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Crediting Back Charges 

You will first need to launch Charge Viewer from the AppBar 

 

 

You will then search a patient name and an encounter screen will populate. Ensure you select 

the correct encounter for this patient. 

 

 

 

 



  

 
2                                        

 

TIP SHEET 
HOSPITAL INFORMATION SYSTEM (HIS) 

 

 

 

 

You will be prompted to select a service date. You can select the date range you wish to look at 

by selecting the dropdown calendars. If you wish to have it default to the current date you can 

check off the box next to “Always set service date to today”. Click “ok” once complete. 

 

All of the searched patients’ studies that fit within the date range will appear on the worklist. 

If you wish to credit the entire study, you will highlight the whole study (ex. XR Chest 2 Views in 

the image below). If you wish to credit only part of the study, you will select the individual 

charge you wish to credit (ex. Chest – two views in the image below). 
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Once the desired exam is selected it will highlight blue. You will right click and select credit 

charge. 

 

A pop up will launch. The top box will show you what charges will be credited. The bottom box 

will contain the reason for crediting, this is mandatory. There is also a free text note field, this is 

mandatory to add additional comments. Click “OK” once complete. 
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A pop up will launch confirming you wish to credit the selected charge(s). Click “Yes” if you are 

sure.  

 

 

Crediting may take a moment, a pop up will launch confirming the charges have been credited. 

As well the charges will now show in red. If you have the “Charge Type” column displayed it will 

show “Credit” 

 

 

 

 


