Pf‘r'mal‘yC/!'//u'c
Practice

2017

SOFTWARE USER GUIDE

PRIMARYCLINIC PRACTICE (PRACNET)

Global Health Limited

Level 2, 607 Bourke Street

Melbourne VIC Australia 3000

T:+61 396750600 | F:+61 39675 0699

www.primaryclinic.com.au | www.global-health.com | pracnet.support@global-health.com



Q) Prim aryClinic

Contents

CONEENES ...ttt et s st s e an e s s an e e s s an e s e nnes 1
INTTOAUCHON ...ttt ettt ae s et eesaesesaeessaesesaesssnesesnessssesnsensnnans 3
HOW 10 US@ ThiS GUIAE .......eoeuiieiireeiiniieeeteeiereeteeeeeeeeeeeeseeesessesesaesssnesessessssesessessnnens 3
Keyboard ShOMCUIS .........cooceiiiiieiinceteecetecrcetesceecesseeececsreeesssseeesssssnesssssesssssnenanssns 3
LOGIN .ttt e e e ree e s e ee e e et e s e s e e e s e e e e e e e e ba e e e s st e e e e et e s e e baaee e saaeeansraaaan 3
[WeTe g INY @l (=1 o OSSR PSR PUUUTRRRRPN 4
IMOIN SCIEEN: .ttt sttt sttt st et sbesbe st be e e 4
CUSTOMISING MENU SCIEEN: ...ttt et ettt e eanan 4
Patient DetQils...........cociriiiiiiieiiietiereteee ettt ettt s sae s ne e 6
Registering A NEeW POHENT: ..ottt 6
SEArCHING POHENTS: .ottt st s naeens 10
Editing a PAtients DetilS: .......ccuiiuieiieiiiieieetecee ettt e 11
Archiving and Retrieving @ POHENT ..o 11
Merging DUupliCAte PAOTIENT ...ouieieeee e e e e 13
APPOINIMENT BOOK:........ccccueiieciieieritieeecreeeecieeeeesreeeeessseeeessseeeesssseaesssssessssssssssnsasassns 13
Creating a New ApPPOINTMENT: ..ot 13
Editing an EXisting APROINTMENT: (..ot 14
Searching a Patients ApPOINTMENT ... 15
Creating a Recurming APPOINTMENT: ...oiiiiieeeeeeee e 16
Editing a Recurring AppointmMENT ......ccociieeeeee e e 17
Deleting a Recurring ApRoinTmMeNnt: ...t 17
Creating a DoubIE BOOKING: ...vieciiiieiieieeieie ettt st 18
Cancelling an APPOINTMENT: ... e 19
Appointment BOok SCheduliNg: ..ot 21
Adding an Alfernative SCheAUIE: .......oooiieeeeeeee e 24
Printing Appointment List for Patient:.........ccooiiiieieeceeeee e 26
Printing Appointment List for ProVider:........coovevieiiiieiieeceee et 26
WAIING ROOM: ...ttt secnre e e s st e s e et e sessneessesarasssssnsesessssassasanansnnns 27
WAITING ROOM: oottt ettt b e ta e te e b e eaaesbeenbeersesreenseenns
Walk-in: Arriving a New Patient & Existing Patient: ..., 27
Walk-in: Invoicing from the Waifing ROOM ......oouieiieiirieieeeeeeee e 28
Arriving a Patient from the Appointment BOOK:........c.ccceiieeiiieeiiieiiciecieeeeeens 28
SMS/EMQIl REMINAELS: ...t e e e e e e e e e e e e e e e e e seeesesesesenens 29
SENAING SMS TEMINGAETS: ..ottt sttt 29
Sending an INdividual SMS REMINAET .........oouieiiiieieeieceeeee et 30
Sending BUlk SMS REMINAETS ....c..oiiiiiiieeeeeeeeee e e 31
Sending EMQil FEMINAETS: ........oouieiieeecieeie ettt et ean v ens 33
Sending an Individual EMail REMINAE .......c.ooouiiiiiieeiceceee e 33
Sending Bulk EMQil REMINGAETS: ..ot 35
How to Create a SMS/EmMail TEMPIATE: ....ccviieiiiieeceeeeecee e 36
INVOICES AN RECEIPES ......oeiiiiiiceteccte ettt s e e s e sree e e s saa e esssaasssanens 38
BUIK BIlliNG (BB) SETUD: ettt 38
Creating a Bulk Billing (BB) INVOICE .....ccuiiiiiieiceeeeeeee e 39
Private Patient (PC) SETUD: ..ottt 40

Commercial-in-Confidence Page 1



@ Frimm ((/‘(/C'/l'/f rc

Creating a Private Patient (PC) INVOICE: ... 42
Veterans Affairs ([DVA) SETUD: ittt ae e 44
Creating a Veterans Affairs (DVA) INVOICE:......cooouieeeieeeeeeceeeeeeeeeee e 45
WOTKCOVET (WEC) SETUD ittt ettt eae e nbe e 46
Creating a WorkCover (WC) INVOICE: ....ccuevuieieiieieeieeieeie ettt eve e sae e 46
Transport Accident Commission (TAC) SETUD: ..cei e, 48
Creating a Transport Accident Commission (TAC) INVOICE:.......cccevvevieeverieennnne. 49
In-Patient Medical Claim (IMC) SETUD: ..ot 50
Creating an In-Patient Medical Claim (IMC) INVOICE:......ccccveevieceecreicieeeee 52
Overseas Student (OVS) SETUD: ..o 54
Creating an Overseas Student (OVS) INVOICE: ...cuiiuiiieeiieeceeececeeeeeeee 55
Adjusting an Invoice & Payment AMOUNt ..o, 56
AJUSTING O PAYMENT TYPE ittt et besen s e 59
REMIUNAETS ......cooeeieeeeeeeeeeeereeeseteereeesetessreessatessaeeessnessseesssnessssessnsassnsessssessssessnsessnsansnns 59
Creating O NEW REMINUET .....cc.oo ittt 59
RECAIIS.......ooeeeeeeeeeeeeceteeeecet ettt et e st e et e st e s et e s sae s e at e s snessnnesensassnnesensassnne 61
Creating A NEW RECAIL......o ettt st 61
LEHEIS ...ttt s as e s ane 63
[0 To T od 1] 4 1= 1 | £ TP 64
End of Day/Week/Month ProCessing..........cccceeveeeruierneencrenseenseerereessseessseesseesssessnns 64
Earnings — EQrNings DY ChAIgES ...c..icviiiieiieieceeeeeetee ettt e 64
Earnings — EQrnings DY PAYMENTS........coieiiiiiceeececeeee et 65
[T 1 V=T 1.4l T TSP 67
AdMINISTrAtive TASKS .......cccceieieiriiiiirienteetertecrteeteeset et e sate st e et essnesesanessneesns 68
OVEIAUE ACCOUNTS L.ttt ettt ettt sttt ettt st e bt sate e et sanesbeenbeeae 68
TrANSACTION HHEIMS...entieieeee ettt ettt ettt st esbeensesneesbeensesnnenseens 69
BOOKING REIIOM ..ttt ettt ettt b e ettt eabe s an e beenbeees 70
MiISCEIIANEOUS ...ttt ecere e rerre e et e s e neesessneessesaresssssnsesessnsassesananesnns 71
Address Book — Creating a New CONTACT ..o 71
Address Book — Searching @ COoNTACT ..o 73
NEW PrOVIAET SETUD .evieieiieieceeet ettt ettt sttt et sea et enseeees 73
Creating a New Fee SCheduUIe ... 74
Adding an Item Code to a Fee SChedule.........cccovieieieiiieiiieeee e, 75
Editing an Existing Ifem in a Fee SChedule ... 76
Update Existing Fem CoOdE FEES ...t 76
Medicare Online ClaimiNg ........cccceevuiierriieeiriieeeercieeeecseeeeesseeeessrseeesssssseessssssssssessesns 78
Version Date Description
1.0 10th Sept 2014 Initial draft
1.1 22nd Dec 2014 Review and added additional
information

Commercial-in-Confidence Page 2



Q) Prim aryClinic

1.2 20t Jan 2017 Review and added addifional
information
1.3 239 May 2017 Review and added additional
information
Infroduction

PrimaryClinic Practice has been designed to create your Practice with an optimum patient
billing system, HIC Online, clinic appointments, SMS and Email appointment reminders and
much more. In this user guide, we will cover every aspect of PrimaryClinic Practice including
online claiming. This guide has been designed for new users or users who do not have much
experience within PrimaryClinic Practice. After reading this user guide you will have the
acquired skills to be able to use PrimaryClinic Practice effectively and efficiently. You can
also refer to our website www.primaryclinic.com.au which will have all relevant training
videos for your convenience.

How to Use This Guide

This user guide has been divided into modules based on their topic. Each topic will have a
list of different functions related to its module. The guide will show an example of each
module and list step-by-step instructions with screen shots on how to perform each feature.
At the start of each Module a brief description will be given. This has been aimed to explain
the purpose of the topic. If you are viewing this user guide in a PDF format you will be able
to double-click on the topic from the contents table which will direct, you straight to the
topic. This will save you having to scroll through each page if you want to find the answer to
a function quickly.

Kevboard Shortcuts

PrimaryClinic Practice has developed some keyboard shortcuts to make certain functions
quicker to access.

F2 Open the patient list

F8 Add a new patient

F9 Open the Appointment screen

F10 Open the Waiting room

F11 Open the Invoice list

F12 Open the Main form screen

Ctrl + ROpen the clinical information of a selected patient.

Login

When you first open PrimaryClinic Practice, you will be presented with a login screen. The
default user names will have already been setup from a support representative atf the
installation stage. If you do noft see the requested user name, please contact support
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Login Screen:

Select the User Name and enter the password (If required) from the provided list and select
OK.

= ]
= var Login ==l
Catabase [T - Usoroee TS
Alfjed Saon i

Alsom Hodgers
Annebell Willsun |

Epen Sreparad
Eby Edack

)
Fefica Dlorgs
% . Henri Smith
Ipioan lones
lohn fahnign ¥

Password |

Shosw hidden characters

|__I:IH | Cangel

SCREENSHOT 1 — LOGIN SCREEN

Main Screen:

Once the user is successfully logged into PrimaryClinic Practice, The Main Screen will
appear.

RisTedr -Lib d@ (G rimarye Fond

PRACNET

L =R 2L BE' J .

SCREENSHOT 2 — MAIN SCREEN

Customising Menu Screen:

PrimaryClinic Practice allows you to customise the various menu screens within the software.
These menu screens include the Main screen, Main Menu, Show Toolbar, New Toolbar,
Quick Link Toolbar and App. Book Toolbar
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First let’s start with the Main Screen which is the first screen you are presented with after
logging intfo PrimaryClinic Practice (See image)

S s

SRIEIRIOE

SCREENSHOT 3 — MAIN SCREEN

To Add/Remove any of the Main Screen options follow the steps below:

1. Select Serp from the Menu Bar | File  Open Patient/Organization  Admin Tasks ISetupI Help Admin

2. Select Application Layout

3. Select the template you wish to use (GPs will select General Practitioner, Specialist will
select Specialists and Allied Health Professionals will select Allied Health). Please note
that this should already be configured when PrimaryClinic Practice is setup

4, Select the Main Screen option

5. Tick the boxes which you wish to have displayed on the main screen

6. Select the Save button and Close

Main Menu:
When selecting any of the Main Menu opfions a drop-down box will appear where you will
see a list of options relevant to that particular field. These options can be added/removed

depending on the Practice requirements

The Main Menu is located on the upper left hand side of PrimaryClinic Practice

| File Open Patient/Organization  Admin Tasks ISetupI Help Admin

To Add/Remove any of the Main Menu options follow the steps below:

1. Select setup from the Menu Bar

Select Application Layout

2

3. Select the Main Menu option

4. Tick the boxes which you wish to have displayed under the correlating fields
5

Select the Save button and Close

Quick Link/New Toolbar/Show Toolbar/App.Book Toolbar:
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The Quick Link/New/Show/Appt.Book Toolbars are quick searching options within
PrimaryClinic Practice. All of these options are located in the Main Menu also. Please not
that you will only be able to see the Appt.Book Toolbar once the appointment

book has been opened.

To Add/Remove any of the Toolbar options follow the steps below:

1. Selec’r Sefup from ’rhe Menu Bar File Open Patient/Organization  Admin Tasks Help Admin

Select Application Layout
Select the Toolbar option that you are wanting to customise

Tick the boxes which you wish to have displayed under the correlating foolbars

o M 0N

Select the Save button and Close

Patient Details

Registering a New Patient:

When a new patient presents to the practice, they will be required to fill out a new patient
form which will contain personal information about themselves. Once the patient has
completed the form, the details can be entered into PrimaryClinic Practice. PLEASE NOTE:
Always perform a patient search first fo ensure the new patient isn't already registered
within PrimaryClinic Practice

1. Select either:

New patient icon from the New Toolbar The Patient Box from the Or press F8 on the
Main Screen > New Person keyboard.
it T m& % 9
el -

Das B
Fptnris

2. The New Patient window will now appear (see screenshot 4)
3. Below Personal, enter the patients:

e Surname, Given, Middle (if required), Title & DOB
¢ Maiden Name, Place of Birth (POB), Marital Status (if known)

**Please note: All options may not be relevant to all patients**
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SCREENSHOT 4 — NEW PATIENT WINDOW

4, Below Entitlement, enter the patients:

e Medicare card number & Expiry Date, ensuring that there are no spaces
between the number. Eg: 123456789 1

Ensmtiarnant =
Medicares | 123435785 |:|_ & [ s ']n
E __4
Satety Net ATH |tk dsked _—1
™ Medicares Incentive 1 CTG CoPuwymment Relied |

e Veteran Affairs Number & Expiry Date (Same process as Medicare)
e Pension/HCC (If required)
e Select the patients ATSI (If required)

5.  On the Residential/Postal/Other Addresses tab, enter the patients:

e Address, Suburb, Postcode & State

Rasiunsial | Pl | O Addoesias |
Acdogns [ 121 Lnn Gveen

|

Subeet| MELBOURNE Peascode| 1000 [T =]
Trpe | tict fpecies =

cmnmﬂ [ Send Te Medicsns

** Select the Postal & Other Addresses if different from the Residential address**
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6. Below Contact Details, enter the patients:

Home Phone, Mobile Phone, Email

Notes & warning (if required)

Next of Kin & Emergency contact — If the next of Kin & Emergency contact are
not registered in the system, select New Person when the search patient screen
appears

Conist? Deinh
Mpeves Phone | 03 GBI (350 ;...l
M gt TS
Eread | reno @ rord oo R g Erad
F;..l
I-a:-e-|
M rrsgh | Arrees Leke
[ &b b gompers? oo popry P e
™ W ePrascnbing
h':-l.dl:mlhl: ﬂ_”ﬁ-n-:ull: ‘-"j
Tmtegency | I8 | P
F e e @

7. Below Hedlth Fund, enter the patients: (Required for In-Patient Medical Claims)

Fund ID, Member Number and Ref
Enter Alias Family name (if required)

Hewth Fund
fared Ia | 7 - BURA dutmala |
Mprbarn | 113455 a1
N
‘-ﬁnr-ln.l:li

8. Below Account, enter the patients:

Account Type — Bulk Bill, Private, Veterans Affairs, WorkCover, TAC, IMC, OS or
Health Fund

Fee Rate — The fee schedule at which the patient will be invoiced with

Payer - If different from the patient

Account Name, BSB and Account Number — Enter these banking details for the
patient if they do not have their account details registered with Medicare

Tick Use bank account registered with Medicare (if registered)

A ous
ot Tope | Bute i :j Foe fate | BEGE - =
FILI'n'-'-‘|
Aoc. M |
| s
F Lise Bank scouet regitered mon Meddss |
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9. Select the Referrals Tab, enter the patients: (If required)

Referring Provider — If referring provider is not in the system, select New Person
when the search address book window appears

Tick GP - If referral is from a GP

Issue Date

Period — enter how long the referral is valid for (GP — 12months & Specialist
3months)

Type — General Referral, Pathology Request or Diagnostic Imaging Request
Default - if the patient has multiple referrals, select the default referral which will
appear as a default when invoicing

Note - if required

Fleleriais 1-!.&:.‘7&(! =-r-|;.-| L-Hup-ll.-n-nlnl e-eaith |

| uoF |

L 5P| ldue Dt P 141 Viekit Tyge Diefahl | Evpartd | Reahe
bgrd Des: Tt J = monta | Senerad Arfer = i
* i | | I LR

10. Select the WC/TAC Tab, enter the patients: (If required)

Date of Injury

Claim Number - if know

Payer - if the payer is not listed in the system, select New Person or New Org when
the search patient screen appears

Employer - if the employer is noft listed in the system, select New Person or New
Org when the search patient screen appears

Case Manger - if the Case Manager is not listed in the system, select New Person
when the search patient screen appears

Default - if the patient has multiple claims, select which claim is the default
Public Note or Private Note — you can record a note relating to the claim. A
Public Note will be printed on the invoice and a Private Note can only be viewed
in the system and will not be printed

Seberils  WOTAL | Famsiy | urwpimera | eleans |
Clarrd

| vor |

Do of Iegizp S (Bl
.........

:

FIOLTLIOLT | LZIEHTES T — J-’- sl FLead |-_|.__ el Cioonsk J o
-
I

b | v, | . | !

11. Select the Family, enter the patients: (If required)

Commercial-in-Confidence

Patient Name of family member - if the family member is not listed in the system
select New Person when the search patient screen appears
Address — defaults to the address of the family member

Relationship
fefert | WOTAL  Famsly | Decopation | ebiesth | | wee |
T - Aghderin Elptimibvp
Rlr Lecred Tt § LaE Cremoend, GULN DS W0 SE4S + Blacihar
| | |
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12, Select the Occupations Tab, enter the patients: (if required)

e Occupations, employer, start and end date

Ruferrais | WO/RAC | Farsty  Cccupations | chunsin | | vo |

Occapsfion Ersplosur Lt Encad Asbecics Dt Madaton | Anarah Lot
[T Supeess | GlsbalHesth (012070 | T | [ wol

A | S ) S R Y S| ) T Gt S

Searching Patients:
1. Select either:

Patient icon from the Quick Link Toolbar. The Patients box from the Or press F2 on the keyboard
Main Screen.
v Opee T e T
R F2
ok Lk iy =" A
Basmniis

2. Entfer the first 2 or 3 letters for the surname, press Tab, enter the first letter of the First
Name, then press the Find button to find matching patients.

3. The list of the search result will appear next to the search option. If there are multiple
names appearing in the list, use the Up Arrow and Down Arrow keys to select the right
person. Press Enter or Double-Click to accept the patient.

4. If the patient cannot be found, click the New Person button at the bottom of the

screen to register a new patient
i P

P A Cwe M Trgesmes  SEesCmas b He
v RN SRR Je%hmn LBt b Ele RS v
—BR O *HUELORY =
Lr =
rr————— ol e i R =

U L) Wl BT | SIHNTE | W | el
= us a e bag =

{ L i

SCREENSHOT 5 — PATIENT SEARCH
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Editing a Patients Details:

Find the patient as above, modify the patient information and then click the Save & Close
button to save the change.

= g—
v Cymm  Ppieei Cegeasies  ldee P beicp e [
e 2 By of LR Y PR PYY RN
= sl b %
L i i e L4 -

SCREENSHOT 6 — EDIT PATIENT DETAILS

Archiving and Retrieving a Patient
1. Select either:

Patient icon from the Quick Link Toolbar. The Patients box from the Or press F2 on the keyboard
Main Screen.
i Y ke Erenadae  Jaie T iy gy
- .p@ “ T g0l & F2
Patennits

2. Within the patient details window, Enter the Family/Org and First name of the patient
you wish to archive and select the Find button on the lower left hand side

3. Once you find the patient that you wish to archive, Select the Archive button on the
lower right hand side of the screen

4. A prompt will appear asking "Are you sure you wish to archive the selected patient (s)?
Select Yes

The patient has now been archived from the system and will no longer appear when
searching in the patient details screen.
Commercial-in-Confidence Page 11
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Retrieving an archived patient

1. Select either:

Patient icon from the Quick Link Toolbar. The Patients box from the Or press F2 on the keyboard
Main Screen.
it Gom  Rbavaoen e Tale i g
R i F2
Pasenris

2. Within the patient details window, Enter the Family/Org and First name of the patient
you wish to refrieve from the archived list

3. Tick the Archived box and select the Find button on the lower left hand side. The
patient will now appear in the patient list

] -r
= -
n .
I [
i "
SR 184
ra—
] T
e
I
MY LI -
Wi e 1P =
—F
ain TE
o :
- - L
----- -
[ - e R

[ | o

4. Select the Unarchive button on the lower left hand side to reactivate the patient
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Merging Duplicate Patient
1. Select the Patients/Organisation on the main menu
2. Select Find Duplicate Patients. A list of duplicate patients will now appear

3. Tick the Keep box next to the patients file that you wish to keep and then select Merge
Selected Patients or Merge All

Appointment Book:

The Appointment Book has been designed as a digital diary where the practice can
capture future appointments for both existing and new patients.

Creating a New Appointment:
To create a new appointment for a new or existing patient in PrimaryClinic Practice, please
follow the steps below:

1. Select the Appointments button on the Main Screen (or click on the New Appointment
icon on the new foolbar) to bring up the Appointments form.

MAIN SCREEN
Werion 11,7 - Location B ABASODO] wis: badicarw Online dinabisd
= - 0 g
& — ; - F
Fabersi Erretac i Oriza Appoanmen Wikitrig Rowen Addnmid Book

NEW TOOLBAR
w S 6 LT v

2. Select the suitable Appointment date by searching from the appointment book

Calendar

3. Double-Click the Appointment time or Right-Click and select Book Patient

4, Enter the patient Family Name and First Name then select OK (If the patient is NEW,
select the New Person Box and fill in the patient details)

5. A New Appointment box will now appear
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6. The patient’s details will appear based on what was select in the appointment book.
If any details need to be changed, they can be changed in this screen
Select Save once completed

8. The patient’s appointment now appears in the select day and fime slof

Editing an Existing Appointment:

To edit an existing appointment in PrimaryClinic Practice, please follow the steps below:

1. Open the Appointment Book by either selecting:

Patient icon from the Quick Link Toolbar. The Appointments Box Or press F9 on the keyboard
from the Main Screen.
Fie Cpen FaSeniiDrcsnoston  Admin Tsdn  Seap *_.- |:9
o Lirk: +L :LJE t:.. lﬁ, —
dpecintmarsy

2. Find the Patient's Appointment you are wanting to Edit

3. Double-Click the Appointment or Right-Click the Appointment and select Edit Details

e R} b
I'—'— B P

w3
d e T

i

g
o i
» - [
. o Enl
o - e e
= ¥

-
LR
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4. The Appointment Details box will now appear with the patient’s details

Erwmeteged Dyl Bl &

Paimrei Vi, 8

oo (T -
e EIIDTEN @ el | e pefid

e T [0 = @ L 3y Y 1 b
B pas
Tord hlisate
L

5.  Make the necessary changes and select Save

6. If you are wanting to move the appointment to Another Day or Time Slot, you can
Right-Click the appointment and select Cut and then Paste

Searching a Patients Appointment:

If a patient does not remember when their appointment is, PrimaryClinic Practice can
perform an appointment search, please follow the steps below:

1. Open the Appointment Book by either selecting:

Calendar icon from the Quick Link Toolbar. The Appointments Box Or press F9 on the keyboard
from the Main Screen.

T Open  FeSerOroanasbon ddmin Tasky  Sefap

ML-*:-PL ":'_Q = ﬁl& p=l

Apocintmenst

2. Select the Appointment List View (Magnify Glass) icon from the App. Book Toolbar

5 8 1 . » 0
——h | : lala 8

3. The Appointment List View window will now appear

4. Search the Family and First name and any other additional details that may be
required

5. Select Find and the patient’s appointment details will appear in the window

‘ﬂ_ Cuide Srart End Duralion  Serating Provider  Type Bisent Marme Tl e Ermu
4 100152017 | 110040 115 & | 13 | Bemci, By - 110089 | Shamtanl
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6. If you wish to go to that appointment in the appointment book, Select Locate
Appointment

[ New H Edit ” Archive I Locate to Appointment m SMS ” Emnail ” Print List ” Close

Creating a Recurring Appointment:
If a patient requires a recurring appointment/consultation, PrimaryClinic Practice has the
option to create recurring appointments based on the Schedule Type, Date and Time.

1. Open the Appointment Book by either selecting:

Calendar icon from the Quick Link Toolbar. The Appointments Box Or press F? on the keyboard
from the Main Screen.

e ] Oeeri FaSer Clroanan bt dadmin Teey  Lefp ,_-

- - § =g 48 =)
: —~ % d -

dpecintmarsy

2. Select the Providers Column that the recurring appointment is going to be for

3. Right click on the Day/Time that the appointment is going to be booked for and select
Book Patient

Do, Fplasy - LS00 HESaa L dlli

B =
1

o - -
T EextPeaes Cpied

S Rioda

4. Select the Patients Details in the search Patient Screen
5. A New Appointment box will appear

6. Select the Provider (By default it will select the Providers whose column is selected)
7. Select the Date, Start time and Duration of the recurring appointment

8. Select the Type of appointment. Select Repeat which give you 3 options. Daily,
Weekly and Monthly. Select the recurring frequency you wish to use

9. If Weekly is selected, you can choose how many weeks the repeat occurs. To end the
weekly recurring appointment, select either After, and enter how many occurrences
before the recurring ends or you can select On and choose an end date.
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10. If Daily or Monthly is selected, the only option you will have is to select an actual end
date. Select Save to finish

PLEASE NOTE: All the recurring appointments will have two circling arrows to make it easier
for the user to distinguish normal appointments to recurring appointments.

A PATIEMNT A

|
R

Editing a Recurring Appointment:

If one of the appointments in the recurring occurrences needs to be edited, you can do this
by double-clicking on the appointment. There will be an Update Mode which will allow you
to either edit all occurrences or just that one occurrence

1. Select the Update Mode which is relevant

1. Select either Edit All Occurrences or Edit Just This Occurrence

2. Select Save.

Deleting a Recurring Appointment:

To Delete a Recurring schedule for a patient you will need to go to the original recurring
appointment that was created

1. Select the Patients appointment. The appointment will be highlighted with a black
border
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2. Inthe Appt.Book Toolbar select the Magnifier Glass (Appointment List View)

Appt Bock ) ‘f “:0\: x ..‘_ : :/ ‘:) @[ﬂ & & \ L~ Q ;;J

3. The Appointment List View will list all the Patients Appointments
4. You will be able to see when the first appointment was created

5. Go back to the Appointment Book o the original date/time of the Recurring
Appointment

6. Select Delete (On the keyboard) or Right-Click the appointment and select Cancel.

7. If you are only wanting to delete One Appointment in the recurring schedule, simply
go to that appointment and select Delete (On the keyboard) or Right-Click the
appointment and select Cancel.

Creating a Double Booking:

PrimaryClinic Practice allows users to conveniently make double-bookings. This is especially
useful for walk-in patients and family members who may attend an appointment
unexpectedly

1. Open the Appointment Book by either selecting:

Calendar icon from the Quick Link Toolbar. The Appointments Box Or press F9 on the keyboard
from the Main Screen.
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2. Select the Providers Column or from the Drop-Down Box
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3. Find the Day/Time where the Double-Booking is going to be booked

4. Next to the Current Booked in patient is an open gap (See Image Below)
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5. Either Double-Click or Right-Click. Search the Patient in the Search Box
6. Select the Find button, select then Patient Then Select Ok

7. A message will appear on the screen when trying to make the Double-Booking

8. Select Yes and the New Appointment Screen will appear

9. Enter the Appointment Details and Save

Cancelling an Appointment:
On some occasions, you will be required to cancel an appointment for a patient who can
no longer attend their appointment. To cancel the appointment, follow the steps below.

1. Open the Appointment Book by either selecting:

Calendar icon from the Quick Link Toolbar. The Appointments Box Or press F9 on the keyboard
from the Main Screen.
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2. Select the Provider by either using the Providers Column or by select the Provider using
the Drop-Down Box
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3. Right-Click on the Patient Appointment, select patient then
Cancelled by Patient

4. This will put anicon on the Patient Appointment to indicate the
appointment has been Cancelled

APATIENT A ;(

5. The appointment will remain in the appointment book after
Cancelling by Patient

6. Alternately, if you wish to delete/remove the appointment from
the appointment book

7. Select the Appointment
8. Right-Click and select Cancel
Please note: If deleting the appointment, it will only record in the

audit log that the patient had an appointment. In will not appear
in the booking report (See Booking Report)
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Appointment Book Scheduling:

When a new practitioner starts at the practice you will be required to create an
appointment book schedule to setup the practitioners working/non-working days and
breaks. PrimaryClinic Practice does not automatically sync any new practitioners to the
appointment book so please ensure this is done when setting up a new practitioner.
PrimaryClinic Practice gives you the option to be able to setup a Weekly, Bi-Weekly, Tri-
Weekly and Quad Weekly Recurrences. Provided below will show how to setup each
recurrence.

Option One: Weekly Recurrence (Most Commonly Used)

1. Select Setup from the Main Menu

File  Open Patient/Organization  Admin Tasks Help Admin

2. Select Appointment > Appointment Scheduling. The Appointment Scheduling window will
now appear. It will have a Provider Drop-Down List and Blank Box

Frowahr

bbb

3. Select the Provider from the Drop-Down List. Right-Click anywhere inside the While Blank
Box
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4. Select Add Schedule. A New Main Schedule screen will now appear
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5. Enter the Between Date. (The Between date is when you want the schedule to start and

end). We advise to do it for no more than a year

6. Select the Recurrence. In this example, it will be Weekly

7. Select Save and then the Close button. You will now see the schedule and the

appointment days from Monday to Sunday
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8. If a practitioner Doesn't Work a particular day just Leave that Column as It Is. If nothing is
entered into the column it will not appear in the appointment book (We can always

change this as a later date)

9. Select the Day(s) the practitioner will be Working by going to the column

10. Right-Click or Hold the Left-Click on the mouse down and drag from the desired start
and finish time then Right-Click > Add Appointment Schedule

Commercial-in-Confidence
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11. An Edit Appointment Schedule window will now appear

12. Select the Location (Which should already be defaulting to the correct location). Select
the Type "Working" or "Break” (For Practitioners Lunch Breaks). Select Save

13. The Appointment Schedule will now display the "Working Block"

14. If you wish to Extend or Shorten the "Working Block, Select the 'Working Block" and hover
over the little Square Icon and you will notice the cursor change from a mouse pointer to
a Up/Down Arrow. You can now drag the "Working Block" up and down

Please Note: Once the first column is setup for the Practitioner, you can then Right-Click on the 'Working Block" or
"Break Block" and select Copy and Paste it to another day by Right-Clicking on the Day/Time. You can only paste it
once after copying so if you require fo duplicate more than one other column you will need to Right-Click and
Copy again.

Option Two: Bi-Weekly Recurrence

Bi-Weekly Recurrence would be most useful for a practitioner that has a fixed schedule
across two different weeks. (Eg: In Week 1 a Practitioner works every Monday, Wednesday
and Friday but in Week 2 the Practitioner may work every Tuesday and Thursday)

1. Follow Steps 1 - 8 (As Above)
2. Select the Recurrence as Bi-Weekly
3. Select Save and then the Close button

4. You will now see the schedule and notice Two Tabs, Week 1 and Week 2
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5. Select the Week 1 Tab and Follow Steps 12 - 20 (As Above). Once Week 1 is sefup Repeat
the process in the Week 2 Tab

Option Three: Tri-Weekly and Quad-Weekly

Tri-Weekly and Quad-Weekly Recurrences are not very commonly used. If you have a
practitioner that works on a Tri-Weekly or Quad-Weekly basis the above steps still remain
the same.

A typical example for a Tri-Weekly Recurrence would be if a Practitioner works every
Monday and Wednesday, Then every Third Thursday and Friday. When setting the
appointment schedule, you would select Tri-Weekly which would give you 3 week Tabs. This
applies for the Quad-Weekly Recurrence also but you would have 4 Week Tabs.

Adding an Alternative Schedule:

PrimaryClinic Practice has designed an Alternative Schedule to modify an

existing Appointment Schedule for a certain period of time. This is very useful for when a
Practitioner goes on holidays and you require the appointment book to block out the days
that the Practitioner will be away. It is also useful to use when a Practitioner decides that
he/she is now going to work on a non-working day for a certain period of time. This will save
you a lot of time and you will not need to delete any existing Appointment Schedules or go
through each day manually and block out the working days.

1. Select Setup from the Main Menu

File Open Patient/Organization  Admin Tasks ISetupI Help Admin

2. Select Appointment > Appointment Scheduling

3. The Appointment Scheduling window will now appear. It will have a Provider Drop-Down
List

4. Select the Provider from the Drop-Down List. You will see the existing Appointment
Schedule(s) for this Provider

5. Right-Click on the Appointment Schedule you wish to Edit and Click Edit Schedule. An
Edit Schedule Window will now appear. Under Alternative Schedules, Select New
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6. An Add Alternative Schedule Window will now appear

7. Select the From Date and To Date in which the Alternative Schedule is going to take

place

8. Enter a Note (Eg: Practitioner A is going on holidays). Then Select OK and then Select
Save & Close

e

9. Under the Appointment Schedule you will now see the Alternative Schedule

Provider

Dr Test, Doctor E
Schedules

[T] Show archived schedules

El-From 28/11/2016 Te 29/11/2017

From 28/11/2016 To 01/01,/2017 (Practitioner A

10. Select the Alternative Schedule and you will see your Week Tab(s)
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11. Select the Day(s)/Times you wish to Edit

12. Refer to the Appointment Scheduling Guide on how to create the Schedule

Printfing Appointment List for Patient:

For patients that do not wish to receive appointment reminders via mobile or email may
wish to have their next appointments printed out for them. This is more commonly used for
the elderly, or patients with multiple appointments booked in advanced

1. Open the Appointment Book by either selecting:

Calendar icon from the Quick Link Toolbar. The Appointments Box Or press F on the keyboard
from the Main Screen.
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2. Find the Patient in the Appointment Book
3. Right-Click the Patients Appointment

4. Select Patient > Print Appointments Slip
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Printing Appointment List for Provider:

If a provider would like to have a copy of the appointments booked for a certain day,
please follow the steps below:

1. Open the Appointment Book by either selecting:

Commercial-in-Confidence Page 26



Q) Prim aryClinic

Calendar icon from the Quick Link Toolbar. The Appointments Box Or press F? on the keyboard
from the Main Screen.
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2. Navigate to the day which you would like to print the provider appointment list for
3. Right-Click the Providers Name af the fop of the Appointment Column

4. Select Doctor Appointment List

5. A Doctors Appointment Report will now appear for you to view

6. Select the Printer Icon to Print

Waiting Room:

The Waiting room in PrimaryClinic Practice provides the user to be able to track the patients
who are waiting for a consultation. The Waiting room give the user options to view who is in
the waiting room, what time they arrived, how long the wait time has been, record any notes
about the patient and their visit, any warnings and also the billing instructions.

Walk-in: Arriving a New Patient & Existing Patient:

If a patient arrives at the practice with an appointment, you can add the patient directly into
the waiting room if they require an urgent appointment or if the provider has time available

1. Open the Waiting Room by either selecting:

Waiting icon from the Quick Link Toolbar. The Appointments Box Or press F10 on the keyboard
from the Main Screen.
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Waiting Room

2. Select Arrive then either:

e Select New Person. Enter all the patients details in the New Person Form. Select Save
once completed

¢ Search an Existing Patient in the Search window by entering the patients Family/Org
& First Name and then Find, select the Patient from the results list

3. The Waiting Room window will now appear. Select the Provider you are making the

appointment for, enter any Warnings or Notes relafing fo the patients and then select
Save
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4. The Patient is now entered into the Waiting Room
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Walk-in: Invoicing from the Waiting Room

1. Select the Patient from the Waiting Room List
2. Either Right-Click the Patient and select Patient Leaving or select the Leave button

3. The invoice screen will now appear. Invoice the patient according (see page(s) 38-59
for how to create an invoice)

Arriving a Patient from the Appointment Book:

1.  Open the Appointment Book by either selecting:

Calendar icon from the Quick Link Toolbar. The Appointments Box Or press F9 on the keyboard
from the Main Screen.
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2.  When the Patient Arrives, Right-Click on the patient’s appointment and select Arrive

3.  The Waiting Room Window will now appear

P winny b -
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4. Enfer any Warnings or Notes related to the appointment if required. Select Save once
completed
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5. The patient has now been put into the Waiting Room

To Open the Waiting Room, Select Open from the Main Menu and Select Waiting Room
File | Open| Patient/Organization  Admin Tasks  Setup  Help Admin

7.  The Waiting Room Window will now appear. In this window, you will be able to see all
patients that have been entered into the waiting room

8. When a patient has gone into their consultation, Right-Click on the patient’s
appointment and select In Consultation
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9. The patients Appointment Icon will now change fo a Doctor Icon “

10. When a patient is ready to Leave, you can select Leave or No Invoice. If you select Leave,

the Invoice Form will appear and you are able to create an invoice directly from the
waiting room

. If you select No Invoice, a message box will appear "Are you wish to remove this patient
from the waiting room without issuing an invoice?" Select Yes. The patient will no longer
appear in the waiting room

Waiting Room

I.-*"'_"“-.I Are you sure you wish to remove this patient from the waiting room
W without issuing an invoice?

ves || Mo

SMS/Email Reminders:

Sending SMS reminders:

The two leading methods in PrimaryClinic Practice for reminding patients of their upcoming
appointments are via SMS or Email. Both of these methods are cost effective and saves the
practice time and hassle. It has also been proven to reduce patient cancellations.
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Sending an Individual SMS Reminder:

PrimaryClinic Practice allows the option for the practice to send an individual SMS to a
patient that might require an urgent recall or additional information regarding their
appointment.

There are two-ways where you can send the individual SMS from

Option One:

1. Open the Appointment Book by either selecting:

Calendar icon from the Quick Link Toolbar. The Appointments Box Or press F9 on the keyboard
from the Main Screen.
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2. Find the Patient in the Appointment Book

3. Right-Click the appointment and Select SMS/Email > Send SMS (Please note, if a patient
does not Accept SMS you will not be able to send individual SMS)

4. A Send SMS window will now appear
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5. Providing you have entered the patients Mobile Number into their Demographics Screen,
the mobile number will automatically appear. If not, please enter

6. You have the option to Compose your own message or by selecting a Pre-Created SMS
Template (See How to create a SMS template)

7. Once you have Completed composing the SMS, Select the OK button. You will receive a
message on screen that the SMS reminder has been sent

PLEASE NOTE: A maximum of 160 characters is allowed, If the message if more than 160
characters you will be charged accordingly.
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Option Two:

1. Open the Patient by either selecting:

Patient icon from the Quick Link Toolbar.
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Main Screen.
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2. The Patient Search window will now appear

3. Enter the Patients Family/Org and First name

4. The Patient will now Appear in the screen list

3.__.___ : — :

5. Select the Send SMS/Email button > Send SMS

@ Frimar Y Clinre

Or press F2 on the keyboard

F2

6. You have the option to Compose your own message or by selecting a Pre-Created SMS
Template (See How to create a SMS template)

7. Once you have Completed composing the SMS, Select the SEND button. (You will

receive a message on screen that the SMS reminder has been sent)

Sending Bulk SMS Reminders:

If you need to confirm all your patients who are booked in on a particular day, sending a

bulk SMS reminder will save you time

1. Select Open from the Main Menu > Appointment SMS/Email Reminders
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2. The SMS/Email Reminder window will now appear
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3. Leave the Family/Org and First Name blank (Only select if looking for a particular
patient)

4. Select the Provider you are wanting to confirm the appointments for (If all providers,
Leave blank). Select the Location. Select the Type (If you are reminding all Appointment
Types, Leave blank. Otherwise select the Type)

5. Select the Date Between And you are wanting to confirm. Select the Find button

6. Alist of Patients will now appear in the SMS/Email Reminder window

7. Select the box next to Send fo select all patients or Manually Tick the box for the
patients you are wanting to send the reminder for

SM3S Email

Send [¥] AcceptSMS  Appointment Time

8. If all Patients are going to receive the same SMS template, Select the Template from the
Drop-Down List you are wanting to send and then select Apply This Template for
Everyone. This will now Update the Template for all patients

9. Alternatively, if you want fo send a Different Appointment Reminder for different patients,
Select the Template from the Drop-Down List you are wantfing fo send. (An example of this
would be, Provider Miss Black, Ely has a different reminder template to Dr Test, Doctor, you
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would then select the different template based on the provider). Usually if different providers
had different reminder templates, you would send the reminders per provider rather than
selecting all provider. PrimaryClinic Practice allows you the option to do both ways.

10. Select the Send button. You will receive a message on screen once the SMS reminders
have been fransmitted

Sending Email reminders:

The two leading methods in PrimaryClinic Practice for reminding patients of their upcoming
appointments are via SMS or Email. Both of these methods are cost effective and saves the
practice time and hassle. It has also been proven to reduce patient cancellations.

PLEASE NOTE: If you are unsure if your PrimaryClinic Practice is setup to send emails, please
contact support on 1300 723 938

Sending an Individual Email Reminder:

PrimaryClinic Practice allows the option for the practice to send an individual Email to a
patient that might require an urgent recall or additional information regarding their
appointment.

There are two-ways where you can send the individual Email from:

Option One:

1. Open the Appointment Book by either selecting:

Calendar icon from the Quick Link Toolbar. The Appointments Box Or press F9 on the keyboard
from the Main Screen.
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2. Find the Patient in the Appointment Book

3. Right-Click the appointment and Select SMS/Email > Send Email (Please note, if a patient
does not Accept SMS you will not be able to send individual SMS)

4. A Send Email window will now appear
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5. Providing you have entered the patients Email Address info their Demographics Screen,
the email address will automatically appear. If not, please enter manually

6. You have the option o Compose your own message or by selecting a Pre-Created Email
Template (See How to create a SMS/Email Template)

7. Once you have Completed composing the Email, Select the OK button. You will receive
a message on screen that the Email reminder has been sent

Option Two:

1. Open the Appointment Book by either selecting:

Patient icon from the Quick Link Toolbar. The Patients box from the Or press F2 on the keyboard
Main Screen.
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2. The Patient Search window will now appear
3. Enter the Patients Family/Org and First name

4. The Patient will now Appear in the screen list

T .:.,________z___‘

5. Select the Send SMS/Email button > Send Email
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6. You have the option o Compose your own message or by selecting a Pre-Created Email

Template (See How to create a SMS/Email Template)

7. Once you have Completed composing the Email, Select the SEND button. (You will
receive a message on screen that the Email reminder has been sent)

Sending Bulk Email Reminders:

If you need to confirm all your patients who are booked in on a particular day, sending a
bulk Email reminder will save you time

1. Select Open from the Main Menu > Appointment SMS/Email Reminders
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2. The SMS/Email Reminder window will now appear

3. Leave the Family/Org and First Name blank (Only select if looking for a particular
patient)

4. Select the Provider you are wanting to confirm the appointments for (If all providers,
Leave blank). Select the Location

5. Select the Type (If you are reminding all Appointment Types, Leave blank. Otherwise
select the Type). Select the Date Between And you are wanting to confirm. Select
the Find button

6. A list of Patients will now appear in the SMS/Email Reminder window. Select the Email Tab
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7. Select the box next to Send to select all patients or Manually Tick the box for the patients
you are wanting to send the reminder for

SIS Email

Send (V| Accept@  Appointment Time

8. If all Patients are going fo receive the same Email template, Select the Template from
the Drop-Down List you are wanting to send and then select Apply This Template for
Everyone. This will now Update the Template for all patients

9. Alternatively, if you want to send a Different Appointment Reminder for different patients,
Select the Template from the Drop-Down List you are wanting to send. (An example of
this would be, Provider Miss Black, Ely has a different reminder template to Dr Test,
Doctor, you would then select the different template based on the provider). Usually if
different providers had different reminder templates, you would send the reminders per
provider rather than selecting all provider. PrimaryClinic Practice allows you the option to
do both ways.

10. Select the Send button. You will receive a message on screen once the Email reminders
have been transmitted

How to Create a SMS/Email Template:

PrimaryClinic Practice allows the user to create their own custom Pre-Defined SMS/Email
template reminders.

1. Select Setup from the Main Menu

File  Open  Patient/Organization  Admin Tasks Help Admin

2. Select Email/SMS Templates. The Email/SMS Template window will now appear
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3. Select New Email or New SMS on the Bottom Right-Hand side

4. An Add Email or Add SMS Template Window will now appear
s

5. Enter the Name of the new template (Eg: Daily SMS Reminder). Enter the Group the
template belongs to (Eg: Appointment Book)

6. Create the message in the Template box. On the Right-Hand side, there is merge fields
that will automatically pick up each patient’s details (Eg: Dear [Addressee: First Name].
Confirming your appointment with [Appointment:DoctorFirstName] on
[Appointment:DateTime]). The fields in the brackets will get populated based on the
patient’s details. To Add the Merge Fields, Select the + next to the corresponding option,
Select the Field you are wanting to use, Left-Click and Drag the field info the Template

Box
o L T s prgpe|

=

SCREENSHOT 7 — TEMPLATE Box
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7. Tick the Default Box if you would like that template to be the Default Reminder. Select
the OK button

8. The above steps are the same for creating an Email Template

PLEASE NOTE: SMS reminders have a character limit of 160 characters. If you exceed the
160 characters you will be charged according. Under the Template box it will show how
many characters are remaining. Email reminders do not have a character limit. You are
free to use as many as you wish.

Invoices and Receipfts

PrimaryClinic Practice has developed a simplified way to invoice and receipt patients and
organisations. Practices can invoice singerly or as a batch. Batched invoices are used for
Bulk Billing Medicare and DV A claims. PrimaryClinic Practice can also be integrated with
Tyro (Easy claims).

Bulk Billing (BB) Setfup:

Bulk bill claims are those where the provider claims the Medicare rebate on behalf of the
patient. The Medicare rebate is the total fee for the service. No additional charge can be
levied to the patient. Please follow the steps below to setup a patient for Bulk Billing services:

1. Select the Patients Icon from the Quick Link Toolbar

Quick Link: =

B @l &
= il Sl

2. Within the patient details window, Enter the Family/Org and First name of the patient
you wish to Bulk Bill and select the Find button on the lower left hand side

3. Inthe patient details window, Enter the patients Medicare Card Number and Expiry
Date

Entitlement
Medicare® | 2950192881 1 | EXP | 18/03/2017 [«

WVeteran® IZI EXP IEI

Pension/HCC EXP B

Status IEI

Safety Net ATSI Not Asked [
[C] Medicare+ Incentive  [_| CTG CoPayment Relief

4. Enter the Acc.Type (Account Type) as Bulk Bill
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Account
Acc. Type | Bulk Bill |Z| Fee Rate| BBGP - |=
Payer E][:
Acc. Mame
BSB Acc#®

[] Use bank account registered with Medicare

5. Enter the Fee Rate. Select BBGP (Medicare Rebate for GP) or BBI/BBO (In-Patient Medical
Rebate for Specialist, Out-Patient Medical Rebate for Specialist) Depending on the type
of service

6. Enter the Payer as Medicare or Leave Blank

7. If the Provider is a Specidlist, the Referral Details will need to be entered in
I_ lle‘e--:~'=|| WAL | Famity | Sccupations | LD |

- e Lauie Tuns o LT Y I - : L
ki lest Ovg WOLA201T |3 moets 1000+ f I

8. Once all the details have been entered, Select Patient Verification — Medicare. This will
check the patients Medicare Details fo ensure the details are correct

- Patient Verification  [f| -

Medicare |
Health Fund |

| Medicare & HF |

| Weterans Affairs |

| LConcession |

Creating a Bulk Billing (BB) Invoice:

1. Select the New Invoice button on the New Toolbar to open the Invoices Screen
Bl i f e a® =)

Mew: y i ! el L] =]
& flﬁ"il UI o 8L v I

2. The Invoice Screen will now appear

3. The Account Type, Speciality and Fee Schedule will default to the details based on how
the patient was setup in the Bulk Bill setup. If any of the following details are incorrect,
Select the appropriate options
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SCREENSHOT 8 — BULK BILL INVOICE

4. Select the ltem code box. Enter the service details by entering the Item Codes

5. Enfer the Fee amount (A fee amount should already appear). Select the Service Date
(By default it will select todays date)

6. Select the Service Text box (Will send a note to Medicare regarding the service(s)
invoiced)

7. Select Save once completed

Private Patient (PC) Setup:

Patient claims refers to the process whereby a practice may send a claim to Medicare on
behalf of the patient, so that the Medicare rebate will be sent to the patient. Unlike bulk
billing, the patient has not assigned their right to Medicare benefits to the provider. Please
follow the steps below for Private Patient setup:

1. Select the Patients Icon from the Quick Link Toolbar
— ) re— o H
Quick Link: =}~ H ;b 1 @ '@ ;)

2. Within the patient details window, Enter the Family/Org and First name of the patient
and select the Find button on the lower left hand side

3. Inthe patient details window, Enter the patients Medicare Card Number and Expiry
Date
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Entitlement
Medicare® | 2050192881 1 | EXP  18/03/2017 |~
Veteran#® IZI EXP IZI
Pension/HCC EXP |
Status |Z|
Safety Net ATSL Not Asked [
[] Medicare+ Incentive  [] CTG CoPayment Relief

4. Enter the Acc.Type (Account Type) as Private Patient

Arcount

Acc. Type | Private Patient |E| Fee Rate| PRI - Pri E

Payer E]E]

Acc, Mame

BSE Acc#

Use bank account registered with Medicare I

5. Enter the Fee Rate. Select PRI (Private Patients)

6. Enter the Payer only if the payer is not the patient Eg: Patient might be a child and the
payer would be the parent/guardian

N

If the patient has a bank account registered with Medicare, select Use bank registered
with Medicare. If the patient’s bank account is not registered with Medicare enter the
account details. When the claim is transmitted the bank details with transmit to Medicare
with the claim

8. If the Provider is a Specialist, the Referral Details will need to be entered in

Referrais JWOTAL | Family Occupations | UDF |
Birsadsr B Hauc Duins Ppea Lo i Trpe Deefanslt  Expires Lisne

EF Test O 102017 | Emonia 14020 = f

9. Once all the details have been entered, Select Patient Verification — Medicare. This will
check the patients Medicare Details fo ensure the details are correct
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Medicare |

Health Fund

Medicare & HF

Weterans Affairs

Concession

10. Select Save once completed

Creating a Private Patient (PC) Invoice:

1. Select the New Invoice button on the New Toolbar to open the Invoices Screen

e B 6|0 TVE v

2. The Invoice Screen will now appear

3. The Account Type, Speciality and Fee Schedule will default to the details based on how

the patient was setup in the Private Patient setup. If any of the following details are
incorrect, Select the appropriate options
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SCREENSHOT 9 — PRIVATE PATIENT INVOICE
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4, Select the ltem code box. Enter the service details by entering the ltem Codes

5. Enter the Fee amount you wish to charge the patient. Select the Service Date (By default
it will select todays date)

6. Select the Service Text box (Will send a note to Medicare regarding the service(s)
invoiced)

7. Select Pay after the invoice is completed (Alternatively you can select Pay Here and
complete the payment from the invoice screen). The Pay screen will now appear

e " T & % = " ow P On e e
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SCREENSHOT 10 — PAYMENT WINDOW

8. Under the Payments-Amount, Enter the Amount the patient is paying. If the patient is
paying the whole amount, select Auto, which will allocate the whole amount to the
invoice. If the patient is only paying part of the invoice, enter the amount the patient is
paying, click the invoice in which the patient is making a payment for and enter the
amount,

9. Select the Payment Type Eg: Cash, Cheque, Visa, Amex. Select Print to print a receipt for
the patient or select Save if no receipt is required

10. Select Online Claim to submit the invoice to Medicare for the patient’s rebate

** It is recommended to submit the claim to Medicare after taking payment from the patient **
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Veterans Affairs (DVA) Setup:
Veterans Affairs refers fo where the provider claims the DVA rebate on behalf of the
patient. The DVA rebate is the total fee for the service. Please follow the steps below to

setup a patient for Veterans Affairs: Please follow the steps below to setup a patient for DVA
services:

1. Select the Patients Icon from the Quick Link Toolbar

— o . =Y

Quick Link: 1= = ::b il ‘ﬂ F)

2. Within the patient details window, Enter the Family/Org and First name of the
patient and select the Find button on the lower left hand side

3. In the patient details window, Enter the patients Veteran Affairs Number and Expiry
Date

Entitlement
Medicare® EXP

]

Veteran® | 123456789 | 1 (= | EXP | 18/03/2017

Pension/HCC EXP E
Status IEI
Safety Net ATSL Not Asked [~

[] Medicare+ Incentive [ | CTG CoPayment Relief

4. Enter the Acc.Type (Account Type) as Veterans Affairs

Account
Acc. Type | Veterans Affairs |E| Fee Rate | VAGPLM |Z|

Payer | Dva E]E]

Acc. Mame

BSB Acce

[Milse bank account registered with Medicare |

5. Enter the Fee Rate. Select VAGPLM (DVA Rebate for GP/LMO) or RMFSI/RMFSO (In-
Patient Rebate, Out-Patfient Rebate) Depending on the type of service

6. Enter the Payer as DVA or Leave Blank

7. If the Provider is a Specidalist, the Referral Details will need to be entered in

':’*""'""Ii WTAL | Famity | Gccupations | wDF |

=L

Previder ¥ Hdiie Duné Phprieed L Shur Tpe Defimslt Exgiredl  Blang
b Tesk Oy 0012017 | 3 moiia 1o -

8. Once all the details have been entered, Select Patient Verification — Veterans
Affairs. This will check the patients Veterans Affairs details to ensure they are correct
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’ Health Fund ]

Medicare & HF |

Weterans Affairs

Concession |

9. Select Save once completed

@ Pl‘/mal‘y Clinie

Creating a Veterans Affairs (DVA) Invoice:

1. Select the New Invoice button on the New Toolbar to open the Invoices Screen

2 3 : P EEL L R

2. The Invoice Screen will now appear

3. The Account Type, Speciality and Fee Schedule will default to the details based on how
the patient was setup in the DVA setfup. If any of the following details are incorrect,

Select the appropriate opftions
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SCREENSHOT 11 — VETERANS AFFAIRS WINDOW
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4. Select the Item code box

5. Enter the service details by entering the ltem Codes

6. Enter the Fee amount (A fee amount should already appear)
7. Select the Service Date (By default it will select todays date)
8. Select Save once completed

WorkCover (WC) Setup:

WorkCover refers to any worker(s) who are injured on become ill because of their work.
Please follow the steps below to setup a patient for WorkCover:

1. Select the Patients Icon from the Quick Link Toolbar

Quick Link: :.,L_- ,ﬁ e B .H_ ?‘)

2. Within the patient details window, Enter the Family/Org and First name of the patient
and select the Find button on the lower left hand side

3. Inthe patient details window, select the WC/TAC tab. The details that should be
recorded are the Date of Injury, Claim#, Employer and Case Manager

Fftferrusl WAL I Family | El:cupa‘.innil UDF |
Date of [ngiry Clairns s Ennploryer Cage Manaoer Dfault lote
b 10/00/2017 | OSEBTEES5556 ; | Gaohal Tirn Case s | Back Injury|
- " 1
[ ; ..'I.thr-.-i_- [ Dt Imclude anched nyoies eliached

4. Enter the Payer details, if WorkCover is going fo be directly invoiced

5. Select Save once completed

** Please Note: If a patient doesn’t have a claim number, the patient will be to pay
the invoice in full and then claim from WorkCover. If the patient does have the
claim number, the practice can invoice WorkCover directly**

Creating a WorkCover (WC) Invoice:

1. Select the New Invoice button on the New Toolbar to open the Invoices Screen

v S O B TV v B

2. The Invoice Screen will now appear

3. Select the Account Type as WorkCover
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4, Select the Service Type as General or Specialist
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SCREENSHOT 12 - WORKCOVER WINDOW

5. Select the ltem code box. Enter the service details by entering the ltem Codes

6. Enter the Fee amount you wish to charge the patient. Select the Service Date (By
default it will select todays date). Select the Service Time

7. Select Save (If invoicing WorkCover directly) or Pay after the invoice is completed
(Alternatively you can select Pay Here and complete the payment from the invoice
screen)

** Please Note: If you are invoicing WorkCover directly, disregard the Payment step**

8. The Pay screen will now appear
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SCREENSHOT 12 — RECEIPT WINDOW

9. Under the Payments-Amount, Enter the Amount the patient is paying. If the patient is
paying the whole amount, select Auto, which will allocate the whole amount to the
invoice. Select the Payment Type Eg: Cash, Cheque, Visa, Amex

10. Select Print to print a receipt for the patient or select Save if no receipt is required

Transport Accident Commission (TAC) Setup:
TAC refers to the statutory insurer of third-party personal liability for road accidents. Please
follow the steps below to setup a patient for TAC:

1. Select the Patients Icon from the Quick Link Toolbar
4 e o ==h, — [ -
Quick Link: == H 5 = .ﬂ ?—)

2. Within the patient details window, Enter the Family/Org and First name of the patient
and select the Find button on the lower left hand side

3. Inthe patient details window, select the WC/TAC tab. The details that should be
recorded are the Date of Injury, Claim#, Employer and Case Manager

Eeferrals | WAL | Family : D:cupa‘.'inn-:l UDE |

Case of |nmiry Llairme Eager Emnplover age Plam Digfacilc Hote
b 1000072017 | OS4BTEESSS56 ; " ¥ GAckal [ I Tim Case - | Back Injury|

=1
=~

- I |

Py B .,.'I."_hr-,-g- [ Dalete ] Imclude anchneed invoice ehioched

4. Enter the Payer details, if TAC is going to be directly invoiced
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5. Select Save once completed

** Please Note: If a patient doesn’t have a claim number, the patient will be to pay the invoice
in full and then claim from TAC. If the patient does have the claim number, the
practice can invoice TAC directly**

Creating a Transport Accident Commission (TAC) Invoice:

1. Select the New Invoice button on the New Toolbar to open the Invoices Screen

- SB[ 0 T8 vI

2.  The Invoice Screen will now appear

3. Select the Account Type as TAC

4. Select the Service Type as General or Specialist
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SCREENSHOT 13 — TAC INVOICE WINDOW

6. Select the ltem code box. Enter the service details by entering the ltem Codes. Enter
the Fee amount you wish to charge the patient

7. Select the Service Date (By default it will select todays date). Select the Service Time
8. Select Save (If invoicing WorkCover directly) or Pay after the invoice is completed

(Alternatively you can select Pay Here and complete the payment from the invoice
screen)
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** Please Note: If you are invoicing TAC directly, disregard the Payment step**

9. The Pay screen will now appear

[P
G ML
-t
- Ewars Tt i (e 4
—— —"
i .
d -
LR 4
[
el
- - 4 Ll .= = I g Logma .l.- rawe i i
JHH::I.M'.T [ &} i i Limpr Bk, Ty (e | S0 1.0
e c— — i
Lo EEL T R s e i e Y- [y e =1~ Ea% ] =l [
Emi ——— r—— o At

SCREENSHOT 14 — RECEIPT WINDOW

10. Under the Payments-Amount, Enter the Amount the patient is paying. If the patient is
paying the whole amount, select Auto, which will allocate the whole amount to the
invoice. Select the Payment Type Eg: Cash, Cheque, Visa, Amex

11. Select Print to print a receipt for the patient or select Save if no receipt is required

In-Patient Medical Claim (IMC) Setup:

An In-patient Medical Claim (IMC) is a claim for tfreatment which is sent to Medicare and
the Health Fund simultaneously. Medicare and the funds both evaluate the claim. Payment
is made by the fund to the doctor and Medicare reimburses the fund for the Medicare
rebate. Please follow the steps below to setup a patient for In-Patient Medical Claims:

1. Select the Patients Icon from the Quick Link Toolbar

Quick Link: 1= _ :b i iﬁ l}% F)

2. Within the patient details window, Enter the Family/Org and First name of the patient
and select the Find button on the lower left hand side

3. Enter the patients Medicare Card Number and Expiry Date

4. Enter the patients’ Health Fund details
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Entitlement
| Medicarez| 122456788 | 1 | ExP | 18/03/2017 |~|
Weteran® Izl EXP IEI
Pension/HCC EXP B
Status IEI
Safety Net ATSL Not Asked ||
[C] Medicare+ Incentive ] CTG CoPayment Relief
Health Fund
FundId | MPL - Medikank Private E
Member# | 12345678 Ref 1
Alias Family
Alias First

5. Select the Account Type as IMC

6. Select the Fee Rate (this will generally be the Health Funds fee schedule)

cooynt
IQAEE.T*;;:-E IMC [] FeeRate| MPL-M][~]
Payer E]
Acc. Mame
BSB AccE
[] Use bank account registered with Medicare

7. Select the Referrals Tab and enter the referring provider's details (If Required)

Referrals ]wu:_rmc] Family | Occupations | UDF |

F'rovide_r P I_ssue Date Pe_riod 1st Visit Type Dg‘ault Expired Mote
{ Test Org [] 18/01/2017 {12 mont [+ [ [
*| ] & @ i

8. Once all the details have been entered, Select Patient Verification - Medicare&HF.
This will check the patients Medicare&HF details to ensure they are correct
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Health Fund

Medicare 8 HF ||

Weterans Affairs

Concession

9. Select Save once completed

@ Pm’mary Clinie

Creating an In-Patient Medical Claim (IMC) Invoice:

1. Select the New Invoice button on the New Toolbar to open the Invoices Screen

Y PEEL LY

2. The Invoice Screen will now appear

3. The Account Type, Speciality and Fee Schedule will default to the details based on how
the patient was setup in the IMC setup. If any of the following details are incorrect, Select

the appropriate options
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4. Enfer the Location Details of where the patient was seen Eg: Hospital (This step must
be done). Select the Facility ID, Admitted and Discharged Dates
5. Select the ltem code box. Enter the service details by entering the ltem Codes. Enter
the Fee amount you wish to charge the patient
6. Select the Service Date (By default it will select todays date)
7. Depending on the Provider's Agreement with the Health Fund (Please check with
Health Fund)
A. AG (Agreement) NO GAP. If the patient does not have to the gap, select Save
and the invoice can be claimed at a later stage (See Online Claim Guide)
B. SC (Schemes) KNOWN GAP. If the patient is paying the gap, select Pay (See Steps
Below)
8. The Pay screen will now appear
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SCREENSHOT 16 — RECEIPT WINDOW

9.

Under the Payments-Amount, Enter the Amount the patient is paying. If the patient is
paying the whole amount, select Auto, which will allocate the whole amount to the
invoice. Select the Payment Type Eg: Cash, Cheque, Visa, Amex

. Select Print to print a receipt for the patient or select Save if no receipt is required.

Select Online Claim to submit the invoice to Medicare/Health Fund for the patient’s
rebate

** It is recommended to submit the claim to Medicare after taking payment from the patient **
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Overseas Student (OVS) Setup:

As an overseas student, it is a condition of the student visa fo have Overseas Student Health
Cover, which will give students access to in-out of hospital medical services. Please follow
the steps below to setup a patient for Overseas Student (OVS):

1. Select the Patients Icon from the Quick Link Toolbar
- =k - e — H -
Quick Link: == 1 b 7 '—ﬁ; ‘ﬁ ?—)

2. Within the patient details window, Enter the Family/Org and First name of the patient
and select the Find button on the lower left hand side

3. Enter the patients’ Health Fund details

Health Fund
I FundId  MPL - Medibank Private B4
Member® | 12345678 Ref 1
Alias Family
Alias First

4. Select the Account Type as OVS

5. Select the Fee Rate (select any fee rate you wish)

Account
Acc, Type | OVS |T| Fee Rate PRI- P‘rir.riT
Payer E]
Acc. Mame
BSB Acc#®
[] Use bank account registered with Medicare

6. Once all the details have been entered, Select Patient Verification — Health Fund. This
will check the patients’ Health Fund details to ensure they are correct

| Medicare |

Health Fund

| Medicare & HF |

| Weterans Affairs |

| Concession |

7. Select Save once completed
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Creating an Overseas Student (OVS) Invoice:

1. Select the New Invoice button on the New Toolbar to open the Invoices Screen

- & 6[% TEW v

2.  The Invoice Screen will now appear

3. The Account Type, Speciality and Fee Schedule will default to the details based on
how the patient was setup in the Overseas Student (OVS) setup. If any of the following
details are incorrect, Select the appropriate opftions
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SCREENSHOT 17 — OVS INVOICE WINDOW

4, Select the ltem code box. Enter the service details by entering the Iltem Codes. Enter
the Fee amount you wish to charge the patient

5. Select the Service Date (By default it will select todays date)

**STEP 6 ONLY APPLIES FOR PRACTICES WITH A TYRO TERMINAL **

6. If you have a Tyro Terminal, select Online Claim which will direct you to a new window
where you can swipe the patients’ Health Fund Card and claim the rebate leaving
the GAP for the patient to pay

7. Select Pay after the invoice is completed (Alternatively you can select Pay Here and
complete the payment from the invoice screen)

8. The Pay screen will now appear

Commercial-in-Confidence Page 55



@ Frimm ary Clinie

[P Fecap "Rl |
i e e BEp - e | M, b Cangs
< by T
Chirar Fask Tasdl Fowni i Dot Fayrer=1 Tiqar [ Fubp b ™ "
f ARzt
£
| G Tt
§TLOE
Sk &y Harbete oy Dz Ll
|
ik DTwrey  larvew Do lm=ccel T Egzam Fayr Bard SrpesTt T Cincouemn  Tobss Sy
| el FIRATMATEEN [ E [ Mhckerna Earion [t Hicholm | laiwen Faze| T
i TTLDE,  STLAD STHEE S0l TTLI
A wel STIOE Cepowsy FLED Ll LimEa TPelw o [aswrd (e Leces Hade D
it brryp= D Frembed e ko

SCREENSHOT 18 — RECEIPT WINDOW

9. Under the Payments-Amount, Enter the Amount the patient is paying. If the patient is
paying the whole amount, select Auto, which will allocate the whole amount to the
invoice. Select the Payment Type Eg: Cash, Cheque, Visa, Amex

10. Select Print to print a receipt for the patient or select Save if no receipt is required
Adjusting an Invoice & Payment Amount
The steps below will show you how to adjust an invoice if a payment has been allocated.
Example 1: Changing the Fee amount that was invoiced

Patient A was charged $65 for item code 23. Patient A had made payment for $65 and the
invoice was all paid up to date. After taking payment the receptionist had notficed that
$100 should have been invoiced for item code 23

1.  Open the Patients Record, and select the Account History Icon from the Show
Toolbar

2. Under the Invoices tab, select the Invoice you wish to edit and select Adjust
3. Enter the Reason for Adjusting
4. Inthe Invoice Screen, change the fee from $65 to $100

5. Select Pay
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SCREENSHOT 19 — INVOICE WINDOW

6. The Receipt screen will show a Credit Allocation of $65, which is from the original
invoice that was paid

7. The patient will need to pay an additional $35 to balance the invoice

8. Enter the Payment Type for the $35 and select Auto to allocate the amount to the
Invoice

9. The Credit Allocation of $65 and the additional $35 has been allocated to the invoice
and now the patient owes $0. Select Save or Print once completed
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SCREENSHOT 20 — RECEIPT WINDOW

Example 2: Changing the Item Code that was invoiced

Patient A was invoiced item code 23 and payment has been allocated. After taking
payment the receptionist has noticed that item code 24 should have been invoiced.

1.  Open the Patients Record, and select the Account History Icon

from the Show
Toolbar

Under the Invoices tab, select the Invoice you wish to edit and select Adjust

3. Enfer the Reason for Adjusting

In the Invoice Screen, change the Item Code from 23 to 24. The amount for item code
23 was $100 but the amount for item code 24 is $20.95. If the amount is going to be the
same as what was charge for item code 23, change the fee amount

5. Select Pay
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SCREENSHOT 21 — INVOICE WINDOW

6. The Receipt screen will show a Credit Allocation of $100, which is from the original
invoice that was paid

7.  The patient will need not need to contribute any additional funds
8. Select Auto to allocate the Credit Allocation of $100 to the invoice
9.

The patient will now have an available credit of $9.05, which can refunded or left in the
patients account and used towards their service for the next time they visit
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Adjusting a Payment Type
If the wrong payment type for an invoice is entered info the system accidentally, follow the
steps below to correct

1.  Open the Patients Record, and select the Account History Icon from the Show
Toolbar

2. Under the Receipts Tab, select the Receipt which has the wrong payment type
recorded and click Archive

3. Enter the Reason for Archiving/Deleting. The Receipt will now be deleted

4.  Now select the Invoice Tab and select the Invoice in which that payment was
allocated to and click Open

5. The Invoice Screen will now appear, select Pay
6. Enter the Payment details, remembering o select the correct Payment Type

7. Select Save or Print once completed

Reminders

PrimaryClinic Practice has the function to create patient reminders. This is particular useful
for reminding patients of anything regarding an up-coming appointment Eg: Bring
WorkCover documents.

Creating a New Reminder

1. On the Main Screen, select the Reminder box or Select the New Reminder icon from the
New Toolbar (Patient must already be selected)
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Alliance Insurance

Carlson, Maggie 2171071953 00001 740 lohann Gr, ACT

NEW REMINDER

2. The Add Reminder window will now appear
3. Enter the Due Date of the reminder
4. Enter the Provider that the reminder is for

5. Enfer the Reason for the reminder. You have the option to add a note also
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6. Select Save once completed
7. The patient’s reminder will now appear in the Reminder Window

8. Once you contact the patient via SMS, Email, Telephone or Letter, the contact date will
be updated

9.  When the patient returns, select the Returned box and enter the returned date

Recalls

PrimaryClinic Practice has designed the Recall system to ensure that a patient returns for
any urgent or non-urgent consultations or to discuss fest results.

Creating a New Recall

1. On the Main Screen, select the Reminder box or Select the New Recall icon from the
New Toolbar (Patient must already be selected)
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2. The New Recall window will now appear
3. Enter the Provider that the recall is for

4. Enter the Result (Eg: Blood Test)
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1EX
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Cancel |

5.

6.

You must recall a patient three tfimes regarding any abnormal results or urgent matters

Once you contact a patient the first time, select First Recall and enter date and select

the Action Eg: SMS, Email. Telephone or Letter. Repeat the same process for the

second and third recall

7.

Commercial-in-Confidence

When the patient returns, select the Returned box and enter the returned date
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8. Select Save once completed

Lettiers

PrimaryClinic Practice provides pre-formatted letters for writing letters to patients, GP’s,
specialists, insurance companies etfc.

1. On the Main Screen, Select the Letters box
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2. The Letter window will now appear
3. Select New
4. The Search Patient window will now appear, select the patient

5. A Lefter Template window will now appear, select the Template you are wanting to use
and select ok

6. A Search Providers window will now appear (If the letter is for the patient and not a
referring doctor or another third-party organization, select close)
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7. A Letter Details window will now appear, select save

8. The Lelter Template will now open, you may edit the letter as required then select File
and Save

Documents

PrimaryClinic Practice allows users the function to scan or import documents into a patients
file.

1. On the Main Screen, select the Documents box
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2. Select Scan or Import, depending on which function you are wanting to perform

3. If Importing a document, select the path to where the documents is stored on the
computer

4. Select Close once completed

End of Day/Week/Month Processing

PrimaryClinic Practice provides users with a comprehensive reporting module. This has been
designed by PrimaryClinic Practice to assist users in managing their daily operations of
financial accounts. Each report will generate a different set of criteria.

Earnings — Earnings by Charges
Earnings by charges will generate a report based on what services have been invoiced by
the practice.

1. On the Main Menu, select Admin Tasks — Earnings-Earnings by Charges

File QOpen  Patient'Dhganicsbicn | Sdman T.lu.hl Setup  Hilp Admin
r E H - Bualk; Bill Clasmm Ei
Dunch Linile 20 k .
x "'H"':I DV Claam ka

3 =] ACTE Claim

Patiers Clasrm
Molaint Ir=Patierit Madeal Clamm

Heaith Fund CRasm

Earmirsgi * Earring By Chages
Dinly Banking Earring By Papmants
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2. The Earnings by Charges window will now appear

3. Select the Provider(s) you want to run the report for (leave blank to run report for all
providers)

4. Select the Location (leave blank for all locations)
5. Select the Account Type (leave blank for all account types)
6. Select the Date Range you require

7. Select the Find button

8. The Report will list the amounts charged for each servicing provider

[RE v e raa
el b Smank b e b —

Lty Barwdrest wew w40

9. Select Preview, (which will display the different Account Types and the patient’s details)
then select Print

Service Items for Doctors
Issue date batween [9/01/2017 and 19012017

i Patiert Fle= Invoices Item Amowurt Write off GST Discount Paid
Delores,Felica - LABRADOR 3 invoices, 3 items §574.10 $500.00
Bulk EBill I 2 invoices, 2 items $74.10 $0.00
19/01/2017 Medicare, OLIVE, FELICIA 00005 86 23 $37.05 $0.00
19/01/2017 Medicare, Patient, Test 00011 83 13 $37.05 50.00
IDVC 1 invoice, 1 item $500.00 $£500.00
19/01/2017  Smith, John Smith, John o000 87 4031 $500.00 $500.00
Black,Ely - Main Beach linvoice, 2 items $300.00 $300.00
IDVMC 1 invoice, 2 items $300.00 $300.00
19/01/2017 Carlson, Maggie Canlson, Maggie 00001 83 23 $100.00 $100.00
19/01/2017 Canlson, Magge Carlson, Magge 23 4031 $200.00 $200.00
Test, Doctor - LABRADOR 1 invoice, 1 item $50.00 £50.00
Private Patient 1l invoice, 1 item $50.00 £50.00
19/01/2017 Case, Tim Case, Tim 24 23 $30.00 $50.00
TOTAL: 502410 $0.00 §0.00 S0.00 $550.00

Earnings — Earnings by Payments
Earnings by Payments will provide a report based on what payments the practice has
received, either by the patient, Medicare, Health Funds or other organisations.
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1. On the Main Menu, select Admin Tasks — Earnings-Earnings by Payments
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Shra:
Patient Chaim
M - Pt Mecical Clasm

Heakh Fund Claem.

l Earmingg E Eacning By Chages
Daily Banking Earning By Payments

2. The Earnings by Payments window will now appear

3. Select the Payee Provider(s) you want to run the report for (leave blank to run report for
all payee providers)

4. Select the Location of the Payee Provider (leave blank for all payee locations). Select the
Bank Account (leave blank for all bank accounts)

5. Select the Provider(s) (leave blank for all providers). Select the Location for the Provider
(leave blank for all provider locations)

6. Select the Payment Type (leave blank for all payment types). Select the Account Type
(leave blank for all account types)

7. Select the Date Range and Receipt Date you require. Select the Find button

8. The Report will list the payments received for each servicing provider

9. Select Preview, (which will display the payee provider, servicing provider, account types
and the patient’s details) then select Print
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Receipts Items for Doctors

Einw date bereean TRGL 70T and J60L2607

Faves Fravider: Delores, Felica - LABRRAIGER I regeipiy SR00.00
Servicisg Provider: Delores, Felies - 2406200K
INiC I receip F500.00
Visa
1901207 Ssth, Jodm Srmith. Jodm S 28 550000 5000
Pavee Pravider: Black,Elv - Main Beach I receipis S0
Servicing Frovider: Black, Ely - FISEERLY
[} [y I receipi SN0
Carch
1012017 Cadbon, Magge Cadeen, Magpe (0 il 520000 S0 0
19012307  Cadson Magpe Cadson, Magge el 28 G108 00 0134
Favee Frovider: Test, De-coar - LABRADOR I receipo 320,00
Servicing Provider: Dr Test Dooter - 13345474
Frivate Fadent I recedm 520,00
Cash
10172807 Case, Tim Case, T b 330 0 porRLL
Daily Banking

The Daily Banking generates a report based on all the payments that have been received
by the practice. This is where the practice can reconcile their payments from their EFT
terminal, cash drawer, cheques received or banking statements

Open the Main Men, select Admin Tasks — Daily Banking

'P Pracnet
File  Open  Patient/Organization
- e
Quick Link: == & ~ iy
Showe
J- i

Admin Tasks | Setup  Help

Ad

Bulk Bill Claim
DVA Claim
ACIR Claim
Patient Claim

In-Patient Medical Claim

Health Fund Claim

Earnings

Daily Banking

The Daily Banking window will now appear

On the Left-Hand you will have some search criteria’s (enter the details if you are wanting
to view specific details) select the Recorded Date. By default, the Recorded date will be

todays date

Select Find

The payments taken for the day will now appear
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Page 67




6.

7.

Q) Prim aryClinic

Select Preview and then Print to print the Daily Banking Statement

Select Clear Drawer once the banking has been reconciled. (clearing the drawer will
remove all of foday’s banking and recognize the payments as being banked)

Administrative Tasks

Overdue Accounts

The Overdue Accounts allows users to monitor what outstanding transactions are owed fo
the practice and enables you with the function to print reminders directly from one screen.

1.

2.

Select Admin Tasks from the Main Menu and then Overdue Accounts

In the Search option on the Left-Hand side, select the details that you require. Otherwise
leave blank, select Find and all Overdue Accounts for every provider and Account Type
will appear

A list of Results will now appear in the Main Window

If you wish to print all Overdue Account for everyone, select the Preview Button, then
Preview dll. To Print Overdue Account for one patient, select Preview > Preview Selected

A Report Window will now appear, select Print

You have the option to print a Debtors List, which will show all Debtors in the system. Select
the Debtors List Button
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SCREENSHOT 22 — DEBTORS LIST REPORT

Transaction ltems

The transaction items report is useful for Practice’s wanting to know what item codes have
been invoiced during a specific time fame. This report is particular useful for General
Practitioners who would like to know when a particular item code was last charged, as
some item codes can only be charged once every 6 months.

1.  Select Admin Tasks from the Main Menu and then Transaction ltems

2.  From the Search opftion, select the Patients Family & First Name or leave blank to search
all patients

3. Select the Servicing Provider or leave blank for all Providers. Select the Item Number, if
wanting to run the report for a particular ltem Code, otherwise leave blank to display all
items

4. Enter the Created Start and End date, then select Find

5. Alist of Results will appear in the window
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6. To Print the list, select File & Print
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SCREENSHOT 23 — TRANSACTION ITEMS REPORT

Booking Report

The booking report allows users to view what bookings have been created and deleted
between a particular time frame. Users are also able to view all appointments for certain
patients.

1. Select Admin Tasks from the Main Menu and then Booking Report

2. In the Search option, enter the patients Family & First Name, otherwise leave blank to
search all patients

3. Selecting a certain Provider that you are wanting to view, or leave blank to search all
providers

4. Enter the Dates that you wish to search the appointments for and select Find

5. A list of Results will appear in the main window, from here you can Print List or Weekday
Report from the lower right-hand screen

Appointment Doctor

T T
Wl

Soen, Allred - 28062110

Smmr iullEld I-el Pazieni Name Note Addren Tl | Files | Type Starus
1h8a0lT

1000 mm  |I150mm | Tem, Pasem £33 Winew S ot i) Smmdard

1i20an (13 |[Cosodk, Bd 036 | Smndard

[I30mn [1200pm [From Jack 1t [O0dT  |Smmdwd  |Bded

WEEKDAY REPORT
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Appointment Weekday Report

Date from 02/03/2015 to 11/0472017

| Monday | Tuesda}'l '“'ed.nesda}'| ]"rida}'| Saturday | Sunda}'| Total|
Soon, Alfred - 24062117

| 13] 14] 5] 8] 5] 2] 54
Soon, Alfred - 24062127

| 0] '] 0] il 0] 0] 2]
Grand Total: 13 15 5 9 5 2 56

PRINT LIST REPORT

Miscellaneous

Address Book — Creating a New Contact
PrimaryClinic Practice allows users to store details of their personal contacts in ifs very own

address book.

Option 1: Creating a new contact for an Organisation

1. Select Open from the Main Menu and then Address Book

2. Select New Org
3. Enter the following details:

Name

Specialty (if known)
Address, Suburb & Postcode
Mobile Phone, Email & Fax

ABN & ACN (if known)

4. Select Save once completed

Commercial-in-Confidence

Note — users have the option to record a note regarding the contact
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SCREENSHOT 24 — ADDRESS BOOK — ORGANISATION WINDOW

Option 2: Creating a new contact for a Person

1. Select Open from the Main Menu and then Address Book
2. Select New Person

3. Enfer the following details:

Title, Given Family Name & First Name
Provider# (if applicable)

Group (if required)

Specialty (if known)

Address, Suburb & Postcode

Mobile Phone, Email & Fax (if known)
Note - if required

ABN & ACN (if known)

4. Select Save once completed
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SCREENSHOT 25 — ADDRESS BOOK — PERSON WINDOW

Address Book — Searching a Contact

1. Select Open from the Main Menu and then Address Book
2. Inthe Search opftion, enter the Family/Org & First Name

3. Select Find

New Provider Setup

1. Select Admin Tasks from the Main Menu and then Providers/Staff
2. Select New Provider

3. Enfer the following details:

Title Family Name & First Name

Prescriber Number (if known)
Qualification (if known)

Radiologist
Specialty

generated

Residential Address, Suburb & Postcode

Postal Address (if different from Residential)
Mobile Phone, Email & Fax (if known)

Note (if required)

Bank Accounts - Tick the default bank account
Business — enter the business name

Provider Number

BilingAgentld (if required)

Commercial-in-Confidence

Group — General Practitioner, Specialist, Alied Health Professional, Pathologist or

Default Item Code - This item code will be invoiced on all new invoices that are
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o Letterhead - the letterhead that will print on the invoices/receipts

Payee - if not the provider
Facilityld (if required)
LSPN (if known)

4. Select Save once completed
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SCREENSHOT 26 — PROVIDER SETUP WINDOW

Creating a New Fee Schedule

1. Select Setup from the Main Menu and then Fee Schedule > Fee Schedule Setting

2. S

elect New

3. Under the General Tab, enter the below details:

Code — Abbreviation of the Schedule name eg: MBF

Name — Description of the Fee Schedule eg: Medibank Private Patients — Dr Test
Round Method

Import Items From — None: Enter all item codes manually. Fee table: A Fee Schedule
can be copied from a previous schedule, saving the user time without having to
manually enter all the item codes
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4. Select Save
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SCREENSHOT 27 — FEE SCHEDULE (GENERAL TAB) WINDOW

Adding an Item Code to a Fee Schedule

1. Once you have created the Fee Schedule, select the Items Tab and New

2. Enter the below details:

o Code -ltem Code, if the item code is a MBS code the description will automatically
be inputted

e Description — description of the item code
Fee —item code fee amount
e GST-tick if you would like to add GST to this item code

3. Select Save once complete. Repeat the above steps for multiple item codes
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Editing an Existing Item in a Fee Schedule

—_

Select Setup from the Main Menu and then Fee Schedule > Fee Schedule Setting
2. Double-click or Select and Edit the Fee Schedule you wish to edit

3. Select the ltems Tab

4. Search for the Item Code you wish to edit in the Search option then select Find

5. Select the Item Code and click the Edit button, Make the required changes and then
select Save

Update Existing Item Code Fees

Medicare Fee Update:

1. Select Setup from the Main Menu and then Fee Schedule > Fee Schedule Setting

2. Select Import & Update Fee, select Import from Global-Health website (Check for
Updates) fo see if any new updates are available

3. Select your State and then Load Fee Schedules

4. The software will check which Fee Schedule are available for the Fee update
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SCREENSHOT 28 — IMPORT & UPDATE FEE SCHEDULE WINDOW

5.

Tick which Fee Schedules you would like to update and then click Update

Private Fee Schedule Update:

1.

2.

Select Setup from the Main Menu and then Fee Schedule > Fee Schedule Setting
Select the required Fee Schedule eg PRI for Private Patients

Select the Increase Fees Buiton

. Select either By Percentage of or By Amount of $ and enter the desired values

. Select the Rounding Method

Select Save once completed
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Medicare Online Claiming

@ Pm’ma/y Clinie

Please refer to PrimaryClinic Practice Online Claiming Guide.

Commercial-in-Confidence
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