
Billing Matrix

Run appointment 
history report

Services on 
report billable?

Yes

Submit service or 
change appointment 

status

No

Run incomplete visit 
report

Services on 
report billable?

Yes

Complete or discard 
service

Run Un-insured visit 
report

No Services on 
report billable?

Yes

1. Update client 
insurance

   2. Update service

Run Red X visit 
report

No Services on 
report?

Yes

Review and make 
changes to resolve

No

Run Unapproved 
visit report

Services on 
report billable?

Yes

Review and approve 
service

No

Run Duplicate billing 
report for billable 

services

Services on 
report?

Yes

Review and make 
changes to resolve

No Pre-Billing 
Checklist 
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Run batch claim 
error report

Services appear 
on report?

Yes

Review and correct 
errors

Run aged services in 
batched status 

report

No
Services appear 

on report?

Yes

Research and 
resubmit

Run services in 
pending status 

report

Services appear 
on report?No

Research and 
resubmit or write off

Yes

Run reconciled 
services with 

insurance balance 
due report

Services appear 
on report?

Research and 
cascade, resubmit, 

or write off

Yes

No

Run retracted 
services report

No
Services appear 

on report?

Yes

Research and 
cascade, resubmit, 

or write off

Generating 
and Submitting 

Batch Files

No

Pre-Billing 
Checklist 
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