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DEUGHTFULLY SIMPLE THERAPY PRACTICE MANAGEMENT

Using Therapist and Client Comments on the
Client Billing Statement

How to add a Therapist or Client-specific comment to the client billing statement (including how to add the comments to
customized layouts in the TheraQuick Reporter)

To place a Client-specific comment on the billing statement, navigate to the Client Billing Setup

%o  TheraQuck =
Client Setup r—— - -
[ me GN.:: __‘_a}, New Client & b ygDelete Client ]

&, Temple Family

Client ID Status Therapist
3 Active Siggy Freud

Contact Sessions I Account I Treatment

Client is Active: V

Treatment Setup
Start Sossion Count |1

Client Session Fee/Co-pay: $25.00
Insurance Session Charge: $125.00 Default Visit 'I'ypo [ Family/Conjoint Psychotherapy
Insurance Share Expected: $100.00 Default Hrs/Units: | 1
Starting Balance: $0.00  Therapist Location: | Primary e Secondary
Default Client Payment: $0.00 Fgcomgpeouch cou
. Optional: Credit Card Info inig
Default Payment Type: Check _—

Billing and Account Information:

Select "Yes' to display
the message field

Optional Message:

Recipient of Services: Last: | Temple First: | Shirley
Responsible Party: Last: | Temple First: | George

Use Contact Address: © 1 2 3 7 Bloomsbury Lane
Bill This Party: [,4“,5 No Londonville, CN 10101

100|005 Browse

Navigate to the Client Activity > Setup > Billing Setup layout. Be sure that "Bill Client" is set to "Yes." The new "Optional
Message" field will appear. Enter the message you wish to add to the Client billing statement. (More than one line of text can
be entered, and it will be displayed when you click in the field. It will also display properly on the Client statement.)
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The Client-specific message will appear only on that client's billing statement

000 Billing Statement (@)
Dr. Sigmund Freud
Shrink-N-Think Analysis
99 Comfy Couch Court
Shrinkville, NY 10000
. 866-111-2222
Responsible party:
George Temple Statement
7 Bloomsbury Lane
Londonville, CN 10101 1 September 2009 |
Services provided to:
Shirley Temple
Billing Period:
$100.00 g Period:
Total Balance Due to 31 Aug 2009
Date Description Note Charge Credit Balance
Previous Balance: $100.00
3 Aug 09 Payment $100.00 $0.00
5 Aug 09 Family/Conjoint Psychotherapy $25.00 $25.00
12 Aug 09 Family/Conjoint Psychotherapy $25.00 $50.00
19Aug09  Family/Conjoint Psychotherapy $25.00 $75.00
26 Aug 09 Family/Conjoint Psychotherapy §25.00 $100.00
New Balance: $100.00
Notes: LC = Late Cancel, MS = Missed Session
Balance 1s payable upon receipt.
Please make checks payable to:
Sigismund Schlomo Freud
[ This message will appear on the Client Statement. ]
Dr. Sigmund Freud
Psychoanalyst PSX49%9 Page 1 of 1
100 .a/ud 1| Preview /.

Billing statements for that client will contain the message entered in that Client's Billing Setup.
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To place a comment for all Clients for a Therapist, navigate to the User Billing Statement

Format layout

&&%
User Settings
L & = J

Siggy Freud

User: TO3-SF Therapist

System Settings T Claim Submit Info \|/ Bank Info T Merchant Info
st supasor i

PREFERENCE FOR BILLING STATEMENT FORM:
2) Serif Format

LOGO TO USE ON BILLING STATEMENTS:

PREFERENCE FOR ENVELOPE FORM:
1) Client Envelope

MESSAGE ON ALL BILLING STATEMENTS:
Insert Logo Clear Logo

This Therapist message will appear on all Client’s

Statements.

100 oo 3| Browse

Navigate to User Settings > User Display Info > User Billing Statement Format. Enter the message you want to appear on
all (that Therapist's) Client statements in the "Message on All Billing Statements" field.
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The Therapist message will appear on a Client's statements

000 Billing Statement (@)

Dr. Sigmund Freud
Shrink-N-Think Analysis
99 Comfy Couch Court
Shrinkville, NY 10000
. 866-111-2222
Responsible party:
George Temple Statement
7 Bloomsbury Lane
Londonville, CN 10101 1 September 2009 |
Services provided to:
Shirley Temple
Billing Period:
$100.00 g Period:
Total Balance Due to 31 Aug 2009
Date Description Note Charge Credit Balance
Previous Balance: $100.00
3 Aug 09 Payment $100.00 $0.00
5Aug09  Family/Conjoint Psychotherapy $25.00 $25.00
12 Aug 09 Family/Conjoint Psychotherapy $25.00 $50.00
19Aug09  Family/Conjoint Psychotherapy $25.00 $75.00
26 Aug 09 Family/Conjoint Psychotherapy §25.00 $100.00
New Balance: $100.00
Notes: LC = Late Cancel, MS = Missed Session
Balance 1s payable upon receipt.
Please make checks payable to:
Sigismund Schlomo Freud
bis Therapist message will appear on all Client's Stau:mcnts.]
This message will appear on the Clicnt Statement.
Dr. Sigmund Freud
Psychoanalyst PSX49%9 Page 1 of 1
100 .a/ud 1| Preview /.

The Therapist message will appear on a Client statements for Clients of that Therapist.
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In the TheraQuick Team edition, a Master message can be used.

W

Master Settings User Settings | Client Activity Quit
p
[ _-‘_er;. New User & b 3¢ Delete User 3‘1‘_'! mgp‘;ﬂ [ Manage User ]
Q. (Siggy FrelId) Report List
User: TO03-SF Therapist Note: Values below are Master (not User) Settings
User Djpaasns s

Master Display InfoTSylum s.tﬂngcT Master Claim Submit Info Ma Set to "Yes" to apply a Master

message to all Client
statements, for all Therapists

| USE AS MASTER DATA? @Yes ()No ields left blank allgw use of User’s settings.

Master Billing Statement Format

PREFERENCE FOR BILLING STATEMENT FOI
2) Serif Format

PREFERENCE FOR ENVELOPE FORM:
1) Client Envelope

MESSAGE ON ALL BILLING STATEMENTS:
Insert Logo Clear Logo ’mis Master message overrides the Therapist message.

PREFERENCE FOR BILLING STATEMENT FORM:
2) Serif Format

PREFERENCE FOR ENVELOPE FORM:
1) Client Envelope

MESSAGE ON ALL BILLING STATEMENTS:
|1hisMastermessageovemdesthoThempistmsage.

LOGO TO USE ON BILLING STATEMENTS:

Set User Values
./

THIS MUST BE APPLIED
AFTER CHANGING ANY
VALUES ON THE LEFT

MASTER

USER DISPLAY

100 o B3 Browse W

Navigate to the Master Settings > Master Display Info, Master Billing Statement Format. When a Master message is entered
and "Use as Master Data" is set to "Yes," this message overrides all Therapist's messages and will appear on all Client's
statements.
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Placement of comment fields on the TheraQuick Reporter layouts

®0o TheraQuickReporter (ao)

Layout: Billing Custom No Notes ~ Vod Table: TQR...

im Roman |11 ~|

Il|IIIllltl)ollllIIIIlzqolllllIII|390III|IIII|4?OIII|IIIIIIII|IIlIlII
::User Logo_Display
<<tq USER::User Display Name Display>>
<<tq_USER::User Current Organization_Display>>
<<tq_USER::User Current Address_Display>>
<<tq_USER::User Current CityStateZip_Display>>
3 Statement
x
2 :Client Statement. D)
S

Billing Period:

- Statement R

Total Balance Due to

Date Description Note Charge Credit Balance

Previous Balance: [z Previous Balan|

5 [:Responsible Party. Cument FirstLast Name.........] ........Client Statement. Dai

";' Page ## of <<_varPageTot>>
Date Description Note Charge Credit Balance

[:Transactie] [ Tonsaction DEseOmion. ... 0 0S] [Session.CH] [PaymentR] [-:RuoningTr

New Balance:
Notes: LC = Late Cancel, MS - Missed Session Placement of message fields on the

TheraQuickReporter layouts

Balance 1s payable upon recespt.
Please make checks payable to:

::Chesks. Rayable. To. Display. ... ‘

[lJser. Clisnt. Statement Message. Display. |

Page ## of <<_varPageTot>>

| Trailing Grand Summary

Page ## of <<_varPageTot>>

If you use the TheraQuick Reporter and you wish to use Client or Therapist comments, you can place the fields
tg_User::User Client Statement Message_Display and tq_Client::Client Statement Message onto your layout, in the
Trailing Grand Summary part. If you have not made any changes to your TheraQuick Reporter layouts, you can use the new
TheraQuickReporter.fp7 file distributed with the TheraQuick 1.8.2 update. Alternatively, you can copy and paste these fields
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from the layouts in the new file into your own TheraQuickReporter.fp7 file. Note: Be sure to place these fields on ALL
layouts within a group.
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