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PATIENT BOOKING GATEWAY

% Patient Booking Gateway Configuration

The Front Desk Patient Booking Gateway is designed for patients to book and
manage their own appointments online through an integrated web-based system.

Please note the initial Patient Booking Gateway installation and setup must be
completed by a Smartsoft staff member. Please contact Smartsoft for further
information.

Select Patient Booking Gateway Configuration from the File menu.

File | System Repors Window Help
= Appointment Book Ctrl+A
& Ppatient Cirl+P
[@ Practitioner Queue

Q Cash Book

2 Praditioners

«F tem Codes »
GP / Wedical Referrers

System Information

|‘{l_ Patient Booking Gateway Configuration
e Printer Setup

W Ext

The following window will be displayed.

)&, Patient Baoking Gateway Configuration (=]
Practice Details Defaults Classes GuestBookings Booking Locations Professio| ¢ | *
Display

Cancel
These settings affect what your patients will see when they log in to the Patient A=

Booking Gateway. Bulk Email

Practice Name MyHealth Clinic
Practice Phone (08) 8301 2023

Website address (URL) | http://bookings.myhealth.com.au/BookingC

PracticeDescripton (howyou efrto yourpractice)
Patient Descripion (howyou efrto yourpatiens)
Pracitone: Descrigion (howyou efer toyour practitoner)

Theme Colour M Custom ~

Loge
[l Use Loge Impert | | Clear

@ MyHealth
Clinic

Help

Enter the Clinic Name, Clinic Phone number and the Website address (URL)
which directs patients to the integrated Patient Booking Gateway.

Following installation by Smartsoft, the Patient Booking Gateway address by default
will use the clinic public IP address e.g. http://116.212.211.142/bookinggateway
Alternatively, you can use your own domain by speaking with your domain provider
or web developer about setting up an A Record entry.

Select a Practice Description which best describes how you refer to your practice or
clinic. A custom description can be entered manually if required.

Practice Description * [ (how you refer to your practice)

practice |




PATIENT BOOKING GATEWAY

% Patient Booking Gateway Configuration

Select a Patient Description which best describes how you refer to patients or
clients. A custom description can be entered manually if required.

client |
[

Patient Description * | (how you refer to your patients)

Select a Practitioner Description which best describes how you refer to your
practitioners. A custom description can be entered manually if required.

Practitioner Description I - '
' |

therapist

(how you refer to your practiticners)

A Theme Colour can be selected using the provided drop-down menu. This colour
can be used to theme your Patient Booking Gateway to suit your existing branding.

)&, Patient Boaking Gateway Configuration
Practice Details Defaults Classes Guest Bockings Booking Locations Professio| 4 | oK
rDisplay

. . . Cancel

These settings affect what your patients will see when they log in to the Patient
Booking Gateway. Bulk Email
Practice Name MyHealth Clinic
Practice Phone (08) 8301 2023
Website address (URL) | http://bookings.myhealth.com.au/BookingC
Practice Description clinic ~ | (how you refer to your practice)
Patient Description patient ~ | (how you refer to your patients)
Practitioner Description |practitioner ~ | (how you refer to your practitioners)
Theme Colour [ Jcustom ] o

C1Powder Blue

[ Carrflover Blue

W Fioyal Blus

[ Stesl Blue

~Logo

Use Loge [ Medium Purple import | | Clear

[ Light Slate Blue

[ Thistle W

MyHealth
Clinic
Help

A custom colour can be chosen by double-clicking on the currently selected colour.

I'Coicr @1

Basic colors:

_ Ul el B B R

| el N B |

ERNEEENENEN

HEEEENN N

NN ... N

L 0 0 0 0§ el e

Custom colars:

El=l|:l!l!=||:l! Hue: 124 Red: 176

Sat: 125 Green: 224

Define Custom Colors 2 ColoriSglid Lum: 151 Blue: 230

ETE—

This allows exact colours to be selected by entering the Red, Green and Blue (RGB)
values.
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PATIENT BOOKING GATEWAY

“ Patient Booking Gateway Configuration

A company logo can be added by selecting Use Logo, and clicking Import to load a
suitable image from your computer.

Please note that logo files must not exceed 55 pixels in height and 200 pixels in length.

E\ Patient Bocking Gateway Configuration @
Practice Details Defaults Classes Guest Bookings Booking Locations  Professio) * | ¢ oK
Display
Cancel

These settings affect what your patients will see when they log in to the Patient
Booking Gateway:.

Practice Mame MyHealth Clinic
Practice Phone (08) 8301 2023

Bulk Email

Wehsite address (URL) | http://bookings.myhealth.com.au/BookingC

Practice Description (how you refer te your practice)
Patient Description (how you refer to your patients)

Practitioner Description |practitioner ~| (how you refer to your practitioners)

Theme Colour B Custom ~

Logo
[~ Use Logo Import Clear

MyHealth
@cnxo 8

Help




PATIENT BOOKING GATEWAY

% Patient Booking Gateway Configuration

Select the Defaults tab from the Patient Booking Gateway Configuration.

E Patient Booking Gateway Configuration @
Practice Details Defaults Classes Guest Bookings Booking Locations  Professio| * | * 0K
Default Options
(®) Enable Appointments & Classes () Only Appointments () Only Classes Cancel
] All ified patients t ke first intrment
ow verified patients to make first appointmen Bulk Email
[[] Show appointment duration
[~] Allow patients to add notes to their appointments
[«] Allow Booking Gateway to be embedded in an existing website
[] Disable auta-detection of mobile devices when embedding is enabled
Select random practitioner when Any Available Practitioner is selected
Preferred practitioner order |Alphabetical (by name)  ~
Default appointment search range days
Maximum search range months
Restrict booking time
Patients cannot book within of appointment
Cancelling and Rescheduling
[~] Allow patients to cancel their appointments until hours before
Prompt patient to provide a reason for appointment cancellation
[~] Allow patients to reschedule their appointments until hours before
Lock Out Defaults
After E| booking atternpts, patients will be locked out for I:l hours _
Delp

The Default Options allow the user to set whether patients can book appointments,
classes or both through the Patient Booking Gateway. Select either Enable
Appointments & Classes, Only Appointments or Only Classes.

Allow verified patients to make first appointment enables new booking gateway
users to make appointments online without having had a previous appointment at the
practice.

Show appointment duration will display the appointment length in minutes to the
patient booking online.

Allow patients to add notes to their appointments gives patients the option of
including a note with their booking, which is visible in Front Desk by hovering over
the patient’s appointment.

Allow Booking Gateway to be embedded in an existing website will format the
booking gateway appropriately when embedding the site into an existing webpage.
Secondary to enabling this, you will need to request your web developer to embed
your gateway using an <iframe> tag.

Select random practitioner when Any Available Practitioner is selected will
randomly select a practitioner if a patient selects the “Any Available Practitioner”
option when making an appointment online.




PATIENT BOOKING GATEWAY

% Ppatient Booking Gateway Configuration

The order practitioners appear to patients can be set to either Alphabetical (by name)
or Random by selecting the Preferred method of ordering practitioners.

Preferred practitioner order

HAlphabetical |

Default appointment search range =
PR g Fandom

The Default appointment search range is used to set the default date range on the
calendar when patients are searching for an appointment online.

The Maximum search range limits how far into the future a patient can search for an
appointment.

Default appaintment search range T days

Maxirmum search range 24 manths

Restrict booking time can be enabled to stop appointments being offered that are
within set hours from the current time.

Select the desired Cancellation Defaults.

Allow patients to cancel their appointments will give patients access to cancel
their own appointments outside the minimum cancellation time limit set.

Prompt patient to provide a reason for appointment cancellation will prompt
patients to enter a reason for cancelling an appointment.

Allow patients to reschedule their appointments will give patients access to
reschedule their own appointments within the minimum reschedule time limit set.

Cancelling and Rescheduling
[] Allow patients to cancel their appointments until |24 hours before
Prompt patient to provide a reason for appointment cancellation

[ Allow patients to reschedule their appointrments until |24 hours before
In order to prevent unwanted data mining, a Lock Out Default can be set to limit the
number of appointment options a patient can see before being locked.

Lock Cut Defaults

After |9 booking attempts, patients will be locked out for |18 | hours




PATIENT BOOKING GATEWAY

% Ppatient Booking Gateway Configuration

Select the Classes tab from the Patient Booking Gateway Configuration.

B Patient Booking Gateway Configuration ==
Classes | Guest Bookings | Booking Locations | Professions | Practitioners | Email V[ oK
Options
Cancel
Default end time (how far in future to set calendar when booking classes)

B | weeks Bulk Email
Maximum number of group appointments returned per request

50

Group appointment description

class v | (how you refer to your classes)

Display number of bookings in a class (e.g. 9/10)

[ Default to classes section on legin

Available Group Appointments / Classes
(®) Allow patients to book in all Group Appointments
(O) Don't allow patients to book in Group Appeintments
() Allow patients to book in the following classes:
Pilates Class ”
Stretch and Exercise
Yoga
Hydrotherapy

h Help

When searching the Patient Booking Gateway for available classes, users will be
asked to enter a date range to search within.

The default date range selected can be adjusted using the Default end time option.

Default end tirne (how far in future to set calendar when booking classes)

12 weeks

The Maximum number of group appointments returned per request can also be
specified.

Maximum nurnber of group appointments returned per request
50

Select a Group appointment description which best describes how you refer to
your group appointments. A custom description can be entered manually if required.

Group appointment description

m * | (how you refer to your classes)

session ‘

Select Display number of bookings in a class (e.g. 9/10) to show the total number
of current bookings within the class.

If Classes have been enabled, select Default to classes section on login to
automatically direct patients to the classes upon logging into the booking gateway.

Display number of bookings in a class (e.g. 9/10)

Default to classes section on login




PATIENT BOOKING GATEWAY

% Patient Booking Gateway Configuration

Select from the Available Group Appointments / Classes to determine which
Group Appointments or Classes patients are able to book into online.

Available Group Appointments / Classes
(®) Allow patients to book in all Group Appointments

) Den't allow patients to book in Group Appointments
) Allow patients to book in the following classes:
Pilates Class ]

Stretch and Exercise

Yoga
Hydrotherapy

Allow patients to book in all Group Appointments will allow an online booking to
be made into any Group Appointment with a Class Type set.

Don’t allow patients to book in Group Appointments will not allow online
bookings to be made into any Group Appointments.

Allow patients to book in the following classes allows the user to select which
Class Types appear on the booking gateway.

These settings can be overridden for individual patients from the Appointments tab
of the patient file.

W& Patient - John Smith E=5|EeR

TAdditionaI.\_’-BiIIing Details Clinical Notes.T.Medicare £ D, ‘-_ Transactions.: Appointments | Bwents | 4| -

D

I Appointments“: Cancels/Reschedules | Statistics | Patiert Booking Gatewsay Close

fccess | Practitioners | Group Appaintments | Linked Patients |
[ - N Delete
@ Use practice default settings
- # e Brint
Con't allowe patient to book in Group Appointments

Sch, Label

1

Allow patient to book in the following classes:

]| Class Type b Treatments
tdake &pp

m

Remind Patient of Appaintment; [C] Default Sppaintment Type
[SM3] (=)

90+ Days 60 Days 30 Days Current Balance

$0.00 $0.00 $0.00 $0.00 $0.00 Help




PATIENT BOOKING GATEWAY

% Patient Booking Gateway Configuration

Select the Guest Bookings tab from the Patient Booking Gateway Configuration.

B Patient Booking Gateway Configuration @

Guest Bookings | Booking Locations | Professions | Practitioners | Email | Email Ter * [ * oK

Enabling Guest Bookings will allow patients to book on-the-spot appointments using
the Patient Booking Gateway before their details have been verified by a staff member.

Cancel
[#] Enable Guest Bookings Bulk Email
Options
[C] Allow guests to cancel appointments
[] Allow guests to book subsequent appointments or classes
[] Allow guests to reschedule appointments

Display fees for guest bookings

Fee category for guest bookings: | Standard v

Group Appointments / Classes
() Allow guests to book in all Group Appointments

() Don't allow guests to book in Group Appointments
(®) Allow guests to book in the following classes:
Pilates Class ~
Stretch and Exercise
Yoga
[]|Hydrotherapy

Help

Select Enable Guest Bookings to allow patients to book on-the-spot appointments
using the Patient Booking Gateway before their details have been verified by a staff
member.

Options are available to limit what guests can do online:

Allow guests to cancel appointments

Allow guests to book subsequent appointments or classes
Allow guests to reschedule appointments

Display fees for guest bookings

Group Appointments and Classes can also be restricted with the following options:

¢ Allow guests to book in all Group Appointments
e Don’t allow guests to book in Group Appointments
e Allow guests to book in the following classes




PATIENT BOOKING GATEWAY

% Patient Booking Gateway Configuration

Select the Booking Locations tab from the Patient Booking Gateway Configuration.

B‘ Patient Booking Gateway Configuration @

Boaking Locations | Professions | Practitioners | Email | Email Templates | Goagle, * | *

Booking Locations are the locations which will be displayed to your
patients on the Patient Booking Gateway, Each practitioner can only
have one location, Bulk Email
Booking Location Add
Dubwich
Hazelwood Park -
Delete
e [ pee |

Click Add to enter a new booking location.

Click Edit to modify a booking location or Delete to remove a booking location.

The order Booking Locations appear can be adjusted using the blue arrows.

Edit Booking Location @

MName and Contact Details

—
Location Mame de
Contact Phone  (03) 8184 6957

Contact Email — adelaide@myhealhtclinic.com.au

Address to use
@ Clinic ! Practice Group () Other

Address 107 Flinders Street
Adelaide 54 5000

Opening Hours (displayed on website)

Man: Closed

Tues: 8:3040 - T:00PR
Wided: B:3080 - T00PK
Thurs: 8:3048 - T:00PK
Fri: 8:304M - T:00PM
Sat: Closed

Sun: Closed

Enter the Name and Contact Details of the booking location.

Address details can be selected from the registered Clinic address, Practice Group
headers or entered manually via the Other option.

Opening Hours can be entered manually to be displayed on the Patient Booking
Gateway website.

Click OK to complete the Booking Location.
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“ Patient Booking Gateway Configuration

Select the Professions tab from the Patient Booking Gateway Configuration.

W, Patient Booking Gateway Configuration

Professions | Practitioners | Email | Email Templates | Google Analytics | A

Professions are used to display information about your practitioners to
yaur patients, Each practitioner can have ane or more professions.

Bulk Email

Profession Add
E

tassage
Physiatherapy

Delete
e BET

Psychology i

Click Add to enter a new profession.
Click Edit to modify a profession or Delete to remove a profession.

The order Professions appear can be adjusted using the blue arrows.

Edit Profession IEI
. . 0K

Profession Description  Chiropractic -

[] Check patient's last appointrnent time

If patient has not been in for 12
them to make an appointment

manths, do not allow

[7] Require patients to read and confirm the following message

Confirmation message: Set Default
This appointment relates to my ongoing care, hy -

health status has not changed, including ary new

Confirmation failed message: Set Default

As your health status has changed which may require =
an extended appointment time, wee would like one of

Show Appointment Fees

[] Display appointraent fees on Patient Booking Gateway

Appointment Type Options
() Use patient's default Appointrnent Type, then the clinic default
@) Allows the patient to select from these Appointment Types

Existing Patient &ppointrnent Types
Standard Consultation = Add

Delete

m

Edit

Mewr Patient &ppointrnent Types

Initial Consultation & Add

m




PATIENT BOOKING GATEWAY

% Patient Booking Gateway Configuration

Select Check patient’s last appointment time to restrict online booking for patients
who have not been treated under the profession in a set amount of time. This can be
used to ensure patients have gone through a suitable initial assessment or re-
assessment prior to continuing their ongoing treatment.

Check patient's last appointrent tirme

If patient has not been in for|6 months, do not allow

-

them to make an appointment

Select Require patients to read and confirm the following message if you wish to
enter a disclaimer or confirmation message each patient must agree to prior to
booking an appointment.

Enter a Confirmation failed message to appear if the patient does not agree to the
original confirmation message. This does not apply to bookings made as a Guest.

Require patients to read and confirm the following message

Confirmation message: Set Default

This appeointment relates to my cngeoing care. My ~
health status has not changed, including any new

W

Confirmation failed message: Set Default

As your health status has changed which may require &

an extended appointrent time, we would like one of
W

Select Display appointment fees on Patient Booking Gateway to display the fee
to patients booking with this profession.

Show Appointment Fees

[ ] Display appointment fees on Patient Booking Gateway

The fee displayed is determined within the Appointment Type by selecting a
corresponding item code for each practitioner. Only the underlying fee will be
displayed and not the item code itself.

Double-clicking on the Appointment Type within the Profession will open the
Appointment Type for editing.

If this option is enabled and one or more of the allowed Appointment Types does not
have a linked item code (within System Information), a warning will appear.
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% Patient Booking Gateway Configuration

—Show Appointrment Fees

[¥] Display appointrent fees on Patient Booking Gateway

Appointrment types are not linked to itern codes for ane or more
practitioners in this profession. Fees will not be shown for the
appointrment tepes marked in red,

Sppointrment Type Options—

() Use patient's default Appointrent Type, then the clinic default

@) Allows the patient to select fram these Appointment Types

Existing Patient &ppointment Types
Consult & Treatrment & Add
Delete

Edit

m

Mew Patient Sppointment Types

- Sdd

Delete

m

Edit

To restrict appointment bookings to specific Appointment Types, see the
Appointment Type Options section within each Profession.

Use patient’s default Appointment Type, then the clinic default will use the
patient’s default appointment type where possible, or otherwise use the clinic’s
default appointment type.

Allow the patient to select from these Appointment Types allows the patient to
select from a specified list of appointment types.

Lppointtment Type Options
(71 Use patient's default Appointrent Type, then the clinic default

@ Allows the patient to select fram these Appointment Types

Existing Patient &ppaintment Types

Extended Consultation =

Consult & Treatrment E
Follow-up Review
-Edit

Click OK to complete the Profession.




PATIENT BOOKING GATEWAY

% Patient Booking Gateway Configuration

Select the Practitioners tab from the Patient Booking Gateway Configuration.

R Patient Booking Gateway Configuration

| Prafessians | Practitioners | Email | Email Templates | Gongle Analytics | e

Please indicate which of wour practitioners are awvailable for the Patient
Booking Gateway, &l50 use this page to set practitioner professions and

locations, Bulk Ermail

Avzilable for Booking Gateway + Edit

George Rogers - Hazelwood Park
Gerald Riviera - Hazehwood Park
Jane Conway - Dulwich

Anne Smith - Norwood

m

Jane Conway - Hazelwood Park
RobertJones - Dulwich

Robert Janes - Hazehwood Park
Susan Ewerett - Adelaide

Susan Everett - Dulwich

Trevor Phillips - Hazebwood Park

Registered for: 5 practitioners
Currently selected: 5 practitioners

Select a practitioner to setup for the Patient Booking Gateway and click Edit.

Edit Anne Smith

QK

|

[ &vailable for Patient Booking Gateway
& Only available for classes
= Cancel
W] Allow guest biookings far:
@ Mew and existing patients
Existing patients only

Booking Location  Hazelwood Park |v

- Add
=| | Delete

The below options refer to patients who have Anne Smith
as their default practitioner
Can make appaintments with
@ &ny practitioner
This practitioner anly
Specific practitioners / practice groups

Select this practitioner by default
@ Last practitioner seen
Random practitioner
Specific practitioner

Anre Smith

To enable the practitioner for the Patient Booking Gateway, select Available for
Patient Booking Gateway.

Enable Only available for classes to only allow class bookings for this practitioner.
Enable Allow guest bookings to allow un-registered patients to make appointments

with this practitioner online. This can be configured to allow New and existing
patients or Existing patients only.




PATIENT BOOKING GATEWAY

% Ppatient Booking Gateway Configuration

Select a Booking Location for the practitioner.

Adelaide

This will determine at which location patients can make an appointment with this
practitioner.

Booking Location

Click Add to select one or more Professions for the practitioner.

Professions
Psychology L Add

Delete

The This practitioner’s patients can make appointments with option can be used
to specify which practitioners a patient can make appointments with when this
practitioner is selected as their Default Practitioner.

Any practitioner will allow the patient to make appointments with any practitioner
available.

This practitioner only will allow the patient to make appointments only with their set
Default Practitioner.

Can make appointments with

@ Any practitioner
") This practitioner anly
(7 Specific practitioners / practice groups

- Edit

Delete

m

Specific practitioners / practice groups will allow the patient to make
appointments with specifically selected practitioners and practice groups.

Click Edit to select practitioners and practice groups.
Click OK to confirm the selection.

@ Specific practiticners / practice groups

Practitioners | Edit |

m| »

George Rogers
Robert Jones
Practice Groups

Delete




PATIENT BOOKING GATEWAY

% Patient Booking Gateway Configuration

The Select this practitioner by default option allows the user to specify which
practitioner will be the default for patients with this practitioner is selected as their
Default Practitioner.

Last practitioner seen will set the last practitioner seen by the patient as the default.
Random practitioner will randomise the practitioner selected by default.

Specific practitioner will set a specific practitioner as the default.

Select this practitioner by default

(®) Last practitioner seen

_! Random practitioner
() Specific practitioner

Anne Smith - Hazelwood Park

Click OK to complete the practitioner setup.

Edit George Rogers (=30
7] uailable for Patient Booking Gateway oK |
] Only awailable for classes
V] &llow guest bookings for [ Goneel |

@ Mew and existing patients

Existing patients only

Booking Location  Smartscft Clinic -+

The below options refer to patients who have George
Rogers as their default practitioner
Can make appaintraents with
") Any practitioner
) This practitioner anly
@ Specific practitioners / practice groups

Practitioners ~ [ Edit |
Gearge Rogers 2| Delee
Robert Jones

Practice Groups i,

Select this practitioner by default
) Last practitioner seen
@ Randorm practitioner
Specific practitioner
Prine Smith

Practitioners set as Available for Patient Booking Gateway will appear with a tick
next to their name, and are now setup for the Patient Booking Gateway.

m.

MR, Patient Booking Gateuay Configuration

[Booking Locations | Profesions | Pracetionsrs [ Email | Email Tenplates [ Google:  [* | [ g |
Please indicate which of your practitioners are available for the Patient Cancel

Booking Gateway. Also use this page to set practitioner professions and

lncal [ Bulk Emai

Auilable for Baoking Gatewsy  ~ Edit |
Heather Brown (]

Registered far; S practitioners
Currently selected: 1 practitioners
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% Ppatient Booking Gateway Configuration

Select the Email tab from the Patient Booking Gateway Configuration.

Enter your Mail Server (SMTP) Settings.

If you have already entered your SMTP settings within the Email tab of System
Information, these details can be automatically copied using the Copy Front Desk

SMTP settings button.

If you are unsure of your SMTP email settings please contact your system
administrator or ISP (Internet Service Provider) for further assistance.

)&, Patient Booking Gateway Configuration ==
Clinic Details | Defaults | Classes | Email | professions | Booking Lacations | Practit ¢ | »
Mail Server (SMTP] Settings [ ok ]
[Copy Front Desk SMTP settings|

Server mail.smartsoft.com.au

Sender Name  Smartsoft Clinic
Sender Email ntdesk@smartsoft.com.au
7] Advanced Settings

Port 25

User Mame smartsoft

Password T

V] Use SSL

7| Receive messages (e.g. patient contact requests) via email
Email recipient  frontdesk@smartsoft.com
BCC all outbound emails to (use ; to separate multiple email addresses)
info@smartsoft.com.au
Link Expiry Times
Password reset link expires after 2 days -

Login request link expires after 2 weeks - =

Enable Receive messages (e.g. patient contact requests) via email and enter an
Email recipient to receive email notifications from patients requesting to be
contacted.

A Blind Carbon Copy or BCC can be sent to nominated email addresses for all
outbound emails by entering an email address into the BCC all outbound emails to
field.

Multiple email addresses can be separated with a semicolon as below:
info@smartsoft.com.au; bookinggateway@smartsoft.com.au; frontdesk@smartsoft.com.au

| Receive messages (e.g. patient contact requests) via email

Email recipient  frontdesk@smartsoft.com

BCC all cutbound emails to (use ; to separate multiple email addresses)

info@smartsoft.com.au

Link Expiry Times can be set to expire password reset links and login request links
after a set period of time.

Link Expiry Times

Password reset link expires after 2 days v|

Login request link expires after 2 weeks v
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% Patient Booking Gateway Configuration
Select the Email Templates tab from the Patient Booking Gateway Configuration.
When using the Patient Booking Gateway an email notification may be sent to either the

patient or the practice when certain events are triggered. These email templates can be
modified to suit the practice.

B Patient Booking Gateway Configuration @
Professions | Booking Locations | Practitioners | Email Templates i [ { 0K
These are the standard emails which get sent cut to your patients when Cancel
they use the Patient Booking Gateway. They can be modified to suit
your practice, Bulk Email
Email Ternplate Namne Edit

Client Contact Request

Email Address Confirmation

Forgot Password

Initial Appeintment - Clinic to Contact
Initial Appeintment - Patient to Contact
Mew Appointment

Mew Class Booking

Mew Login Request

Registration Successful - Bxisting Patient
“four Future Appointments

“Your Future Classes

Help

Select an Email Template Name and click Edit to modify an existing email template.
The Subject and Body information can be adjusted by typing over the existing text.

Please note the Letter Tags within the body of the email will populate with patient
information vital to the email’s purpose.

Edit Email Template
Th t h h Client Contact Request
. € event whic . This email is sent to the clinic when a patient requests to be contacted
trlggerS the email __)so that they can make an appointment. Default will reset
is detailed in the the email template
description.
p Subject  Client contact request (Booking an appointrnent) @ < to the default.
Eody Client Contact Request (Booking an Appointment)
Client Narne: i i H
. T AT The Preview option will
The email body Contact Phane; —— populate the Letter
i << CLIENTPHOME > » ; :
mntams,l-et.ter Tags _—) Preferred Cantact Time: Tags with patlent data.
for merging in the <<CONTACTTIMES> »

patient details.

Click OK to complete the Email Template.
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“ Patient Booking Gateway Configuration

Select the Google Analytics tab from the Patient Booking Gateway Configuration.

P

E Patient Booking Gateway Configuration @
Professions  Practitioners  Ernail  Emnail Templates Google Analytics ) 0K
To enable Google Analytics activity tracking for the Patient Booking Gateway, paste Cancel
your Analytics JavaScript snippet (provided by Google) into the section below.
- Bulk Email
<l- Google Analytics —» A
<script=
(function(i,s.0.g.r.a.m{i[GoogleAnalytics Object ]=r:i[r]=i[r]|[function()
(ifr]-g=i[r]-qll]}-push({arguments)},i[r].I=1*new Date();a=s_createElement(c
m=s.getElementsByTagMame(o}[0];a.async=1;a.src=g;m_parentMode_in:
Wwindow,document, script’, https:/fwww.google-analytics.com/analytics |
W
< >
To enable Google Tag Manager for the Patient Booking Gateway, paste your Tag
Manager JavaScript snippets (provided by Google) into the sections below.
Tag Manager Head
<l-- Google Tag Manager > A
<script=(function{w.d,s.Li{w[]=w[]l|[]:w(l].push({{gtm_start"
new Date().getTime(),event-'gtm_jsY)var f=d.getElementsByTagMName(s)[0] «
< >
Tag Manager Body
<l-- Google Tag Manager (noscript) —= "~
<noscript><iframe src="<https://lwww. googletagmanager.com/ns.htm[?id=
height="0" width="0" style="display:none:visibility-hidden"></iframe>=</nos «
< >
Help

Google Analytics activity tracking can be enabled for the Patient Booking Gateway by
pasting your Analytics JavaScript snippet (provided by Google) into this window.

Google Tag Manager can also be used to further integrate the Booking Gateway with
Google Analytics.
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% Patient Booking Gateway Configuration
Select the Bulk Email option from the Patient Booking Gateway Configuration.
The Bulk Email option allows users to send bulk emails to patients within the Front

Desk database. This is used to send a personalised invitation to patients to register
and begin using the Patient Booking Gateway.

R Patient Booking Gateway Configuration @
Clinic Details | Defaults | Classes | Email | Professions | Booking Locations | Practit ' | -

Display | oK |
These settings affect what your patients will see when they log in to the Patient
Bocking Gateway. | Cancel |
Clinic Name Smartsoft Clinic Bulk Email

[ Buik Email | —— .

Clinic Phone 03 8361 2666 opt|0n.
Website address (URL)  http://154.122.222 XXX/bookinggateway
Practice Description practice *  (how you refer to your practice)
Patient Description client ¥ (how you refer to your patients)
Practitioner Description practitioner *  (how you refer to your practitioners)
Theme Colour M Custom ‘v

Contact Times (when are you available to contact patients)

Mon Tue Wed Thu Fri  Sat  Sun

AM ¥ V| i v | v |
M ¥ v F & F &

Logo
V| Use Logo Import | | Clear |

Help

The following window will appear.

)&, Patient Baoking Gateway Email

Patients Transaction Filtering
Include patients whe have already received a login request Trans. between 01/11/2013 and |30/11/2013 &
02/11/2013 By Ttem [ Eemai |
V| Include linked patients - = = -
Item Code 10960 Medicare - Standard consy|

Filter

Schedule
7] Exclude Archived Patients
. Transaction with
Archived Patients Only ~ -
Practice Group |G
By Default Practitioner

Practitioner
Practice Group | Geo

Appointment Filtering
Appoint between |01/11/2013 and [30/11/2013

Practitioner Geol

By Fee Category | Standard
By Appoint Type

ByHealthFund  [BUPA
Appointment with
Gender ; —
Practice Group | George Rogers
Age betw 0
genehueen ’ and [100 Practitioner Georz
ey Patient Tracking
Patient Tracking

- ]

By default Include patients who have already received a login request is not enabled.

Patients
Include patients who have already received a login request
02/11/2013

The Filter options can be used to select only patients who meet the selected criteria.
For example enabling both Appoint between and the Appointment with filter will

select patients who have had an appointment during a set date range with a certain
practitioner or practice group.
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“ Patient Booking Gateway Configuration

Click Email to send an email to those patients with an email address.

ﬂ\ Select Email Recipients I&
Select Title Firstname Surname Email Al
3 Ms  Dianne Adams dianne@smartsoft.com.au P Select all patients
Selector d lect Ms  Corrine Adcock corrine@smartsoft.com.au 1=
Select Of deseler Mr  Shannon Alander shannon@smartsoft.com.au 3 Deselect all patients.
individual patients. : —
Mrs | Jacqueline Alexander jacki@smartsoft.com.au P Send button
Mr  Kevin Andrews kevin@smartsoft.com.au '
Mr  Peter Crosato peter@smartsoft.com.au ]
Mr  Franz Jamieson andrew@smartsoft.com.au |1
Sr. |Mary MNeshitt mary@smartsoft.com.au L=
<« [ v
Emails Sent B Emails Failed B sending Email
Email Message Details Ermnail Details
Message E]E]E]E] Subject
o set your account password, visit the » <« CLINICNAME> > Online Appointme { Subject
link below: A [ Attachment Sent: 0
< ACTIVATIONLINK> » - Failed: ]
Message Template Message Format
; N - -
Template selection P MNew Login Request | - Plain Text

Individual patients can be selected or deselected from the Select column.
Click All to select all patients within the list, or click None to deselect all patients.

The Message Template can be adjusted from within the Email Templates tab of the
Patient Booking Gateway Configuration.

Click Send to send the selected emails.

Click Yes to confirm the selection.

rC::unﬁrrn w1

3 1 Send 10 emails?

Resend failed emails

The selected patients will now receive an email invitation to begin using the Patient
Booking Gateway.
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& Patient Booking Gateway Logins

To view the current Patient Booking Gateway users, select Patient Booking

Status —

Gateway Logins from the System menu.

Reports

Window Help

% Patient Booking Gateway Logins

The following window will appear.

Date Range

Status
> Not verified

virs Joyce Flan
Mrs Joyce Plant
joyce@smartsoft.com.au

5r. Mary Mesbitt
mary@smartsoft.com.au

Ms Corrine Adcock
corrine@smartsoft.com.au

Mr Shannon Alander

shannon@smartsoft.com.au

n Patient Booking Gateway Logins

Date Range

» 07/10/2013 |~ to 04/11/2013 |v +—

Status: Login request sent to patient's email

Status: Login request sent to patient's email

Status: Login request sent to patient's email

Status: Login request sent to patient's email

Legin requested:
Mon 4 Nov 2013 2:55 pm
Waiting for: 7 minutes

Legin requested:
Mon 4 Nov 2013 2:55 pm
Waiting for: 7 minutes

Legin requested:
Mon 4 Nov 2013 2:55 pm
Waiting for: 7 minutes

Legin requested:
Mon 4 Nov 2013 2:55 pm
Waiting for: 7 minutes

-

By default the listing will show the last four weeks of unverified login details. This can
be adjusted with the Date Range and Status options.

Not verified will list patient logins which are awaiting verification or partially verified.

Verified will list patient logins which have been successfully verified and are ready to

use within the Patient Booking Gateway.

Email to be confirmed will show patient logins which have been registered via the

Patient Booking Gateway website, but not been confirmed via email.
Deleted will list patient logins which have been deleted from the system.

All will list patient login details of any status.
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& Patient Booking Gateway Logins

M2, Patient Booking Gateway Logins =N R
Status Date Range Close
m :I 07/10/2013 |+ to 04/11/2013 |+
Not verified " Process
Verified - .
Email to be confirmed Email
Delete

Status: Patient has not confirmed email address

com.aL

Mr Franz Jamieson Status: Verified Login requesteck:

franz@smartsoft.com.au Patient can use the Booking Gateway Mon 4 Mov 2013 2:55 pm

Sr. Mary Neshitt Status: Login request sent to patient's email Login requested:

mary@smartsoft.com.au Mon 4 Nov 2013 2:55 pm
Waiting for: 1 hour and 4
minutes

Help

When a patient has registered via the website, the option to Process, Email, or
Delete the login request becomes available.

Select Process to link the registration request to a patient file. This can be an
existing patient file, or a new patient file. The following Process Login Requests
window will appear.

-
Process Login Request M

Registration Request Details

Registration request submitted: Mon 4 Mow 2013 3:23 pm (waiting for 24 days)

MName Mrs Jacqueline Alexander Contact Mo 3801140
Pref Name Work Phone
Date of Birth ~ 29,/09/1983 Maobile
Address Fax
Email frontdesk@smartsoft.com.a

The patient has indicated that they are an existing patient. The following possible matches have been found
in Front Desk. If the patient is in the list, please select their name and click Mext,

MName Preferred Mame Address Home Phone Work Phon +
>|MrsJacqueIine Alexander 21 Fussell Street Alberton 54 390 1140 1
<[ 3

Search for patient

[ &Ngw ] [ Delete ] Help l’ Cancel << Back Mesxt ==
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Patient Booking Gateway Logins

The Registration Request Details will be listed at the top of the window. This can
be used to compare the requesting patient details against an existing patient file.

Registration Request Details

Registration request submitted: Mon 4 Mov 2013 3:23 pm (waiting for 1 day)

Mame Mrs Jacqueline Alexander Contact No: 3901140
Pref Name Work Phone
Date of Birth  29/09/1983 Maobile
Address Fax
Email frontdesk@smartsoft.com.a

If the patient has indicated they are an existing patient, the Front Desk system will
automatically attempt to find patient files with matching information.

The patient has indicated that they are an existing patient. The following possible matches have been found
in Front Desk. If the patient is in the list, please select their name and click Next.

Mame Preferred Mame Address Home Phone Work Phon tn
P|Mr5JacqueIineAlexander 21 Fussell Street Alberton 54 3901140 ‘

m

1

<« [ P

’ Search for patient I

’ zNgw ] [ Delete ] [ Help ][ Cancel << Back Mext ==

If the returned results do not match sufficiently, users can search the database for a
better matching patient file by selecting Search for patient.

s ~
ﬂ\ Search on Patient @
Search Characters Search on Total Patients 1192

Alexander, jacqueline [Surname v]
Surname MName Address Practitioner Ph =

}| 21 Fussell Street Alberton SA| George Rogers E

m

< [ v
[] Show Archived Patients
[T/ Show Al

ok | [ aneel | [ Hep
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& Patient Booking Gateway Logins

Once a patient file suitable to link with the registration request has been found and
selected, click Next to begin the Merge Patient Details process.

-
Process Login Request lﬁj
Merge Patient Details
Update existing patient details using the registration request details provided?
Update All
Registraticn Request Details Existing Patient Details
Name Mr Charles Davidson 2] Name Mr Charlie Davidson
Pref Name 2 Pref Name
Date of Birth 22/05/1979 Date of Birth 22/05/1979
Address 147 Davidson Terrace Address 147 Davidson Terrace
Eastville VIC 1122 Eastville VIC 1122
Home Phone 03 4485 6524 > Home Phone 03 4485 6524
Work Phone 03 4488 5498 (2] | Work Phone
Mahile 0422222222 [>] | Mobile
Fax 03 4485 6525 ] | Fax
Email infa@smartsoft.com.au ] | email
File Number 1033
[ Cancel | [ <<Back | [ Finish |

The Merge Patient Details window allows users to update the existing patient file
with the details registered for the Patient Booking Gateway by the patient.

Select Update All to update all available patient details.

Otherwise, selecting the arrow between each row will replace that specific line of

information.
Merge Row

Ernail info@smartsoft.com.au Ernail

Email info@smartsoft.com.au Email info@smartsoft.com.au

Process Login Request

Updated information
in existing patient file.

Merge Patient Details

Update existing patient details using the registration request details provided?

Update All

Registration Request Details
Mame Mr Charles Davidson
Pref Name

Date of Birth 22/05/1979

147 Davidson Terrace
Eastville VIC 1122

Address

Home Phone 03 4485 6524
Work Phone 03 4488 5498

Maobile 0422 2272 222
Fax 03 44856525
Ernail info@smartsoft.com.au

)

Existing Patient Details
MName Mr Charlie Davidson
Pref Name

Date of Birth 22/05/1979

147 Davidson Terrace
Eastville VIC 1122

Address

Home Phone 03 4485 6524
Work Phone 03 4488 5498

Maobile 0422 2272 222
Fax 03 44856525
Ernail info@smartsoft.com.au

File Number 1033

[ cancel | [ <<Back | [ Finish |

Click Finish to complete the registration process.

Click Back to return to the Registration Request Details, or Cancel to close the
window without processing.
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& Patient Booking Gateway Logins

If the registration request cannot be linked to an existing patient file, click New to
create a new patient file.

The registration request details will be copied to the new patient file automatically.

Confirm l_J&

I.-"_' ‘-I Create a new Front Desk patient file?
k. v

The Patient Booking Gateway registration request details will be copied to the new patient.

Click OK to complete the patient file creation.

B New Patient [E=B|I=R =<~
General | Additional | Billing Details | Medicare / DVA | Transactions | Future Billing | Qutations [ 4 ¢ [ »
Wirs Jacqueline Alexander
Preferred
Address 21 Fussell Steet

Alberton SA
Dateof Bith 29/09/1243 | Age 70
Gender Female B3
Phone Home £390 1140 Work
jacki@smartsoftcom au
Practitioner  George Rogers =
Fee Category Standard (B3
90+ Days 60 Days 30 Days Curre Balance
50.00 50.00 5000 50.00 5000 Help

Upon closing and saving the patient file, the following window will appear.

Information L&J

‘.ﬁ' A Patient Booking Gateway login has been successfully created

If the patient has registered indicating they are a new patient, the following window
will appear.

Process Login Request o e

Registration Request Details

Registration request submitted: Tue 5 Nov 2013 3:41 am (waiting for 0 minutes)

Name Mr Charles Davidson Home Phone 03 44856524
Pref Name Work Phone 03 4483 5493
Date of Birth ~ 22/05/1979 Mabile 0422222222
Address 147 Davidson Terrace Fax 03 4485 6525

Eastvlle VIC 1122 Email info@smartsoft.com.au

The patient has indicated that they are a new patient.
If you believe the patient is an existing patient you can click Search ta link the patient to Frant Desk.

Search for patient

Otherwise click New to create a new patient file using the registration request details.

By selecting the Search for patient option users can search for an existing patient
file to link the registration to if required.

Otherwise click New to create a new patient file using the registration request details.
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& Patient Booking Gateway Logins

Click Email to resend the Patient Booking Gateway activation email to the patient.

J, Patient Booking Gateway Logins o= =

Status

Contac
(home)

(home)

Email to be confirmec »  08/10/2013 |« to 05/11/2013 |-

Mr Charles Davidson
info@smartsoft.com.au Tue 5 Nov 2013 9:41 am
Contact: 03 4485 6524 Waiting for: 17 minutes

Mrs Jacqueline Alexander
frentdesk@smartsoft.com.ac Mon 4 Nov 2013 3:23 pm

Contact: 390 1140

Date Range Close

Process
Status: Patient has not confirmed email address
Email

minutes
Delete

FHE

Status: Patient has not confirmed email address Login requested:

m

Status: Patient has not confirmed email address Login requested:

Waiting for: 1 day

N Help

The following window will appear.

-
Confirm

]

@ Resend login request to the patient?

Click Yes to resend the login request, or click No to cancel.

Once a patient has confirmed their registration request via email, the Status
becomes Awaiting verification - patient registered via website.

The patient can then be processed and linked to a patient file.

* Patient Beoking Gateway Logins

Status Date Range Close
Not verified + 08/10/2013 |+ to 05/11/2013 =
Process
Mr Mark Davies Status: Awaiting verification - patient registered via Legin requested: Preferred Contact Times: =
smartsoftl07 @gmail.com  website Tue 5 Mov 2013 9:56 am Any time Email
Contact: 08 7712 6644 Click Process to continue Waiting for: 7 minutes —
(home) | Delete
Sr. Mary Nesbitt Status: Login request sent to patient's email Legin requested: =
mary@smartsoft.com.au Maon 4 Mov 2013 2:55 pm
Waiting for: 1 day
Ms Corrine Adcock Status: Login request sent to patient's email Legin requested:
corrine@smartsoft.com.au Mon 4 Mov 2013 2:55 pm

Waiting for: 1 day

i Help
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% Patient Booking Gateway Logins

If a new patient file is created, or the linked existing patient file has not had an
appointment with a practitioner of the same Profession, the first appointment will
need to be made manually by the clinic.

When this occurs the Status becomes Partially verified - first appointment needs
to be made.

J&, Patient Booking Gateway Logins oo =
Status Date Range [ close |
Not verified - 08/10/2013 | to 05/11/2013 |=

Mr Mark Davies Status: Partially verified - first appointment needs to be  Login requested:

smartsoftl07@gmail.com  made Tue 5 Nov 2013 9:56 am

Contact: 08 7712 6644 Waiting for: 16 minutes

(home)

Sr. Mary Nesbitt Status: Login request sent to patient's email Login requested: &
mary@smartsoft.com.au Mon 4 Nov 2013 2:55 pm

Waiting for: 1 day

Ms Corrine Adcock Status: Login request sent to patient's email Legin requested:
corrine@smartsoft.com.au Mon 4 Nov 2013 2:55 pm
Waiting for: 1 day

[ hHep |

If the linked patient file has previously had an appointment with a practitioner of the
same Profession, or an appointment has since been made, the Status will become
Verified - Patient can use the Booking Gateway.

18, Patient Booking Gateway Logins (=% R ==
Status Date Range Close
Verified - 0802013 |+ to 0SA1/013 |+ -

Mr Mark Davies Status: Verified Login requested: B —
smartsoftl07@gmail.com  Patient can use the Booking Gateway Tue 5 Nov 2013 9:56 am

Contact: 08 7712 6644

thome)

Mr Franz Jamieson Status: Verified Login requested:

franz@smartsoft.com.au  Patient can use the Booking Gateway Man & Nov 2013 2:55 pm

]

> Help

The Patient Booking Gateway login registration is now complete.

Completed registrations can be viewed under the Verified status option.
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& Patient Booking Gateway Logins
Click Delete to remove an incomplete login request.

Please note that only login requests listed under the Email to be confirmed status can

be deleted.

M2, Patient Booking Gateway Logins

Status Date Range

Email to be confirmec »  08/10/2013 | = to 05/11/2013 |+

Status: Patient has not confirmed email address

Mrs Jacqueline Alexander  Status: Patient has not confirmed email address
frontdesk@smartsoft.com.aL

Contact: 390 1140

Close

Process

request

Email

Delete

]
PR

Legin requested:
Mon 4 Nov 2013 3:23 pm
Waiting for: 1 day

Help

]

A confirmation window will appear.

Click Yes to delete the login request, or click No to cancel.
o]

@ Are you sure you want to delete this login request?

Confirm

Yes

Please note that once a login request has been deleted it cannot be undeleted and
must be resubmitted manually.

If required, access to the Booking Gateway can be revoked for patients who have
already been verified from the Appointments tab of the patient file.

To remove access to the Booking Gateway deselect Patient has access to the
Patient Booking Gateway as below.

g

W, Patient - Mr Mark Davies =] @ =5

Appointments | Events | Notes | Recalls | Tracking | Attachments | Contacts | Clinical Notes [ X-ra ¢ | *

| Appointments | Cancels/Reschedules | Statistics | Patient Booking Gateway

Close

Access | Practitioners | Group Appointments|

Delete

Deselect to
remove access.

[T Patient has access to the Patient Booking Gateway

Print
Email address / login | Copy from General tab
smartsoft]07@gmail.com Sch, Label

Change Password Treatments

Make App

Remind Patient of Appeintment: [ Default Appointment Type
<MNever>
90+ Days 60 Days 30 Days Current Balance
§0.00 §0.00 50.00 §0.00 50.00 Help
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E Web Appointment Book (Standard)

Front Desk includes a read only Web Appointment Book, which allows users to view
their appointments using a standard web browser. This functionality is ideal for
allowing practitioners and staff to view the appointment book while off-site.

EREEEREN [ smartsoft Clinic - Front Desk: WebPlus | +|

é P @ www.smartsoft.com.au/WebPlusDemo/Default.aspx

Friday 5 April 2013 Practice Group(s): Pract

{8~ |« |« | Day Week | Month | B | W All Practice Groups - Al p

Today Fri Sat Sun Mon Tue Wed Thu Fri Sat =
Robert Jones Anne Smith Heather Brown

(5) Miss Stephanie Randalll (8) Mr Brenton Glatz

(F) Mr Kirk Lennox (5) Mrs Patricia Badger

(8) Mr Alan Routley (W) Mrs Gwen Watts

(W) Mrs Ruth Hales

(M) Mr Russell Nicola (W) Mrs Angela Iannace

10:00 am

(M) Miss Megan MclLeod (F) Miss Elizabeth Reeves

10:15 am

10:30 am (W) Miss Deborah Kerley

10:45 am {N) Mrs Yvonne Thomas

(W) Mrs Alina Jones (W) Mr albert Sarti

11:00 am

(8) Mr David Allison (8) Mr Andrew Thomas

11:15 am

11:30 am (H) Mr Steve Tanner

(5) Mrs Judith Hanson (N) Mr Matthew Bowley

11:45 am

12:00 pm (N] Mr Marco Keune

12:15 pm (5] Mr Trevor Woaolford

12:30 pm RS RGEGIE

R . Appointment Details
12:45 pm (M) Mrs Maretta Miller
Mrs Licudmilla Latta {H/V)

File No:

Itern Code: 335

App Made: 16/08/2012 12:35:41 PM
Made By: Admin

{H/V]) Mrs Lioudmilla Latta

Next Appointment: Wed 2 Apr 20132 02:20 PM (Anne Smith)

y b Previous Appointment: Wed 2 Apr 20132 02:20 PM (two days ago)
unchn

Status: Patient Mot Arrived
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El Web Appointment Book

A prerequisite for installing the Front Desk Web Appointment Book is one of the
following operating systems:

Windows Server 2008

Windows Server 2008 R2

Windows Server 2012

Windows Server 2012 R2

Windows Vista Home Premium (or above)
Windows 7 Home Premium (or above)
Windows 8/ 8.1

=  Windows 10

There are two main steps to install the Web Appointment Book.

1) Installing the Front Desk Web Appointment Book
2) Configuring Port Forwarding in your Modem/Router

Step 1 - Install the Front Desk Web Appointment Book Utility

Insert the Front Desk 2018 CD into your CD-ROM.

The dialog below should automatically appear on your screen.

Front Desk 2016 - Practice Management Sypstern Installer 3]

Front Desk”

Practice Management System

WERL

Dermo Version

Full Version

Metwork Client Version
Web Appointment Book

DEMO WERSION

Manual

Upgrades

FULL “ERSICR

METWWORK CLIEMT %ERSION

@ Smartsoft (Australia) Pty Ltd 1998-2018
VYWEB APPOINTMENT BIOCK, ‘ 107 Flinders Street, Adelaide SA 5000 ; a

Free Gall (Australla) 1800 18 18 20 b : =
International +61 & 8361 2666 t = l
Free Fax (Australia) 1800 18 18 30 S I la r 5 ()T

International Fax +61 2 8006 5205

AL

UPGRADES

Please note: If the dialog above does not appear automatically you may need to
open the Front Desk CD manually. From the Start Menu click Computer and then
double click on the CD-ROM drive labelled Smartsoft.
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El Web Appointment Book (Installation)

From the left hand side menu select Web Appointment Book and then click Install
Web Appointment Book.

The following dialog will appear on your screen. Click Next to continue.

X
Front Desk®

Web Appointment Book

Install location:

Chinetpub'wwwroot\Smartsoft\Front Desk

>
smartsofi

Please read and accept the End-User License Agreement and then Accept and
Install.

]
Front Desk®

Web Appointment Book

24, Copy of Agreement

You agree to print or make an electronic copy of each Agreement
{and any amendment from time to time) and retain it in your
records. You also agree to make a copy of any other information
that we deliver to you.

By clicking “Accept and Install” you are warranting that:

« you have read these terms and conditions and that you
agree 1o be a party to and io be bound by the terms of this
Agreement; or

*  you are explicitly authorised to enter into this Agreement on
behalf of the provider of the Order and that the provider of
the Order has agreed to be bound by the terms of this
Agreement..

“ Accept and Install




WEB APPOINTMENT BOOK

E Web Appointment Book (Installation)

Follow the prompts to complete the installation. This install should take
approximately 5 minutes.

We recommend that you install the Web Appointment book in the default destination
folder.

Once you have successfully completed the installation you will find the Front Desk
Web Setup icon under the Smartsoft program listing.

Booking Gateway Web Setup

Front Desk 2015 Practice Manag...

Front Desk Office Messenger

= Front Desk Registration

Front Desk Web Setup

Click Front Desk Web Setup and select the location of the Front Desk database.

Select Local Database if the Front Desk database is on the same machine, or
Network Database to select another computer on your network by either entering
the machine name or network IP address of the machine.

Front Desk Web Setup Utility >
Connect To
® Local Database oK
() Metwork Database Cancel
Advanced Setting Test Database
Authentication 501 Server Authentication]fly
Test Website
Login sa
password drdedr i dded
Default
Instance Mame |Fru:unt_De5k |
Connect to database |Fr0nt_De5k |
TCP port 11433 |
Metwork protocol | CP/IP v|

Once you have selected the database location click Test Database to check your
database connection. To test the website click Test Website.

Click OK to save your configuration settings.




WEB APPOINTMENT BOOK

E| Web Appointment Book (Installation)
Step 2 - Port Forwarding

To access the Web Appointment Book from outside of the practice, port forwarding
will need to be setup in your modem/router. Please refer to your technical support
specialist for assistance with this.

Accessing the Web Appointment Book on a local PC

To view the Front Desk Web Appointment Book on a PC, open a web browser and
navigate to http://localhost/FrontDesk. Alternatively, you can replace ‘localhost’ with
the local IP address or the computer name.

E«—EI|)Smarlsoft X|—|—v —

&~ — O M (1) localhost/FrontDesk/Secure, ke = 4

Smartsoft Adelaide Test and Testing Clinic
Front Desk - WebPlus

M Use the light version of WebPlus Appointment Book

Mobile version available
A new Mobile version of the Web Appointment Book can be found here.

Accessing the Web Appointment Book on a local Mobile device

To view the Front Desk Web Appointment Book on a mobile, such as an iPhone or
Android device, open a web browser and navigate to
http://computername/FrontDesk/Mobile. Once again ‘computername’ can be replaced
with the local IP address if needed.

Accessing the Web Appointment Book from outside the practice

Once port forwarding has been configured, the Web Appointment Book can be
accessed from outside the practice using the same links as above, however
‘localhost’ or ‘computername’ must be replaced by the Public IP address of the
practice.

Please note the machine hosting your Web Appointment Book must be powered on
and connected to the network or internet for the page to be accessible.

Congratulations, you have successfully installed the
Front Desk Web Appointment Book.

PAGE 37 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM



http://localhost/FrontDesk
http://computername/FrontDesk/Mobile

ICALENDAR

El How to Enable iCalendar in Front Desk

iCalendar integration allows a practitioner’s Front Desk appointment book to be
exported to iCalendar format. This format can used with iCalendar compatible
applications such as Microsoft Outlook, Apple Calendar, or Mozilla Thunderbird.

On the Appointment Book tab in System Information, enter the URL for your Front
Desk Web Appointment Book (e.g.appointments.myhealthclinic.com.au/frontdesk).
Your Web Appointment Book address generally includes the directory /frontdesk.

’R Systern Information EI =] -'

| Appointment Book |\Waiting List | Clinic Shifts | Paper Size | Printing | ¢ | *

General | Warnings | Practitioners | Colurnns | Groups |

Web Appointment Book

URL  http:ffmyhealthclinic.com.au/FrontDesk Help

. Close

Calendar

Tirne Interval 15 Minutes |v Prac, Days

Sppointment Start Time 0900 am |v E

Appointment End Tirme 07:00 prn |v —

First Day of Week Monday |v gelglifays
Sppointment Book Sppearance atatuses

|| Showe Titles [] Show Middle Mames

- ; - Colours

[+ Use Calour in Reparts (3] Mew Shyle

.TJ’ESth Pri'-.j'an::-,.-' Option J;D.ates on WMfeek Wiew App Types

| Showe patient notes on Appointrment Book

[] Showe available resources on Sppointment Book Class Types

Display Mame First Marne {F'referre|v

Resources
Mouse Wheel Scrolls By | Rowe v|

On the Appointment Book tab of the Practitioner file, check Enable iCalendar for
this practitioner. This will generate a URL, which will be used by your iCalendar
compatible application.

Click Email to send it to the practitioner, or Copy to Clipboard if you will be pasting
it into another application on the same computer.




ICALENDAR

E How to Enable iCalendar in Front Desk

’E Practitioner - Anne Smith E [=] @ﬁ

:-General | Provider Numbers Default Irerns | Appointment Book | Reminders ik

iClose

Default Appaintrent Type  Standard Consultation |v
Default Mew Patient Initial Consultation |v

Default Class Type <Mo Default Class Type s |v

[¥] Ernail practitioner when an appointrent is cancelled

iCalendar Integration

Requires a Web Appointment Book installation

| Enable iCalendar for this practitioner

URL f{please enteryour \Web Appointment Book URLY
httpeffrmyhealthclinic com.aufFrontDeskiCalendar | Mew URL

Ermnail | |anytn Clipboard | | setup Instructions ‘

Howe marny appointrnents should be synced to iCalendar
Previous weeks  Weeks in future
= 2 |5

Help |

This section of Front Desk also allows users to choose how many appointments they
would like to be sent to iCalendar. By default this is set to 1 week in the past, and 2
weeks in the future, both can be set up to 12 weeks. The current week’s
appointments are always included.




ICALENDAR

El How to Setup iOS (iPhone / iPad) Integration

The following guide details how to sync the Front Desk Appointment book with an
iOS device through the use of an iCalendar link.

Go to Settings, then Mail, Contacts, Calendars.

Select Add Account...

iPad = 11:66 am 49%, @)
Settings Mail, Contacts, Calendars
ACCOUNTS

Airplane Mode

Add Account
= Wi-Fi flinders_pri
Bluetooth on Fetch New Data Push
Notification Centre MAIL

Preview 2 Lines

@ Control Centre

Do Not Disturb

Wallpapers & Brightness

m Privacy
A icioud

B Mail, Contacts, Calendars Signature Sent from my iPad
! MNotes
CONTACTS
:— Reminders Sort Order Last, First
ks Messages Display Order First, Last
) FaceTime Short Name
@! Maps My Info None
@ Safari
CALENDARS
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Show To/Cc Label
Flag Style

Ask Before Deleting
Load Remote Images

Organise By Thread

Always Bece Myself

Increase Quote Level

Colour

©
©

On




ICALENDAR

E How to Setup iOS (iPhone / iPad) Integration

Select Other.

iPad =

Settings

11:56 am 49%, @

( Mail, Contacts... Add Account

Airplane Mode
Wi-Fi flinders_pri

Bluetooth On

Notification Centre
@ Control Centre

Do Not Disturb

Wallpapers & Brightness

ﬂ Privacy
iCloud

B Mail, Contacts, Calendars

~ Notes
Reminders

\d Messages

) FaceTime

?!, Maps

@ Safari

PAGE 41

iCloud
@B Exchange
Google-
YAHOOQO!
Aol.
B4 Outlook.com

Other
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ICALENDAR

E' How to Setup iOS (iPhone / iPad) Integration

Select Add Subscribed Calendar

iPad =

Settings

11:56 am 49%, @

< Add Account Other

Airplane Mode
Wi-Fi flinders_pri

Bluetooth On

Notification Centre
@ Control Centre

Do Not Disturb

Eg General
m Sounds

Wallpapers & Brightness

ﬂ Privacy
iCloud

B Mail, Contacts, Calendars

Notes
. Reminders
\d Messages
) FaceTime

?!, Maps

@ Safari
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MAIL

Add Mail Account

CONTACTS

Add LDAP Account

Add CardDAV Account

CALENDARS

Add CalDAV Account

Add Subscribed Calendar
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ICALENDAR

E How to Setup iOS (iPhone / iPad) Integration

Copy and paste your iCalendar URL into the Server field, and press Next.

Subscription

Server zndar/?i=48E0E185-2AE9-4901-8591-B460EDEGE71C

Q W E R T Y U | @] P &J
A S D F G H d K L return
Ea Z X C V B N M \ Es
2123 : / - .com 7123 ]

Press Next/Save.
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ICALENDAR

E| How to Setup iOS (iPhone / iPad) Integration

Subscription

Server http://appointments.smartclinic.com.au/FrontDesk/iC...

Description Front Desk Calendar

User Name

Password

Use SSL

Remove Alarms

cfwleldrRETHEYRUR  Jofr S
A s D F G H_ J K L/ mun
& z | x[fclviBlN|Mm] L7 G
2123 Al B

o

| ] | b B J

Your Front Desk Appointment Book should now be synced with your iOS Calendar.
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ICALENDAR

E How to Setup iOS (iPhone / iPad) Integration

You can now open the Calendar App on your iOS device to view the synchronised

appointment details.

iPad =
March 2014 Day
Mon 10 Tue 11
B
9
10

Miss Jennifer Martin (S)
" | Ms Eiisa White ()
| Mr Phillip Charles Anderson (S)

Moon | Mast Alex Thompson (NP)

Mr Carl Smith (S)

IMichae\ Mguyen (S)
2 |Miss Erin Williams (S)

| Mre Kellie Wilzon (S)

Mr Jason Taylor (NP)
3
|Mrs Denice Morton (S)

Today

PAGE 45

Mr Peter Jones (S)

IMI Greg Brown (S)

1:11 pm 56% = 1+
Week | Maonth | Year ] Q —+
Wed 12 Thu B Fri 14

Mr Peter Jones (S)

Thursday, 13 12:20 pmto 1 pm

Calendar ® http://appointments.smar ...

MNotes

Mr Peter Jones (S)

7/02/2014, 03:00

Appointment Made By: Admin
Status: Patient Not Arrived

Appointment Notes: <none:

Calendars Inbox
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ICALENDAR

E How to Setup Microsoft Outlook 2010 Integration

Select the File tab.

From the Account Settings drop-down, select Account Settings.

B T————

oI5 9 |=

m Home Send / Receive Folder View

Bl Save As
g Save Attachments

% Save Calendar

Info

Open
Print

Help

|z] Options

e Exit

Account Information

xah W
2] Microsoft Exchange

gp Add Account

Account Settings

@H Madify settings for this accou
Aor additional connections.
Account

Settings -

...IH Account Settings... [%
La_‘f__a- Add and remove accounts or change

. existing connection settings.

Accessthis account on t

@ Nwelanate Arracc

Select the Internet Calendars tab, and click New.

-
Account Settings

Internet Calendars

You can add or remove an Internet Calendar. You can select a calendar and change its settings.

| E-mail | Data Files | RSS Feeds | SharePoint Lists | Internet Calendars | published Calendars | Address Books

2,

HI New..]\r" Change... 3% Remove

Internet Calendar

Size Last Updated on

Subscribed Internet Calendars are checked once during each download interval. This prevents your list from possibly
being suspended by the publisher of an Internet Calendar.
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ICALENDAR

& How to Setup Microsoft Outlook 2010 Integration

Paste your iCalendar URL into the New Internet Calendar Subscription dialog, and
click Add.

i oy
Mew Internet Calendar Subscription I&

Enter the location of the Internet Calendar you want to add to Outlook:
‘rontDeskfiCalendar/7i=45E0E 185-2AE9-4901-859 1-B460EDESET 1C|

Example: webcal:/jwww.example.comjcalendarsCalendar .ics

[ Add ][ Cancel ]

The following window will be displayed. Click OK.

r
Subscription Opticns Iﬁ

|
)
q 'i’ Use the choices below to configure options for this Internet Calendar.
General

Folder Name: [FrontDesk/fiCalendar/

Internet Calendar: [FrontDesk fiCalendar/

Location: http: /flocalhost FrontDesk iCalendar f? =48E0E 185-2AE3-4901-8591-

BASOEDESET 1C
Description:

Display this calendar on other computers with the account: 5% 8

Attachments
[| Download attachments for items in this Internet Calendar

Update Limit

Update this subscription with the publisher's recommendation, Send/Receive groups do
not update more frequently than the recommended limit to prevent your subscription
from possibly being cancelled by the content provider.

Current provider limit: Mot published.

0K l [ Cancel

You will now see your calendar listed, as below:




ICALENDAR

El How to Setup Microsoft Outlook 2010 Integration
rA-:count Settings [&J1

Internet Calendars %
You can add or remove an Internet Calendar, You can select a calendar and change its settings.

| E-mail | Data Files I RSS Feeds | SharePoint Lists | Internet Calendars | published Calendars | Address Books

o Mew... [ Change... % Remove

Internet Calendar Size Last Updated on
[FrontDesk/fiCalendar/ 2.25KB <pending =

Subscribed Internet Calendars are checked once during each download interval, This prevents your list from possibly
being suspended by the publisher of an Internet Calendar.

Close

To display your calendar, go to Calendar in Outlook. Under Other Calendars on the
left-hand side you should see your Front Desk iCalendar. Check this option to display
it. You may need to restart Outlook for these changes to take effect.
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ICALENDAR

& How to Setup Microsoft Outlook 2010 Integration
Your Front Desk Appointment Book should now be synced with Outlook.

File Home Send [ Receive Folder View

—y— prrn
I Y
e MNew Today Mext? Day | Work

..'-“=_-“'. ! 'E.E'. ng kems~ Days Week
MNew GoTo Fl A

4 February 2014 »

Mo TuWe Th Fr Sa Su 4« » 28
1 2
3 4 56 7 8 9 28
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27[28] g 00
4|:| My Calendars 900
|:| Calendar
|:| Calendar 1000
4 [J] Other Calendars
[FrontDesk/iCalendar/
00
11
1200
I«
=
139 |2
=
E:
140 <]
=
2
g
1500 o
1600
l}rﬂﬂ
1800
lgﬂﬂ
2000
] Mail 219
ﬁ‘:‘ Calendar Show t
Mext a)
= wl
8=| Contacs E Report
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ICALENDAR

E How to Setup Microsoft Outlook 2010 Integration
The following is an example of some Appointments in Front Desk

MLALL, Dr Vanessa Thomas |Dr Vanessa Thomas |
10:00 am
10:10 am
10:20 am
10:30 am
10:40 am

Miss Jennifer Martin [5) ]

Ms Elisa White [5) ]

Mr Phillip Charles Anderson {S}]

Mast Alex Thompson (MF)

kr Carl Smith (5}

Mr Peter Jones [5)

Michael Mguyen [5) Mr Greg Brown (5]

Miss Erin Williams (5)

ks Kellie Wilson (5]

Prs Denice Marton (5}

And below is the corresponding information viewed in a synconronised Microsoft
Outlook Calendar
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75 How to Setup Microsoft Outlook 2010 Integration

4« » 13 March 2014 [Search /FrontDesk/iCalendar/ (Ctri<E] J}
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ICALENDAR

"% How to Setup Mac OS Calendar Integration

Open the Calendar. Select New Calendar Subscription... from the File menu.

New Event
New Calendar CEN
New Calendar Group O8N
New Calendar Subscription...

On My Mac

|4 Today ||
& Home Import S
& Work Export » | 4Tuesday 5 Wednesday 6 Thursday 7 Friday B Saturday

Close All

Subscriptions
= Birthdays

Print...

2AM

3AM

Copy and paste your iCalendar URL into the Calendar URL window. Click
Subscribe.

On My Mac g Enter the URL of the calendar you want to subscribe to. | « | Today | » |
& Home e— L
& Work al-day | 98 Calendar URL: | FrontDesk /iCalendar/?i=48E0E185-2AE9-4901- | 14 rigay 15 Saturday
8591-B4B0EDEGET1C

Subscriptions

c [ Concel | (i |

8 AM

10 AM

Click OK.

OT'EM!" Mac 9- “Front Desk Calendar” Info | 4| Today |» |
Home | <
& Work all-day | 9 Suni Name: [F""“ Desk Calendar ] LB 14 Friday 15 Saturday

Subscriptions Subscribed to: | http:#appointmems.smartclinic.com.aufFro|

o Location: On My Mac 1 | |

Remove: M Alerts
9 AM 1 ™ Attachments

Last updated: Saturday, 30 December 1 9:14:20 AM GMT

10 AM

-

Auto-refresh: [ Every 15 minutes .]

o —] [ concel | [0k ] &
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ICALENDAR

"% How to Setup Mac OS Calendar Integration

You should see your Front Desk Subscribed Calendar listed on the left-hand side.

Your Front Desk Appointment Book should now be synced with your Apple Calendar.

On My Mac
& Home
o Work

Subscriptions
& Birthdays

= Front Deck Gale

“ March 2014 >

Thursday

© Miss Jennifer Martin (S)

© Ms Elisa White (S)

@ Mr Phillip Charles Anderson (S)
© Mast Alex Thompson (NP)

© Mr Carl Smith (S)

@ Mr Peter Jones (S)

© Michael Nguyen (S)

© Mr Greg Brown (S)

© Miss Erin Williams (S)

@ Mrs Kellie Wilson (S)

© Mr Jason Taylor (NP)

17 18 19 20 21 22
24 25 26 27 28 29

13 March 2014

10:40 AM to 11 AM

11 AM to 11:20 AM

11:20 AM to 11:40 AM

11:50 AM to 12:20 PM

12:20 PM to 1 PM

12:20 PM to 1 PM

1:30 PM to 1:50 PM

1:30 PM to 1:50 PM

1:50 PM to 2:10 PM

2:20 PM to 2:40 PM

2:40 PM to 3:10 PM

PAGE 53

all-day events

B AM

9 AM

10 AM

11 a (iss Jonnifer Martin ()

Ms Elisa White

Mr Phillip Charles [E]

MNoon | mast Alex Thompson (NP)

(
[nc-ris-ﬂmm I“Mr.lunu(s‘_l

1 PM

Michael Nir Brown

2FM | Miss Erin Williams (S)

[ Mrs Kellie Wilson (S)

3pm [ME n Taylor (NP}
Mrs Denice Morton (S)

4 PM

5PM

6 PM

7 PM
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MEDICARE / DVA ONLINE CLAIMING

@ Medicare / DVA Online Claiming (System Information)

Select the Medicare Online tab from the System Information dialog.

P "

B System Information lroe|| B S|
Medicare Online | SMS | Email | MailChimp | Advanced 4 [l
Cloze
Medicare Australia Server http://mcoehumansensi

Medicare Australia Recipient |ebus@medicareaustralia.

PSI Store Location ChProgramData‘\Smart)...

AR

PS5l Store Passphrase

Location ID 55400000
Certificate ID
Certificate Expires [Get Expiry |

[ ] This computer accesses the Internet via a proxy server

Prowy User Mame
Proxy Password

[#] Check for pending claims on startup Help

The settings available from this window are vital to the Medicare/DVA Online
Claiming integration within the Front Desk - Practice Management System.

Please do not adjust these settings without Smartsoft assistance.
If required, the following settings can safely be adjusted without negative effects:

This computer accesses the Internet via a proxy server

Proxy User Mame
Proxy Password

Check for pending claims on startup

Select This computer accesses the Internet via a proxy server and enter the
appropriate server details if required.

Select Check for pending claims on startup to be prompted when pending PCI
claims have been stored and are available to be sent.




MEDICARE / DVA ONLINE CLAIMING

& pcClI Claim

Front Desk allows users to process 2 different types of Patient Claims; these are
referred to as Patient Claims: Interactive (PCI) and Patient Claims: Store &
Forward (PCS).

Patient Claims: Interactive (PCI) allows real-time processing of a single claim, and
is available during Medicare Australia operating hours. PCI allows claims to be
transmitted and assessed at the time of billing, and will return an outcome
immediately.

Patient Claims: Store & Forward (PCS) involves preparing and authorising the
claim, storing the claim, and then forwarding it to Medicare at a more convenient
time. PCS is the required method of transmitting claims outside Medicare Australia
operating hours.

Note: Medicare Australia operating hours are:
7am to 9pm (AEST), Monday to Friday (except National Public Holidays)




MEDICARE / DVA ONLINE CLAIMING

@ Ppcl Claim

PCI claims are generally sent to Medicare at the time of billing or receipting the
patient, but a claim can be submitted to Medicare up to 2 years after the treatment
date.

Submitting A Patient Claim From The Receipt Screen

Receipt X

Name |Mr Bartholomew Smythe |

Account Primary

Date 23/02/2017 |~

Practitioner | George Rogers - Hazelwood Park |~ |

ltem Code | 10960 ~ | [ <Al schedules> |+

Description | Medicare Consultation

Fee §52.95 Include G5T O
i wal

Reduction $0.00 | A dica s EE

MNet Fee §52.95

I Print

[JEmail Send now using template

Appointment Reminder

Edit before sending

Cancel Help

If the patient would like to claim their Medicare rebate on the spot, tick the Medicare
PCI option on the Receipt screen.

After payment has been taken, the Medicare Claiming Wizard will be displayed.

Medicare Patient Claims Interactive: Step 1 *

Patient Details and Transactions

Patient Name |Mr Bartholemew Smythe
Gender Male
Medicare No |3950—32493—1 | Verify

[terns to Claim

Item Code |Descripti0n |Charge | |
b Medicare Standard §52.95 |

Cancel Help << Back MNext >




MEDICARE / DVA ONLINE CLAIMING

& pcClI Claim

The first page displays patient information and a list of the items to be claimed

through Medicare. Clicking on the L] button allows additional information to be
entered about the claim.

Additional Information oo

[] service is not Restrictive

[] After Care Service Mormal After Care Cancel

[[] Service was rendered in a hospital

Distance Travelled (km)

[ Service is part of a Multiple Procedure

[] Patient attended on more than one occasion on the same day

Additional Service Text

Select any relevant options and click OK to return to the Wizard.
Click Next to continue to the next page.
Medicare Patient Claims Interactive: Step 2 b4

Online Claiming - Referral Details

{ Use the stored referral details © Mo referral details available

Referring Provider Mo |2423821X

Referral Date 01/04/2016
Referral Period Standard (12 months from a GP and 3
Cancel Help << Back Mext ==

The Online Claiming - Referral Details page is displayed. If referral details were
entered for the patient these will be displayed here. If there are no referral details
then the No referral details available option will be selected, and a reason must be
selected from the list.




MEDICARE / DVA ONLINE CLAIMING

@ pcicClaim
Medicare Patient Claims Interactive: Step 2 *

Online Claiming - Referral Details

" Use the stored referral details ™ Mo referral details available

Referral Override Type ~

Lost

Emergency

Hospital

Mot required (Mon-Referred)

Cancel Help << Back Mext ==

If Hospital is selected, the following page will be displayed to enter the name of the
hospital where the treatment took place.

Medicare Patient Claims Interactive: Step 3 *

Hospital Details

Please provide the name of the hospital

Huerta Memaorial Hospitall

Cancel Help << Back MNext > >

Click Next to continue.




MEDICARE / DVA ONLINE CLAIMING

& pcClI Claim

Medicare Patient Claims Interactive: Step 3 X

Claimant Details

(®) Patient is the claimant () Use alternate claimant details

Manuel Harrell Search

Pay the benefit:
(®) Using details registered with Medicare
() By EFT (bank account details will be required)

Cancel Help << Back Mext > =

The next page allows Claimant Details to be entered. If the patient will not be the
one claiming the rebate from Medicare, then select Use alternate claimant details.
This will automatically display claimant details if they have been entered on the
patient’s file, or it will allow users to search for a claimant. This would typically be
used in the case where a child is the patient, and the rebate will be sent to a parent.

This page also allows the patient to select whether they would prefer the benefit to be
paid Using details registered with Medicare or if they would like an EFT payment
directly into their bank account.

Click Next to continue.

Medicare Patient Claims Interactive: Step 4 bt

Bank Account and Postal Details The Bank Account and Postal Details
page is displayed.

Alternate Bank Account Details

Account Name{James Vega
BSE 123456 | Account No|98763432

Use alternate postal address for cheque or statement of benefit

Address 107 FLIMDERS Street

Suburk Adelaide Postcode| 5000

Cancel Help << Back Next ==




MEDICARE / DVA ONLINE CLAIMING

& PcCI Claim

This page allows bank account details to be entered (if EFT was selected on the
previous page), and allows an alternate postal address to be specified if the cheque
(or statement, for EFT payments) is to go to an address other than the one in
Medicare Australia’s records.

Click Next to continue.

Medicare Patient Claims Interactive: Step 5 X

Submit Claim

The platient has bgen asked if they would like the claim to be
submitted on their behalf,

[ Claim using Store & Forward
(required when claiming outside the Department of Human
Services operating hours)

] Print

Cancel Help << Back Submit

The Submit Claim page is displayed.

The patient must then give their consent to have the claim submitted electronically to
Medicare Australia.

Check The patient has been asked if they would like the claim to be submitted
on their behalf if they agree.

If submitting a PCS claim, check the Claim using Store & Forward option.
Click Submit. The claim will then be sent to Medicare Australia.

If the claim is accepted, a Statement of Claim and Benefit Payment will be printed
(if the Print option is selected).

If the claim is rejected, the following screen will be displayed.




MEDICARE / DVA ONLINE CLAIMING

& pcClI Claim

Medicare Patient Claims Interactive: Summary *

Claim could not be Processed

Claim Error Level: Unacceptable

Claim Error Code:

Item error status

Date Item Mum Error Level  Error )

W
< >
Cancel Help << Back

An Unacceptable error level means that the claim cannot be accepted with the
current details. It must be cancelled and started again.

Medicare Patient Claims Interactive: Summary X

Claim could not be Processed

Claim Error Level: Acceptable
Claim Error Code:

[tem error status

Date Itern Mum Error Level Error ~
16/05/2016 | 10960 A [9632] Duplicate of service
v
< >
Cancel Help << Back

An Acceptable error level means that the claim cannot be processed automatically
and it needs to be referred to Medicare and processed manually. To do this, click
Accept.

The following message will be displayed

Information b4

[0] Claim Accepted.




MEDICARE / DVA ONLINE CLAIMING

& pcClI Claim

A Lodgement Advice will then be printed.

If the Claim using Store & Forward option is checked, a Lodgement Advice will be
printed (If selected), and the following page will be displayed.

Claim Store and Forward: Summary *

The Claim has been created and stored.

Click Finish to close the Wizard.




MEDICARE / DVA ONLINE CLAIMING

& PCI Claim

It is also possible to claim directly from the Billing screen.

Billing *
Patient |Mr Bartholemew Smythe | Account |Primary
Practitioner |Ge0rge Rogers - Hazelwood Park v |
Date 16/03/2018 |+ Fee §52.95
ltem Code [10960 | v ||<All Schedules>  |w Reduction 50.00
Description | Medicare Standard Met Fee $52.95 | Include GST []
Payment | 5295 v |[ Add |
Date Itern  Description Prac Met Fee Payment A
16/03/2018 | 10960 |Medicare Standard $52.95 $52.95
~ GST ltem Totals |  $5295]  §5295
[ Accept Unallocated Payment tc praciitioner | George Rogers - Hi unallocated amoun $0.00
Online Claiming 1
[ Medicare PCI [ Print
Bulk Bill [ Email Send now using template Receipt Template
DVA Claim Edit befare sending
Help QK Cancel

Check the Medicare PCI option and then click OK.

If the transaction is paid in full, the claiming process is identical to claiming from the
Receipt screen.

Billing *
Patient |Mr Bartholemew Smythe | Account |Primary
Practitioner |George Rogers - Hazelwood Park ~ |
Date 16/03/2018 |~ Fee $32.95
ltem Code [10960 [+ |[<All Schedules> |~ Reduction 50,00
Description | Medicare Standard Net Fee §52.95 | Include GST []
Date ltem  Description Prac Met Fee Payment  »
16/03/2018 | 10960 |Medicare Standard §52.95 50.00
 GST Item Totals | $52.95] S0.00 v
[J Accept Unallocated Payment tc practitioner  George Rogers - Hi nallocated amoun $0.00
Online Claiming 7
[ Medicare PCI [ Print
] Bulk Bill ] Email Send now using template Invoice Template
[1DVA Claim Edit before sending
Help oK Cancel

If no payment or a part-payment has been made, the Medicare Online Claiming
Wizard will appear differently.
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MEDICARE / DVA ONLINE CLAIMING

& pcClI Claim

Medicare Patient Claims Interactive: Step 1 >

Patient Details and Transactions

Itermns not paid in full. Claim will be made on the provider's behalf.

Patient Mame | Mr Bartholemew Smythe

Gender Male
Medicare No  [3930-32493-1 | Verify
Items to Claim
ltem Code |Descripti0n |Charge | |
» Medicare Standard $52.95 - |
Cancel Help << Back Next »>

The first page displays the text “Items not paid in full. Claim will be made on the
provider’s behalf.”

This means that no benefit will be paid to the patient. The benefit will instead be paid
to the practitioner.

Click Next to continue.

Medicare Patient Claims Interactive: Step 2 X

Online Claiming - Referral Details

% Use the stored referral details © No referral details available

Referring Provider No [2423821X

Referral Date 01/04/2016
Referral Period Standard (12 months from a GP and 31
Cancel Help << Back Next > >

The Online Claiming - Referral Details page is displayed.




MEDICARE / DVA ONLINE CLAIMING

& pcl Claim
Click Next to continue.

Medicare Patient Claims Interactive: Step 3 =

Claimant Details

(®) Patient is the claimant () Use alternate claimant details

Manuel Harrell Search

A cheque will be sent to the claimant in the provider's name

Cancel Help << Back Mext ==

The Claimant Details page is displayed. If the patient has paid on the day, users
can select whether to pay the benefit Using details registered with Medicare or By
EFT (bank account details will be required).

When the benefit is paid to the practitioner, the only option is to have a cheque sent
out. This cheque will be posted to the patient / claimant who will then have to present
it to the practitioner.

Click Next to continue.

Medicare Patient Claims Interactive: Step 4 =

Postal Details

Use alternate postal address for cheque or staternent of benefit

Address 107 FLINDERS Street
Suburb Adelaide | Pestcode 5000
Cancel Help << Back Mext »»

The Postal Details page is displayed.




MEDICARE / DVA ONLINE CLAIMING

@ pclClaim
Enter any relevant details and click Next to continue.

Medicare Patient Claimns Interactive: Step 5 >

Submit Claim

The patient has been asked if they would like the claim to be
submitted on their behalf,

[]Claim using Store & Forward
(required when claiming outside the Department of Human
Services operating hours)

1 Print
Cancel Help <= Back Submit

The Submit Claim page is displayed. Once the patient has given consent for the
claim to be submitted, click Submit to send the claim to Medicare Australia.




MEDICARE / DVA ONLINE CLAIMING

Forward PCS Claim

To forward a stored PCS Claim, go to the System menu and select Medicare
Claims.

System | Reports  Window Help

& Login

Security

Audit Log

Health Funds

Standard Letters

Standard Messages 3
Occupations

Batient Tracking Categories

Becall Types

GP / Referring Doctor Types

Clinical Notes Templates

Clinical Notes Types

Clinical Notes Conditions/Regions/Stages
Clinical Notes Quick Buttons

Cheques

Group Deposits

FPatient Event Types

Messages / SMS Replies

Standard SMS Replies

Medicare / DVA Claims

% Iy B @ L,EaPRPRAEDRERM I IErsRdmid+ ©.F°

Medicare / DVA Payments
WorkCover Queensland Invoices

Patient Booking Gateway Logins

Group Email
Send 5M5 3
Contacts 3

Search Invoices
Cash Book Setup
Front Desk Cifice Messenger

Front Desk Word Processor

Caleulator

Backup

om Backup

The following screen is displayed.

‘ & Medicare / DVA Claims

Claim Type Claim Status Date Range Close
i v| [Incomplete | [16/05/2016 |v | to [23/05/2016 |

Delete

Type State Allocated Lodgement Date Patient Mame Card Mumber Ref ID Claim e
PCS 16/05/2016 10:31 am|Manuel Harrell 3950-32493-11 |10035 ST
PCS Stored 16/05/2016 10:03 am Manuel Harrell 3950-32493-11 10035 S5A0C Reports
Reprint
Process

Export

v
s 2 Help
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Forward PCS Claim

PCS claims that have not yet been forwarded will have the state Stored and will be
displayed when the Claim State is set to Incomplete.

Find the PCS claim that you wish to forward to Medicare Australia, highlight it and
click on the Send button.

You will be asked if you want to forward the stored claim.

Confirm e

Click Yes. A progress bar will be displayed while the claim is being submitted.

M. Medicare / DVA Claims [r=][ -]
Claim Type Claim Status Date Range Close
|£\II v| |Inccmp|ete v| | |to 23/05/2016 v| Dol

Type State Allocated Lodgement Date Patient Name Card Number  Ref ID Claim »
B [PCS  [Stored | [16/05/2016 10:03 am [Manuel Harrell 3950-32493-11 [10035  |ssAod Schd
Reports
Processing Claim... Reprint
| Process
Export
v
S 2 Help

Once the claim has been submitted, the State will change to Forwarded and it will no
longer be displayed on the screen. To view all Forwarded claims, select Completed
from the Claim State drop-down list at the top of the screen.

J& Medicare / DVA Claims = e
Claim Type Claim Status Date Range Close
[an v| [Completed | [16/05/2016 |v |to [23/05/2016 v |

Delete
Type State Allocated Lodgement Date Patient Mame Card Number Ref ID Claim A
Senc
= |PCS  |Forwarded |  |16/05/2016 11:51 am|Manuel Harrell 3950-32493-11 [10035  |S5A0 o
H |PC5 Forwarded 16/05/2016 11:50 am Manuel Harrell 3950-32493-11 | 10033 SSADC Reports
Reprint
Process
Export
v
£ % Help
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MEDICARE / DVA ONLINE CLAIMING

& Medicare Bulk Bill

Front Desk also provides the ability to send Bulk Bill claims to Medicare Australia
over the Internet.

Billing x

Patient |Mr Bartholemew Smythe ‘ Account | Primary

Practitioner |Genrge Rogers - Hazelwood Park w ‘

Date 16/03/2018 |~ Fee §32.95

ltem Code (10960 |- || <All Schedules>  |v Reduction $0.00

Description | Medicare Standard Met Fee §52.95 Include GST [ ]

Date ltem  Description Prac Met Fee Payment A

16/03/2018 | 10960 |Medicare Standard §52.95 50.00

G5T ltem Totals | $32.93 | 5000w

[] Accept Unallocated Payment George Rogers - Hi unallc ma 50.00
~Online Claiming

[ Medicare PCI [ Print

Bulk Bill [] Email Send now using template Invoice Template

] DVA Claim Edit before sending

Help Cancel

To submit a Bulk Bill claim from the Billing screen, check the Bulk Bill option at the
bottom of the screen.

Note: this option is only available when no payment has been made.

Click OK. The Medicare Online Claiming Wizard will be displayed.




MEDICARE / DVA ONLINE CLAIMING

& Medicare Bulk Bill

Medicare Bulk Bill Claims: Step 1 x

Patient Details and Transactions

Patient Name | Mr Bartholemew Smythe

Gender Male
Medicare No [3950-32493-1 | Verify
ltems to Claim
[tem Code ‘Description 1Charge | |
» Medicare Standard §32.95 - |
Cancel Help << Back Mext = >

Click Next to continue.

Medicare Bulk Bill Claims: Step 2 S

Bulk Bill Claim - Referral Details

* sze the stored referral detail: ¢ Noreferral details available

Retering Provider Mo 2121331
Reterral Date 2R/02/2018
Referal Period Standard [12 months from a GP and 3 months

[ << Back H Mest > ]

The Bulk Bill Claim - Referral Details page is displayed.

Click Next to continue.




MEDICARE / DVA ONLINE CLAIMING

@ Medicare Bulk Bill
Medicare Bulk Bill Claims: Step 3 *

Submit Bulk Bill Claim

The patignt has authu:u_rised the assignment of their right
of benefit to the practice.

[« Print

Cancel Help << Back Submit

The Submit Bulk Bill Claim page is displayed.

The patient must agree that they authorise the assignment of their right of benefit to
the practice. Check this option and click Submit.

A Bulk Bill Assignment Advice (DB4) will be printed (if the Print option is
selected).

The Bulk Bill Summary page is displayed.

Medicare Bulk Bill Claims: Summary X

The Bulk Bill claim has been submitted.

Submission details

Bulk Bill Claim Succeeded.

This will contain details of any errors in the claim. Click Finish to close the Wizard.




MEDICARE / DVA ONLINE CLAIMING

&1 DVA Allied Health Claim

Front Desk also provides the ability to submit DVA Allied Health Claims over the
Internet.

Billing X
Patient |M5 Glynn Bickham | Account |Primary
Practitioner |Ge0rge Rogers - Hazelwood Park w |

Date 16/03/2018| Pz $62.30
ltem Code |F[)Dd v||<AII Schedules> | Reduction $0.00

Description | DVA Initial Consultation Met Fee §63.30 Include GST []
Date ltem  Description Prac Met Fee Payment
16/03/2018 |[FO04 | DVA Initial Consultation $63.30 $0.00
G5T ltem Totals §63.30 S0.00  w
[ Accept Unallocated Payment George Rogers - Hi
Online Claiming
[ Medicare PCI [ Print
[] Bulk Bill ] Email Send now using template Invoice Template
[~] DVA Claim Edit before sending
Help Cancel

To submit a DVA claim from the Billing screen, check the DVA Claim option at the
bottom of the screen.

Note: this option is only available when no payment has been made.

Click OK. The Medicare Online Claiming Wizard will be displayed.

Medicare Veteran Claims for Allied Health: Step 1 [

Patient Details and Transactions

Patient MNarme Glynn D Bickham

Gender I ale
VeteranNo  NXA0T116
Items to Claim

Item Code | Description |Charge |Durati0n | |
» Initial Consultation [Initiate $63.30 j J




MEDICARE / DVA ONLINE CLAIMING

&1 DVA Allied Health Claim

The first page displays patient information and a list of the items to be claimed

through Medicare. Clicking on the J button allows additional information to be
entered about the claim.

Depending on the type of practitioner, different options are displayed on this screen:

Allied Health (including Chiropractic, Occupational Therapy, Osteopathic,
Physiotherapy, Podiatry)

Additional Information x
oK
Service is not Restrictive
[] After Care Service Mormal After Care Cancel
[]5Second rmedical grade footwear device was provided
] Service was rendered in a hospital
Distance Travelled (km)
[]Service is part of a Multiple Procedure
[] Patient attended on more than one occasion on the same day
Additional Service Text
Dental
Additional Information >
oK
Service is not Restrictive
Cancel

[] After Care Service Mormal After Care
[] Upper or Lower Jaw

[ Number of Teeth

Distance Travelled (km)

[]Service is part of a Multiple Procedure

[[] Patient attended on more than one occasion on the same day

Additional Service Text




MEDICARE / DVA ONLINE CLAIMING

& DVA Allied Health Claim
Psychology and Speech Pathology

Additional Information o

_ _ oK
Senvice is not Restrictive

[] After Care Service Mormal After Care Cancel

[ Service was rendered in a hospital

Distance Travelled (km)

[ Service is part of a Multiple Procedure

[[] Patient attended on more than one occasion on the same day

Additional Service Text

For Speech Pathology claims, a Duration must also be entered for each item
claimed.

Medicare Veteran Claims for Allied Health: Step 2 >

Patient Details and Transactions

Patient Mame |Mark Venus

Gender Male

Veteran Mo MX901644

Items to Claim

Itern Code |Description Charge |Durati-:rr1 I
»|104 Medicare Consultation 559.90 |

Cancel Help << Back Mext = >




MEDICARE / DVA ONLINE CLAIMING

&1 DVA Allied Health Claim

Click Next to continue.

Medicare Veteran Claims for Allied Health: Step 2 =5

DWVA Claim Details - Referral details

* Use the stored refenral detail: Mo referral detailz available

Refering Provider Mo 2121331
Referral Date 22/02/2M8

Referal Period Man ztandard [Referal period: 3 months]

’ <¢ Back H Mest »> l

The DVA Claim Details - Referral details page is displayed.
Click Next to continue.
Medicare Veteran Claims for Allied Health: Step 3 >

DVA Claim Details

Treatment location

Home Visit

Hospital
Residential Care facility
Community Health Centres

Cancel Help << Back Mext > =




MEDICARE / DVA ONLINE CLAIMING

7 DVA Allied Health Claim
Medicare Veteran Claims for Allied Health: Step 4 X

Submit DVA Claim

— The Provider certifies that the services within the
claim have been provided.

Print

Cancel Help =< Back Subrmit

The practitioner must certify that the services within the claim have been provided.
Check this option then click Submit.

If the Print option is selected, DVA Claim for Treatment Services (D1217) will be
printed, and 2 copies of a DVA Health Practitioner Service Voucher (D1216S) will
also be printed.

The DVA Summary page is displayed.

Medicare Veteran Claims for Allied Health: Summary X

The DVA claim has been submitted.

Subrmission details

DVA Claim Succeeded.

Click Finish to close the Wizard.




MEDICARE / DVA ONLINE CLAIMING

) Submitting Claims from Patient Transaction tab

It is also possible to submit Patient Claims, Bulk Bill Claims and DVA Allied
Health Claims from the Transactions tab on the Patient file.

)&, Patient - Mr Bartholemew Smythe EI [=]
Transactions  Quotations Appointments  Events  SMS MNotes  Clinical Motes Recalls Trac| * | *
Account |Primary Close
g z - - c e
Invoice # Prac Credit Service Date Debit Owing Description ~ Delete ltem
69180 05/01/2018 $52.95 $0.00| Medicare Standa
o] 69180 §52.95|05/01,/2018 Payment Receive Edit Itern
69181 15/02/2018 §52.95 50.00 Medicare Standal
2] 69181 $52.95(15/02/2013 Payment Receive Reprint
69182 . SR €52.05 Medicare Standal
Reprint I Statement
Delete ltem
Trans. Log
Edit ltem
Edit Invoice Write Off
Edit Invoice / Payment Time
d
Medicare Online > Patient Claims Ffun
Reset Columns BulkBil port
- DVA
£
[]Show Qutstanding Only [1Show as Account
Primary
90+ Days 60 Days 30 Days Current Balance
5§0.00 50.00 50.00 §52.95 §32.95 Help

Find the transaction for which you want to submit a claim, right click and go to
Medicare Online. You can then select to submit a Patient Claim, a Bulk Bill Claim
or a DVA Claim.

Note: Bulk Bill and DVA claims cannot be submitted for claims where a
payment has already been made. Patient Claims, Bulk Bill, and DVA Claims
cannot be submitted more than once.

To determine whether an item has already been claimed through Medicare Online
Claiming, click on the * symbol to the left of a billed item.

If a claim has already been submitted, the type of claim (PCI, PCS, BB or DVA), the
date and time of submission, and the Claim State will be displayed.

M8, Patient - Miss Millicent Athol =] B 3]
Transactions Appointments Events Motes Recalls Tracking Attachments Contacts Clinic * | *
3 7 = = Close
Date Prac Debit Credit ~ Owing Description ~
| = 20/05/2016 |Don £51.95 §51.95 | Medicare EPC Consulta :
Iterm Reprint
|Medicare BB Claim: ADD19@ - 20/5/2016 11:21am - Submitted
Delete ltem
Edit ltemn
Invoices
Staterment
Trans. Log
Write Off
v
< > Refund
Outstanding Transactions Only [] Show as Account
Export
90+ Days 60 Days 30 Days Current Balance
§0.00 $0.00 $0.00 §51.95 §51.95 Help




MEDICARE / DVA ONLINE CLAIMING

@ same Day Delete

Front Desk includes functionality to delete PCI claims which have already been
submitted to Medicare Australia, provided that they are deleted on the same day as
they were submitted. This is called Same Day Delete (SDD).

5.:,;5terr! Reports  Window Help

I}  Medicare f DVA 3

¥ Medicare / DVA Claims

Go to the System menu and select Medicare Claims.

& Medicare / DVA Claims [ |- ]
Claim Type Claim Status Date Range Close
[au v| [Completed | [17/05/2016 |v | to [23/05/2016 |v |

Delete
Type State Allocated Lodgement Date Patient Name Card Number  Ref ID Claim
®|PCl [Complete | |23/05/2016 10:08 am|Manuel Harrell 3950-32493-11 (10035 |SSAD( Pk
[ |PCl Complete 20/05/2016 1:52 pm | Manuel Harrell 3950-32493-11 10035 SSA0C Reports
Reprint
Process
Export
v
£ 2 Help

Find the PCI claim to be deleted, and click Delete. You will be asked to enter a
reason for the deletion.

Select Deletion Reason

Please select the deletion reason

Incorrect Patient Selecticn

Incorrect Provider Details

Incorrect Date of Service

Incorrect ltem Mumber Claimed

Omitted Text on Original Claim

Incorrect Payment Type (ie Paid / Unpaid)
Cther

A progress bar will be displayed while the deletion is being processed.

Once the claim has been deleted you will be returned to the Medicare / DVA Claims
screen.




MEDICARE / DVA ONLINE CLAIMING

&7 Bulk Bill / DVA Reports

Bulk Bill and DVA reports are available within 3 business days after submitting a
claim.

There are two kinds of reports available:

Processing Report - provides information relating to the claim and services within
that claim.

Payment Report - details the payment to be deposited including the amount and
bank account details along with the list of claims covered by the payment.

Both reports can be requested (and re-requested) as required and are available to
download from Medicare / DVA for 6 months after they were generated. Once these
reports have been viewed once in Front Desk they will be permanently stored and
will not need to be re-requested from Medicare / DVA.

To retrieve a Processing or Payment Report, go to the System menu and select
Medicare / DVA Claims.

System | Reports  Window Help

¥ Medicare / DVA r

IF Medicare / DVA Claims




MEDICARE / DVA ONLINE CLAIMING

Bulk Bill / DVA Reports

Open the Medicare / DVA Claims window from the System drop-down menu and
select Process.

J&. Medicare / DVA Claims
Claim Type Claim 5Status Date Range Close
ai] v] [Incomplete | [17/05/206 |v | to [23/05/2016 [ ]

Delete
Type State Allocated Lodgement Date Patient Mame Card Mumber  Ref ID Claim #
m BB |Submitted |  [20/05/20161:51 pm [Manuel Harell 3950-32493-1 1 =
BB Submitted 20/053/2016 1:46 prm | Manuel Harrell 3950-32493-11 |10035 ADD2( Reports
DVA  |Submitted | |17/05/2016 2:37 pm Dot Hildegarde |0xX901594 110051 |A001¢
EBE Submitted 17/05/2016 1:54 pm | Manuel Harrell 3950-32493-11 10035 A0DTE Reprint
Process
Export
W
£ 2 Help
The following dialog will appear, click Yes to continue.
Confirm x
Ir"-_H‘ This will atternpt to retrieve processing and payment reports for all Bulk Bill and DVA claims in the current selection.

Y It will then atterpt to automatically pay off the items in Front Desk.

Are you sure you want to continue?
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Bulk Bill / DVA Reports

The following screen will appear listing patient transactions and whether a report is
available.

Getting Bulk Bill / DVA Payment Reports... >

Type State Allocated Lodgement Date Patient Mame Claim 1D »

| [

Retrieving DVA reports... Retrieved 0/2
Once completed, you can allocate payment for each claim that has been paid.
Confirm s

@ Successiully retrieved 2 reports.

Would you like to continue and allecate payment for these claims?

Yes No

The following screen summarises how many reports were requested, how many
were successfully retrieved and how many payments were allocated in Front Desk.

Information b4

@ Medicare / DVA Payment processing finished.

Attempted to retrieve 2 reports.
Successfully retrieved 2 reports.
Successfully allocated payment for 2 claims.
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Bulk Bill / DVA Reports

To view reports for a single transaction, highlight the transaction and click Reports.

.

M. Medicare / DVA Claims [= =] =]
Claim Type Claim Status Date Range | Close
A «| [incomplete | |17/05/2016 [ to |23/05/2016

Delete
Type State A\Iccated Lodgement Date Patient Name Card Number  Ref ID Claim A ;

2 274032 3 Send

. e S e ) 52 S [
Submitted 2016 1:46 pm |Manu&| Harrell 10035 Reports

DVA Submitted 10051
BB Submitted Eeitssing Bk Bilpote; 10035 Reprint
Process
Export
v

£ 2 Help

If a processing and/or payment report is available the following screen will appear.
To preview the report click the Preview button. The report can be printed by clicking
the Print button.

M. Bulk Bill Reports X
Processing Report
Claim Processing Summary J—
% Print
Claim ID: A0D0A@ R
Claim Benefit Paid: $67.00 & Brcon]
Servicing Provider Mumber: 2152011 .
Allocate
Voucher ID Medicare Card No. IRN Patient First Name Patient Last Name Medicare Card Flag Alloce ~
3950324931 MANUEL HARRELL | =
v
< >
~Medicare Explanation Codes
255 Benefit azsigned has been increased
If no reports are available the following message will appear.
Information >

@ [2023] A report for the claim is not available yet or is no longer available for retrieval
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MEDICARE / DVA ONLINE CLAIMING

&7 Bulk Bill / DVA Reports

View the payment report by selecting the Payment Report tab. The payment report
can be previewed on-screen by clicking the Preview button or printed by clicking the
Print button.

M, Bulk Bill Reports =
Processing Report  Payment Repart
Payment Summary
% Print
Servicing Provider: D David Floper [2152021)
Papment Run Date: 13/05/2016 & Previ
Payment Fun Number; 5E0 e
Deposit Amount: $0.00
Bank Account Mame: DR WINGFIELD
Bank Account Mumber: 123456789
BSE Code: E2290

Claim Payment(s]

Clairn 1D Clairn ' ate Benefit Paid
A0F03E 18/05/2016 0.00

»

m

Medicare / DVA Payments Report

There are two reports in Front Desk which allow users to see all Medicare / DVA
payments, and which are intended to simplify bank statement reconciliation. The first
of these can be found by selecting Banking Sheets / Shift Reports from the
Reports menu.

Reports | Window Help

S Banking Sheets / Shift Reports




MEDICARE / DVA ONLINE CLAIMING

@ Medicare/DVA Payments Report

If you have enabled Medicare / DVA Online Claiming or Medicare / DVA Reports
Only on the Advanced tab in System Information, then under Report Types there
will be an extra option called Medicare / DVA Payments.

M, Banking Sheets / Shift Reports EI =
Report Type c
() Transaction Report () Payment Transactions =I0s€
Banking Sheet Summa Received Only ;
Medicare / DVA { /Ranking O = ' Print
Payments —> ®) Medicare / DVA Payments
x Preview
Period
Clinic Shift
@ Export
||"'.|'1CIHIZ|E'_"." v|
[Mon 23 May 2016 6:00 am | to [ Man 23 May 2016 %:00 pm|
[] Last Week
() Banking Periods Reset Banking Period

Current Banking Sheet

Fri 10 May 2002 3:39 pm to |Current Time
() Manual
22/05/2016 1206 PM | to |23/05/2016 2:06 PM
Selection
[] By Practice
Group Adelaide City
Practitioner Ben Solitary - Adelaide City Help

This report is based on the date the Medicare / DVA payment was allocated in Front
Desk. It will list all DVA and Bulk Bill payments made during this period, along with
information relating to the bank deposit (Account Name, Number, BSB, Payment Run
Number and Deposit Amount). The total of this report should be equal to the
Medicare / DVA value in the Payments Received section of the Summary Report.




MEDICARE / DVA ONLINE CLAIMING

7 Medicare/DVA Report

The second Medicare / DVA Payments report can be found by selecting Medicare /
DVA Report from the Reports menu.

Reports | Window Help
.S‘ Banking Sheets / Shift Reports

Transaction
Statements / Invoices

Billings Report

Trend Analysis

Recall Patient List
Active / Inactive Patients

Birthday List

12
fa
©

o
(]

Patient Referrals

Patient List

Events Report

Time Management Report

Treatment Plan Report

Ilterm Codes
Inter-Practitioner

Future Income

GP / Medical Referrers List
HICAPS Report
Medicare / DVA Report

BB & & PclE

&

Stock Control 4

g

GST Reconciliation

W& Medicare / DVA Report =N =
Deposit Date Range : -
From To
123/05/2016 || |23/05/2016 |v | & Print

[ &, Preview
Export
Help

This report is displayed in the same format as the previous report. Whereas the other
report was based on the date of allocation, this report is based on deposit date (i.e.
the date when Medicare / DVA made the bank deposit).




MEDICARE / DVA ONLINE CLAIMING

Medicare/DVA Payments

The Medicare / DVA Payments report can be accessed from the System drop-down
menu. This report allows users to view all the Medicare / DVA Online payment runs.

_SEEF\I Reports  Window Help

» Mavigate to.. |

if  Medicare / DVA 3 » Mavigate to..
{1 Medicare / DVA Payments

The following window will be displayed.

n.. Mmlef DVA Payments
Claim Type Claim Status Payment Run Date Range | Llose Edit all {
It allows users to
. All ~ | Al w 01/02/2016 |~ | to [23/05/2016 |~ 7
Click the + symbol to | | | | | el Edit €— change the date of
see all payments pa|d \ClaimType Allocated Run Date  Run Me Deposit Amt Acc Name AccMo  BSB ~ | - payment
by the selected Eg:: N 18/04/2016 299 $56.80 DR BARKER 3606306% 62
payment run = DVA A 15/04/2016 655 563.30 DR BARKER 360639696 62
Patient Prac Claim ID ltem Invoice Date Payment Date Billed Paid Owing ~
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HICAPS /| EFTPOS INTEGRATION

Setting up HICAPS / EFTPOS (System Information)

Before we begin the setup of HICAPS/EFTPOS Integration, please ensure the
following:
= You have a list of HICAPS item codes for your practice
= The HICAPS terminal is connected via phone line or ethernet cable
(depending on terminal model).
= The HICAPS terminal is connected to a serial or USB (via an adaptor) port on
your computer
» The HICAPS terminal is turned on
* You have installed the HICAPS Connect software

To enable HICAPS integration, select HICAPS on the Health Fund / EFTPOS /
Medicare tab on the Advanced tab in System Information.

Check Health Fund Claiming (and EFTPOS Integration if you wish to process
EFTPOS payments through the HICAPS machine).

If you will be processing Medicare Easyclaim claims through the HICAPS terminal,
check the Medicare Easyclaim Integration option. This option cannot be used on
the same computer as Medicare / DVA Online Claiming. Contact Smartsoft for help
deciding which option best suits your practice.

For computers not directly connected to a HICAPS terminal but which are still
required to generate HICAPS reports, check the HICAPS Reports Only option.

rﬂ System Information o B [

Medicare Online | 5MS Email | MailChimp | Advanced b [
Advanced  Health Fund / EFTPOS / Medicare

-

Close
Terminal Type

I Meone i@ HICAPS (O Tyro
Health Fund Clairning
EFTPOS Integration
Medicare Easyclaim Integration
| HICAPS Reports
[] Tyro HealthPoint Reports
Terminal is Multi-merchant

Medicare / DVA

Accept Medicare / DVA Payments
[] Medicare / DVA Online Claiming
[] Medicare / DVA Reports Only

[] NZ ACC Export

[] WerkCowver Queensland Invaicing Help

Front Desk 2018 - Note

If you select any of the advanced options, you will be asked to restart Front Desk
2018 for the changes to take effect.
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Setting up HICAPS / EFTPOS (System Information)

Once Front Desk has restarted go to System Information and select the
HICAPS/EFTPOS tab.

RSystemInformation El =] @

HICAPS/EFTPOS |Medicare Online | SMS | Email |Advanced| Al

HICAPS Terminal
SELOED |[ search | Search button

Test terminal connection

= Test

[C] Log transactions to file | C:\Program Files\Front D)
[T] Don't print regular receipt when billing HICAPS

[ Print HICAPS receipt on terminal

[ Enable WorkSafe Victoria claiming

EFTPOS Surcharge Item Code: -

Provider / Merchant Numbers for EFTPOS
Mame MNumber

George Rogers
Robert Jones
Rebert Smith

Front Desk needs to search for the HICAPS terminal, to do this click Search. If the
search fails, check that your HICAPS terminal is correctly connected to a serial or
USB port on a computer in the network, and that the HICAPS Connect software can
detect the terminal.

Front Desk will display the HICAPS terminal ID in the HICAPS Terminal field.

To test the communication between Front Desk and your HICAPS terminal, click
Test. If successful, a message will appear with the Response Code, Response Text,
Merchant ID and Terminal ID. The Response Code should be “00” and Response
Text should be “ECR COMMS - OK”, as below.

RSystemInformation EI = @

HICAPS/EFTPOS |Medicare Online I SMS | Email |Advanced| | |14

HICAPS Terminal
SE107A ~| [ search

Test terminal connection

Response Code: 00
Response Text: ECR COMMS -

Merchant ID: 33123433 57

mj »

[C] Log transactions to file [ C:\Program Files\Front D)
[ Don't print regular receipt when billing HICAPS

[] Print HICAPS receipt on terminal

7] Enable WorkSafe Victoria claiming

EFTPOS Surcharge tem Code: -

Provider / Merchant Mumbers for EFTPOS
Mame Mumber

George Rogers
Robert Jones
Robert Smith
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Setting up HICAPS (System Information)

If you will be using EFTPOS Integration you should enter the Provider / Merchant
Numbers for EFTPOS by selecting them from the drop-down list, as below.

R System Information | = @
Backup | Messenger | HICAPS/EFTPOS | Medicare Online | SMS | Email |41 *
HICAPS Terminal | Cos= |
SE1074 v|[ seach |

Test terminal connection

Response Code: 00

Response Test: ECR COMMS - OK
Merchant 1D: 33123433

Teminal 1D: SE1074

m| s

| Senchronise |

Log transactions to file | C:Program FilesiFront Des|

Dian't print regular receipt when biling HICAPS
| Print HICAPS receipt on terminal

Enable ‘warkSafe Victaria claiming

EFTPOS Surcharge ltem Code: -

Frovider / Merchant Mumbers for EFTPOS

Mame Mumber -

Feter Brown - 03033187 =

Dr Robert Stk - 05541314 X (_— PrOVider/ Merchant
Tom Jones - 2147567K

Mrs Good Hands - 07186457 i [ Number s for EFTPOS

Hep |

To manually update Health Fund Card Details click Synchronise. Note that this
functionality has been provided for testing purposes, as Front Desk updates new
Health Fund Details from the HICAPS terminal on start-up of Front Desk.

J&, system Information || =] @

Backup | Maseanger| HICAPS/EFTPOS | Medicare Online | SMS | Email | 4] ¢

HICAPS Teminal | Close |
SE107A v|[ seach |

Test terminal connection

Synchronising Health Fund Card - | Test |
Details... —

Health Fund Card Details Updated

Log transactions to file | C:\Program FileshFront Des|
Don't print regular receipt when biling HICAPS

| Print HICAPS receipt on terminal
Enable “WwarkS afe Victoria claiming

EFTPOS Surcharge Item Code: -
Provider / Merchant Mumbers for EFTPOS
Marne Nurnber -
Peter Brown - 03035187 =
Dr Robert Smith - 05541914
Tom Jones - 2147561k
Mrs Good Hands - 07186457 -

Help |

By default, all HICAPS receipts will be printed through the HICAPS terminal. If you
would prefer to print HICAPS receipts on A5 paper through your default Front Desk
receipt printer, uncheck the Print HICAPS receipt on terminal option. Please note,
EFTPOS and Medicare Easyclaim receipts will still be printed through the terminal.

Front Desk 2018 - Note

The Log transactions to file feature should only be used if instructed to do so by
Smartsoft Pty Ltd or HICAPS personnel.

To reduce the number of print outs when paying by HICAPS, select Don’t print
regular receipts when billing HICAPS.
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4 setting up HICAPS (Item Codes)

Select Item Codes on the toolbar

File System Repors

™ 2 S di

Window Help

2 BBL0EB I 2D 2AFE B e eE

or from the File menu.

Item Codes

Eile | Systemm Reports Window Help

E Appointment Bock Ctrl=A

i Patient Ctrl+P

B}  Practitioner Queue

@ CashBock

3‘ Practiticners

4 [tern Codes r @ [tem Codes
GP / Medical Referrers Schedules
System |nformation é'?p [tem Groups
D  Patient Bocking Gateway Configuration &  Suppliers
éﬁ Printer Setup é Stock Arrival
E it é Stock Adjustment

To create a new item code, click New. To edit an existing item code, double click the

item code or highlight it and click OK.

-
Search on [tem Code

]

Search Characters Schedule
<o fll> > | -
Code Description -
Initial Consultation and Treatment
505 Standard Treatment
509 Leng Consultation
510 Leng Consultation - 2 areas
514 Extended Consultation
515 Extended Consultation - 3 areas
535 Standard Home Visit
555 Hydrotherapy -
[7] Show archived Item Codes
5] [oms

PAGE 90
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Non_HlCAPS Medicare / HICAPS

ltem option

HICAPS /| EFTPOS INTEGRATION

@ Setting up HICAPS (Item Codes)

Generally the item codes that you use for your professional services and the item
codes accepted by HICAPS may vary. If the ltem Code is not the same as the
HICAPS code, you will need to enter the valid information in the HICAPS Code field.

Note: If the Item Code field already contains a valid HICAPS Code (e.g.001),
then the HICAPS Code field can be left blank.

If you have entered item codes that you know are not covered by health funds, check
the Non-HICAPS Item option. These items will no longer be included in any HICAPS
claim.

W, Itern Code - T500 o] = /==

| Trern Details | Stock Contral|

Itern Code HICAPS Code Medicare/D¥A Code  Extended Code (Bar Code)

Ts00 i z o
Schedule |M

Serdice - Mew
Description
Initial Consultation and Treatment - Delete
- Copy fees
GST y
Tnclude GET by default [7] Raund to nearest B105 [ Special G3T rate Alini
Mon-HICAPS tern Medicare # DA Itern Diagnostic Imaging Service
Fee Category Fee  Reduction (EIDGt;!I’) (Ir.'l;oéaglln Rehate Gap i
Standard $60.00 $0.00  g60.00 $0.00  $60,00
Concession $55.00 $0.00 5500 $0.00  $55.00 |5
Workcower $60.00 $0.00 60,00 $0.00)  $an.00
\feteran Affairs $60.00 $0.00 60,00 $0.00)  §a0.00
Medicare $60.00 $0.00 6000 $0.00)  ga0.00
VIR $45.00 $0.000 4500 $0.00)  945.00
Mo Charge 40,00 $0.00 $0.00 0,00 0,00
Pre pay 10 $55.00 $0.00 5500 $0.00)  §a5.00
T [ Hep

Front Desk 2018 - Tip

Make sure that either the Item Code field or the HICAPS Code field contains a valid
HICAPS code. Front Desk will use the HICAPS Code if one is entered, if not the
Item Code will be used when submitting items to HICAPS.

We recommend that you print an Item Codes Report to check your item codes
details after updating them with the new HICAPS information. To print an Item
Codes Report, select Item Codes from the Reports menu.

Reports | Window Help
S Banking Sheets / Shift Reports
Transaction

a
b Statements / Invoices
% | Billings Report

=

[ TrendAnalysis

Recall Patient List
Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

Time Management Report

Treatment Plan Report

Item Codes

NP RBEErPelEO L]

Inter-Practitioner

GP / Medical Referrers List
HICAPS Report
Medicare / DVAReport

Stock Control 3

GST Reconciliation
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3‘ Setting up HICAPS (Practitioner)
Select Practitioner from the toolbar

Eile System Reports Window Help

FiRB sMees @eL0dB @ 20298 B e o

or from the File menu.

File | System Repords Window Help

Appointment Book Ctrl+4
Patient Ctrl+P

Practitioner Queue

Cash Book

Practitioners

[tem Codes 3

GP [ Medical Referrers

G 2 & (2= @ 51 5= [

System Information

Patient Booking Gateway Configuration

Printer Setup

B W

Exit

Double click the practitioner's name, or highlight their name and click OK.

F N
Search an Practitioner ﬁ

Search Characters

Mame -

glGeorgeRogers |

Heather Brown =
Peter Brown

Robert Jones

Robert Smith

[] Show archived Practitioners
’ 3‘ Mew ] [ oK ] ’ Cancel
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3\ Setting up HICAPS (Practitioner)

HICAPS requires a valid practitioner Provider Number to allow submission of a
HICAPS claim. Select the Provider numbers tab and make sure that the Default
Provider Number is correct. If not, select the correct provider from the drop-down
list.

J&, Practitioner - Robert Smith =] @ [
General | Provider Numbers | Default Items | Clinical Notes | HICAPS | + | *

Close
Default Provider Nurber os09818T|
Owerride Provider Mumber

Fee Category Health Fund Provider No =
I

Delete

m

= r

If you work in a multi-practitioner environment and use HICAPS integration, you may
wish to record which practitioners are unable to claim a HICAPS rebate.

Tick the No HICAPS claims for this Practitioner option.

’ﬁ\ Practitioner - Robert Smith E (=] @

General |Pro1.-'ider Mumbers | Default Items | Clinical Wotes | HICAPS-' 0 [

Close

B Search

Mame Robert Smith

Title Physioctherapist
Qualifications B.App.ScPhysiotherapy
Practice/Location

Short Desc. Rob

Delete

O

E IZ | |
: B| 8

m

Mo HICAPS claims for this Practitior

Practice Group ~ Robert Smith | -

[] Practitioner requires a referral

Help
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A Setting up HICAPS (Practitioner)

Clinical Codes are part of the billing process required by health funds when
processing transactions through the HICAPS interface for Dentists, Occupational
Therapists and Psychologists. For Dentists the Clinical Code equates to the Tooth
Number. Please note that this requirement does not currently apply to other
health professionals.

To include a Clinical Code when billing for a practitioner, go to the HICAPS tab in
the Practitioner file. Check the Include Clinical Code when Billing option then
select the practitioner’s profession from the Profession drop-down list.

* Practitioner - Robert Smith EI = @

| General | Provider Numbers | Default Iters | Clinical Notes| HICAPS |4 | »

Close
Clinical Codes are currently used for HICAPS billing in

the following professions: Dentistry, Psychology, and
Occupational Therapy.

Do not set this option for other professions.
[¥]Include Clinical Code when Billing

Profession

Occupational Therapist

A Clinical Code field will be displayed next to the Item Code on the receipt and
billing screen for practitioners with this option enabled.

When billing a patient, select the Clinical Code for the HICAPS claim. If you place
the cursor over the Clinical Code field a description will appear in the on-screen
tooltip.

Clinical Code
r ~
Billing =5
Patient Mr lohn Smith Account |Primary
Practitioner George Rogers W |v
13/11/2012 505 1 <All Schedule
s v = @ | |= Fes §30.00 Include GST
. ftem Code ™ Clinical Code I
Description  Standard Treatment Cognition “  Reduction 50,00 Add
= NetFee $30.00 3000 |~
Date ltemn  Description Code Prac Met Fee Papment
GST Item Totals 50.00 5000 -
Accept Unallocated Payment Robert Jones
DVA Claim Bulk Bill|_| Medicare PCI| | Print
oK ] | Cancel | | Help
h. a
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@®

HICAPS - Additional Tab

Select Patient from the toolbar

Eile

Elﬂ) s ﬂﬂ =

System Reports Window Help

e BESLO0dB I 2Ol FDH e 0l

Patient (Ctrl+F}

or from the File menu.

File

B

System  Repords  Window Help
Appointment Book Ctrl+A

2

Patient Ctrl+P

[l 2 & »= @ Bl

8 9

Practitioner Queue

Cash Book

Practitioners

ltem Codes 3
GP | Medical Referrers

System Information

Patient Booking Gateway Configuration
Printer Setup

Exit

Go to the Additional tab on the patient file. It is here that the patient’s health fund
details are entered.

When entering new patients with a valid health fund card, it will be an advantage to
record the patient’s ID number on this card. If there is only one person on the health
fund card, this number will generally be 00. For cards with more than one member,
the ID for the first member will generally be 00, followed by 01 for the second
member, 02 for the third member and so on.

&, Patient - Mr John Smith

o] & s

| General | Billing Details| Additional | Medical Referrals | Clinical Motes | Attachments | Medicare /C * | *

Health __|
Fund

Organisation Medical Centre

€a an MEF |v Member No. 1D |v
Pension No. Expiry Date | hd 00 |ﬂ
. 01
GP / Referring Doctor 0
Mame Dr Sam Smith B 03

04
05

Address 123 Main Rd 06 |~

HACKHAM SA 5163

Phone Fax
Provider Mo Type &P
90+ Days 60 Days 30 Days Current Balance
50.00 §51.95 50.00 §321.95 §373.90

( Close

Patient ID

You can also enter the Health Fund and Member No. These fields are optional for
HICAPS and general billing.
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@ HICAPS - Patient IDs

For existing patients, you will be asked for the patient ID when submitting their first
HICAPS claim through Front Desk. This ID will then be stored in the patient file for
subsequent use. There is no need to go through all your existing patient files to enter
their patient ID.

When submitting a HICAPS claim for patients without a Patient ID entered, you will
be prompted for this information as below.

Select the patient’s ID number from the ID drop-down box and click OK. If you wish
to cancel the HICAPS claim at this point, click Cancel.

M., Health Fund Patient Mumbers &J

Fleaze enter the Patient 1D[z] from the Health Fund Card:
Patient I *
Mr Justin Smith |« |

oo 3

m

nz2 il

K]

04

oK 05 26l
—— [k v
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@ Receipting with HICAPS

Receipting is a quick way to produce a receipt for one item only, which is to be paid
in full.

Click Receipt on the patient card or on the appointment book.

Receipt &J
Marme Mr Justin Smith
Account  |Primary
Date 20/03/2013 | =
Practitioner Robert Jones |v
ftem Code 505 |*  <AllSchedules> |+
Description  Standard Treatment -
Fee 35990 IncludeGST [
Reduction S000  predicare PCI
Met Fee 559.80 Print

oK ] ’ Cancel l ’ Help ]

Select the correct Date, Practitioner, and Item Code. The default fee and reduction
can be adjusted if necessary and a clinical code selected if applicable.

Click OK to process the receipt. On the Payment screen click the HICAPS button to
submit this transaction to HICAPS.

If the patient does not have a patient ID entered you will be prompted to select one
from the Health Fund Patient Numbers screen. Use the ID drop-down box to select
the number found on the patient’s health fund card.

M., Health Fund Patient Mumbers &J

Fleaze enter the Patient 1D[z] from the Health Fund Card:
Patient I *
Mr Justin Smith |« |

&~

oo € Patient ID

m

02

03

04

ak 03 el
———— T

m
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You will be prompted to swipe or insert the health fund card to begin the claim.

@ Receipting with HICAPS

L

E Payment Type - Amount to Pay $52.00 | = |
Prev Credit 0.0 A
-
Caszh $52.m 25 0ct 2010 10:51:56
Chegue No.

Cheque(s) ﬂ £0.00 SWIPE/INSERT CARD
Group ! .
Cheque/Deposit 0.0 Justin Smith Register...
Card $0.01 Txn Delivered By s Other
EFTPOS so0f | TRISTANT
HICAPS /
Optuz Health 50.0
tedicare / D, $0.0
Direct Deposit 0.0 @ l I l Ef tl 5 0

v,
Tatal $52.00

l OF. l [ Cancel l

4

After a few moments, the terminal will complete the transaction and Front Desk will
show the benefit amount in the HICAPS field on the Payment Type screen.

Enter the payment type of the remaining amount in the appropriate field e.g. cash,
cheque, EFTPOS, and then click OK.

If paying by EFTPOS enter the amount to be paid in the EFTPOS field and click the
EFTPOS button. You will then be asked to swipe the patient's EFTPOS card.

N

E\ Payment Type - Amount to Pay $52.00 | =
Prew Credit F0.00 ~\
i
Cash $0.0 25 Oct 2010 10:54:13
Chegue No.

Chequels] ﬂ 0.0 SWIPE/INSERT CARD
Group :
Cheque/Deposit 0.0 Register...
Card 0.0 Txn Delivered By B Other
EFTPOS $27.0] | TRISTANTY
HIC&PS #
Optuz Health $25.00
Medicare / DA F0.01
Direct D eposit F0.01 C) I I I E.’.‘ kl ; e

V.
Total $52.00

[ Ok, ] [ Cancel ]

A

If you click Cancel at this stage, Front Desk will prompt you to swipe the patient’s
card once more to cancel the submitted HICAPS claim.
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@ Receipting with HICAPS

If an error or problem occurred with the HICAPS claim, Front Desk will display this
error and allow you to select an alternative payment method.

Your printer / terminal will print out two copies of the HICAPS receipt:
» A receipt for the practice to keep - provider copy (this copy must be signed by
the patient) and
» A receipt for the patient to keep - patient copy

If the Print box is ticked on the receipt screen, a normal Front Desk receipt will also
be printed for the patient.
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@ Billing with HICAPS
The Bill function can be used to perform the following functions

Receipt one or more items (bill and full payment)

Accepting a part payment for one or more items (Account/Receipt)

Billing a patient for one or more items with no payment (Account)
Processing transactions for one or more linked patients, e.g. a family
Making a payment greater than the amount being billed (transaction with an
unallocated payment attached)

Click Bill on the patient card or on the appointment book.

Billing =5
Patient Mr Justin Smith Account |Primary
Practitioner Robert Jones |v
20/03/2013| = 505 = <Al 5chedules> |
Date o - checues | Fee 55980 Include GST
Fem Code Schedule
Description  Standard Treatment +  Reduction 50,00 | Add |
Met Fee 559,00 | EEEN) |~ Z’aymtta)ntdrop-
own DOX
Date Itern  Description Code Frac Net Fes No Payment
Full Payment
Gap Only
Rebate Only
HICAPS Only
GST Itemn Totals 50.00 5000 -
Accept Unallocated Payment Rebert Jones
DVA Claim Bulk Bill|_| Medicare PCI|_| Print
|- oK | | Cancel | | Help |

Select the Practitioner, Date, ltem Code and Clinical Code (if applicable) for the
first item you wish to add. Please note the Clinical Code field will only be visible
when the Include Clinical Code when Billing option has been enabled for the
billing Practitioner. This configuration only applies to Dentists, Psychologists and
Occupational Therapists.

From the payment drop-down box select No Payment, Full Payment, Gap Only,
Rebate Only or HICAPS Only.

Front Desk 2018 - Note

The Gap Only option should only be used if fixed gap amounts have been entered in
your item code.

Click Add to add the item to the bill. If required, select other items to be billed.

Click OK to proceed. If a HICAPS Only item exists, Front Desk will automatically
start the process of submitting the claim to HICAPS for all items in the billing screen.
If a HICAPS Only item is not included, you will be presented with the payment type
screen with the option of submitting this claim to HICAPS by clicking the HICAPS
button.
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@ Billing with HICAPS

You will be prompted to swipe or insert the health fund card to begin the claim.

m Payment Type - Amount to Pay $52.00 =
Prew Credit $0.01 M
p
Cash $52.00 25 Oct 2010 10:51:56
Cheque No.

Cheque(s] ﬂ $0.01 SWIPE/INSERT CARD
Group ! .
Cheque/D eposit 300 Justin Smith Reqister...
Card $0.0 Txn Delivered By 2E Other
EFTPOS sn0f | TRISTANT
HICAPS /
Optuz Health 0.0
Medicare / DA, $0.00
Direct Deposit $0.0 @ I I l E? 'il 5 0

v
Total $52.00

I QK. J I Cancel I

If the patient does not have a patient ID entered, you will be prompted to select one
from the Health Fund Patient Numbers window. Use the ID drop-down box to
select the number found on the patient’s health fund card and click OK to proceed.

After a few moments, the terminal will complete the transaction, and Front Desk will
show the benefit amount in the HICAPS field on the Payment Type screen.

Enter the payment type of the remaining amount in the appropriate field, e.g. cash,
cheque, EFTPOS, and then click OK.

If paying by EFTPOS, enter the amount to be paid in the EFTPOS field and click the
EFTPOS button. You will then be asked to swipe/insert the patient's EFTPOS card.

E Payment Type - Amount to Pay $52.00 2
Prev Credit $0.0i" 3
p
Cash F0.00 25 Oct 2010 10:54:13
Cheque Mo.

Chequefs] ﬂ $0.01 SWIPE/INSERT CARD
Group 2
Cheque/D eposit $0.0 Register...
Card 0.0 Txn Deliwvered By Frs DOther
EETROS £27.0 TRISTANT
HICAPS ¢
Optuz Health $25.0
Medicare # Diva F0.00
Direct Depaosit 0.0 @ I | I Ef 'EI 5 e

\ v
Tatal $52.00

I ] ] I Cancel ]

If you click Cancel at this stage, Front Desk will prompt you to swipe or insert the
patient’s card once more to cancel the submitted HICAPS claim.
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@ Billing with HICAPS

If an error or problem occurred with the HICAPS claim, Front Desk will display this
error and allow you to select an alternate payment method.

Your printer / terminal will print two copies of the HICAPS receipt:
» A receipt for the practice to keep - provider copy (this copy must be signed by
the patient) and
» A receipt for the patient to keep - patient copy

If the Print box is ticked on the billing screen, a normal Front Desk receipt/account
will also be printed for the patient.
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@ Payments with HICAPS

Payment is used to pay for an outstanding amount or to make an unallocated
payment.

Click Payment on the patient file.

R Fayment - br Johin Smith
Account Payrnent
59,00 i : .
¥ Unpaid Items Prirmary BPAY: unassighe %0.00 ( Payment field
$0.00) Unallacated Credit InvoicefStaternent [ Date range
$59.00 Account Balance | Clear ‘ |Aut0 Allacate
Date |Item |Description |F'rac| Billed | Dhivirng | Allacation
1970872015 505 Standard Treatrnent Susal 59.00 50,00 [ =] Payment drop-
Mo Payment down box
Full Payment
Rebate Only
Gap Only
HICAPS Only
" Accept Unallocated Payment Susan Ewverrett - Adel L §0.00
Ernail [7]
Print [}
Help [ [0]:4 l | Cancel

Enter the total amount to be paid in the Payment field.

Either Auto Allocate the total to be paid to the outstanding amounts listed or
manually allocate by using the payment drop-down boxes located in the allocation
column of each outstanding item. Select No Payment, Full Payment, Gap Only,
Rebate Only or HICAPS Only.

Click OK to proceed. If a HICAPS Only item exists, Front Desk will automatically
start the process of submitting the claim to HICAPS for all items in the billing screen.
If a HICAPS Only item is not included, the payment type window will be displayed
with the option of submitting this claim to HICAPS by clicking the HICAPS button.

If the patient does not have a patient ID entered, you will be prompted to select one
from the Health Fund Patient Numbers screen. Use the ID drop-down box to select
the number found on the patient’s health fund card and click OK to proceed.
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@ Quotes with HICAPS

On the Quotations tab of the patient file, click New.

M, Patient - Mr Justin Smith o] B |3

|Attachments| Medicare / DVA | Transactions | Tracking | Appointments | Quotations | X-rays | Ewe/ * | *

Cl
Quote Date Quotation Type Expiry Date Total Quote -
"

Edit

Delete

Process

m

Current and Unprocessed Quotations Only M Expired M Processed

90+ Days 60 Days 30 Days Current Balance

§0.00 $0.00 $0.00 §59.90 $59.90

The New Quotation window will be displayed.

Mew Quotation L“?E“J
Quotation
Type 12 monthtreatment [ Expiry Date [4ff(¢H(4] 20/04/2013 |~ (][]}
Motes -
Details
Practitioner Robert Jones |v
Item Code 505 » <All S5chedules> -
sm -oce L | Fee  §79.00 Include GST []
Schedule
Description  Standard Treatment “ Reduction 50.00
hd MNet Fee §79.00
Item Description Prac Met Fee =
505 Standard Treatrment Robert §79.00
G5T Item Totals §79.00

Print ||
| ok || Cancel |[ Hep |

Select a Quotation Type from the drop-down list, add Notes (optional), and Add the
items to the quotation.

Click the HICAPS button to process a quote through the HICAPS terminal.
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@ HICAPS Transactions

To view and/or reverse HICAPS transactions, select HICAPS Transactions from the
System menu.

System | Reports  Window  Help
Login

Security

AuditLog

Health Funds

Standard Letters

Standard Messages r
Occupations

Patient Tracking Categories

Recall Types

GP /Referring Doctor Types

Clinical Netes Templates

Clinical Notes Types

Clinical Notes Conditions/Regions/Stages
Clinical Notes Quick Buttons

Cheques

Group Deposits

RERrIEEr e ELD+ B4

Patient Event Types

Messages
HICAPS Transactions
Wedicare / DVACIaims

EIE]

Wedicare / DVAPayments
Patient Booking Gateway Loging
EETPOS Refund

©m

Group Email

Send SUS »
Contacts r
Search Invoices

Cash Book Setup

Front Desk Office Messenger

Front Desk Word Processor

Calculator

Backup

BRFREINR @ PE=

Restore from Backup

Select From and To dates to view a list of transactions for that period.

M, HICAPS Transactions @
Date From 25/10/2010| To 25/10/2010| Clase

Date Tranzaction Type Total Benefit  Patient Prac Fa Reversal (— Reversal

Button
/2 Mr Brad Smith orn Repint
| 2540/2010 4:36 prn | Declined $0.00|Mr Grant Marth Good  |H
# 25410/2010 439 pm  Cancellation $20.80 Mrs Kathy Tennyenhuis  Bob d

m

Ll ! Help

Click the + symbol to the left of the transaction to view the details of that transaction.

The patient’'s name, item code and the HICAPS amount will be displayed for
Approved transactions.

The Processed Date/Time and the RRN (Retrieval Reference Number) will be
displayed for Cancelled transactions.

If Print HICAPS receipt on terminal is turned off in System Information, receipts
can be reprinted by clicking the Reprint button. Receipts printed from the HICAPS
Transactions window will be marked as duplicates.




HICAPS /| EFTPOS INTEGRATION

@ HICAPS Transactions

Click the Reversal button to reverse a HICAPS transaction. You will be prompted by
the following screen.

[ Confirm [é] )

Do you want to reverse this HICAPS transaction?
(This will require you to swipe/insert the patient's card again)

Ve || Ne

Click Yes to proceed with the cancellation.

You will be asked to swipe or insert the card.

-

R HICAPS Transactions

[=]
Date From  25/10/2010] » = trnsnne] A
Date 25 Oct 2010 16:14:59 il o Reversal
251042010-4:32 o s |k
10720110 4:35 pm SWIPE/INSERT CARD E Frepfint
25/10/2010 4:35 pm ood | H
25/10/2010 4:39 pm Brad Smith byt
Txn Delivered By
TRISTANT
L v

-~

Help

If successful, the following screen will appear.

-
' HICAPS Transactions

=]
Date From 08/01/2008| > Ta DS£D1£2DDB|v Close
Date Tranzaction Type Total Benefit  Patient Prac F = Feversal
03/01/2008 215 pm_ | Declined $0.00 Mr Johi Smith Feater +
.-"D /2008 42p TR e [ E}- FReprint
B (0940142008 11:05 -

& Transaction has been successfully reversed.

m

Help

:

Front Desk 2018 - Note
A transaction can only be reversed on the same day as it was submitted. You will
need to swipe or insert the patient’s card to reverse a transaction.




HICAPS /| EFTPOS INTEGRATION

@ WorkSafe Victoria Claiming

To submit WorkSafe Victoria claims, it first needs to be enabled on the HICAPS /
EFTPOS tab in System Information by checking Enable WorkSafe Victoria
claiming.

E System Information . \EI

| Backupl Messenger| HICAPS,-"EFI'POS' Medicare Online | SMs | Elta |t

HICAPS Terminal
|sE107A «| [ Search

Test terminal connection

- Test

Synchronise

[7] Log transactions to file | C:\Program Files\Front O...
Don't print regular receipt when billing HICAPS

Print HICAPS receipt en terminal

Enable Work5afe Victeria claiming

EFTPOS Surcharge ltern Code: -
Provider / Merchant Numbers for EFTPOS

MNarne MNumber -
George Rogers 0909818T

Robert Jones 05541914 5
Rebert Smith 2147561K

-

WorkSafe are not supplying its members with cards, so the claim number needs to
be recorded on the patient’s file. Go to the Additional tab on the patient’s file and
enter the WorkSafe Claim No in the field provided.

M, Patient - Mr Justin Smith =] @ |

| General | Billing Details | Additional | Clinical Motes | Attachments | Medicare / DVA | Transactions | i

] cl
Health Fund MBF |v Member MNo. i} |v

Pension MNo. Expiry Date | hd
WorkSafe Claim No 203601151234567890

GP / Referring Doctor
Name Dr Sam Smith E]
Organisation Medical Centre
Address 123 Main Rd
HACKHAM SA 5163

Phone Fax
Provider No Type &P
90+ Days 60 Days 30 Days Current Balance

50.00 $0.00 $0.00 §59.90 £59.90




HICAPS /| EFTPOS INTEGRATION

@ WorkSafe Victoria Claiming

When processing HICAPS claims for WorkSafe Victoria patients, if a WorkSafe
Claim No has been entered, the following message will be displayed.

F-IC-::unﬁrm &Jﬁ

"g_. \ Claim using WorkSafe Victoria claim number?

My o

Click Yes to submit the claim to HICAPS. You will not be asked to swipe or insert the
patient’s card.

Front Desk 2018 - Note

WorkSafe Victoria transactions will return no benefit at the time of processing, so a
“Submitted” receipt will be printed if the claim is successful. The patient should make
no other payment at the time.




HICAPS /| EFTPOS INTEGRATION

=2 Refunding an EFTPOS Payment

To refund a patient an amount that was paid by EFTPOS, go to the System menu
and select the EFTPOS Refund option. Deleting an EFTPOS payment from the
Transactions tab on the patient file will also prompt to process an EFTPOS Refund.

System | Reports  Window Help
Login

Security

Audit Log

Health Funds

Standard Lefters

Standard Messages »
Qccupations

Patient Tracking Categories

Recall Types

GP / Referring Dactor Types

Clinical Motes Templates

Clinical Notes Types

EEre«RmEL+ WS¢

Clinical Notes Conditions/Regions/Stages

L
]

L RN

Clinical Motes Quick Buttons
Cheques
Group Deposits

Patient Event Types

=
1243

AB@C

Messages

HICAPS Transactions

Medicare / DVAClaims

Medicare / DVAPayments

Patient Booking Gateway Logins

EETPOS Refund

Group Email

Send SME 3

B EN R ® 208« Bm

Contacts 3

Search Invoices
Cash Book Setup
Front Desk Office Messenger

Front Desk Word Processor

Calculator

Backup

Restore from Backup

Enter the amount to refund and click OK.

- .
EFTPOS Refund [

Refund Amount 50.00

Practitioner Robert Jones |v

[ oK H Cancel J

You will be prompted to swipe or insert the patient's EFTPOS card.

{ ™

25 Oct 2010 16:18:52

SWIPE/INSERT CARD

Txn Delivered By
TRISTAN7

& HIEAPS—O©




HICAPS /| EFTPOS INTEGRATIO

N

EFTPOS Surcharge

For practices with an EFTPOS surcharge
will take this into account when recording

fee set up on their terminals, Front Desk
the payment amount and when refunding

EFTPOS amounts. Users wishing to take advantage of this functionality need to set
up a new item code to be used for an EFTPOS surcharge. This EFTPOS Surcharge
Item Code should then be selected on the HICAPS/EFTPOS tab in System

Information.

E System Information

T

HICAPS/EFTPOS | Medicare Online I SMS | Emnail | Advanced|

4 L3

HICAPS Terminal

Close

[T] Log transactions to file | C:\Program Files\Front O...
Don't print regular receipt when billing HICAPS
Print HICAPS receipt on terminal

Enable WorkSafe Victoria claiming
EFTPOS Surcharge ltem Code: SURCH
Provider / Merchant Murnbers for EFTPOS

-

SEL07A - | [ Ssearch
Test terminal connection
o Test

Select EFTPOS Surcharge
Item Code

Marne Murmnber -
George Rogers 0909818T £
Robert Jones 05541914
Robert Smith 2147561K

-




HICAPS /| EFTPOS INTEGRATION

@ HICAPS Report

To generate a HICAPS report, select HICAPS Report from the Reports menu.

Reports | Window Help
Banking Sheets / Shift Reports

Transaction
Yy Statements / Invoices

Billings Report

ey TrendAnalysis

Recall Patient List

Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

Time Management Report

Treatment Plan Report

Iltem Codes
Inter-Practitioner

Future Income

GP / Medical Referrers List

SEECEER RNGE: A R )

HICAPS Report
Medicare / DVAReport
Stock Control 3

g

GST Reconciliation

Select From and To dates. The filter section allows you to generate a report By
Health Fund, By Practice Group, Reporting Group or Practitioner.

(W HICAPS Report ==
Date Range

From 23/05/2016 |v

To  23/05/2016 |» | Print |

[ By Health Fund A Health Benefits
[] By Practice

3) Group Adelaide
Practitioner George Rogers
[] By Location Hazehwood Park
Details

@ Show totals anly

_ Breakdawn tatals by day

(0 Show HICAPS transactions

) Showe HICAPS transactions and billing details

2 Health Fund

Day Help




HICAPS /| EFTPOS INTEGRATION

@ HICAPS Report
There are four different ways to view the HICAPS report:

Show totals only
This option lists the totals of each health fund only.

Breakdown totals by day
This option shows each transaction by day. This is the only option that allows the
report to be grouped by either Health Fund or By Day.

Show HICAPS Transactions
This option lists the patient names and the HICAPS Transaction details.

Show HICAPS Transactions and billing details
This option lists the patient names, HICAPS transaction details and item codes.

Health funds that make grouped payments known as "HICAPS Payment and
Reconciliation Solution” are known in Front Desk as consolidated health funds. The
list of consolidated funds can be viewed by clicking Consolidation.

Consolidation I,ﬁ,l

Health Fund Conzolidate »
B| ACA Health Bensfits v
A0F Family Health
Aystralian Health bManagement
Auztralian Unity
+ BUPA Auztralia Health
CBHS Friendly Socigty
CUA Health [Credicare]
Defence Health
Doctors Health Fund [dbda)
Drruidz Mic]
Federation Health
GMHBA
Grand United
HEF Health Funds inc.
+| |[HBF Health Funds inc.
+ HCF
Health Care Insurance
Health Partners

m

e 1

e R

—

Cloze

Smartsoft Pty Ltd will update the Consolidation list with software upgrades but from
time to time you may need to manually add health funds to the consolidated group by
checking the box to the right of the Health Fund name.

L

The HICAPS report will group all consolidated health funds as per the "HICAPS
Payment and Reconciliation Solution” to aid in reconciling HICAPS payments.




HICAPS /| EFTPOS INTEGRATION

.. HICAPS / EFTPOS Security

To provide access rights for users to view HICAPS Reports and to process EFTPOS
Reversals, select Security from the System menu.

System | Reports  Window Help
1+ Login

|E{, Security

1 AuditLog

Health Funds

Standard Lefters

Standard Messages 3
Qccupations

Patient Tracking Categories

Recall Types

GP | Referring Doctor Types

Clinical Motes Templates

i Brs®agmi+ &

i

Clinical Motes Types

Clinical Motes Conditions/Regions/Stages
Clinical Notes Quick Buttons

Cheques

Group Deposits

™ 8 R ok [

Patient Event Types

0

RA®I

Messages

HICAPS Transactions

Medicare / DVA Claims

Medicare / DVAPayments

Patient Booking Gateway Logins

EETPOS Refund

Group Email

Send SM3 3
Contacts 3

Search Invoices
Cash Book Setup
Front Desk Office Messenger

Front Desk Word Processor

Calculator

Backup

BEENG ® CHoEM

Restore from Backup

Highlight the username and click Access.

[ Security ]
ro— -
mande

] Show Archived Usersr




HICAPS /| EFTPOS INTEGRATION

i, HICAPS | EFTPOS Security

Check the HICAPS Reports option under the Reports / Exports tab to give the user
access to these reports and the EFTPOS Reversals option under the General tab to
give the user access to the refund EFTPOS payments functionality.

Access - John
[ Patient Tabs ._=:_.Web App Book Appointment Book Booking Gateway: ._ |
| General Reparts fBxports | Clinical Motes | Practice Groups / Locations |

Allowr Access to Reports | LCancel |
[¥] Transaction Log |
Billings Report
Trend Analysis |
Recall Patients
Active / Inactive Patients
Birthday List
Patient Referrals
Patient List
Events Report
Time bManagement Report
Treatrent Plan Report
Item Codes Report
Inter-practitioner Report
GP / Medical Referrers List
Medicare / DWA Report
G5T Reconciliation Report
HICAPS / Tyro Reports ( HICAPS Report

< W] 9] [ [ [] <

e N

MailChimp
[¥] Al access to MailChirmp configuration (Systern Information)
[¥] Al access to MailChirnp segrnents via Frant Desk reports

Access - John

| PatientTabs.:”Web App Book Appo_mtment_Book“:”Eo_ok_ing Gateway.'_ |

General | Reports / Exports | Clinical Mates | Practice Groups / Locations 2k |
Systern Setup | Cancel |
[¥] Frant Desk Login | Health Funds
[¥] System Infarmation | Letters | all |
[¥] Practitioners [¥] Occupations
[¥] ern Codes V| Patient Tracking | Dane |
[¥] Stack Control | Recall Types
[¥] Printer Setup V| Events
[¥] 5P ¢ Medical Referrers
Patient File Appointrments
[¥] Patients [¥] Appointment Book
[] Delete Patients V| Edit Appointments

| Pack Appointrents

Transactions

[¥] Delete Transactions | Banking Sheets

/| Edit Transactions | Staternents

/| Edit Transaction Entry Date | Receipt f Bill / Payrnent

| Edit Cheques | Show Balances

7] ifrite Offs J] EFTPOS Reversals €€ EFTPOS Reversals
| Refunds | hedicare / DWA, Claims

Advanced Features

[¥] Cash Book #| Frant Desk Office Messenger
[¥] Cash Book Setup | Backup

[¥] Group Email ¥ Attachment Security

[¥] Send SMS ¥ Wiew Database Logins

[] AuditLog Restare from Backup

Help




TYRO INTEGRATION

Fg Tyro Integration (System Information)

Tyro integration allows EFTPOS, HealthPoint (private health fund), and Medicare
Easyclaim claims to be processed easily and efficiently using a Tyro terminal.

Before we begin the setup of Tyro Integration, please ensure the following:

* You have a list of HealthPoint item codes for your practice;

= The Tyro terminal is turned on and connected to your network;

= The Tyro Terminal Adapter (TTA) software has been installed and paired with
your terminal.

To enable Tyro integration, select Tyro on the Health Fund / EFTPOS / Medicare
tab on the Advanced tab in System Information.

Check Health Fund Claiming. EFTPOS Integration is a requirement for Tyro
integration. This option will be automatically checked when selecting Tyro.

If you will be processing Medicare Easyclaim claims through the Tyro terminal, check
the Medicare Easyclaim Integration option. This option cannot be used on the
same computer as Medicare / DVA Online Claiming. Contact Smartsoft for help
deciding which option best suits your practice.

If your terminal has multi-merchant functionality, you will need to check the Terminal
is Multi-merchant option.

rﬂ Sywstern Information EI [=] @

[ WiorkCowver Queensland ~. I ~. Ermail ~. MaiIChimp-_ Advanced || 4]

f_.ﬂxd-.-ann:ed_ Health Fund § EFTPOS f Medicare | W

Terminal Type

Mone HICAPS @ Tyro
[¥] Health Fund Clairming
EFTPOSIntegratian
[¥] hedicare Easyclaim Integration
| HICAPS Reports

Tyro HealthPaoint Reports
] Terrminal is Multi-rmerchant

Medicare / DWA
4] Accept Medicare / DVA Payrnents
| Medicare / DA Online Claiming
| Medicare / DVA Reparts Only

ML ACT Export

| WorkCover Queensland Invoicing Help




TYRO INTEGRATION

Pg Tyro Integration (Item Codes)
Click Item Codes on the toolbar

File System Reports Window Help

FliR sMa®es BL0d@B @ 2 DL2FE 6 x s 0@

Item Codes

or select Item Codes from the File menu.

Eile | Systemm Reporns Window Help

E| Appointment Book Ctrl+A

2 Patient Ctrl+P

5 Practitioner Queue

@ Cash Book

2, Practitioners

4« tem Codes v [E  Item Codes

GP / Medical Referrers Schedules

(=] System Information & Suppliers
Patient Booking Gateway Configuration é Stock Arrival

& Printer Setup & StockAdjustment

B Exi

To create a new item code, click New. To edit an existing item code, double click the
item code or highlight it and click OK.

-
Search on [tem Code g

Search Characters Schedule
< Al = |--

Code Description -
Initial Consultation and Treatment H

505 Standard Treatment

509 Leng Consultation

510 Leng Consultation - 2 areas

514 Extended Consultation

515 Extended Consultation - 3 areas

535 Standard Home Visit

555 Hydrotherapy -

[7] Show archived ltem Codes

5 ) (ot
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Non-

HealthPOint Medicare / DVAItem [V Round to nearest 50.05

Item option

TYRO INTEGRATION

PB‘ Tyro Integration (Item Codes)

Generally the item codes that you use for your professional services and the item
codes accepted by Tyro HealthPoint may vary. If the Item Code is not the same as
the HealthPoint code, you will need to enter the valid information in the HealthPoint
Code field.

Note: If the Item Code field already contains a valid HealthPoint Code, then the
HealthPoint Code field can be left blank.

If you have entered item codes that you know are not covered by health funds, check
the Non-HealthPoint Item option. These items will no longer be included in any Tyro
HealthPoint claims.

I, Item Code - TS00 =] @ ==
Item Code HealthPoint Code Medicare/DVA Code Extended Code (Bar Code)
T500 500
Schedule \M‘
Service -
Description \N;Ewl
Initial Consultation and Treatment . Delete
- Copy fees

Options ]
Meon-HealthPoint Item Include GST by default Special GST rate Archive

Fee Category Fee  Reduction (;D(;:!F] (Ir;rcatGaSIT] Rebate
Private $84.00 S0.000 58400 50.00
Concession $84.00 50.00 50.00
Workcover $84.00 50.00 50.00
Medicare $84.00 50.00 50.00
DVA $84.00 50,00 30.00

Help

‘[

Front Desk 2018 - Tip

Make sure that either the Item Code field or the HealthPoint Code field contains a
valid HealthPoint code. Front Desk will use the HealthPoint Code if one is entered,
if not the Item Code will be used when submitting items to HealthPoint.

We recommend that you print an Item Codes Report to check your item codes
details after updating them with the new HealthPoint information. To print an Item
Codes Report, select Item Codes from the Reports menu.

Reports | Window  Help
§  Banking Sheets / Shift Reports
Ml Transaction

& Statements /Invaices

4| Billings Report

@ TrendAnalysis

Recall Patient List

Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

Time Management Report

Treatment Plan Report

i NBeLBarRFelBOD 9

Item Codes

Inter-Pracitioner
GP i Medical Referrers List
HICAPS Report
Medicare | DVAReport

Stock Control »

GST Reconciliation




TYRO INTEGRATION

Pg Tyro Integration (Practitioners)
Click Practitioners from the toolbar

Eile System Reports Window Help

FiRB sMees @eL0dB @ 20298 B e o

or select Practitioners from the File menu.

File | System Repords Window Help

Appointment Book Ctrl+4
Patient Ctrl+P

Practitioner Queue

Cash Book

Practitioners

[tem Codes 3

GP [ Medical Referrers

G 2 & (2= @ 51 5= [

System Information

Patient Booking Gateway Configuration

Printer Setup

B W

Exit

Double click the practitioner's name, or highlight their name and click OK.

F N
Search an Practitioner ﬁ

Search Characters

Mame -

glGeorgeRogers |

Heather Brown =
Peter Brown

Robert Jones

Robert Smith

[] Show archived Practitioners
’ 3‘ Mew ] [ oK ] ’ Cancel
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TYRO INTEGRATION

PB‘ Tyro Integration (Practitioners)

Tyro requires a valid practitioner Provider Number to allow submission of a
HealthPoint claim. Select the Provider Numbers tab and make sure that the
Default Provider Number is correct.

E\ Practitioner - Yerda Renoux EI =] @
General | Provider Numbers | Default ftems | Appointment Book I Clinical Moty * | *
P —— cl
Default Provider Mumber 2147661H]|
Override Provider Number

Fee Category Health Fund Provider Mo =
I N — |

Delete

m

-

If you work in a multi-practitioner environment and use Tyro integration, you may
wish to record which practitioners are unable to claim a private health fund rebate. To
do this, check the No Tyro HealthPoint claims for this practitioner option on the
General tab.

These professions can claim private health fund rebates through Tyro HealthPoint:

Acupuncturists
Chiropractors

Dental technicians
Dentists

Dieticians
Endodontists
Exercise physiologists
Massage therapists
Naturopaths
Occupational therapists
Optical dispensers
Optometrists

Oral surgeons
Orthodontists
Osteopaths
Paedodontists
Periodontists
Physiotherapists
Podiatrists
Prosthetists
Prosthodontists
Psychologists
Speech pathologists.




TYRO INTEGRATION

PB‘ Tyro Integration (Practitioners)

* Practitioner - Yerda Renoux IE' = .'
General Provider Mumbers Default ltems Appointment Book Rerninders | 4| *
Cl
MName |‘r’erda Renoux | =2
Title | Physictherapist | Search
Qualifications |B.App.5c.|3h}rsi0therap)r | New
Practice;’Locati0n| | Delete
: YR .
Short Desc - [ [Archie
Email |}rerda@5martsoft.c0m.au |
Practice Group |Phy5i0therapy Group ~ |
Default Template for Email Receipts
<No Default Email Template> |«
Help

On the Tyro tab, select the correct profession from the list.

This must be selected for Tyro HealthPoint claims to be processed correctly. The
profession also determines whether Clinical Codes (also known as service reference,
body part, or tooth number) will be used when billing. Clinical Codes are required by
health funds when processing transactions through Tyro HealthPoint for Dentists,
Occupational Therapists, and Psychologists.

ﬂ Practitioner - Yerda Renoux EI =] @
| Default Items | Appointment Book | Clinical Notes| Tyro | Medicare| Aafek
Close
Profession Physictherapist] |v

Paedodontist (Paediatri
Pericdontist
Physiotherapist
Podiatrist
Prosthetist
Prosthodontist
Psychologist
Speech Pathologist -

Help

If your Tyro terminal is multi-merchant enabled, you must enter the practitioner’s
Merchant ID on this page.

Front Desk 2018 - Note

Other dental professions also require Clinical Codes when billing. These professions
are: dental technicians, endodontists, oral surgeons, orthodontists, paedodontists,
periodontists, and prosthodontists.




TYRO INTEGRATION

PB‘ Tyro Integration (Practitioners)

A Clinical Code field will be displayed next to the Item Code on the receipt and
billing screen for practitioners with this option enabled.

When billing a patient, select the Clinical Code for the Tyro HealthPoint claim. If you
place the cursor over the Clinical Code field a description will appear in the on-
screen tooltip.

Clinical Code
Billing x
Patient Mr Jehn Smith
Practitioner |Yerda Renoux v
04/01/2017 |~ |[ 505 w [[10 |~ || < All Schedule| s
o ”,, o |g " i | Fee $34.00| Include GST []
o e Clinical Code
Description | Standard Treatment Cognition Reduction $0.00 Add
MNet Fee $54.00 54.00 |~

Date Item  Description Code Prac Met Fee Payment ~
GST Item Totals $0.00 S0.00

[] Accept Unallocated Payment tc practitionsr | Dr Robert Smith

1 Print

[“]Email (® Send now using template Appointment Reminder ~ |

() Edit before sending

Help Cancel




TYRO INTEGRATION

PB‘ Tyro Integration (Patients)
Click Patient on the toolbar

File System Reports Window Help

Al sAaes BARLo0dEB I2OLILE R w0 E

or select Patient from the File menu.

File | System Reports Window Help
Appointment Book Ctrl+A
| Patient Cirl+P

Practitioner Queue
Cash Book

Practitioners
ltem Codes »

GP ! Medical Referrers

i ko & b= @ Bl(p=|[E

System Information
Patient Booking Gateway Configuration

Printer Setup

2 O

Exit

Go to the Additional tab on the patient file. It is here that the patient’s health fund
details are entered.

When entering new patients with a valid health fund card, it is advantageous to
record the patient’s ID number on this card. If there is only one person on the health
fund card, this number will generally be 00. For cards with more than one member,
the ID for the first member will generally be 00, followed by 01 for the second
member, 02 for the third member and so on.

M2, Patient - Mr John Smith o] ® |2
| General | Billing Details| Additional | Medical Referrals | Clinical Motes | Attachments | Medicare /L * | *
cl .
Health ——Hngm—}MBF |v Member No. D |v YA Patient ID
\
Fund _ . B
Pension No. Expiry Date |v (4]

00

GP / Referring Doctor gé

Name Dr Sam Smith [ 03
04
05
Address 123 Main Rd 06 |~

Organisation Medical Centre

HACKHAM SA 5163

Phone Fax
Provider No Type &P
90+ Days 60 Days 30 Days Current Balance

50.00 $51.95 $0.00 $321.95 $373.90

You can also enter the Health Fund and Member No. These fields are optional for
Tyro HealthPoint and general billing.




TYRO INTEGRATION

PB‘ Tyro Integration (Patients)
For existing patients, you will be asked for the patient ID when submitting their first
Tyro HealthPoint claim through Front Desk. This ID will then be stored in the patient

file for subsequent use. There is no need to go through all of your existing patient
files to enter their patient IDs.

When submitting a Tyro HealthPoint claim for patients without a Patient ID entered,
you will be prompted for this information as below.

Select the patient’s ID number from the ID drop-down box and click OK. If you wish
to cancel the Tyro HealthPoint claim at this point, click Cancel.

Health Fund Patient Mumbers I&

Please enter the Patient ID(s) from the Health Fund Card:

Patient ID <
Christopher Ashley 00 |v|
00|
0 -
0z




TYRO INTEGRATION

Fg Tyro HealthPoint Integration (Receipting)

Receipting is a quick way to produce a receipt for one item only, which is to be paid

in full.

Click Receipt on the patient card or on the appointment book.

Receipt - Cutstanding Amount $62.25 @

Marne Christopher Ashley

Date 16/05/2014 |=

Practitioner Yerda Renoux |v

Item Code  T500 |» <Al Schedules> |»

Description  Initial Consultation and *
Treatment

= S0100  IncludeGST [

Reduction 8000 Eacvelaim

Met Fee 820100 print =
Ok ] ’ Cancel ] ’ Help ]

Select the correct Date, Practitioner, and Item Code. The default fee and reduction
can be adjusted if necessary and a clinical code selected if applicable.

Click OK to process the receipt. On the Payment screen click the HealthPoint
button to submit this transaction to HealthPoint.

If the patient does not have a patient ID entered you will be prompted to select one
from the Health Fund Patient Numbers screen. Use the ID drop-down box to select
the number found on the patient’s health fund card.

-

Health Fund Patient Mumbers

=

Please enter the Patient ID(s) from the Health Fund Card:

Patient ] =

Christopher Ashley 00 <ITII
n -
0z

Patient ID




TYRO INTEGRATION

PB‘ Tyro HealthPoint Integration (Receipting)

You will be prompted to swipe or insert the health fund card to begin the claim.

Healthpoint

Swipe health fund card

Healthpoint request started

Cancel
Transaction

I 1

After a few moments the following screen will be displayed. Click Accept to accept
the benefit.

Healthpoint

Claim assessed. Gap $101.00

‘ ACCEPT (1)

‘ REJECT (2) ‘

@ o

Processing claim - please wait. This may take up to 20 seconds
Swipe health fund card

Healthpoint request started

Cancel
Transaction

I 1

Once accepted, Front Desk will display the benefit amount and the response from the

terminal. The benefit will also be shown in the HealthPoint field on the Payment
Type screen.
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TYRO INTEGRATION

PB‘ Tyro HealthPoint Integration (Receipting)
rInformation ﬁ1

Tyro terminal returned the following message:

Result: APPROVED
Response Code: 00
Description: APPROVED
Benefit Amount: 5100.00

Enter the payment type of the remaining amount in the appropriate field e.g. cash,
cheque, EFTPOS, and then click OK.

If paying the gap by EFTPOS, enter the amount to be paid in the EFTPOS field and
click the EFTPOS button.

g Ty — T — — y
g Payment Type - Amount to Pay $201.00 M
Prev Credit 50.00 Credit Available 50.00
Cash m Dirzwer Bank Branch Chegue Mo
Cheque(s) E] $0.00
Grp Chg/Deposit 50.00 Register...
Card 50.00 @) Visa Master Card Armerican Express () Diners Other
Tyro HealthPoint 5100.00| | B HealthPoint
Medicare / DVA $0.00
Direct Deposit 50,00
Total §201.00 | [7] Override Payment Amount
[ oK ] [ Cancel

You will then be asked to swipe the patient's EFTPOS card.

Purchase

Amount $101.00
Cashout $0.00
Total $101.00

Swipe card. Purchase: $101.00

Purchase started - Amount: $101.00, Cashout: $0.00 -

s

Cancel
Transaction
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TYRO INTEGRATION

PB‘ Tyro HealthPoint Integration (Receipting)

If the EFTPOS purchase is approved, you will see the following messages.

Purchase

Amount $101.00
Cashout $0.00
Total $101.00

APPROVED. Print customer copy?

‘ YES (1) ‘ ‘ NO (2) ‘

Processing transaction - please wait
Enter PIN h
Select account

Swipe card. Purchase: $101.00

Purchase started - Amount: $101.00, Cashout: $0.00

4 [om | »

Cancel
Transaction

il N
Information ﬁ

Tyro terminal returned the following message:

Status: COMPLETE

Result: APPROVED
Authonsation Code; 793570
Transaction Reference: 161849

.

If you click Cancel at this stage, Front Desk will prompt you to swipe the patient’s
cards once more to cancel / refund the submitted HealthPoint claim / EFTPOS
purchase.

If an error or problem occurred with the HealthPoint claim, Front Desk will display this
error and allow you to select an alternative payment method.

If the Print box is ticked on the receipt screen, a normal Front Desk receipt will also
be printed for the patient.
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TYRO INTEGRATION

PB‘ Tyro HealthPoint Integration (Billing)
The Bill function can be used to perform the following functions

Receipt one or more items (bill and full payment)

Accepting a part payment for one or more items (Account/Receipt)
Billing a patient for one or more items with no payment (Account)
Processing transactions for one or more linked patients, e.g. a family

Making a payment greater than the amount being billed (transaction with an
unallocated payment attached)

Click Bill on the patient card or on the appointment book.

Billing - Outstanding Amount $62.25 25
Patient Christopher Ashley
Practitioner Yerda Renoux |v
19/05/2014 |~ T500 = <All Schedules> | »
Date A2 [ | | Fee 584.00 Include GST
hem Code Schedule
Description  Initial Consultation and Treatment “  Reduction $0.00 Add
i Net Fee 58400 00 - Payment drop-
down box
- Mo Payment
Date Item  Description Prac Met Fee Full Payment
Gap Only
Rebate Only
G5T Item Totals 50.00 $0.00 ~
Accept Unallocated Payment Yerda Renoux
Medicare Easyclaim Bulk Bill Print
[ QK ] | Cancel | | Help |

Select the Practitioner, Date, ltem Code and Clinical Code (if applicable) for the
first item you wish to add. Please note the Clinical Code field will only be visible
when billing Dentists, Psychologists and Occupational Therapists.

From the payment drop-down box select No Payment, Full Payment, Gap Only,
Rebate Only or Tyro Only.

Front Desk 2018 - Note
The Gap Only and Rebate Only options should only be used if fixed gap amounts
have been entered in your item code.

Click Add to add the item to the bill. If required, select other items to be billed.

Click OK to proceed. You will be presented with the payment type screen with the
option of submitting this claim to Tyro HealthPoint by clicking the HealthPoint button.




TYRO INTEGRATION

PB‘ Tyro HealthPoint Integration (Billing)
If the patient does not have a patient ID entered, you will be prompted to select one

from the Health Fund Patient Numbers window. Use the ID drop-down box to
select the number found on the patient’s health fund card and click OK to proceed.

You will be prompted to swipe or insert the health fund card to begin the claim.

Healthpoint -g
3

Swipe health fund card

Healthpoint request started

Cancel
Transaction

After a few moments the following screen will be displayed. Click Accept to accept
the benefit.

Healthpoint -8
>

Claim assessed. Gap $101.00

‘ REJECT (2) ‘ 9

Processing claim - please wait. This may take up to 30 seconds
Swipe health fund card
Healthpoint request started

‘ ACCEPT (1)

Cancel
Transaction

Once accepted, Front Desk will display the benefit amount and the response from the
terminal. The benefit will also be shown in the HealthPoint field on the Payment
Type screen.




TYRO INTEGRATION

PB‘ Tyro HealthPoint Integration (Billing)

Enter the payment type of the remaining amount in the appropriate field, e.g. cash,
cheque, EFTPOS, and then click OK.

If paying the gap by EFTPOS, enter the amount to be paid in the EFTPOS field and
click the EFTPOS button.

- - = B B —— h
E Payment Type - Amount to Pay $201.00 M
Prev Credit 50.00 Credit Available 50,00
Cash m Drawer Bank Branch Chegue Mo
Cheque(s) (9] $0.00
Grp Chg/Deposit 50.00 Register...
Card $0.00 @) Visa Master Card Arnerican Express | Diners Other

Tyro HealthPoint 510000 | | Y HealthPoint

Medicare / DVA 50,00
Direct Deposit 50.00
Total 5201.00| [7] Override Payment Amount

[ ok | [ cance

You will then be asked to swipe the patient's EFTPOS card.

Purchase

Amount $101.00
Cashout $0.00
Total $101.00

Swipe card. Purchase: $101.00

Purchase started - Amount: $101.00, Cashout: $0.00 I} -

Cancel
Transaction
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TYRO INTEGRATION

PB‘ Tyro HealthPoint Integration (Billing)

If the EFTPOS purchase is approved, you will see the following messages.

Purchase

Amount $101.00
Cashout $0.00
Total $101.00

APPROVED. Print customer copy?

‘ YES (1) ‘ ‘ NO (2) ‘

@ o

Processing transaction - please wait
Enter PIN h
Select account

Swipe card. Purchase: $101.00

Purchase started - Amount: $101.00, Cashout: $0.00

m_ | »

Cancel
Transaction

-

4

Information

Tyro terminal returned the following message:

Status: COMPLETE

Result: APPROVED
Authonsation Code; 793570
Transaction Reference: 161849

.

If you click Cancel at this stage, Front Desk will prompt you to swipe the patient’s
cards once more to cancel / refund the submitted HealthPoint claim / EFTPOS
purchase.

If an error or problem occurred with the HealthPoint claim, Front Desk will display this
error and allow you to select an alternative payment method.

If the Print box is ticked on the receipt screen, a normal Front Desk receipt will also
be printed for the patient.
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TYRO INTEGRATION

PB‘ Tyro HealthPoint Integration (Payment)

Payment is used to pay for an outstanding amount or to make an unallocated
payment.

Click Payment on the patient file.

Payment - Christopher Ashley &J
584.00 U id It Invoice/Statement |:|Date range o
| npaid Iterns v /5
P 5000 € Payment field
50.00 | Unallocated Credit
SB4.00 Account Balance l Clear ‘ IAutoAIIocate
Date |Item |De5cripti0n |Prac| Billed | Owing | Allocation
19/05/2014 T500 Initial Consultation and Treatment YR 84.00 84,00 1001 hd { Payment drop-
Mo Payment down box
Full Payment
Gap Only
[7] Accept Unallocated Payrent Yerda Renoux §0.00
Print [
[ oK l I Cancel I I Help I

Enter the total amount to be paid in the Payment field.

Either Auto Allocate the total to be paid to the outstanding amounts listed or
manually allocate by using the payment drop-down boxes located in the allocation
column of each outstanding item. Select No Payment, Full Payment, or Gap Only.

Click OK to proceed. The payment type window will be displayed with the option of
submitting this claim to Tyro HealthPoint by clicking the HealthPoint button.

If the patient does not have a patient ID entered, you will be prompted to select one
from the Health Fund Patient Numbers screen. Use the ID drop-down box to select
the number found on the patient’s health fund card and click OK to proceed.




TYRO INTEGRATION

PB‘ Tyro Transactions

To view Tyro EFTPOS and HealthPoint transactions, select Tyro Transactions from
the System menu. This is also where transactions can be refunded or cancelled.

sSystem | Reports  Window  Help

Login

Security

Audit Log

Health Funds

Standard Lefters

Standard Messages 3
Qeeupations

Patient Tracking Gategories

Recall Types

@GP J Refering Doctor Types

Clinical Notes Templates

Clinical Notes Types

Clinical Notes Conditions/Regions/Stages
Clinical Notes Quick Buttons

Cheques

Group Deposits

RERCHNOE R RS I+ NP

Patient Event Types

Messages

B @ b=

Tyro Transactions

Medicare Easyclaim Claims
Patient Boaking Gateway Logins

EETPOS Refund

Group Email

Send SMS 3
Contacts »
Search Invaices

Cash Boo Setup

Front Desk Office Messenger

Front Desk Word Processor

Caleulator

Backup

B EvE & 0=

Restore from Backup

Select From and To dates to view a list of transactions for that period.

= 5|

n Tyro Transactions

Date Range

12/05/2014| v to 19/05/2014 |+
Date/Time Type Result Response  Description Amount  Benefit =

01[10/05/2014 11:31 om | EFTPOS Purchase ___|APPROVED __|COMPLETE| ______| 10400 ]
19/05/2014 11:30 am  EFTPOS Refund APPROVED COMPLETE §100.00
19/05/2014 11:28 am | EFTPOS Purchase APPROVED COMPLETE §100.00

19/05/2014 11:28 am | HealthPoint Claim APPROVED 00 APPROVED §62.25 =
19/05/2014 11:27 am |HealthPoint Claim ERROR §84.00
19/05/2014 11:27 am  HealthPoint Cancellation APPROVED 00 APPROVED 862.25
19/05/9014 1126 HaslthPoint Clai PRROVED 0o ARPROVED 85225

] +

[ et ——

Refund / Cancel button

Scroll to the right to see more details of the transaction, e.g. Transaction Reference,

Authorisation Code, and Card Type.

Click the + symbol to the left of the transaction to view the details of that transaction.

The patient’s name, item code and the benefit amount will be displayed for

APPROVED transactions.




TYRO INTEGRATION

PB‘ Tyro Transactions (EFTPOS Refunds / Healthpoint Cancellations)

Click the Refund button to refund an EFTPOS Purchase. You will be prompted with
the following screen.

Refund Amount . B ﬁ

Please enter the amount you would like to refund through the EFTPOS terminal.
This will require the patient's EFTPOS card.
Refund Amount 5104.00

| ok | | Cance

L.

The maximum Refund Amount that can be set is the original purchase amount. If
refunds have already been processed for the transaction, the maximum refund will be
the remaining amount.

Click OK to proceed with the refund.

You will be asked to swipe or insert the card and select the account. You may be
asked to enter a refund password on the Tyro terminal.

Refund
Amount $104.00
Total $104.00

Select account

I
Swipe card. Refun'® $104.00 -
Enter admin password
Refund started - Amount: $104.00

Cancel
Transaction
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TYRO INTEGRATION

PB‘ Tyro Transactions (EFTPOS Refunds / HealthPoint Cancellations)

If successful, the following messages will be displayed.

Refund
Amount $104.00
Total $104.00

APPROVED. Print customer copy?

@ o

‘ YES (1) ‘ ‘ NO (2) ‘

I~
Processing transattion - please wait
Select account
Swipe card. Refund: $104.00
Enter admin password
Refund started - Amount: $104.00

m_ | »

Cancel
Transaction

-~

Information

4

Tyro terminal returned the following message:

Status: COMPLETE

Result: APPROVED
Authonsation Code; 001192
Transaction Reference: 135818

b

Click the Cancel button to cancel a HealthPoint Claim. You will be prompted with the
following screen.

Confirm I =_. u

Cancelling this claim will require you to swipe the patient's health fund card

o

Would you like to continue?

b

Click Yes to proceed with the refund.
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TYRO INTEGRATION

PB‘ Tyro Transactions (HealthPoint Cancellations)

You will be asked to swipe the patient’s health fund card.

Healthpoint

Swipe health fund card

Healthpoint request started

Cancel
Transaction
If successful, the following message will be displayed.

il T
Information ﬁ

'6' Tyro terminal returned the following message:

Result: APPROVED
Response Code: 00
Description: APPROVED

L.

Front Desk 2018 - Note

You can also refund Tyro EFTPOS purchases or cancel Tyro HealthPoint claims by
deleting the associated transactions from the Transactions tab on the patient’s file.

Front Desk 2018 - Note

A HealthPoint Claim can only be reversed on the same day as it was submitted. You
will need to swipe the patient’s card to cancel a claim.




TYRO INTEGRATION

Fg Refunding an EFTPOS Payment

To refund an EFTPOS payment without removing the payment from the patient’s file
in Front Desk, go to the System menu and select the EFTPOS Refund option.

System | Reports  Window Help
Login

Security

Audit Log

Health Funds
Standard Letters

Standard Messages »
Qccupations

Patient Tracking Categories

Recall Types

GP / Referring Doctor Types

Clinical Notes Templates

Clinical Notes Types

Clinical Motes Conditions/Regions/Stages
Clinical Notes Quick Buttons

Cheques

Group Deposits

Patient Event Types

By

Messages

Dl kA Ere RS WA+ BL ¢

Tyro Transactions
Medicare Easyclaim Claims

Patient Booking Gateway Logins

| EFTPOS Refund
Group Email
Send SNS »
Contacts »

Search Invoices
Cash Book Setup
Front Desk Office Messenger

Front Desk Word Processor

Calculator

Backup

BHF ENV R @ SFeBDE A=

Restore from Backup

Enter the amount to refund and click OK.

EFTPOS Refund [

Refund Amount §100.00

QK l ’ Cancel

You will be prompted to enter an admin password on the Tyro terminal, and then to
swipe the patient's EFTPOS card and select an account.




TYRO INTEGRATION

Fg Refunding an EFTPOS Payment

Refund
Amount $100.00
Total $100.00

Enter admin password

Refund started - Amount: $100.00

Cancel
Transaction

Refund
Amount $100.00
Total $100.00

Swipe card. Refund: $100.00

Enter admin password
Refund started - Amount: $100.00

Cancel
Transaction

If the refund is APPROVED Front Desk will display the following message.

-

=2

Information
e Tyro terminal returned the following message:
Status: COMPLETE
Result: APPROVED
Autharisation Code: MB1529
Transaction Reference: 156267
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TYRO INTEGRATION

Fg Tyro HealthPoint Report

Select Tyro HealthPoint Report from the Reports menu.

Reports | Window Help

s Banking Sheets / Shift Reports
Transaction

b Statements [ Invoices

Billings Report

¥ Trend Analysis

Recall Patient List

Active / Inactive Patients
Birthday List

Fatient Referrals

Batient List

Events Report

Time Management Report
Treatment Plan Report
Item Codes
Inter-Practitioner

GP / Medical Referrers List

HICAPS Report

NAouvBa PPl

Tyro HealthPoint Report

Medicare / DVA Report

Stock Control 3

g

G5T Regenciliation

Select From and To dates. The filter section allows you to generate a report By
Health Fund, By Practice or By Location.

’ﬂ\ Tyro HealthPoint Repart (o] @ 'ﬁ
Date Range

From 23/05/2016 |v

To  23/05/2018 | [I]

] By Health Fund ACH Health Benefits
] By Practice

3) Group Ldelaide
Practitioner George Rogers
[l By Location Hazehwood Park
Details

(@ Show tatals anly

" Breakdown tatals by day

) Show HealthPoint transactions

) Showe HealthPoint transactions / billing details

3] Health Fund
Dy




TYRO INTEGRATION

Fg Tyro HealthPoint Report
There are four different ways to view the Tyro HealthPoint report:

Show totals only
This option lists the totals of each health fund only.

Breakdown totals by day
This option shows each transaction by day. This is the only option that allows the
report to be grouped by either Health Fund or Day.

Show HealthPoint transactions
This option lists the patient names and the Tyro HealthPoint transaction details.

Show HealthPoint transactions / billing details
This option lists the patient names, Tyro HealthPoint transaction details and item
codes.

Health funds whose payments are settled in a single HealthPoint payment to the
clinic are known in Front Desk as consolidated health funds. The list of consolidated
funds can be viewed by clicking the Consolidation button.

[ Consolidation I&1
Health Fund Consolidate =
ACA Health Benefits o
AHM v
Australian Unity o
BUPA ]
CBHS
CUA ]

Defence Health
GMF / Healthguard
+ GMHBA <
HEBEF v
HCF
HIF ]
Latrobe v
Medibank Private
Medibank Private
Mawvy Health o pl |

Smartsoft Pty Ltd will update the Consolidation list with software upgrades, but from
time to time you may need to manually add health funds to the consolidated group by
ticking the box to the right of the Health Fund name.

The Tyro HealthPoint report will group all consolidated health funds to aid in
reconciling HealthPoint payments.




MEDICARE EASYCLAIM INTEGRATION

&I Medicare Easyclaim

Medicare Easyclaim is a way of submitting claims to Medicare using the HICAPS or
Tyro terminal.

There are two types of claim that can be submitted using Medicare Easyclaim. These
are:

Patient Claims (which can be either Fully Paid, Part Paid or Unpaid); and
Bulk Bill Claims

Medicare Easyclaim Integration can be enabled on the Health Fund / EFTPOS /
Medicare tab on the Advanced tab in System Information.

EF, Systern Information E =] @

Metwork | Backup | Messenger | SM5 Ernail | Advanced At

Advanced | Health Fund / EFTPQS / Medicare ——
| Close

Terminal Type
Mone HICAPS @ Tyro

| Health Fund Claiming

| EFTPOS Integration

J| Medicare Easyclaim Integration € Medicare Easyclaim Integration
HICAPS Reports Only
Terminal is Multi-merchant

1

-

Medicare / DV

o Accept Medicare / DVA Payments
Medicare / DVA Online Claiming
Medicare / DVA Reports Only

NZ ACC Export

Help |

It is not possible to enable Medicare Easyclaim Integration and Medicare / DVA
Online Claiming in Front Desk at the same time. Practices must choose which
solution best fits their needs.




MEDICARE EASYCLAIM INTEGRATION

&I Ppatient Details

A patient’'s Medicare details can be added on the Medicare / DVA tab of the patient’s
file.

EPatient-ChristopherAshley EI =l @

| General | Clinical Motes | Additional | Billing Details | Medicare / DVA |Trar|s.actic-r|s | Appointments * | ¢

rtedicare-d>4050-15096-1 1 Expiry Date 01/2016 | = [ Close |

DVA Ne. -

Medicare
Number

Claimant Details
[7] Alternate Claimant

Address
Suburk Postcode
90+ Days 60 Days 30 Days Current Balance
0,00 50,00 50,00 862.25 862.25 Help
HICAPS

If the Medicare No is entered, it will be used when submitting the claim. If a
Medicare No has not been recorded on the patient’s file, the patient will be asked to
swipe their Medicare card in the HICAPS terminal at the time of claiming.

Tyro
A Medicare No must be entered before submitting the claim.

If the patient will not be the one claiming the rebate from Medicare, check Alternate
Claimant and either search for a patient in the database, or enter the details in the
fields provided.




Referring
doctor
details

MEDICARE EASYCLAIM INTEGRATION

&I Referral Details

For most Medicare claims, a Referral must be entered. This information is usually
entered on the Billing Details tab of the patient’s file.

J&, Patient - Mr Justin Smith [=] = ==
General | Billing Details |Additiona| | Clinical Notes Attachmentsl Medicare / DVA | Transactions| i
Lol AT, 9) Individual Linked Last Paid Total Billed -
i!';ns 20/03/2013 saogo | [ Elelabel
ress
Last Statement Last Invoice
23/12/1997
Treat. Plan
[ Hold Statement
Phone Fax [T Hold Invoice
Other details Print on Accounts
Acc. No. Claim No. [] Claim / Injury details
[ Hospital / Facility details
Client ID [¥] Medicare Mumber
ERTRE [T Health Fund Mumber
) [P - [¥] Pension Number
Injury Injury Date [C] DVA Number
Hosp./Fac. I:R)eferri:g Dn;ctor :N e
on't Print Patient Name
Ref D > [.] [ Date of Birth Delete Acc.
Primary
90+ Days 60 Days 30 Days Current Balance
§0.00 £0.00 50.00 §59.90 §59.90

Activate
referring
doctor

Check Referring Doctor in the Print on Accounts section. The Ref. Dr field will

become active.

Click the L) button to search for a Referring Doctor.

-

Search on GP / Medical Referrer

l

4

[] Show Al

[7] Show Archived Referrers

Alorsamsmith | Medical Centre 123 Main Rd HACKHAM SA 5163

Search Characters Search on
smmith]| [Surname ~
MName Organisation Address

m

| ok

| | Cancel | |

Help

)

Highlight the correct Referrer and click OK. If the Referring Doctor is not in the list,
click New to enter the correct details.

Front Desk 2018 - Note

The Referring Doctor’'s name and provider number must be entered, otherwise a

claim cannot be

processed.




MEDICARE EASYCLAIM INTEGRATION

Referral Details

Click More... to enter the referral start and end dates.
-

Referral Dates ﬁ
Date of Referral 01/02/2013 | - 0K

Referral Expiry Date  31,01,/2013 | -
[ Indefinite Expiry Date

If the practice is using Medical Specialist Referrals, referrals are entered on the
Medical Referrals tab of the patient’s file.

. Patient - Mr John Smith (= = |[=]
| General | Additional | Billing Details | Medicare!D‘u’A| Medical Referrals |Transactions | Appointrme * | "
Close
Referral Date Start Date Period Expiry Date Prac  Referrer
PI____-_‘ J New
L -
r Edit
Mew Referral
elete
Referrer Dr Vivian Mortier E] [L]
Referral Date  02/05/2014 |«

Start Date 02/05/2014 |v Period 12 Months |v

Practiticner M |v

90+ Days 60 Days 30 Days Current Balance

50.00 50.00 50.00 50,00 50.00 Help

Front Desk 2018 - Note
Medical Specialist Referrals is an extended functionality for medical specialists. It is

generally not recommended for allied health professionals, who should be using the
Ref. Dr. field on the Billing Details tab.
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MEDICARE EASYCLAIM INTEGRATION

) Practitioner Details
Select Practitioners from the toolbar.

File System Repors Window Help

FiRB sMees @eL0dB @ 20298 B e o

Select a practitioner's name and click OK.

Go to the Provider Numbers tab. Check that a Default Provider Number has been

entered for the practitioner. If this field is empty, select a provider number from the
drop-down list.

* Practitioner - Prue Pilatic EI' [E] '@
General | Provider Numbers | Default tems | Appointment Book | Clinical Mot * | *
Close
Default Provider Mumber 2147661F
Override Provider Mumber Add
Fee Category Health Fund Provider No =

I S — | |

Delete

m

-

Go to the Medicare tab on the practitioner’s file.

‘. Practitioner - Prue Pilatic EI' = '@
‘ Default Items | Appeintment Book | Clinical Notes | Tyro | Medicare )
Cloze
Medicare Service Type Specialist
DVA Service Type Allied Health

Use alternate Payee Provider

Payee Provider Name |v

Payee Provider Number Name |Pr0\.rider Mo
Josie Amedos 2158081W

2147661H

A Payee Provider is a practitioner who is paid by Medicare for services they, or
other practitioners, have provided. If payment should go to a different practitioner,

check Use alternate Payee Provider and select a practitioner from the drop-down
list.
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MEDICARE EASYCLAIM INTEGRATION

&7 Item Codes

Only items which have been marked as Medicare / DVA items can be claimed
through Medicare Easyclaim.

File System Reports Window Help

FiR sMae s @@L0dB i 2 O2FE e 0@E

Item Codes

Select Item Codes from the toolbar.

Click the item you wish to edit, and click OK.

M2, Ttern Cade - 10960

Ttern Details | Stock Control

f=]l ]
Item Code HICAPS Code MMedicare/DWA Code  Extended Code (Bar Code)
104960 10960
Schedule
Service - oy
Description —
Iedicare Consultation -
- Copy fees
GET

[[Include G5T by default [¥] Round to nearest 30,05 [7] Special G5T rate B ki

tedicare f HICAPS

Ilsllsimfre / e Ee—p [V Medicare / DV Term [] Diagnostic Imaging Service
item
; Tatal Total &

Fee Category Fee  Reduction (Ex GST) (Inc 65T) Rebate Gap M
Standard $0.00 $0.00 0,00 $0.00 50,00
Concession $0.00 0,00 0,00 $0.00 50002
Wirorkcowver $0.00 $0.00 $0.00 $0.00 40,00
Weteran Affairs $0.00 $0.00 $0.00 $0.00 $0.00 L
hedicare $52.95 $0.00 52,95 §0.000 5295
WP $0.00 $0.00 $0.00 $0.00 $0.00
Mo Charge $0.00 $0.00 $0.00 $0.00 5000
Pre pay 10 $0.00 $0.00 $0.00 $0.00 50,00

Help

Check the Medicare / DVA Item option and click Close to save your changes.




MEDICARE EASYCLAIM INTEGRATION

@ patient Claiming from Receipt

When processing a receipt for a patient, check the Medicare Easyclaim option.

[ Receipt Iél

Marne Christopher Ashley

Date 12/05/2014 |=

Practitioner Yerda Renoux |v
Ttem Code 10960 |» <Al Schedules> |+
Description  Medicare Physiotherapy -

Consultation

|

Fee 0285 IncludeGST [
Reduction 50.00 Easyclaim
Met Fee 56225 prnt
0K ] I Cancel ‘ I Help ‘
.
Record the payment details.
E Payment Type - Amount to Pay $59.90 @
Prev Credit §0.00 Credit Available 50.00
Cash 50.00 Drawer Bank Branch Chegue Mo.
Chequels)  [#] $0.00
Grp Chg/Deposit 50.00 Register...
Card 80.00 (@ Visa Master Card American Express | Diners Other
EFTPOS & [ efipos |
HICAPS /
§0.00 MEBEF
Optus Health @ HIEAPS— @
Medicare / DVA §0.00
Direct Deposit 50.00
Total §59.90
| ok | | Cancel |

Front Desk 2018 - Note

After checking the Medicare Easyclaim option, the HICAPS / Tyro HealthPoint
button will be disabled. Patients cannot claim the same item from both Medicare and
their health fund.

Click OK.

After payment has been taken, the Medicare Easyclaim Wizard will be displayed.




MEDICARE EASYCLAIM INTEGRATION

Patient Claiming from Receipt

-

Medicare Easyclaim: Step 1

Patient Details and Transactions

Patient Mame |Christopher Ashley

Gender Male

Medicare Mo 4950-15896-1 1 Verify

Iterns to Claim

Itern Code | Description Charge |
4 10960 Medicare Physiotherapy Con 562.25 _l

| Cancel ] ’ Help ] << Back
b

The first page displays patient information and a list of the items to be claimed
through Medicare. Clicking on the (] button allows additional information to be

entered about the claim.

-
Additional Information

Service is not Restrictive  |NC - Not for Compari

[7] After Care Service AC - Mot Mormal Afte

Service was rendered in a hospital

Service is part of a Multiple Procedure

[C] AP - Mot duplicate service

Select any relevant options and click OK to return to the Wizard.

Click Next to continue to the next page.
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MEDICARE EASYCLAIM INTEGRATION

Patient Claiming from Receipt

Medicare Easyclaim: Step 2 &J

Easyclaim - Referral Details

{* Use the stored referral details ¢ Mo referral details available

Referring Provider Mo 2121331W

Referral Date 01/05/2014
Referral Period Standard (12 months from a GP and 31
’ Cancel l ’ Help l [ << Back ] [ Mext »> ]

The Easyclaim - Referral Details page is displayed. If referral details were entered
for the patient these will be displayed here. If there are no referral details then the No
referral details available option will be selected, and a reason must be selected

from the list.

Medicare Easyclaim: Step 2 &J

Easyclaim - Referral Details

(" Use the stored referral details ™ Mo referral details available

Referral Override Type [ v]
Lost

0

Mot required (Non-Referred)

Cancel ” Help << Back H Mext = >
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@ patient Claiming from Receipt

Click Next to continue to the next page.

Medicare Easyclaim: Step 3 ﬁ
Claimant Details
@ Patient is the claimant () Use alternate claimant details
Christopher ||Ashley Search
4950-15996-1 1 Verify
01,/01,/1980
Cancel ] ’ Help << Back ] [ Mext = >

The next page allows Claimant Details to be entered. If the patient will not be the
one claiming the rebate from Medicare, select Use alternate claimant details. This
will automatically display claimant details if they have been entered on the patient’s
file, or it will allow users to search for a claimant. This option would typically be used
in the case where a child is the patient, and the rebate will be sent to a parent.

Click Next to continue to the next page.




MEDICARE EASYCLAIM INTEGRATION

Patient Claiming from Receipt

g ™
Medicare Easyclaim: Step 4 w

Submit Claim

| Cancel || Hep | | <<Back || submit |

b

Click Submit to send the claim to the terminal.

HICAPS

If a Medicare number has not been entered, the patient will be asked to swipe their
Medicare card.

Follow the prompts on the terminal (also displayed on the screen).

Medicare Easyclaim: Step 4 |A|
Submit Claim
s A
(
17 Nov 2010 12:56:20
COMMS

DIALING NOW

@tHHCEAPS—©
L A
<cBack | [ submit |
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Patient Claiming from Receipt

Tyro

Medicare Easyclaim

Processing claim - please wait

Medicare Easyclaim request started -

Cancel
Transaction

All Medicare Easyclaim claims submitted using the Receipt function will be Fully
Paid claims, meaning the rebate will be paid to the patient.

HICAPS
i’ Medicare Easyclaim: Step 4 ﬁ

4| Submit Claim
]

-
17 Nov 2010 12:56:38

FULLY PAID CLAIM
Benefit Amount
$34.30

Accept Rebate 2

) @® HICAPS ©

J > ¢
:. <<Back | [ submit |
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Patient Claiming from Receipt

If the claim is successful the patient will be asked to swipe or insert their EFTPOS
card so that the rebate can be paid to their EFTPOS account.

HICAPS

Medicare Easyclaim: Step 4 ﬁ

Submit Claim

-
17 Nov 2010 12:57:08

SWIPE/INSERT CARD

For Medicare Rebate

&—+HECAPS—O
L >
i <<Back | [ Submi

Tyro

Medicare Easyclaim

Claim approved. Swipe EFTPOS card.

Processing claim - please wait
Medicare Easyclaim request started

Cancel
Transaction

Follow the prompts on the terminal to accept the rebate payment.
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@ patient Claiming from Receipt

HICAPS
’ Medicare Easyclaim: Step 4 ﬂ
Submit Claim
4 ™
r
RESFPONSE
APPROVED

\ y.

[l <cBack | [ submi

Tyro

Medicare Easyclaim

Transaction approved

Processing request - please wait -

Enter PIN
Select account type

Claim approved. Swipe EFTPOS card.
Cancel
Transaction

Processing claim - please wait
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MEDICARE EASYCLAIM INTEGRATION

@ patient Claiming from Receipt

If the claim is approved, the following message will be displayed.

HICAPS
Information I&
The HICAPS terminal returned the following message:
00
APPROVED

Tyro

5
Informatian ﬁ

Medicare returned the following message:

Result: COMPLETE
Total Benefit: 53210

Declined claims will display a code and description, returned by the terminal.

HICAPS
Information Lﬁ

The HICAPS terminal returned the following message:

05
Medicare Claim Declined

Tyro

r 5
Infarmation @

Medicare returned the following message:

Result: SYSTEM ERROR

Status: COMPLETE

Status Code: 9210

Description: [9210] Date of service must be no more than two years in the past
Total Benefit: 50.00

i

Front Desk 2018 - Note

All Medicare Easyclaim receipts will be printed through the HICAPS terminal.




MEDICARE EASYCLAIM INTEGRATION

@ patient Claiming from Billing

Billing - Outstanding Amount $62.25 [
Patient Christopher Ashley
Practitioner Yerda Renoux |v
Date 13/05/2014|v 10960 |+ <Al Schedules> |+
e Code e Fee §62.25 Include GST [
Description  Medicare Physiotherapy Consultation +  Reduction §0.00 Add
- Met Fee 562.25 00 |.
. Mo Payment
Date Itemn  Description Prac Met Fee Full Payment
Gap Only
Rebate Only
GST Item Totals 50.00 S0.00 -
[7] Accept Unallocated Payment Yerda Renoux
Medicare Easyclaim Bulk Eill Print [
OK l ’ Cancel I [ Help ]

Check the Medicare Easyclaim option.

A Fully Paid, Part Paid, or Unpaid claim will be created. This depends on the
payment options selected on the Billing screen.

Follow the prompts on the terminal, as described in the Patient Claiming from

Receipt section.




MEDICARE EASYCLAIM INTEGRATION

Bulk Bill from Billing

i h
Billing 2|
Patient Christopher Ashley
Practitioner Yerda Renoux |v
Date 13/05/2014 |~ 10960 » <All Schedules» |v
e e Fee §62.25 Include GST ||
Description  Medicare Physiotherapy Consultation *  Reduction 50.00 Add
~  NetFee $62.25 0.00 |~
Date Item  Description Prac Met Fee Payment =
13/05/2014 10960 |Medicare Physiotherapy Consultation YR 562.25 50.00
| GSTltem Totals §62.25 5000 -
[F] Accept Unallocated Payment to practitioner |Yerda Renoux unallocated amount
Medicare Easyclaim [_| Bulk Bill Print []
[ oK ] ’ Cancel ] ’ Help ]

Check the Bulk Bill option.
Note: this option is only available when no payment has been made.

Click OK. The Medicare Easyclaim Wizard will be displayed.
rMedicare Easyclaim: Step 1 ﬁ1

Patient Details and Transactions

Patient Name |Christopher Ashley
Gender Male
Medicare Mo 4950-15996-1 1 Verify

Items to Claim

Item Code  |Description Charge I
4 10860 Medicare Physiotherapy Con 562.25 _I

Ll Cancel l [ Help << Back
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@@ Bulk Bill from Billing

Click Next to continue.

r -
Medicare Easyclaim: Step 2 @

Easyclaim - Referral Details

(% Use the stored referral details 7 Mo referral details available

Referring Provider Mo 2121331W

Referral Date 01/05/2014
Referral Period Standard (12 months from a GP and 31
[ Cancel ] l Help l l <« Back l [ Mext = > ]

e

The Easyclaim - Referral Details page is displayed.
Click Next to continue. The Submit Claim page is displayed.

HICAPS
Medicare Easyclaim: Step 3 @

Submit Claim

<<Back || Submi




MEDICARE EASYCLAIM INTEGRATION

@@ Bulk Bill from Billing

Tyro

Medicare Easyclaim: Step 3 @

Submit Claim

The patient has assigned their right to a Medicare benefit to
the servicing provider

| Cancel || Hep | | <<Back || Submit |

b

If the patient has assigned their right to benefit before seeing the practitioner, check
The patient has assigned their right to a Medicare benefit to the servicing
provider. This is used in practices where the patient signs for the claim prior to their
appointment and does not return to reception afterwards.




MEDICARE EASYCLAIM INTEGRATION

Bulk Bill from Billing
Click Submit to send the claim to the terminal.

Follow the prompts on the terminal. These will also be displayed on your screen.

HICAPS
f Medicare Easyclaim: Step 3 ﬁ
Submit Claim
' ™
o
COMMS
Waiting Rsp 0910
\ V.
| (o) i) ()
Tyro

Medicare Easyclaim

Processing claim - please wait

Medicare Easyclaim request started -

Cancel
Transaction
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Bulk Bill from Billing

If the bulk bill claim has been approved, the provider will be asked if they wish to
accept the benefit.

HICAPS

Medicare Easyclaim: Step 3 ﬁ

Submit Claim

P

18 Nov 2010 10:35:52

BULK BILL CLAIM

Benefit $50.05
Provider Accept ?

&—HCAPS—O

' «pack | [ Submt |

Tyro

Medicare Easyclaim

Do you accept the claim for $52.95

‘ YES (1) ‘ ‘ NO (2) ‘

Processing claim - please wait
Medicare Easyclaim request started

-
Cancel
Transaction
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Bulk Bill from Billing

Tyro

If the patient hasn'’t previously assigned their right to benefit, the following question
will be displayed.

Medicare Easyclaim

Do you assign your right to benefit?

Answer accepted

Do you accept the claim for $52.95
Processing claim - please wait
Medicare Easyclaim request started

Cancel
Transaction

I 1 »

Once complete, the user will be asked if they would like to print a copy of the receipt.

Medicare Easyclaim

CLAIM SUBMITTED. Print practitioner copy?

‘ YES (1) ‘ ‘ NO (2) ‘

Do you assign your right to benefit?
Answer accepted

Do you accept the claim for $52.95
Processing claim - please wait
Medicare Easyclaim request started

Cancel
Transaction

I 1 m_|» O E
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Bulk Bill from Billing

The following message will then be displayed.

HICAPS
Informaticn ﬁ
@& The HICAPS terminal returned the following message:
00
APPROVED
Tyro
>

.
Information ﬁ

.

Medicare returned the following message:

. -

Result: COMPLETE
Total Benefit: $52.95

If the bulk bill claim is declined, the following messages (or similar) will be displayed.

HICAPS
Medicare Easyclaim: Step 3 |£|
Submit Claim
g A
o
18 Nov 2010 10:43:57
BULK BILL CLAIM
Claim Declined
9611
L .
| <cBack | [ submic |
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Bulk Bill from Billing

HICAPS
Informaticn ﬁ
4% The HICAPS terminal returned the following message:
05
Medicare Claim Declined
Tyro

Medicare Easyclaim

CLAIM DECLINED. Print patient copy?

‘ YES (1) ‘ ‘ NO (2) ‘

Processing claim - please wait
Medicare Easyclaim request started

Cancel
Transaction

Tyro
i )
Information ﬁ
@B Medicare returned the following message:
- 4

Result: SYSTEM ERROR
Status: COMPLETE
Status Code; 9210

Description: [9210] Date of service must be no more than two years in the past
Total Benefit: 50.00
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&I Ppatient Transactions

Go to the Transactions tab on the patient’s file.

M, Patient - Christopher Ashley [=] = /=]
| General | Clinical Motes | Additional | Billing Detailsl Medicaref’D‘u’Al Transactions | Appointments * | *
Date Prac Debit Credit Owing |Description 2
#|E 12/05/2014 YR 362.25 50.00 Medicare Physiotherap) -
Item Reprint
|Medicare Easyclaim Fully Paid: 13/5/2014 10:51am - Complete
12/05/2014 YR 562.25 Payment Received 12/5 Delete kem
13/05/2014 YR 562,25 $62.25 Medicare Physiotherap| ™
13/05/2014 | YR $62.25 $0.00 Medicare Physiotherap
13/05/2014 YR 562.25 Payment Received 13/5
Write Off
- ,
[] Outstanding Transactions Only [] Show as Account
90+ Days 60 Days 30 Days Current Balance
50.00 50.00 50.00 $62.25 $62.25

Click on the plus + symbol next to a billed item to see details of the Medicare claim.

M, Patient - Christopher Ashley [=] = /=]
| General | Clinical Motes I Additional | Billing Detailsl Medicaref’D‘u’Al Transactions | Appointments * | *
gl
Date Prac Debit Credit Owing Description
12/05/2014 YR 362.25 50.00| Medicare Physiotherap -
Item Reprint
12/05/2014 YR 562.25 Payrment Received 12/Z
13/05/2014 | YR 562.25 $62.25| Medicare Physiotherap
b|  13/05/2014 YR 862.25 T " jotherap
12/05/2014 | YR ftem Reprint ved 1375
Delete Item
Edit Date of Entry 3 .
Medicare Easyclaim » Patient Claims
Bulk Bill
- ,
[] Outstanding Transactions Only [] Show as Account
90+ Days 60 Days 30 Days Current Balance
50,00 50.00 50.00 §62.25 §62.25

To submit an unclaimed item to Medicare, right-click on a billed item, select
Medicare Easyclaim, then Patient Claims or Bulk Bill.

Note: the Bulk Bill option is only available when no payment has been made.
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Viewing Previous Transactions

Select Medicare Easyclaim Claims from the System menu.

System | Reports  Window Help
% Login
Security

Audit Log

Health Funds

Standard Letters

Standard Messages 3
QOccupations

Patient Tracking Categories

Recall Types

GP i/ Referring Doctor Types

Clinical Motes Templates

Clinical Motes Types

Clinical Motes Conditions/Regions/Stages
Clinical Motes Quick Buttons

Cheques

Group Deposits

R Erye ML+ &S 4

Patient Event Types

i)
-V

Messages

HICAPS Transactions

LB

IMedicare Easyclaim Claims

Patient Booking Gateway Logins

EETPOS Refund

Group Email

Send SMS r
Contacts 3
Search Invoices

Cash Book Setup

Front Desk Office Messenger

Front Desk Word Processor

Calculator

Backup

BFEN B ® SH=EO

Restore from Backup

The following window will be displayed.

W, Medicare Easyclaim Claims =2 E=R|="|
Claim Type Claim Status Date Range

All ~ Al 12412000 | = o 1841/2000 |
Delete

Claim [0 =

ey | [ e

Feparts

49500875411 10002 1711201 .
= Fieprint

Process

‘@ '

All Medicare Easyclaim claims processed in the last week will be displayed. This list
can be filtered by Claim Type (e.g. Bulk Bill, Fully Paid, etc), and Date Range. Click
on the plus + symbol next to a claim for more details.
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ﬁ About MailChimp

MailChimp is an online email marketing solution to manage contacts, send emails
and track results.

Front Desk’s MailChimp integration allows you to upload your client list to MailChimp,
and keep it in sync with changes to Front Desk patient files. Front Desk also allows
you to produce subgroups of this list (called segments) by using the standard Front
Desk reports. The topics on this page should be used in conjunction

with MailChimp’s documentation.

The topics below assume you already have a MailChimp account, and some prior

knowledge of MailChimp.

ﬁ Create a List in MailChimp

Log in to your MailChimp account, select Lists, and click the Create List button.
A new list must be created that will contain only your Front Desk client list.

Create List

Enter the required details for your list, and click Save.

Lists
Create List

List details

List name

Front Desk Patient List

Default “from” email

frontdesk@smartsoft com.au

Default “from” name

Smartsoft

Your MailChimp list is now ready for you to upload your client list.




MAILCHIMP INTEGRATION

ﬁ Enable MailChimp Integration and Upload your Client List

First you must get your API key from MailChimp. Go to your account details, select
Extras, and APl keys.

Account
Smartsoft (Australia) Pty Ltd

Account settings ~ Billing ~ Extras ~ Integrations  Rewards ~

APl keys

If you don’t already have an API Key listed, click Create a Key. Otherwise, highlight
and copy your API Key.

Your API keys

APl keys provide full access to your MailChimp account, so keep them like a secret.
Tips on keeping APl keys safe

Mandrill APl Keys.

Created User Label APl Key QR Code

09 Dec 2014 12:13 pm none set QR

In Front Desk, go to the MailChimp tab in System Information. Tick Enable
MailChimp Integration and paste your MailChimp APl Key. Then click Connect to
MailChimp.

ﬂSystem Information E" [=] '@
|Medicare Online | SMS |Emai| | MailChimp |Advanced| ] [52
Settings
Close
[¥#] Enable MailChirnp Integration
API Key s

Connect te MailChimp]

Account Details

Account Name:
User Mame:
Email:

Exclude Archived Patients

Sync Last Sync: never




MAILCHIMP INTEGRATION

6 Enable MailChimp Integration and Upload your Client List

If successful, the following message will be displayed.

Information ot

'6' APl key (w3.0) is valid, Successfully connected to MailChimp.

OK

The details of your account will be displayed to you, along with your MailChimp lists.

If you have not yet created a list, please do so now.

By default, archived patients will be excluded from the MailChimp sync, but if you
want to include them, untick Exclude Archived Patients. Select your list, and click

Upload.
W, System Information o B [k
Medicare Online  SMS  Email ~ MailChimp  Advanced '
Setti
ngs Cloze
Enable MailChimp Integration
APl Key

Account Details
Account Mame: Smartsoft (Australia) Pty Ltd

Change Account

User Mame:
Email:
-
s
List Date Created Members
Front Desk List 201e-12-19 0
W

Exclude &rchived Patients

Upload Last Sync never Help

-
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ﬁ Enable MailChimp Integration and Upload your Client List

Click Yes to the confirmation message that will be displayed.

Confirm pod

You are about to upload your Front Desk patient list to MailChirmp for the first time,

This could take some time, Would you like to continue?

Yes Mo

If your client list is large, a progress window will be displayed, which can be cancelled
at any time. If you decide to cancel, the sync can be resumed later.

Once complete, the results of the sync will be displayed. This lists successful
additions, along with any errors that have occurred. Click Close.

M. MailChimp Upload Results X
Returned Email addresses
Show Status | All w
Email Status Description ~
SYNCHED Patient synched successfully
SYMNCHED Patient synched successfully
SYMNCHED Patient synched successfully
SYMNCHED Patient synched successfully
SYMNCHED Patient synched successfully
SYNCHED Patient synched successfully
SYMNCHED Patient synched successfully
SYNCHED Patient synched successfully
SYMNCHED Patient synched successfully
SYNCHED Patient synched successfully
" SYMNCHED Patient synched successfully
SYMNCHED Patient synched successfully
SYNCHED Patient synched successfully
SYMNCHED Patient synched successfully
SYNCHED Patient synched successfully
v
< >
Synchronised: 1225 Errors: 30 Close




MAILCHIMP INTEGRATION

6 Enable MailChimp Integration and Upload your Client List

Your list Members should have been updated to reflect your new list size. The Last
Sync date will also have been updated.

W, System Information | B [k
Medicare Online  SMS5 Email MailChimp  Advanced B
Setti
ngs Close
Enable MailChimp Integration
APl Key

Account Details
Account Mame: Smartsoft (Australia) Pty Ltd

Change Account

User Name:
Ermail:
.
+
List Date Created Members =
Front Desk List 201e-12-19 1234
W

Exclude Archived Patients

Sync Last Sync: 23 February 2017 3:08pm Help
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ﬁ Resolving Duplicate Email Addresses

MailChimp doesn’t allow more than one subscriber with the same email address, so
before each MailChimp sync Front Desk will check your clients for duplicate email
addresses. For each duplicate email address you must select a primary contact.

The primary contact will be the one whose details are included in the MailChimp
sync. These are the details that will be included in any MailChimp campaigns, should
you choose to personalise them by using list fields / merge tags. For example, if you
have several members of a family in your client list, all of whom share an email
address, one of those people will need to be selected before they will be synced to
MailChimp.

After clicking Upload or Sync, or before adding patients to a segment, you may see
the following message.

Warning >

There are unreschved duplicate email addresses in your patient data.
You will need to either rernowve the duplicate or nominate a primary contact for each group.

Do you want to fix this now?

Yes Mo

You will be presented with a list of any patients with duplicate email addresses. For
each one you can choose to do nothing (in which case they will not be uploaded to
MailChimp), or select a primary contact.




MAILCHIMP INTEGRATION

6 Resolving Duplicate Email Addresses

M. Email Duplicates - O X

—Email Duplicates
Each email address must have one person selected to be the main contact

jsmith@smartsoft.com.au (no primary contact specified)

(@ (do not add to MailChimp at this time]

(") Jane 5mith - File Mo: 1219 Practitioner. George Rogers - Hazelwood Park
(T) Jane Smith - File No: 1129 Practitioner: George Rogers - Hazelwood Park

Mote: Email addresses without a primary contact cannot be 0K
uploaded to MailChimp.

Cancel

If you need to change the primary contact for a patient you can do this using the
MailChimp button, situated next to the Email field on patient files which have a
duplicate email address.

M, Patient - Jane Smith = &

General | Clinical Notes | Additional | Billing Details | Medicare / DVA | Transactions | Quotations | 4 * | *

Full Name | Jane Smith % Receipt

Preferred B ————
Address 42 Avenue Road @ Bill m

Adelaide SA 5000 =
Payment Delete

Date of Bith 05/12/1985  |= Age 29 [ Miiling List
MailChirnp
Gender Fernale | - File No 44796 | [C] Archive
Phone Home Work
Mobile/5M5 Fax Mest Becal
Mo Next Recall
jsmith@smartsoft.com.au N‘;Ht Appointragnt O
. Mo Mext Appointrnent “
Practitioner  Dr Vanessa Thomas | - Last Appointment
Mon & Dec 2014 8:30 am
Fee Category Regular | - yesterday
90+ Days 60 Days 30 Days Current Balance

50.00 50.00 50,00 50.00 50.00 Help
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ﬁ Resolving Duplicate Email Addresses

Note: patients who haven’t been chosen to be the primary contact for their email
address can’t be unsubscribed from MailChimp. You must unsubscribe the primary
contact. The MailChimp checkbox on these patients will be unavailable.

6 Unsubscribing

Patients can unsubscribe themselves from your MailChimp list by clicking the
unsubscribe link in your email campaigns. Patients unsubscribed in this way cannot
be subscribed again using Front Desk.

You can choose to unsubscribe a patient by unticking the MailChimp checkbox on
the patient’s file. The patient will be removed from your MailChimp list at the next
sync. At any time you can resubscribe the patient by ticking the MailChimp checkbox
again.

Patients will be automatically unsubscribed from your list if they are deleted from
Front Desk. They will also be unsubscribed if you archive them, and you have
chosen to Exclude Archived Patients.




MAILCHIMP INTEGRATION

ﬁ Segments

A segment is a subgroup of your patient list. Segments can be used to target a
campaign at a particular section of your patients. Front Desk can create segments
easily using its standard reports.

Segments can be created and managed by clicking the MailChimp button on the
Recall Patient List, Active / Inactive Patients report, Birthday List, Patient
Referrals report, Patient List, and Events Report.

"W Recall Patient List = = )

Report Type
@ Patient List ) Mailing Labels Llose

Recall Period
[l By Date  From |15/12/2014

Preview

To 2112/2014 & =

Filter [¢ Export
Exclude Archived Patients

[] By Practice
(@ Practice Group test {=1 Email

Practitioner Dr Jonathan Pepper ﬁ SMS

[] By Recall Type

Appointrment

Mail Merge

=
=]
=

[] Patient Tracking

Help

If your list contains no segments you will be prompted to enter a New Segment
Name.

. Segment Name — O x
Mew Segment Mame oK
[Recall Patient List

Cancel

The MailChimp Segments window will be displayed. This contains all of your
segments. The number of selected patients is displayed at the top.
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@ Segments

MailChimp Segments >

1257 patient(s) selected.
Add these patients to a MailChimp list segment to target them in your campaign.
Select an existing segment, or create a new segment for this list

Segment Mame Members Date Created Last Update £z
23/02/20173:16 pm__ [23/02/2017 3:16 pm Add to Segment
Recall Patient List 730/23/02/2017 316 pm | 23/02/2017 3:16 pm
Patient List 0123/02/2017 3:13 pm 23/02,/2017 3:13 pm Mew Segment
Reset
Delete

The "Members” number isn't always updated immediately by MailChimp. It may not be accurate,

You can choose to add the selected patients to one of your current segments, or to
create a New Segment. Highlight the segment you wish to use, and click Add to
Segment. You will be asked to confirm before Front Desk continues.

Canfirm oo

Add 315 selected patient(s) to this segment? Front Desk will perform a MailChirmp sync first,

Yes MNo

When complete, Front Desk will display the following message.

Information pod

MailChimp segment update completed.

515 patients were successfully added to the segment.
0 errors occurred.

OK

If any errors occurred, which could happen if trying to add a patient who has been
unsubscribed from your list, Front Desk will display a summary of the failed email
addresses.
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6 Segments

You can also use the MailChimp Segments window to create a New Segment,
Reset (remove all of the patients from) a segment, or Delete a segment.

When creating your campaign on the MailChimp website, you can choose to send to
any of the segments created through Front Desk.

To which list shall we send?

@ Front Desk Patient List (880 recipients)

Send to entire list

@ Send to a saved segment

Recall Patient List E

Recall Patient List
Patient List

Vanessa's Patient List

Paste emails to build a segment
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FRONT DESK MESSENGER FOR I0OS / ANDROID

€ Setup Guide

You will find full instructions below on how to setup both your existing Front Desk
application and your iOS and Android devices to start using this feature.

Checking your Front Desk compatibility

You must be running Front Desk v17.0.5 or higher on your machines in order to
communicate with the iOS / Android application.

To check the version Front Desk you have installed, go to Help » About Front
Desk.

Front Desk”

Practice Management System

Version 17.0.4.0 |Data Version 14.0.5
S0L Server 2014 Express

Fully Registered (10 users)
Registered to: Smartsoft Clinic

If needed, Front Desk upgrades can be downloaded by logging into your account at:
www.smartsoft.com.au/support

Enabling the Global Messenger

Open Front Desk and select the Messenger tab from within System Information.

Select the Global option to be automatically assigned a channel.

rﬂ System Information E [=] @ﬁ

Metwork Backup Messenger  Shs Ermail  MailChimp  Adwva * | *

Messenger Suto Cormplete

Beplace: ifith: Llose

| Sdd

npr Mext patient in room A

psrm Please see me when free Delete
v

Messenger Settings

Run Front Desk Office Messenger on Startup
(Multi-user Environment Only)

Messenger Mode
(® Local {local netwark anlyl
I () Global {local and rermote netaorks, mobile devices) I

Local Channel

Authorized 0% Android Users

Messenger for iQS Messenger for Sndroid Help



http://www.smartsoft.com.au/support

FRONT DESK MESSENGER FOR I0OS / ANDROID

&8 Setup Guide

You will receive a prompt to confirm that the new communication channel has been
successfully authorised.

Systern Information | = |! =l !| £3 |
Metwork Backup Messenger Sp3 Ernail  MailChimp  Adwva * | ¢
~Messenger Suto Cormplete

Beplace: Wfith: Llose
Lidd
npr Mext patient in roorm -
p3rm Flease see me when free Delete
W
Information >

'ﬂ A new communication channel has been successfully authorised.

CoeaT T T

& Global Channel has not been authorized
Authorised 1035 £ SAndroid Wsers

Pessenger for iQs bessenger for Android Help

Both Front Desk and the Front Desk Messenger will need to be restarted across all
machines before this change will take effect.

If needed the Messenger can be closed manually from the icon tray in Windows.

w T [
P 8 &
Front Desk Office Messenger
| Edt
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$€ Setup Guide
Adding Authorised iOS / Android Users

From the Messenger tab of System Information, select the Authorised iOS /
Android Users button.

’gﬁystemlnfmmaﬁun = | =l |ﬁﬁ

Messenger HICAPS/EFTPOS SMS Email  MailChimp Advan *  *

—Messenger Auto Complete

Replace: With: Close
Add
npr Mext patient in room ﬁ
psrm Pleaze see me when free Delete
W

—Messenger Settings

Run Front Desk Office Messenger on Startup
(Multi-user Envirenment Only)

—Messenger Mode
() Local (local network only)

(®) Global (local and remote networks, mobile devices)
Local Channe 1

Global Channel has been authorised

Authorised 105 / Android Users

Messenger for 105 IMessenger for Android Help

Click Add User to create a set of login details for each mobile app user. These
details will be used to sign into the iOS / Android app.

Important:

The Display Name should be the same name as the Front Desk user login. This will
allow you to receive your messages on your desktop and iOS / Android device at the
same time.

For this functionality to work each staff member is required to have their own Front

Desk user name, which is also considered best practice for security and auditing
purposes.

Add Front Desk Messenger User

oK

User name Iul Display Mame |Tim

Email Address |[timothy@smartsoft.com.au

Password |""‘""""1

Cancel
Password

|| Cancel |
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£ Installing the iOS / Android App

iOS devices
On your iPhone or iPad, open the App Store and search for Front Desk Messenger.
Select Get to download and install.

Android devices

On your Android mobile or tablet, open the Google Play Store and search for Front
Desk Messenger.

Open the Front Desk Messenger within the store and click Install.

iOS App Store Google Play

eeeco Telstra = ¢ 1:48 PM O 74% W) Ne® T il B 8:35am

Q

Q. front desk messenger [ ]

1 Front Desk Messenger *GET
1 Smartsoft (Australia) Pty Ltd

22 All Users

Front Desk Messenger
Smartsoft (Australia) Pty Ltd

INSTALL

& Adam

20 Andrew

& Nathan

& Renee

2 Steven

g Tim

.57 AM From Steven io A Users

Nathan what do you want
me to charge Mary?

259 AM From Nathan to All fsevs

Initial consult

259 AN From Steven i Alf Users

Okay

~ Business Similar

Android messaging application for Front
Desk - Practice Management System

READ MORE

Front Desk Messenger

w B © Q O

Featured Top Charts Explore Search Updates
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5 Using the Front Desk Messenger on iOS / Android
Open the Front Desk Messenger on your iOS / Android device.
Using the credentials created in Step 3, you can now login to the mobile app.

eeee0 Telstra = 10:24 AM © f 84% EE) N®©® & .l T 12:48pm

Email Address

timothy@smartsoft.com.au

Password
I timothy@smartsoft.com.au
Log In Password

iPhone Edition sesenese

1 23 4/5 6/7 8 9 0

Success! You are now ready to use the Front Desk Messenger on your iOS /
Android device.

The mobile apps replicate the behaviour of the Front Desk Messenger for Windows.
Simply select All Users or specific users on the left-hand side, then type a message
to send.

Additional information you need to know:

o For any Front Desk Messenger client to be able to see an iOS / Android device for
the first time, the device needs Front Desk Messenger open on-screen at the same
time as the desktop application. This only needs to be completed on this first
occasion.

e Emoji support is not currently present in the desktop version of Front Desk
Messenger. If you send an emoji, it will appear as random characters on a desktop
computer. We are looking at addressing this at some stage in the future. Emoji are
supported on the iOS / Android versions.
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About WorkCover Queensland Invoicing

WorkCover Queensland

Through collaboration between Smartsoft and WorkCover Queensland, a business
to business (B2B) online invoicing process has been developed for medical and
allied health practitioners to bill WorkCover Queensland directly through Front Desk.

Benefits in using this functionality include:

Secure transmission of invoicing information from your practice directly to
WorkCover;

All sent invoices are available to be viewed through your WorkCover provider
online account in the Send/History information;

You can use your WorkCover provider online account to track what stage
your invoice is at with up to the minute information on the progress through
WorkCover’s claim system;

Quicker turnaround times for processing as your B2B invoice is prioritised and
invoice data no longer has to be entered manually by WorkCover.

Daily disbursements are available so that once the invoice is approved your
payment will be disbursed each night.

A WorkCover account is required to use this feature. To request an account please
send an email with your practice details to providers.providers@workcovergld.com.au
(include reference to ‘B2B’ in the subject line) to obtain a B2B username/password
which you can then add into Front Desk 2018.



mailto:providers.providers@workcoverqld.com.au

WORKCOVER QUEENSLAND INVOICING

Configuration

WorkCover Queensland electronic invoicing can be enabled on the Health Fund /
EFTPOS / Medicare tab on the Advanced tab in System Information.

You will only need to check the WorkCover Queensland Invoicing tick box. Leave
any existing settings unchanged.

4 System Information =] = x|

| Backup I Messenger | SMS | Email | MailChimp | Advanced <

Advanced | Health Fund F EFTPOS / Medicare

~Terminal Type
® None () HICAPS ) Tyro

Health Fund Claiming

EFTPOS Integration Please retain

Medicare Easyclaim Integration any existing
[ | HICAPS Reports settings on
[] Tyro HealthPoint Reports thiz window

Terminal is Multi-merchant

Terminal (D

—Medicare / DVA
[ ] Accept Medicare / DVA Payments
[] Medicare / DVA Online Claiming
[ ] Medicare / DVA Reports Only

[ | NZ ACC Export

[+ WorkCover Queensland Invoicing
Help

After making this change, you will be asked to restart Front Desk 2018.

@ You will need to restart Front Desk for these changes to take effect.

oK

After a restart, there will be a new WorkCover Queensland tab in System
Information.
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Configuration

B System Information == 3

WorkCover Queensiand |SMS | Email | MailChimp | Advanced | | <2

Close
WorkCover Queensland URL |https://ols.warkcovergld, \—I
Certificate Location C\Program Files (xSE)'D

Details provided te you by WeorkCover Queensland

User Name

Password

Account Name

Account Mumber

[] Test Mode

On this page you can enter your User Name, Password, Account Name, and Account
Number, all of which will be provided to you by WorkCover Queensland upon
request.

This initial setup process will need to be replicated on all machines running Front
Desk 2018 that are required to send WorkCover Queensland invoices.

Practice Groups with a custom Australian Business Number

Further, if the respective practitioner is a part of a practice group that has a custom
ABN listed, the WorkCover Queensland Account Name and Account Number will
need to be replicated on the WorkCover Queensland tab of the practice group as
below:

Members | Appointrent Book | WorkCover Queensland

Account Mame Account Name

Account Number Account Number

PAGE 185 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM




WORKCOVER QUEENSLAND INVOICING

Transmitting Invoices to WorkCover Queensland

Invoices are generated and transmitted to WorkCover Queensland via the patient’s
Transactions tab. Click Invoices to display the Invoices window.

'3 Patient - Mr Timothy Watson =6
| General | Additional | Billing Details | Medicare / DVA | Transaction: | Appoi | Events [ Note < [ »
Account | Primary |L|
Date Prac Debit Credit Owing Description ~ e —
01/06/2015 |George. 530,00 §30,00|Standard Physiotherapy
P| |01/06/2015 | George $30.00 5§30.00| Standard Physiotherapny Delete ltem
Edit ltem
=
Trans. Log
v
an :
[w] Outstanding Transactions Only [] Show as Account
~Primary [
90+ Days 60 Days 30 Days Current Balance
50.00 50.00 50.00 $60.00 §60.00

Select your Invoice Type, and click the WorkCover QLD button.

Invoice Type
O Uninvoiced items
(®) By date of transaction | Include items that have been paid

From |25/05/2015|w To (31/05/2015| v

) Past invoices || Show invoices with nil balances

() Select items to appear on invoice Select |

[ Include Batch No |
[w] Show payments on invoice

[_] Hide reduction transactions

Filter
[_] By Practice

® Practice Group |George Rogers

Practitioner | George Rogers

If successful, you will see the following message.

@ Invoice was successfully submitted to WorkCover Queensland

OK

If the invoice submission fails, an error message will be displayed to the user.
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Viewing WorkCover Queensland Invoices

To view details of past invoices, select WorkCover Queensland Invoices from the
System menu.

B, Wk rver Chumernalandd Bvegices ==

Irevgice Sewtu e Fangs Choie |
Spal Sulcelully  ® BOEAS = to GROSIILE |w

Skabun levcicn ID Submitted Patiant Mama

SR 1SS DAATRTNS RS  Glgn Clark
Irretice M Ivimie Date Totd Astsint Tostal G5T  Aocsiint Mt At Musnler AEM
.:I.i"BW L f Uk 526500 50U Smartioft (Auttaaka) P PROOO00004 EAO0EI 1055
Sanvice Cute Bam Code Descripton amosrd  GAT Clsm Mo Clsmsnt b [
OIS NG Suasdaid Phyieotheram 584.00 man Algn Clari L0
rellr b Seerdard Pheeothansg .M o te] Adlgr Clark L

4 Sugcest LA TS DAY W foka Sevath
i | fuccesy L3 JUOLTIS B0:5L by Larey Fowas

From this window you can view a history of submitted invoices. Clicking the + symbol
next to an invoice allows the user to see invoice details.

By default, only successful invoices are shown. Drop down the Invoice Status option
to view All invoices, or only Failed invoices.

L

|nvoice Status

Sent Successfully w
All N

\
Failed
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