs By gl
Q
aba Tasrs
O b ——
0 e bk
Cna Ty
] R R
Ll
- =
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Review visit and visit premium billable items

How to review visit and visit premium billable items within the visit context

To make additional changes to a billable item for a visit or visit premium, or to add a visit custom
item, click the arrow button and select View visit context.

Last updated: 11/01/2027 06:13 AM Download as CSV =+ Add billable item

Source type Source id Source date Clientname Client group Service/Premium code

G EEIEEE) I | ) ] G

Billcode Funder methodology Payor Program name Cancelled code Funded Cost centre Status Branch

& S O

Billable item ID ¢ Source type - ID Source date #  Service/Premium code Billing frequency ¢ Client name %  Bill code™ Quantity H
10/19/2021 Visit premi isit ) Visit
16717 Visit premium - 351 isit premium (per visi Calendar month Bella Bergasse premium 1 Edit | =
06:10 PM RR | .
per visit
o B 10/18/2027 03 FEE
16706 Visit premium - 348 12-00 AM 03 feb taxes Calendar month Bella Bergasse Tax | RR 1 Set to on-hold
10/18/2021 Wisit premium (per visit } Visit
16702 Visit premium - 344 | Galendar month Bella Bergasse premium 1 n
12:00 AM RR s
| per visit
Blood
13513 Visit premium -86  J1714/2020 G VP (30) Calendar month Ranjani 14th Jan Client  Test (30) 1 n
c | BC

From the visit context page, you will be able to see a breakdown of the visit details and a list of
all billable items associated with the visit. You can collapse or expand the visit details section by
selecting the arrow button.

Billing > Billable item management » Visit 1807

Billable item
management Billable itermn details
Invoices v Visit details
Billing Cycle Client Bella Bergasse Service - service code Home Health Aide (50) - Home Health Aide
(50}
Billing period Client group - ) -
Employee Django Williams
Visit 1D 1807
Funder Summary Rating methodology Funder driven
Start date 10/19/2021 06:10 FM
Electronic Billing i Cost centre 1lee
Summary End date 10/19/2021 07:30 PM
Branch AlayaCare
HCP Summary
HCP summary v2
Billable item(s)
D3 Saurce type Bill code Quantity % Rata & Taxes % Amount % Status  Invoice # %

216716 Visit 100 8 RATE 1.3333 $100.00 = §133.33 Ready = m

»16717 Premium Wisit premiurm 1 $100.00 $1000 @ $110.00 Ready - m

12
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You can add a visit custom billable item for the visit by clicking the +Add button. Adding visit
custom billable items from the visit context page allows you to create ad hoc charges that are

linked to specific visits.

Bellalie mern Gotails

Vv Visk details

Chemt Sella Bergasse
Chert roup

Vst D ]

Start Sate W20 0410 P

Ind date 0192001 07300

Bellabie semys)

LU Source type BE code Quantity ¢

216716 Vs 100 S RATE 13383

2wn? Premum Vigit provmum 1

Service - servoe Code

Ergiopee
Rating methodology
Cost centee

Branch

Rate ¢ Towes ¢ Amount $
$100 00 313333
$10000 3510000 $11000

Home Health Alde (50) - Home Health
Ade (40)

Dyango Wilkama
Funder driven
e

AlzyaCore

St lwvoice r 2
Resdy B |V
Roady - Fan v

Enter a Description, Billing frequency, Funder methodology, Payor, Bill code, Quantity, and Rate
for the custom item. Click Save to create the item.

Visit custom - -

Description *

Billing frequency *

l -

Funder methodology *

Bill code * Unit *

Quantity *
1 >

Payor *

Taxes

Rate *

o

Amount
$0.00

Total
$0.00

Cancel

13



To review the details for a specific billable item, click the arrow to expand the item details.

Billing » Billable item management > Visit 1807

Billable item
management

Billable item details

Eella Bergasse

1807

10/19/2021 06:10 PM

Invoices w Visit details
Billing Cycle Client
Billing period Client group

Wisit ID
Funder Summary

Start date
Electronic Billin

9 End date

Summary
HCP Summary

HCP summary v2

Billable itemn(s;

10/19/2021 07:30 PM

)

D % Source type Bill code Quantity
>18716 Visit 100 S RATE 1.3333
> 16717 Premium Visit premium 1

Service - service code

Employee

Rating methodology

Cost centre

Branch
Rate % Taxes
§10000 -
$100.00 §10.00 ©@

Amount %

§133.33

§110.00

Home Health Aide (50) - Home Health Aide
(s0)

Django Williams

Funder driven

1lee1

AlayaCare

Status  Invoice # &

(o ]
=]

You will then be able to review the Service code, Billing frequency, Funder methodology,
Program, Bill code, Billing contact, Rate, Unit, Quantity, Amount (before taxes), Taxes, and Total

(after taxes) for the bil

Billable item(s)

D s SOUCe  gilcode
type

v . 1008

16716 VSt RATE

Service code
Billing frequency

Funder
methodology

Payor
Billing contact

Bill Code

lable item.

Quantity = Rate =

1.3333 $100.00

Home Health Aide (50)
Calendar month
Single payor

Private | CI
Bella Bergasse

100 $ RATE

Taxes

s Amount S

$133.33

Rate
Unit
Quantity
Amount
Taxes

Total

Status

Ready -

$100.00
Per hour
1.33

$133.33

$133.33

Invoice

14



To make changes to the billing details for the item, click Edit.

Billable item(s)

Source ) . voice
D 2 Billcode  Quantity & Rate % Taxes & Amount 3 Status s
type #
v - 100$
16716 Vst RATE 1.3333 $100.00 - $133.33 Ready - @
Service code Home Health Aide (50) Rate $100.00
Billing frequency Calendar month Unit Per hour
Funder Single payor Quantity 1.33
methodology gle pay
Amount $133.33
Payor Private | Cl
Taxes -
Billing contact Bella Bergasse
Total $133.33
Bill Code 100 $ RATE

For items funded by Co-Payment, Co-Contribution, Long Term Care Insurance or Split
Percentage payor programs, you will be able to edit the Bill code, Quantity, Taxes, and Rate for
the item.

Service code * Billng frequency

Care Service - CRS10 1 week

Funder mathodology Program

LTCI LTCI program

Bill code Unit Taxes Amount
CARE 100 Q | Perhour TPS (3%) X £1400.00

Quantity * Rafe * Total
10 Q . 140,00 Q | 5144200

15
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For items funded by a Single Payor program or Electronic Billing program, you will be able to
edit the Funder methodology and Payor for the item in addition to Bill code, Quantity, Taxes,

and Rate. Click Save to save your changes.

Billing frequency *

Prambum code *
Care Bervice Praminm -PRS10

1 Calendar month

Funder reethodology FPayor *

Singhe payod Prircaibie pasy [Client individual type]
Bill code Linit Billing contact *

CARE 100 O | Per hour Jahn Dae W
Quantity * Tames Aratnt

10 [ TPS(3%) X S1400,00

Hate = Tl
140,00 2 | 5144200

If a billable item has been included on an invoice in Sent or Paid status, you can click the
hyperlinked invoice number under the Invoice # column to open the invoice.

To perform additional actions on a billable item, click the downward arrow next to Edit:

e To duplicate a billable item within the visit context page, click Copy.
e [fthe billable item is a visit custom item or a copied item, you will see a Delete option.

Billable item(s)

Source Invoice
D $ Billcode  Quantity ¢ Rate S Taxes $ Amount $ Status 4 5

T type
Visit 1005 1.3333 $10000 - $133.33 Ready - m

16716 RATE

16
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Frequently Asked Questions (FAQ)

What is a billable item?

Billable items have always existed in the accounting module and were previously generated
during invoice or claim generation. The process of billable item generation ensures that approved
visits, visit premiums and all client billing premiums are linked to the correct billing information
including the quantity, rate, taxes applied, total amount as well as billing frequency and
payor/billing contact details based on the program configuration.

What is a program configuration?

Each billable item is linked to a program based on what is configured on the client service or client
billing premium set up form. Program details include the Funder Methodology, Billing Frequency
if required), Payor or Program Name, Billing Contact (if required), and if Taxes are applied or not.
This program information is used again at the point of invoice or claim generation to ensure items
are billed to the correct payors or billing contacts.

What do | do with multiple billable items for a single visit, visit premium or client billing
premium?

Users may experience the case where after deleting or marking an invoice or a claim as void, you
see multiple billable items for a single visit, visit premium or client billing premium. This is
expected.

Billable items for visits, visit premiums and client billing premiums will be moved to invoiced
status automatically when generated into a draft invoice or claim. Items will remain in invoiced
status even if the invoice is subsequently deleted or marked as void. This retains a record of these
billable items that remains linked to these invoices and is visible in the billable item management
screen. As billable items in invoiced status are no longer editable, duplicate billable items will be
generated automatically in the event of invoice deletion or voiding to allow edits as needed prior
to subsequent invoice or claim generation.

Why can | only delete some billable items and not others?
Only custom, visit custom and copied billable items can be deleted. Visits, visit premiums and

client billing premiums cannot be deleted at the billable item level. However, they can be put in
On Hold status to prevent them from pulling into an invoice or claim.

17
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When using billable item management, bill code overrides happen at the billable item level. If a
billable item has already been generated for that visit, you can click on the hyperlinked bill code
in the visit > accounting tab to open the visit context of that bill code to make your adjustment.

Why can | no longer override the bill code on the Visit > Accounting tab?

How come | cannot update a billable item after changes were made to my visit on the
schedule?

Users may experience the case where after a billable item was generated, they made changes to
a visit on the schedule or a client billing premium at the client level, but the billable item did not
update accordingly. Previously generated billable items will not update when changes are made
at the source item level (e.g., changing the payor on the service level of a visit).

The goal of billable items is to allow billing related information changes to occur at the billable

item level. Once an item is approved and a billable item is generated, changes to billing related
information can be made using the billable item management screen.

18



