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Convert Services Into Line Items

Last Modified on 09/20/2023 9:50 am EDT

| Path: Navigation Form > Services button

About

Services are either manually entered into NSS Billing or are passed to NSS Billing from several areas such as from Notes, Forms,
or the Scheduler. Each Service has an Activity Code that represents the activity performed. By converting Services to Line ltems,
you're taking the Activity Codes and turning them into billable Line Items, which will either be printed to paper or sent to the

clearinghouse electronically.

Recalc Services

1. Navigate to the Service Filters Form by following the path above.
2. Use the Bill Status drop-down to select NOT BILLED ONLY.

E Note: You can filter further by utilizing the fields in this form, such as by service date range, client, etc.

N§ Service Filters Form - (SVSFILF) E"E'!
AgenoriD (AL

Enter a Case No. or leave blank for all

coseto | i
N —C

Service Date Range Control Date Range
Beginning [ 11 - Ending // | Beginning  // Ending |/
User D | Enter a User ID (case sensifive) or leave blank for all
Service ID 0 Enter a Service ID or leave blank for all

jenmycasero (AL
PlaceoiContact (AL []

I Senvice '

stelgentfcaton L [v]

Bill Status BILLE M

Click OK to setfilters or click Cancel to revert to previous filters.

[ |

3. Click OK. Services are displayed based on the filters that were set.
4. Convert Services to Line Items:

e Recalc List Click the button to convert all Services to Line Items.
e Recalc Selected: Click the button to convert a selected Service to a Line Item.
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£ Services Form - (SVSL) [=la =
frgency D Agency Name Program D Program Desc StaffID StaffLastName Staff FirstName Staff Middle Name Service Date Case No Client Last Nz ~
1 [Test Agency 0309 [Denver 0611712022 381 Clinton
1 [TestAgency [1 [Crisis 0309 Penver 06Mg9i2022 [3392 [Franklin
f [Test Agency 0309 Denver 392 Frankiin
f TestAgency |1 [Crisis 0159 ladmin 06/30/2022 [1796 Bals
i [TestAgency |1 Crisis 0159 [admin o630/2022 2587 [Abbott
1 [TestAgency [1 [Crisis 0159 dmin | RS [TEST
o1 [Test Agency |1 [Crisis 0153 fadmin 0613012022 [3284 Purpose
g
<] >

Senice ID Filter(s) in effect, 1858 Record(s) found.
MNumberin

Place of Prim/ Sec Ther
Agency ID Program ID Staff D Service Start Date Service End Date  Case No Activity Code ID Contact/ Service (P, S, T. W} Group.
] I |
Elapsed ) Site Service In/ Out Temporary Living  Original Billed Dn&nal Units
Time Start Time End Time Identification  Cancellation  Patient Arrangement”  Amaunt Override erride Authorization Mo
09 :00 10 100 AM il $0.00

ENG [ Referring Physician Override
Ignore Record []

Diagnosis 1
Diagnosis 2 l:l
Diagnosis 2 |:|
Diagnosis 4 l:l

push To nsurance | Save ThenAdd | [ Biling Log(@) | Create Zaro Billsd Amount ||

i @ [Line tem istory | | RecaloList_| ©100-8 @10D-10 Do Nat il |
C 0613012022 09:38:45 | [TXETRTIY %) Bill normal
userld [ESSEXTR Contol Date 05}301202209:33:46 1 ea | | Bill Status | |Lmenemsmans | sttt o,

Proof List Add Edit Delete || Exit (Esc) |s,.5p,..¢ Billing H Filters || Defaults | ) Bill client full amt with ATP adj

5. Click Yes to confirm you want to recalc the displayed items.Services that have been successfully converted to Line Items
will change to a Bill Status of "0" and be removed from the grid since your filter is set to show statuses of NOT BILLED
ONLY.

Note: At the time a Service is converted into a Line Item it will also create a Line Item for Private Pay for the Copay you

have set in the client's insurance.

6. Review the Bill Status for any remaining services in the grid and correct any issues. Clickhere to learn more about Bill
Status Codes and Resolutions.

Note: Bill Status is displayed in the lower left-hand corner for a selected Service. It is also displayed in theBill Status
Code column in the grid. You may need to scroll to the right in the grid to find the column. Columns can be rearranged by

selecting the column name and dragging it to where you want it to be displayed.
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http://nextstep.knowledgeowl.com/help/bill-status-codes-resolutions

