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Introduction  
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 th is 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 th e 

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 conven ience.  

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.  

Keyboard Shortcuts  
PrimaryClinic Practice  has developed some keyboard s hortcuts 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 + R Open the clinical informat ion 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 alre ady been setup from a support representative  at the 

installation stage. If you do not see the requ ested user name, please contact support  

1.2 20th Jan 2017 Review and added additional 

information  

1.3 23rd May 2017  Review and added additional 

information  

http://www.primaryclinic.com.au/
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Login Screen : 
Select the User Name and enter the password (If required) from t he provided list and select 

OK. 

 

 
SCREENSHOT 1 ς LOGIN SCREEN 

Main Screen:  
Once the user is succ essfully log ged into PrimaryClinic Practice , The Main Screen  will 

appear.  

 

 
SCREENSHOT 2 ς MAIN SCREEN 

Customising Menu Screen:  

PrimaryClinic Practice  allows you to customise the various menu screens within the software. 

These menu screen s include the Main screen, Main Menu, Show Toolbar, New Toolbar, 

Quick Link Toolbar and App. Book Toolbar  
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First letõs start with the Ma in Screen  which is the  first screen  you are presented with after 

logging into PrimaryClinic Practice  (See image)                           

  
SCREENSHOT 3 ς MAIN SCREEN 

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

1. Select  Setup  from the Menu Bar  

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  options 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  

 

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

1. Select  setup  from the Menu Bar  

2. Select Application Layou t 

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. Select  Setup  from the Menu Bar  

2. Select Application Layout  

3. Select the  Toolbar  option that you are wanting to customise  

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

5. 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 ente red into PrimaryClinic Practice . PLEASE NOTE: 

Always perform a patient search first to ensure the new patient isnõt already registered 

within PrimaryClinic Practice  

 
 Select either:  

 

      

 The New Patient  window will now appear  (see screenshot 4)  

 

 Below  Persona l, enter the patients : 

 

¶  Surname, Given, Middle (if required), Title & D OB  

¶ Maiden Name, Place of Birth (POB), Marital Status (if known)  

 

 

     **Please note: All options may not be relevant to all patients **  

   New patient  icon from the New Toolbar  

 

 

                           

  The Patient Box  from the   

Main Screen > New Person  

         

Or press F8 on the  

keyboard.  

 

          

 

 

F8 
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SCREENSHOT 4 ς NEW PATIENT WINDOW 

 Below Entitlement,  enter the  patients : 

 

¶ Medicare  card number & Expiry Date, ensuring  that there are  no spaces 

between the number. Eg: 123456789 1  

 

 
 

¶ Veteran Affairs Number & Expiry Date (Same process as Medicare)  

¶ Pension/HCC (If required)  

¶ Select the patients ATSI (If required)  

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

 

¶ Address, Suburb , Postcode  & State  

 

            
 

 

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

 

¶ Home Phone, Mobile Phone, Email  

¶ Notes & warning (if required)  

¶ Next of Kin & Emergency contact  ð If the next of Kin & Emergency contact are 

not registered in the system, select New Person when the search patient screen 

appears  

 

 
 

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

 

¶ Fund ID, Member Number and Ref  

¶ Enter Alias Family name (if required)  

 

            
 

 Below Account , enter the patients:  

 

¶ Account Type ð Bulk Bill, Private, Veterans Affairs, WorkCover, TAC, IMC, OS or 

Health Fund  

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

¶ Payer ð If different from the patient  

¶ Account Name, BSB and Account Number ð Enter these banking details for the 

patient if they do not have their account details registered with Medicare  

¶ Tick Use bank acc ount registered with Medicare (if registered)  
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 Select the Referrals Tab , enter the patients: (If required)  

 

¶ Referring Provider ð If referring provider is not in the system, select New Person  

when the search address book window appears  

¶ Tick GP ð If refe rral is from a GP  

¶ Issue Date  

¶ Period ð enter how long the referral is valid for (GP ð 12months & Specialist 

3months)  

¶ Type ð General Referral, Pathology Request or Diagnostic Imaging Request  

¶ Default ð if the patient has multiple referrals, select the default  referral which will 

appear as a default when invoicing  

¶ Note ð if required  

 

      

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

 

¶ Date of Injury  

¶ Claim Number ð if know  

¶ Payer ð 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 not listed in the system, select New Person or New 

Org  when the search patient screen appears  

¶ Case Manger ð if the Case Manager is not listed in the system, select New Person  

when the  search patient screen appears  

¶ Default ð if the patient has multiple claims, select which claim is the default  

¶ Public Note or Private Note ð you can record a note relating to the claim . A 

Public Note will be printed on the invoice and a Private Note can on ly be viewed 

in the system and will not be printed  

 

            
 

 

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

 

¶ Patient Name of family member ð if the family member is not listed in the system 

select New Person  when the search patient screen appea rs 

¶ Address ð defaults to the address of the family member  

¶ Relationship  
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 Select the Occupations Tab , enter the patients: (if required)  

 

¶ Occupations, employer, start and end date  

 

      

Searching P atients:  
1. Select either:  

 
Patient icon  from the Quick Link Tool bar.  

 

 

 

 

The Patients box  from the  

Main Screen.  

 

      

Or press F2 on the keyboard  

 

 

2. Enter 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 patient s.  

 

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  

    
           SCREENSHOT 5 ς PATIENT SEARCH 

F2 
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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.  

 

 
SCREENSHOT 6 ς EDIT PATIENT DETAILS 

Arc hiving and Retrieving a Patient  
1. Select either:  

 
Patient icon  from the Quick Link Tool bar.  

 

 

 

 

The Patients box  from the 

Main  Screen . 

 

      

Or press F2 on the keyboard  

 

 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  

 Once you find the patient that you wish to archive, Se lect 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 w hen 

searchi ng in the patient details screen.  

F2 



     

 

Commercial-in-Confidence Page 12 

 

 

Retrieving  an archived patient  

             1.   Select either:  

Patient icon  from the Quick Link Tool bar.  

 

 

 

 

The Patients box  from the  

Main Screen.  

 

      

Or press F2 on the keyboard  

 

 Within the patient  details window, Enter the  Family/Org  and  First name  of the patient   

you wish to retrieve from the archived list  

 Tick the Archived box  and select the  Find button  on the lower left hand side. The 

patient will now appear in the patient list  

            

 Select the Unarchive  button on the lower left hand side to reactivate the patient  

F2 
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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 n ext to the patients file that you wish to keep and then select Merge 

Selected Patients or Merge All  

Appointm ent Book:  
The Appointment Book  has been designed as a digital diary where the practice can 

capture future appointments for both existing and new pat ients. 

 

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  tool bar) to bring up the Appointments form.  

 

MAIN SCREEN 

 
 

NEW TOOLBAR 

 
 

 

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

Calendar   

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

4. Enter the pat ient Family Name  and F irst 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 patientõs 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  

7. Select Save  once completed  

8. The patientõs appointment now appears in the select day and time slot  

 

Editing an Existing Appointment:  
   To edit an existing appointment in PrimaryClinic P ractice , please follow the steps below:  

1. Open the Appointment Book  by either selecting:  

Patient icon  from the Quick Link Tool bar.  

 

 

 

 

  The Appointments Box  

from the Main  Screen.  

 

      

Or press F9 on the keyboard  

2. Find the Patient's Appointmen t you are  wanting to Edit 

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

 

F9 
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4. The Appointment Details  box will now appear with the patientõs details  

 

 
5. Make the necessary changes and select Save  

6. If you are wanting to move t he appointment to Another Day or Time Slot , you can 

Right-Clic k 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 sea rch, please follow the steps below:  

 

1. Open the Appointment Book  by either selecting:  

 

Calendar icon  from the Quick Link Tool bar.  

 

 

 

 

  The Appointments Box  

from the  Main  Screen.  

      

Or press F9 on the keyboard  

 

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

 

 
 

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 patientõs appointment details will appear in the window  

 

 
 

F9 
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6. If you wish to go to that appointment in the appointment book, Select Locate 

Appointment  

 

 
 

 

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 Tool bar.  

 

 

 

 

   The Appointments Box  

from the  Main  Screen.  

 

      

Or press F9 on the keyboard  

2. Select the Provid ers 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  

 

4. Select the Patients Details  in the search Patient Screen  

5. A New Appointment  box will a ppear  

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 . Selec t 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 recurri ng ends or you can select On  and choose an end date.  

F9 
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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 m ake it easier 

for the user to distinguish  normal appointments to recurring appointments.  

 

 

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 Appoint ment:  
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. In the Appt.Book Toolbar  select the  Magni fier Glass  (Appointment List View)  

 

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  to the original date/time of the Recurring 

Ap pointment  

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 sch edule, simply 

go to that appointment  and select  Delete  (On the keyboard) or Right-Clic k 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 Tool bar.  

 

 

 

 

  The Appointments Box  

from the  Main  Screen.  

. 

 

      

Or press F9 on the keyboard  

2. Select the Providers Column  or from the Drop -Down Box   

           

F9 
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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 Belo w)  

         

    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 Appointme nt:  
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  

from the  Main  Screen.  

 

      

Or press F9 on the keyboard  

2. Select the Provider  by either using the  Providers Column  or by select the Provider  using 

the Drop -Down Box  

F9 
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3. Right-Click  on the Patient Appoin tment , select patient then  

Cancelled by Patient  

4. This will put an icon on the  Patient Appointment  to indicate the 

appointment has been Cancelled   

    

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 a ppear 

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 

b reaks. 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  

      

2. Select  Appointment > Appointment Scheduling . The Appointment Scheduling  window will 

now appear. It will have a  Provider Drop -Down List and Blank Box  

 

 

 

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  

 

5. Enter the Betwee n 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 

app ointment days from Monday to Sunday  

      

  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  
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 11. An  Edit Appoin tment Schedule  window will now appear  

 12. Select the  Location  (Which should already be defa ulting to the correct location). Select 

the Type "Working " or "Break " (For Practitioners Lunch Breaks). S elect Save  

 13. The Appointment Schedule  will now display t he "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 to 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 dif ferent 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 setup  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 Sch edule:  

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 d ays 

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  

  

2.  Select  Appointment > Appointment Scheduling  

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

List 

4.  Select the P rovider  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. Un der 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 Sel ect OK and then Select  

Save & Close  

 

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

 

10. Select the  Alternative Schedule  and you will see your Week Tab(s)  












































































































