
Create a patient invoice 
to collect the uninsured balance 

Acupuncture 





You will learn 

• How to find the unpaid balance and the Bill 
Patient button 

• How to create the invoice 
• How to email the invoice to the patient 



Find the amount owed by the patient 

CM calculates the amount owed by the patient based on the 
payee of the insurance benefits and the amount paid. The 
uninsured balance shown on the summary report. 



Click Bill Patient to create a patient invoice 

If you click Close, the transaction is aborted. No patient invoice 
will be created. 



Enter the payment details 

The button ‘Bill Patient’ opens a new invoice master.  The billed amount is already 
calculated. Enter only the payment details and an optional comment . The comment is 
shown on the invoice.  



Click Print to create an invoice 

Click Print to create the invoice. The printed invoice is considered officially 
issued and cannot be changed. If issued with an error, created it anew. 



The invoice opens in a new tab 



Click on Email button to email it 

Click on the email button to email the invoice to the patient. The button 
appears only if you entered an email address into the patient profile. 





Close the invoice master 



See the invoice appear in the Private tab 

You can access the past invoices at any time. 



Click on the Dashboard to exit the record 



You can start your next transaction 





To bill the unpaid balance to the patient 

• Click on the Bill Patient button after you 
received an EOB 

• Enter payment details 
• Email the invoice to the patient 
• Close the patient’s record 



Start your trial today 

• www.claimmanager.ca 
• info@claimmanager.ca 
• 604-626-9903 


