
Created Billed Episodes - from annotated BSF report 

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

 

2. The first step is to select an agency from the agency search window. 

 

3. The indicate the date range corresponding to the scheduled episodes you 
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wish to process. 

 

4. The summary screen presenting the totals for all scheduled episodes for the 
first client (based on the agency and date range) will be presented. 

 

5. If the information is correct and you wish to create all four billed episodes 
click the "Accept" button. To view per episodes detail click the "Change" 
button. To go onto the next caregiver records click the "Pass" button. 

6. It is possible to modify the indivdual episodes records. The screen below is 
displayed when the "Change" button is clicked. 
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Use the Record Navigation buttons to move between the episodes. Use the button 
on the left to Modify, Add or Change individual episode records. 

When you Exit you will still have to save the episodes before moving onto the next 
caregiver. 

 

Page 3 of 3Created Billed Episodes - from annotated BSF report


	respite_help51a.pdf
	respite_help52a.pdf
	respite_help53a.pdf

