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When billing to secondary you will: 

 
1. Search your Note Center for the notes you are needing to bill to the secondary payer. 

 
○ Mark the notes to “Billable” as you normally would. 

 
 

2.Now let's go to Managers> Direct Billing> New Billing Submission 
 

○ You will input the date range for the notes you are wanting to bill 

○ If the notes have not been locked you will check the checkbox to include all billable notes even 
if not locked 

○ Check the checkbox to bill to Secondary 

○ ***DO NOT CHECK SERVICES*** 

 
 

3.You will ​manually​ check the insurance billing profile the note(s) need to bill through. *Please note 
you can only bill to 1 funding source at a time  when billing to secondary.
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4.Validate Data -

  
 

5.Add to Production Billing Queue 
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