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Create Billed Episodes
1. The billed Episode form is access using a tab on the Finance Menu.
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If you want to create billed episodes based on Caregivers being served select the
second button "Bill Episode.”

If you want to create billed episodes based on Agencies providing services select
the first button "Bill Ep (BSF).

2. If the system was already maintaining scheduled episodes records for the
caregiver selected the Billed Episode form will open showing the scheduled
episodes as billed.
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It is possible to modify any of the Billed Episode records which were created based
on Scheduled Episodes.

3. If there are no scheduled episodes in the system for the caregiver selected
the Billed Episode form be blank.
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In this case click the "Add" button or key "A" to begin creating Billed Episode
Records. Input is made into the series of text boxes below the large window.
Mouse clicks or the "Tab" key can be used to move throughout this form.

When a new episode record is complete click the "Accept" button to store the
information in the large window with any other episodes.

When entry is complete click the "Save" button or key "S" to save all episodes on
the form to the database.
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