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FOREWORD

Dear Front Desk User

Thank you for choosing Front Desk - Practice Management System and Smartsoft for
your practice management software and support.

At Smartsoft we understand the importance of your new practice management
system in the running of your practice. That's why we are committed to providing you
with the highest quality software and support to help make your job easier.

By investing in Front Desk you have taken the first step towards improving the
management of your practice. With efficient patient processing, greater
communication, better record keeping and accessible practice reporting, you can
now spend less time managing your practice and have more time for your patients
and yourself.

Developed in consultation with the Allied Health industry, Front Desk is constantly
evolving to meet your practice management needs. Our ongoing success is only
possible with your support, so please do not hesitate to contact us should you have
any feedback regarding our software or support.

We look forward to our long term professional relationship.

Yours faithfully

A7

Tony Taddeo
Managing Director
Smartsoft Pty Ltd
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INSTALLING FRONT DESK 2018

Main Licence Installation

To install the Front Desk 2018 - Practice Management System you will require the
Front Desk 2018 CD, which will be supplied by Smartsoft Pty Ltd.

Insert the Front Desk Installation CD into your CD-ROM. The dialog below will
appear on your screen.

Front Desk 2017 - Practice Management System Installer

™ Front Desk’

Practice Management System
Demo Version

Full Version

Network Client Version

Web Appointment Book

DEMO VERSION
Manual
FULL VERSION
Upgrades
NETWORK CLIENT VERSION

© Smartsoft (Australia) Pty Ltd 1996-2017
107 Flinders Street, Adelaide A 5000

WEB APPOINTMENT BOOK
— Free Call (Australia) 1800 18 18 20
International +61 8 8361 2666
Free Fax (Australia) 1800 18 18 30

WANUAL

)

smartsoft

UPGRADES

International Fax +61 2 8008 5205

Please note: If the screen above does not appear, you will need to open the Front
Desk Installation CD manually. To do this, open My Computer or This PC, a screen
will appear as shown below. Double click on the CD-ROM drive labelled Smartsoft.

& Downloads
%l Recent Places
a
4 Libraries
3 Documents
J? Music

’ DVD RW Drive (D

(o] 2 ]
\_/\_/‘ |A" » Computer » - |~$, || Search Computer ,Dl
File Edit View Tools Help
Qrganize ~ AutoPlay Eject Burn to disc Properties System properties  » j; ~ [ @'
¢ Favorites — 4 Hard Disk Drives (1) =
B Desktop ‘2 Local Disk (C:)

m

48.6 GB free of 144 GB

Devices with Removable Storage (2)

p :y Floppy Disk Drive (A1)

;) Smartsoft Space free: 0 bytes
Total size: 642 MB

DVD RW Drive (D:) Smartsoft
0 bytes free of 642 MB
CDFS

File system: CDFS

Select Full Ve
2018 Installat

rsion from the left hand side menu and then select the Front Desk
ion option.

Front Desk 2017 - Practice Management System Installer

MENU

DEMO VERSION

FULL VERSION

Front Desk 2017 Installation

MNETVWORK CLIENT WERSION
WEB APPOINTMENT BOOK

MANUAL

UPGRADES

[ < |
Front Desk”

Practice Management System

Front Desk 2017 Installation

@ Smartsoft (Ausiralia) Pty Ltd 1886-2017
107 Flinders Street, Adelaide SA 5000

N

Smartsoft

Free Call (Australia) 1800 18 18 20
International +61 & 8361 2666

Free Fax (Australia) 1800 18 18 30
International Fax +61 2 8006 5205

The Front Desk - Practice Management System (Full Version) will now begin to install.

Congratulations, you have successfully installed Front Desk 2018.

PAGE 8 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM




INSTALLING FRONT DESK 2018

Network Licence Installation

Front Desk - Practice Management System can be used in a multi-user environment
on an office computer network. Additional network licences are required for this type
of installation. The Network Client Version should be installed on the second and
subsequent computers.

Insert the Front Desk Installation CD into your CD-ROM. Select Network
Client Version from the left hand side menu and then select Front Desk 2018
Network Installation.

Front Desk 2017 - Practice Management System Installer n

MENU

o | Front Desk”

Practice Management System

FULL VERSION
Front Desk 2017 Network Installation

Network Setup Utilit

NETWORK CLIENT VERSION

Front Desk 2017 Network
Installation

Network Setup Utility

@ Smartsoft (Australia) Pty Ltd 1896-2017

WEB APPOINTMENT BOOK 107 Flinclers Street, Adelaide SA 5000
Free Call (Australia) 1800 18 18 20 » s
MANUAL International +51 8 8361 2666 t -~ 4
Free Fax (Australia) 1800 18 18 30 S | |a r %() | l

\UPCRADES International Fax +61 2 8006 5205

This will install the network version of Front Desk 2018.

When the installation is complete, the following Network Setup Utility dialog will
appear.

Frant Desk - Metwork Setup Utility ]

Connect to
() Local Database

@ Metwork Database SERVER| Cancel

Test

i

[ Advanced Settings

To use a database on this computer, select the Local Database option.

If your database is on another computer, select Network Database. Type the name
or IP address of the database server.

Once you have selected the database location click Test to check your database
connection.

To access the network setup utility at a later stage, select the Network Setup Utility
option from the Network Client Version section on the CD.

Congratulations, you have successfully installed the network version of Front
Desk 2018.




SETTING UP FRONT DESK 2018

Now that the operating system settings are correct and Front Desk 2018 has been
installed we can proceed with customising the system to suit your clinic
requirements.

Customising Front Desk 2018 involves the following main areas:

v Starting Front Desk 2018 for the first time
v' System Information

v' ltem Codes

v Practitioners

Starting Front Desk 2018 for the First Time

Installation of the Front Desk 2018 - Practice Management System introduces a new
icon to your desktop.

="
H %
Front Desk

2017

Installation also inserts Front Desk 2018 onto the Windows start menu. This can be
found selecting the Start button, then navigating to the Smartsoft folder in the
Programs list.

. Smartsoft
Booking Gateway Web Setup
Front Desk 2017 Practice Manag...
Front Desk Office Messenger

Front Desk Registration

Front Desk Web Setup

To open Front Desk 2018 either double click the Front Desk desktop icon or use the
start menu to select Front Desk 2018 - Practice Management System as above.

A login screen will be presented.

Front Desk Login

User name Admin |v

Password

The default password is Admin. Click OK or use the Enter key to continue. Note
that passwords in Front Desk are not case sensitive.




SETTING UP FRONT DESK 2018

System Information

Select System Information from the Toolbar

File System Reports Window Help

Al sMhaes AGL0dEB ¢ 202AFE B e 0@

or from the File menu

File | System Repors Window Help

E| Appointment Book Ctrl+A
&4 Patient Ctrl+P
[ Practitioner Queue
@ Zash Book
2 Practitioners
4 tem Codes b
GP / Medical Referrers
(5] System Information

Patient Booking Gateway Configuration
i Printer Setup
B Exit

System Information

Front Desk 2018 - Tip

Front Desk 2018 is designed to be flexible and easy to use. Often there is more than
one way of performing the same function. Use the method that best suits you.




SETTING UP FRONT DESK 2018

System Information - Clinic Information

The following System Information dialog will be presented.

ES},ﬂstemInformation EI =

| Clinic Information | GsT iGroups-E-StandardAccounts E.Practice Ll
Narme Srmartsoft Clinic
107 Flinders Street

Adelaide 54 5000

Import Name File
Address

Phone 18001818 20 Fax 180013 18 20

SO, State 54 |.

[[]Use Graphic Header Import | [ Clear

Help .

To enter the clinic details, users need to request a name file from Smartsoft. This
can be done by clicking Import.

The following dialog will appear. If you have received your Smartsoft name file click
Import, otherwise click Request to request a name file.

Impaort or request Smartsoft name file [&J

If you do not already have a Smartsoft name file click "Request” to request one online,

[ Import ] [Eequest] [ Cancel ]

e

Enter the clinic’s Phone, Fax and A.C.N. number and select your state from the
drop-down menu, this setting is important when searching for suburbs while entering
addresses.

Front Desk 2018 - Tip

To move to the next field in a Front Desk 2018 window, simply use the <TAB> key
on the keyboard.




SETTING UP FRONT DESK 2018

System Information - Clinic Information

A graphic header including a practice logo can be used in the practice header on
receipts, accounts, payment, quotations, appointment schedules, statements and
invoices.

Users wishing to use this functionality will need to submit an image in an Adobe
lllustrator® (CS3 compatible), EPS, PDF® or EMF (Enhanced Metafile) format of less
than 2000KB in size and with a width/height ratio of 3:1. Smartsoft will then provide
you a logo file for you to import into Front Desk 2018.

'n‘ Systern Information EE@F

Close
Mame Sartsoft Clinic
Irmport
Address 107 Flinders Street

Adelaide 38 5000

Phaone 180018 18 20 Fax 180018 18 20
AT, State Si |~
— , e Select Use Graphic Header
[ Use Graphic Header Import [€ et ] then click Import
P Smartsoft Clinic

107 Flinders Street Adelaide 34 5000

Telephone: 180018 18 20 Facsimile: 1280018 18 30
Email: infod@smartsoft.comaau Web: www.smartsoft.com.au

When you click the Import button the following message will appear.

Impaort or request Smartsoft logo file [&J

If you do not already have a Smartsoft logo file click "Request” to request one online.

[ Import ] [ﬁequest] [ Cancel ]

e

Click Request to upload a suitable file to Smartsoft. If the practice has already
received a logo file from Smartsoft click Import.

An example of a graphic header can be found on the next page.




SETTING UP FRONT DESK 2018

System Information - Clinic Information

Robert Jones » Smartsoft Clinic

107 Flinders Street Adelaide SA 5000
Provider No. 123456AF

Telephone: 1800 18 1820 Facsimlle: 1800 18 18 30
Email: info@smartsoft.com.au  Web: www.smartsoft.com.au

Mr Justin Smith Medicare No: 4950-08754-1 1
100 The Parade

Norwood SA 5067

Printed: 23-May-2013

RECEIPT(Tax Invoice)
ABN 12 345 678 910

Date Item Description GST Payment Fee

23/05/2013  ABO1 Standard Consultation $68.00
Payment Received 23/5/2013 $68.00

23/05/2013  PQO7 Lumbar Support 1 $48.95
Payment Received 23/5/2013 $48.95

1 ABN: 12 345 678 910 GST Total: $4.45

Cash $116.95
If less than 24hrs notice is given when cancelling, a fee will apply.

Total Amount Outstanding $59.90 Paid $116.95 Billed $116.95




SETTING UP FRONT DESK 2018

System Information - Clinic Information

You can close a window in Front Desk 2018 by either clicking the Close button or
clicking the X in the top right of the window.

rC-::unﬁrTn [ﬂ_hr

L

When closing a window that contains changed data, a Confirm dialog will appear
prompting for confirmation to save changes.

Click Yes to save changes or No to cancel.




SETTING UP FRONT DESK 2018

System Information - GST

Select the GST tab from the System Information window.

To display GST when billing and receipting, select Display GST options when
billing.

J&, System Information o @ [

| Clinic Infermation | G5T | Practice Groups | Standard Accounts | Btk

Close

Display G5T options when billing
G5T Rate | 10.0 %
ABM 12345678910

The current GST figure is displayed in the GST Rate field. If you require a GST rate
other than the one shown in this field, please contact Smartsoft for assistance.

Enter your Australian Business Number into the ABN field.

Receipt

Mame hdr John Smith

Account Primary

Date 14/01/2016 |
Practitioner Susan Everrett - Adelaide |v
Item Code P10 |»  <Bll Schedules> |+
Description  Large Pillow »
e Include GST option will be

Fee 330551 :1(':_“ GSPTCI iR visible if selected
Reduction $0.00 : llcare

Ernail
et Fee $38.50 Print

(018 ll Cancel ‘ | Help




SETTING UP FRONT DESK 2018

System Information - Practice Groups

Select the Groups tab from the System Information window.

’* Systern Information EI m=l @

| Clinic Infarmation I G5T | Graups |Standard Accounts | Practice L 4 *

-

Practice Groups | Reporting Grl:nups| T

Description <

Adelaide

Edit

o
o

Delete

m

1

Help

Practice Groups allows users to group one or more practitioners within a practice.
Practice Groups can then be used to produce group-based reports, use custom
account headers and special GST options, as well as use custom Appointment Book
time settings for members within a group.

The simplest configuration is one Practice Group with all practitioners in that group.

To create a new practice group, click the Add button.

PAGE 17 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM
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(2] System Information - Practice Groups (Banking)

The New Practice Group dialog will be displayed.

Mew Practice Group

Banking Header GST  Account Messages Members Appoir * | *

Practice Group Mame Close

|Frur1t Desk Clinic

Include Credit Cards on Banking Sheet | Advanced
Include Cash on Banking Sheet
Include Cheques on Banking Sheet

Bank Account  Direct Deposit BPAY

Acc, Name|Smartsoft (Australia) Pty Ltd
BSB 123456
Acc. No.  |121234345656

[m] Use Practice Group Direct Deposit/BPAY Details Help

Enter the name of the practice group in the Practice Group Name field.

Select the appropriate options to include on your banking sheets. If the practice
group accepts EFTPOS payments, credit cards should not be included. Enter the
clinic’'s account name (Acc. Name), bank branch number (BSB) and account number
(Acc. No.).

If the Practice Group is to use different Direct Deposit and BPAY details than the
clinic, select Use Practice Group Direct Deposit/BPAY Details and enter the
details to be used by this practice group in the Bank Account, Direct Deposit and
BPay tabs.

To include specific credit cards on the banking sheet, click the Advanced button and
select which credit cards should appear.

Cards on Banking Sheet X

] VISA
Master Card
[] American Express

[ ] Diners
[ ] Other

Cancel
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[£] System Information - Practice Groups (Header)

Select the Header tab from the New Practice Group dialog.

Mew Practice Group
Banking Header GST Account Messages  Members  Appoir * | ¥
. : Close
Use a Custom Header for this Practice Group
Mame |FrnntDeskCIinic Import
Address |PO Box 500
Burnside 54 5066
Phone [1800181820 | Fax 1800181820
ACN. | |
[ Use Graphic Header Import | | Clear
Help

Only check the Use a Custom Header for this Practice Group option if the practice
group requires their own custom header details to be displayed on invoices, accounts
and receipts, which differ from the details on the Clinic Information tab.

To be able to enter the practice group details, users need to request a name file from
Smartsoft.

This can be done by clicking Import.

The following dialog will appear. If you have received your Smartsoft name file click
Import, otherwise click Request to request a name file.

Import or request Smartsoft name file >

/'. 3 ."\
| |
k. *

If you do not already have a Srmartsoft name file click "Request” to request one online.

Request Cancel

Enter the clinic’s Phone, Fax and A.C.N. number.
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System Information - Practice Groups (Header)

A graphic header image including a practice logo can be used in the practice group
header on receipts, accounts, payment, quotations, appointment schedules,
statements and invoices.

Users wishing to use this functionality will need to submit an image in an Adobe
lllustrator® (CS3 compatible), PDF or EMF (Enhanced Metafile) format of less than
2000KB in size and with a width/height ratio of 3:1 or less.

Smartsoft will then provide a logo file to be imported into Front Desk 2018.

Mew Practice Group
Banking Header GST Account Messages  Members  Appoir * | ¢
Use a Custom Header for this Practice Group Llose
Mame |Fr|:|ntDeskC|inic Import
Address  |PO Box 500
Burnside 54 5066
Phone (1800181820  |Fax (1800181820 |
ACN. | |
[+] Use Graphic Header Clear
Help

When you click the Import button the following message will appear.

Import or request Smartsoft loge file >

Iel If you do not already have a Smartsoft loge file click "Request” to request one online,
&7

Request Cancel

Click Request to upload a suitable file to Smartsoft. If the practice has already
received a logo file from Smartsoft click Import.
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System Information - Practice Groups (GST)

Select the GST tab from the New Practice Group dialog.

Mew Practice Group
Banking Header G5T Account Messages  Members  Appoir * | ¥
Close
[+] Use Practice Group AEM —
ABN  [987654321 |
[1Include GST by Default
Help

If the practice group has an ABN which differs from the Clinic ABN, select the Use
Practice Group ABN option and enter the number into the ABN field.

Select Include GST by Default if all items billed by this practice group should
include GST by default. Generally, this should not be selected for most practices as
billed items generally do not include GST. This may however be useful for health
providers that are not exempt from GST such as massage therapists.
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System Information - Practice Groups (Account Messages)

Select the Account Messages tab from the New Practice Group dialog.

Mew Practice Group
G5T Account Messages  Members Appointment Book ek

Invoice/Receipt  Statements  Other Clise

Receipt Message

|Thank}r|:|u for your payment. |

Invoice Message

|F'Iease pay within 14 days. |

Payment Message

|Thar1k3,r|:|u for your payment. |

Remittance Message

|F'Iease pay within 30 days. |

Help

The account messages entered will be used for print-outs associated only with this
practice group.

Messages can be automatically printed at the bottom of the following print outs:

= Receipts

= [nvoices

= Payments

= Statements

» Appointment schedules
= Quotations

Select the appropriate tab and enter the message into the corresponding field.
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System Information - Practice Groups (Members)

Select the Members tab from the New Practice Group dialog.

Edit Practice Group
Banking Header GST Account Messages Members  Appoir * | *
] Close
Mame L
gPeterBrown
W
Help

The members of the practice group are displayed. A practitioner nominates his or
her practice group within their own practitioner file, as shown below. This will be
covered at a later stage.

* Practiticner - Peter Brown E: [=] =

General  Provider Mumbers Default ltems  Appointment Book  Reminders | 4 | *

o

Mame |Peter Brown | Llose
Title | Podiatrist | Search
Qualifications  |B App. Sc. (Podiatry) | Hew
Practice/Location | | S

Short Description ] Archive

Email |peter@5martsoft.cum.au

g Practice Group
N nominated in each
practitioner’s file

Practice Group |Fr0nt Desk Clinic ~

rDefault Email Templates

Receipts <Mo Default Email Template> |~
Invoices <Mo Default Ernail Template> |~
Statermnents <Mo Default Email Template> |~

Help

PAGE 23 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM
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System Information - Practice Groups (Appointment Book)

Select the Appointment Book tab from the New Practice Group dialog.

Mew Practice Group

GST Account Messages  Members Appointment Book A

Close
[+*] Override Appointment Book Times —

Tirme Interval |15 Minutes w |
Appointment Start Time |D?:DD am e |
Appointment End Time |D?:3D pm w |

Show Titles in Appointrment Book

Please Mote:

By selecting to override the appointment book
times this practice group will no longer appear in
the 'All Practice Groups' or "All Practitioners' tab
in the appointment book.

Help

This section allows you to customise the appointment book time intervals for specific
practice groups.

Select the Override Appointment Book Times option and set the appropriate times
for this practice group, if different to the main practice setup.

Show Titles in Appointment Book gives you the option of showing the patient’s title
in the appointment book, for example, Mr, Mrs, Ms. Unchecking this option can
reduce the size required for the columns in your Appointment Book.

Front Desk 2018 - Note

If the Override Appointment Book Times option is selected for a practice group,
that practice group will no longer appear on the All Practice Groups tab or the All
Practitioners tab at the bottom of the appointment book as the appointment intervals
for this practice group will differ from the main appointment book.
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[£] System Information — Reporting Groups

Select the Reporting Groups tab.

E Systern Information EIE@

| Clinic Informatian ! GST | Groups |Standard Accounts | Practice L| * | *
[Practi Reporting G
I_Practlce Graups | Reporting roups [ Glpn

Mame - Add

Y ——

Edit

KT

[T] Shows archived Reporting Groups

Reporting Groups allow users to group one or more practitioners for reporting
purposes. This does not affect the use of Practice Groups.

To create a new reporting group, click the Add button.

Add Reporting Group

Mame  Hazelwood Park £

Aivailable Practitioners Practitioners in this Reparting Group

Practitioner Practice Group 5 Practitioner Practice Group | [ archive
Anne Smith - Norwood Morwood Anne Smith - Hazelwood Park Hazelwood Park B

Jane Cormwvay - Dubwich Dulwich Dale Gribble - Hazelwood Park Hazelwood Park

Robert lones - Dulwich Duhiich George Rogers - Hazelwood Park  Hazelwood Park L

Susan Ewerrett - Adelaide Adelaide Hal Jordan - Hazelwood Park Hazelwood Park 3

Susan Ewerrett - Dulwich Dulwich Heather Browen - Hazehwood Park  Hazelwood Park

Trewor Phillips - Hazelwood Park  Adelaide Jane Cormwvay - Hazelwood Park  Hazelwood Park

Robert Jones - Hazelwood Park Hazelwood Park

) ) ) B

Show Practice Group  «<<ALL>> |v -

Enter the Name of the reporting group being created.

Using the arrows in the middle of the dialog, move the practitioners you want in the
Reporting Group to the right.

To make this process easier, the Available Practitioners list can be filtered by
Practice Group in the bottom left of the dialog.

Click OK to save the Reporting Group.
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(2] System Information - Standard Accounts

Select the Standard Accounts tab from the System Information dialog.

.-

J&, System Information ERES |&|‘

Standard Accounts  Fee Categories Account Messages Defaults 4| *

Primary Account  Accounts Close

Print on Accounts

(] Claim / Injury details

[ Hospital / Facility details
[]Medicare Number

[ ]Health Fund MNumber

] Pension Mumber

[ ] DWA Mumber

[ ] Referring Doctor

[ ] Date of Birth

[ ]Don't Print Patient Name
[ Don't Print Mext Appointment

Update

Help

Under the Primary Account tab, set the Print on Accounts options for the default
Primary account.

To update these options in all existing patient files, click Update.

Confirm .4

'6' Update all Prirnary Accounts to use these options?
&7

Yes Mo

Click Yes to confirm the update, or No to cancel.
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(2] System Information - Standard Accounts

Select the Accounts tab.

W, system Information EI’ = '
Standard Accounts ‘ Fee Categaries IAccnunt hessages I Defaults l U
i 1 Accounts_‘
]_PrlmaryAchuntJl
Account Mame Auta =
Ld[orkcover n
3
=

Standard Accounts allows users to create pre-set billing accounts which may be
used on a regular basis. Once created the accounts will be available under the
Billing Details tab of the patient file.

To create a Standard Account click Add.

R New Standard Account l&]
Account Name ~ DVA
Billing Details
Bill to third party () Individual @ Linked
MName Department of Veterans Affairs E]
Address PO Box 100

Adelaide SA 5000

Home Ph Work Ph
Print on Accounts Other Automatically creates
Claim / Injury details Auto-create tients €€
[ Hospital / Facility detals ) Auto-create for new patients € .the Standard. Acclount
[ Medicare Mumber in all new patlent files

[] Health Fund Number

[ Pension Mumber

[¥] DVA Number

[/] Referring Doctor

Date Of Birth

|| Den't Print Patient Mame

Enter an Account Name which describes the billing account.

Select Bill to third party to enter a third party biller under either the Individual or
Linked option.

Select the desired Print on Accounts options to be enabled when using this billing
account.

Click Auto-create for new patients to have this billing account automatically added
when creating new patient files.Setting Up Front Desk 2018
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(2] System Information - Practice Locations

Select the Practice Locations tab from the System Information dialog.

Please note this tab is only available when Multiple Locations has been enabled
from the Advanced tab of System Information.

* System Information

(=] & s

| Standard Ar_count5| Practice Locations | Fee Categories | Account My 1| ¢

Adelaide

Description

Your Location

cl
Code Medicare Location = EJ

Morth Adelaide
Barossa Valley

MA
BY

Edit
Delete

m

-

| ]

Enabling Multiple Locations allows users to setup individual locations, which can
then be used in reporting to filter the results based on the set location.

Once enabled each computer running Front Desk connecting to the database must
be set with a location under Your Location. This will then begin tracking
transactions that are entered through that computer as being from the set location.

Click Add to create a new location.

.
Mew Location

o |

Lecation

Mame

Code

Location ID

Certificate ID

Sydney
SYD

Medicare Location Details

o]
Cancel

Enter the location Name and the Code to be used.

If this location requires Medicare Location Details which are unique to that
particular location, enter the required Location ID and Certificate ID.

Click OK to complete the location.
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System Information - Fee Categories

Select the Fee Categories tab from the System Information dialog.

. MNocCharge

Rﬁystemlnformation |E| = @
GST Practice Groups | Standard Accounts | Fee Categories | Acco) 4 | *
Fee Categories  Include GST Payon  Gap | Close |
by default  Billing  Only
1. Standard 7 i
2. Concession 7
3. Workcover 7 7
4. Medicare =
5. DvA
6. VIP v
7
8.
9.

ail
12.

Hep |

Enter the different fee categories for your practice.

Please note that fee categories are not item codes such as initial consultation
or subsequent consultation, they are patient categories that may be billed
different amounts for the same item or require a different code for the same
item. Do not enter your item codes in Fee Categories. Item codes will be
entered in another section of the system.

Each patient within Front Desk 2018 needs to be associated with a Fee Category.
For example, Mary may be a Concession patient and thus gets charged concession
rates. Frank on the other hand is charged the full rates because he is a Standard full
fee paying patient.

To include GST on all items billed for a particular category, select the Include GST
by default option. The Pay on Billing option determines whether the payment
component of a bill defaults to the amount being billed or alternatively no payment.
The Gap Only option sets a gap payment as the default payment. For example,
Standard patients could have the Pay on Billing option checked, VIP clients may
have Gap Only checked and WorkCover patients will have both options unchecked,
indicating no payment when billing, as payment is generally not received at the time
of consultation.

Billing @
Patient kAr John Srmith Account |Prirmary
Practitioner George Rogers - Hazehwood Park |v
Date 14/01/2016 | » 505 » <&l Schedules: |v
ftem Code Sehaduke Fee $78.00 Include GST [
Description  Standard Treatment T $0.00 A | Payment defaults to
= MetFee §76.00 00|y ¢ Zeroifthe Payon
Billing option is not

selected
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(2] System Information - Account Messages

Select the Account Messages tab from the System Information dialog.

.- 1

ﬁﬂystem Information | = | =] |ﬁ|

Account Messages  Defaults  Statement / Invoice Defaults Options| * | *

Invoice/Receipt  Statements  Other T

Receipt Message

|Thank}rnu for your payment. |

Invoice Message

|F'Iease pay within 7 days. |

Payment Message

|Thank}rnu for your payment. |

Remittance Message

|F'Iease pay within 7 days. |

Help

Messages can be automatically printed at the bottom of the following print outs:

= Receipts

= Invoices

= Payments

= Statements

=  Appointment schedules
* Quotations

Select the appropriate tab and enter the message into the corresponding field.
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System Information - Defaults

Select the Defaults tab from the System Information dialog.

I

'Y System Information o] B |3
Defaults | Qptions | Banking | Appointment Book | Waiting List | Clir * | *

Default Practitioner | Dr Robert Smith Close

Default Recall Type | Appointment v

Default Appointment Reminders for Mew Patients
[ | Reminder Update Existing Patients
[]SMS Reminder
[ | Email Reminder
Rermowve Reminder (SM5/Email) when Reminder sent

File Mumbers
[ ] Custom file numbers

| Generate next file number

Receipt / Bill / Payment
Print Receipt / Bill / Payment
[ Ernail Receipt / Bill / Payment
Default Ternplate for Email Receipts

<Mo Default Email Template= | v
Help

The Default Practitioner is the practitioner who is automatically assigned to new
patients. Generally, the main or busiest practitioner in the practice is selected as the
default. The default practitioner cannot be specified at this time, as we have not
entered any practitioners. This option will be re-visited once the practice’s
practitioner(s) have been entered.

The Default Recall Type is the recall type assigned automatically when making an
appointment or when creating a recall in the patient file.

Default Appointment Reminders for New Patients allows users to select whether
a Reminder, SMS Reminder or Email Reminder is set by default when creating new
patient files.

Remove Reminder (SMS/Email) when Reminder sent - this option automatically
removes the reminder flag from an appointment after sending an SMS / Email
reminder.

Update Existing Patients allows users to set reminder defaults for existing patients
and appointments.
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System Information — Defaults

Reminder
[T Set default Reminders for all patients
Add Rerninders to all future appointments
[¥] Rernowve default Reminders frormn all patients

|¥] Rernowe Rerminders fram all future appointrments

S5
[7] Set default SMS Reminders for all patients with a mobile number

[].2dd SMS Rerninders to all future appointrmerts
[T Rermove default SMS Reminders from all patients
Remowve ShAE Reminders from all future appointments
Ernail
[7] Set default Email Reminders for all patients with an email address
Add Email Rerninders to all future appointments
[7] Rernove default Email Reminders from all patients

[] Rernowve Ernail Reminders from all future appointraents

oK Cancel ‘

Patient Rerminders @

File Numbers

A file number is associated with every patient file created.

Select this option

for Front Desk to File Numbers

generate the next | Custom file numbers
file number in your V| Generate next file number
series

Select this option to edit and

1,050 € enter your own file numbers and

senter the number to use for the
next new patient file

Custom file numbers allows you to enter your own file numbers. The file number
field on the patient file will be blank unless you manually type one in. If you want
Front Desk 2018 to automatically generate file numbers, check Generate next file

number and enter the next file number to use.

The Print Receipt / Bill / Payment option determines whether receipts, bills and

payments are printed by default.

The Email Receipt / Bill / Payment option determines whether receipts, bills and

payments are emailed by default.

Receipt
Mame kA John Smith

Account Primary

If this option is selected the transaction
will be recorded with GST

If this option is selected, receipts and bills
will be selected to email by default

If this option is selected, receipts and bills

Date 18/08/2015 |~
Practitioner Susan Everrett - Adelaide |v
Iten Code 505 |+ <Al Schedules> |~
Description  Standard Treatrment -
Fee $85.80 Include GST  [¥]
tdedi PCI
Reduction $0.00 Feare _
Ernail (]
Met Fee $83.80 Print il

Ok ]l Cancel | | Help

will be selected to print by default
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System Information — Statement / Invoice Defaults

Select the Statement / Invoice Defaults tab from the System Information dialog.

RSystemlnformation EI =] @

Statement / Invoice Defaults  Qptions  Banking Appointment Book| * | *

Printing and Emailing

- ! ; . . ; Close
[ Print Inveices/Receipts Email Invoices/Receipts =

Receipt Template Receipt Template o

Invoice Template Invoice Template e

Statement Template | Statement Template ~
Update Accounts

[[] Generate a separate PDF for each invoice
Send no morethan | 0

Consolidate invoices that have not been issued

Help

Using the Receipt Template, Invoice Template and Statement Template drop-
downs, select an appropriate email template to use across your practice.

New email templates can be created from System » Standard Messages »
Standard Emails.

Additional options are available for invoice management:

Generate a separate POF for each invoice

Send no more than attachments per email

Consolidate invoices that have not been issued

Generate a separate PDF for each invoice will create a separate PDF for each
invoice, rather than append invoices as additional pages in a single document.

Send no more than X attachments per email will restrict the total number of
attachments per email sent. This is used in conjunction with separate PDFs, allowing
users to send a maximum number of attachments per email if required.

Consolidate invoices that have not been issued allows invoices not marked as
issued to be consolidated. An invoice is considered issued when it has been printed,
emailed or created as a PDF. Invoices cannot be consolidated if they appear on a
statement or have associated Medicare/DVA claims.

These options can also be overwritten per patient from the patient’s Billing Details
tab. For example, if consolidation is enabled globally, it can be disabled for select
patient’s individually.
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(2] System Information - Options

Select the Options tab from the System Information dialog.

R Systern Infarmation EI =] @

Optians E___Banking !Appointment Book | WWaiting List ! Clinic Shifts E ik

Show Wéarnings -
= ; ? Clase
¥ On opening patient card

|"¥hen making or cancelling appointrment

[¥]4¥hen patient arrives
On Day List

[T Onviveb Appointment Book

Other

[¥] Last App on Patient File shows Last Billed App

[#] Mext App from Appointment Book

[¥] Print App Schedule from Appointment Scheduler

ound amounts to nearest $0.05 (by default)
[¥] Reason required for edit / delete of transactions

[¥] Start typing in Title when entering new patient details

[#]arn when billing if outstanding for |60 days  «
Next/prev app range shown as | Months, Weeks,Days

Duplicate Patient Check [First MName, Surnarne v|

Patient Image Tab Mame X-ray - Help

The Show Warnings options determine when patient warnings are to be displayed.

Messages such as “bad payer”, “requires a taxi” or “left items behind” can be
displayed when opening the patient card, making/cancelling an appointment
and/or when the patient arrives. Warnings can also be set to display on the Day
List report and Web Appointment Book. If none of the options are selected

warnings will still appear but only when receipting and/or billing.

Patient Warning/Reminder

Left watch behind and must pay the $50 outstanding

Remove

. |




SETTING UP FRONT DESK 2018

System Information - Options

The next scheduled appointment for patients can be printed on receipts and
accounts. If you intend to use the Front Desk Appointment Book, please ensure that
Next Appointment from Appointment Book is selected.

Alternatively, if you are not using the Appointment Book deselect this option to
manually enter the next appointment details at the time of receipting or billing.

Other

Last App on Patient File shows Last Billed App

Mext App from Appointment Book

Print App Schedule from Appointment Scheduler
Round amounts to nearest $0.05 (by default)

Reason required for edit / delete of transactions

Start typing in Title when entering new patient details
Warn when billing if outstanding for | 60 days W

Mext/prev app range shown as | Months, Weeks, Days W
Duplicate Patient Check | First Mame, Surname L

Patient Image Tab Mame  X-ray W

The Print Appointment Schedule from Appointment Scheduler option determines
whether an appointment schedule is printed by default or on request.

Appointment Scheduler - MrJohn Smith
Appointrments

To be Processed Tirne - Add

Thursday, 31 March 2016 12:00 pr :

Wednesday, 6 April 2016 12:30 pmi
P |Friday, 22 April 2016 02:00 prn
4 I

Processed Appaointments Time &

M

m

The appointment schedule will

Print Schedule  [] €§—————1— automatically print if this option is
' selected

Cancel ]I Help << Back J| Process I




SETTING UP FRONT DESK 2018

_

(2] System Information - Options

Round amount to nearest 5 cents - automatically rounds amounts to 5 cents.

|| Round amounts to nearest $0.05 (by default)

Reason required for edit / delete of transactions - if this option is ticked you will
be prompted for a reason when a transaction is deleted or edited.

Start typing in Title when entering new patient details - this option sets the cursor
into the Title field when entering new patient details.

M New Patient (== [[=]
General | Billing Details | Additional I Clinical Motes I Attachments I Medicare / DVA | Transactions | | [

[Full Name ] L Receipt
[ By |

H

Preferred » | | @ Search
Address Full Name &J m
o ] Depending on which option is
Title Mi v € < T ] selected, the cursor will either start

- Cancel ___ in the Title field or First Name field

Date of Birth First Name l——J Mailing List

Middle Mame Archive
Gender D

Surname i
Phene Homi
— & Preferred
Mobile/SMS

Email '
M ; ()
Wext Appointrmert &b
Practitioner  Robert Jones | - Mo Mext Appointment

Last Appaintment
Fee Category Standard | - Mo Last Appointment

90+ Days 60 Days 30 Days Current Balance

50.00 50.00 50.00 50.00 50.00 Help

Warn when billing if outstanding for selected number of days. A pop up
notification will appear if the patient has outstanding amounts for more than the
selected period.

Next / prev app range shown as — this option allows users to change the
description of the length of time since or until an appointment.

= Months, Weeks, Days

=  Weeks, Days

Duplicate Patient Check - select one of the following options so Front Desk 2018
can search for duplicate patients when entering new patients.

= First Name, Surname

» First Name, Surname, DOB or

= Don’t Check

Patient Image Tab Name can be used to change the name of the X-ray tab in the
patient file.
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System Information - Banking

Select the Banking tab from the System Information dialog.

. System Information EI =

Account Messages | Defaults | Options | Banking | Appointment Boo| * | *

| Close |
V| Use Banking Sheets -

| Include Credit Cards on Banking Sheet | Advanced |
/| Include Cash on Banking Sheet
V| Include Cheques on Banking Sheet
Use Money Drawer Settings
Bank Account Details
Ace Mame Smartsoft Clinic
ESE 123436
Acc. No. 123456789

Direct Deposit Details | BPAY Details
V| As Above

Acc Name

BSB

Acc. No. —
| Hep |

To use the banking sheets produced by Front Desk 2018 select the Use Banking
Sheets option. All payments made will now require a payment type method i.e.
cash, cheque, credit card, EFTPOS etc.

Select the appropriate options to include on your banking sheets. If your practice
accepts EFTPOS payments, credit cards should not be included. Enter the clinic’s
account name (Acc. Name), bank branch number (BSB) and account number (Acc.

No.).

To include specific credit cards on the banking sheet, click the Advanced button and
select which credit cards should appear.

Cards on Banking 5... I&J

V] VISA

| Master Card

V| American Express
/| Diners

| Other

[ QK ]| Cancel |

Direct Deposit Details can be displayed on Statements and Invoices. To use
these details, enable the option on the Statements or Invoices tab found under the
Printing Options section in System Information. If As Above is selected the Bank
Account Details entered previously are used as the direct deposit details.

A Money Drawer which opens automatically when accepting payment can be
integrated with Front Desk 2018. Please contact Smartsoft for more information.
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System Information - Banking

BPAY Details can also be displayed on Statements and Invoices. To enable the
BPAY functionality, select the Printing Options tab and check the BPAY Details

option under Printing Options.

E System Information

Invoice/Receipt  Statement App Sched Quote

Invoice / Receipt Page Size

() Ad Portrait ) Ad Landscape
() Custom 1 Part () Custom 2 Part

Printer Settings | Custom Settings

Printing Options

Lines

Practice Mame

Column Headers

Practitioner Name (Top Left)
Print Cutstanding (A4 Only)

[] Direct Deposit Details

o B (eS|

® A5 1 Part () A5 2 Part () A5 Portrait

[] Credit Card Section Credit Card Options

Printing Options  Printing Layout  Mail Merge  Front Desk Word Pre 4 | *

Close

BPAY Details ¢
[J Include Payment Page when Billing

[] Alert user when Paper Size changes
[ 1 Non-printer driver based AS printing

Help

Enable BPAY or Direct Deposit
Details

When turning on this function for the first time, Front Desk 2018 will automatically

generate unique BPAY reference numbers for your existing patients.

Information [&J

As you are using BPAY for the first time,

nurmbers for existing accounts.

the number of accounts in the system.

Generate BPAY numbers now?

Yes l ’ Cancel

Front Desk needs to generate BPAY Reference

This may take several minutes depending on
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System Information - Banking

Add your bank-supplied BPAY code, which identifies your business to BPAY payers
in System Information on the Banking tab.

ER Systern Information EI =] @ﬂ

Fee Categuries. Account Messages | Defaults Options | Banking 'g P e

- Cl
|¥] Use Banking Sheets &/

| Include Credit Cards on Banking Sheet | Adwvanced
[¥] Include Cash an Banking Sheet
[¥] Include Cheques on Banking Sheet

7] Use Maoney Draveer settings

Bank Account Details
Acc Marme  Smartsoft Clinic

ESE 123456
Acc, Mo, 123436738

| Direct Depasit Details | BPAY Details |

Biller Cade 123456 € BPAY / Biller Code

Mext CRM 112979
Check Digit Routine |fod 101 Edit |

[V] Accept Credit Cards | | Help

Users can change the Check Digit Routine between Mod 10 v1 and Mod 10 v5,
which affects how BPAY Customer Reference Numbers are generated. It is
recommended that users confirm with their bank regarding which routine to use
before configuring BPAY options.

Select Accept Credit Cards to allow accept credit card payments when using BPAY,
which affects the text printed on Statements / Invoices regarding BPAY payment
options.

Front Desk 2018 - Note

Practitioners have the option to either bank to the clinic account, their practice group
account or to their own accounts. For example, Front Desk 2018 can group the
banking of several practitioners into one account (through Practice Groups), while
other practitioners can bank separately to their own individual accounts.
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System Information - Appointment Book(General)

Select the Appointment Book tab from the System Information dialog.

R Systern Information EI = @
Appointment Book .Waiting List [ Clinic Shifts Paper 3ize | Printmé. = [£2
" I —— — = = .

eneral | \arnings | Practitioners _Columns_ Groups__ . Close
Calendar
Time Interval 15 Minutes |v Prac, Days
Appointment Start Time  08:00 am |v @
Appointment End Time 08:00 pm |v
First Day of Wieelk Maonday |v ol
Appointment Book Appearance Statuses
| Show Titles || Showe Middle MNarmes
[ Use Colourin Reports [ Mew Style @
V| Show Brivacy Option [ Dates on Week Yiew 2
= = pp Types
| Show patient notes on Appaintment Book :,
7] Showe available resources on Appointment Book Class Types
Display Narme First Marme (Preferre | =
A= 7| Resources
Mouse Wheel Scrolls By | Row =
Web Appointment Book
URL | Help ‘

In the General tab select the Time Interval for your appointments in the Appointment
Book. Specify the Appointment Start Time and Appointment End Time. If these
times vary on different days, then select the earliest and the latest times an
appointment can be made at the practice over the entire week.

First day of week - the day of the week the Appointment Book calendar begins.

Show Titles - shows the patient’s Title in the Appointment Book i.e. Mr, Mrs, Ms.

Show Middle Names - gives you the option to display the patient’'s Middle Name on
the appointment book.

Use Colour in Reports - previewing and printing the Appointment Book reports are
in colour by default.

New Style - changes the appearance of appointments spanning multiple intervals to
not include diagonal lines. This option has been added for backwards compatibility
with older versions of Front Desk.

Dates on Week View — displays dates on the column headers of the Appointment
Book in Week View.

Show Privacy Option - enables the Privacy option on the Appointment Book.

Show patient notes on Appointment Book — includes patient notes in the tooltip
when hovering over an appointment.

Show available resources on Appointment Book — includes available resources in
the tooltip when hovering over an appointment.

Display Name - alters how the patient’'s name appears in the appointment book. This
option also affects the Day List report and Appointment Book report.

Wheel Mouse Scroll By - provides control of how the scroll wheel works when in the
Appointment Book.
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System Information - Appointment Book (Warnings)

rR Systern Information EI =] @ﬁ

| Appointment Boak | Waiting List | Clinic Shifts | Paper Size | Printing| ¢ | *

General | MWarnings | Practitioners | Colurnns | Groups | e

Warnings & Messages

[¥|Reason Required for Deletion Prac. Days

|| Reason Required for Reschedule EEr—

: Bules

| Future Sppaintrnent Exists

[ Drag & Drop of Appointraents Holidays

[#]Billing and Receipting Future Appointrments e

HEIF i statuses

S Mo Appointrment for b rmaonths v|

[ Appointment Made For Mon-Default Practitioner Colours
Cancellation Motifications App Types

[¥] Showe "Erail Practitioner” option when Class Types

cancelling appointments

Resources

1

Help

Reason Required for Deletion - prompts for a reason when cancelling
appointments.

Reason Required for Reschedule — prompts for a reason when rescheduling
appointments.

Future Appointment Exists - displays a warning message when making an
appointment if the patient has already booked a future appointment.

Drag & Drop of Appointments - displays a warning message when dragging an
appointment from one appointment slot to another.

Billing and Receipting Future Appointments - displays a warning message if a
patient is being billed or receipted for a date in the future.

No Appointments for - displays a warning message when making an appointment
for a patient who hasn’t been to the clinic for a particular amount of time i.e. 1 month
to 5 years.

Appointment Made For Non-Default Practitioner - displays a warning if an
appointment is made with a practitioner other than the patient’s default practitioner
(set in the General tab of the patient file).

Show Email Practitioner option when cancelling appointments — displays a
prompt to email a cancellation notice to the practitioner when deleting future
appointments.
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System Information - Appointment Book (Practitioners)

From the Practitioners tab you can change how you view your practitioners on the
Appointment Book. There are three different layouts to choose from.

rﬁ. System Information = E ﬁ

Defaults | Options | Banking | Appointment Book | Waiting List | Clir| *

General | Warnings | Practitioners | Calumns | Groups
| Cloze |

@ Show All Practitioners

| Show Practitioner Tabs —
/| Show Practice Group Tabs | Rules |

Show specific Practice Group only | Holidaye |

Show specific Practitioner only | atatus |

| 2 | Cglours|
| App Types |

| Resources |

Help

Option 1: Show All Practitioners
This gives you the option to display Practitioner and Practice Group tabs in the
Appointment Book.

Option 2: Show specific Practice Group only

This option will set up the appointment book with only one Specific Practice Group.
This will show all the practitioners who are members of that specific group with tabs
at the bottom of the Appointment Book.

Option 3: Show specific Practitioner only

If you want just one Practitioner to appear on the appointment book, select the
Specific Practitioner option. This view will only show the practitioner that you
select. No tabs will appear on the Appointment Book with this selection.

If you choose to select none of the above options, then the appointment book will
show all practitioners but no tabs at the bottom of the appointment book. In this case
you will not have the choice of viewing one practitioner's columns.

Front Desk 2018 - Note

In a multi-user networked environment these options need to be set on each
computer. This allows the flexibility of different views of the appointment book on
different computers in different areas of your practice.
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[£] System Information - Appointment Book (Columns)

Each practitioner may have one or more columns in the Appointment Book. To insert
a column for a practitioner simply select the Column tab and click Add.

% System Information EI = @

| Defaults | Options | Banking | Appointment Book | Waiting List | Clir * | *
| General | Warnings | Practitionersl Columns | Groups Close

Col Mame Override + Add
M| 1 Robert Smith (&
2 Robert Smith

[

]

Prac. Days

Edit Rules

II[I
i
g
(=]
=
v

3 Heather Brown
4 George Rogers

Delete Holidays

m

Status

Used to change the order of
App Types a practitioner column

)@
A

Resources

Help

Select the practitioner’'s name from the drop-down box and click OK.

Mew Column

I
=

Practitioner {35800 |v Adw.
" Lo

Generally only appointments for a particular practitioner can be made in an
appointment column, however it is possible to override a column to allow
appointments to be booked under any active practitioner, rather than just for the
practitioner to whom the appointment column belongs.

To override a column, click the Adv. button and tick Can make appointment for
another practitioner in this column (override) and click OK.

To use the default item codes for the column and not practitioner select Use default
item codes for this column (not for the practitioner).

Advanced Settings [&J

Can make appointment for another

practitioner in this column (override)
B Use default item codes for this column
(not for the practitioner)

Use the up and down arrows to change the order of the practitioner columns.
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2] System Information - Appointment Book (Prac Days)

Practitioner Days allows users to hide practitioner columns in the Appointment Book
for days when a practitioner is not available.

To disable an appointment book column for a practitioner, go to the Appointment
Book tab in System Information and click the Prac. Days button.

E‘System Information EI [=] @
Options | Banking | Appointment Book | waiting List | Clinic Shifts | Paper iz ¢

-

General |W’aming$ | Practitioners | Columinz I Practice Grnupsl -
Cloze
-
Time Interval 15 Minutes | - Prac. Dags Prac Days
Appointment Start Tirme 09:00 am | -
Bul
Appointment End Time 07:00 pra | -
First Day of Week Monday E
Appointment Boak Appearance
Show Titles [ §howe Middle MNames
[T Use Colour in Feparts Mew Style
Show Privacy Ophion
Dizplay Mame Firzt Mame [Prefered] | -
Mouze wheel Scrall: By [F'age v]

The following screen will be displayed. Select the days when each practitioner is
available and click OK.

E Practitioner Days l = 2
Select the days when practitioners are available

Practitioner Menday Tuesday Wednesday Thursday Friday Saturday Sunday + Cancel
George Rogers
Heather Brown
Robert Jones
Robert Smith

m

EEEO
S ESHESHES
HEEOE
HEE=E
S SHESHES
i
1 o

h

If a change is made to Practitioner Days while the appointment book is open, a
message will be displayed and the Appointment Book will be closed and then
reopened.
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System Information - Appointment Book (Rules)

To shade out different times in the Appointment Book to indicate special periods,
click the Rules button. The Appointment Book Rules dialog will appear, as shown
below.

R Appointment Book Rules (=3
[ Effective Date  14/09/2015 Practitioner / Practice Group | < <All Practitioners»» ~ i
Description  Display  Affects Durstion Frequency App Sch Repeat ~ Add
4 RS [1230am-1:00pfallweck [ 9| MH[1 weeks cit
(N TN R ST T —

m-u
o oioes i oty oo w (]

- a0t oeri/2005 W (W] |
S iesing [suft Mesingcinie_(s30pm 5o0prre e

*
¥

< >

[[1Show Archived and Expired Rules Help

Rules can be used to indicate lunch breaks, practitioner breaks, holidays or periods
where you wish to have special appointments, such as for new patients.

To Add, Edit, Delete or Copy a rule, click the corresponding button.
The Clean-up feature allows users to expire all rules which ended more than one

week ago. These rules will then be hidden, but can be accessed by selecting Show
Archived and Expired Rules.

Front Desk 2018 - Note

Rules can overlap within the Appointment Book. The order in which the rules are
entered in the Appointment Book Rules dialog determines the precedence or order
in which they appear on the appointment book, with some rules overriding other
rules. To edit the order, select the rule and use the up and down arrows to move a
rule.

To create a new Rule, click Add. The Add Rule dialog will appear, as shown below.

Edit Rule
General
oK
Description  Lunch |:
Display Text  Lunch = Cancel

Colour M Purple v Text Colour [JWhite |w [ Archive

Can make manual appointments in this period
[[] Available for Scheduler/Waiting List/Booking Gateway
["]Show appointment book grid lines

Apply to
O Clinic

() Practice Group
(®) Practitioner Dr Robert Smith v
[ Particular column
Frequency
[+ Date Range 14/09/2015 | v | to [20/09/2015 |
[¥] Particular days | all week
Duration
) All Day
(®) Time Range 12:30 AM to |01:00 PM
Repetition
[¥] Repeat rule every | 115 week(s)
(®) Forever
) Until 14/09/2015
Expiration

Rule expires after Help
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System Information - Appointment Book (Rules)

Enter a description of the rule in the Description field, and the text to be displayed (if
any) in the Display Text field.

Select a Colour and Text Colour for the rule from the drop-down boxes provided. To
select a colour from the Windows Colour Palette double click on the Colour or Text
Colour field. The following Colour dialog will be presented.

P
Caolor

Basic colors:

HEENET |E|

HEENET
EEEENN
EEENET |
THEEEN
EEEENT

LCuztom colors:

BEEENEN &
EEEENEN

HN
_ B

I Define Cugtorn Colors >

[ Ok ” Cancel |

If making an appointment is permitted within a rule area, select Can make manual
appointments in this period. If the Appointment Scheduler, Waiting List and
Patient Booking Gateway are permitted to schedule appointments within the rule
area select Available for Scheduler/Waiting List/Booking Gateway.

Show Appointment Book Grid Lines adds grid lines to areas blocked out by
Appointment Book rules. This feature is useful if appointments are to be made within
appointment rules, such as when reserving areas for new patients.

If the rule applies to all practitioners, select the Clinic option. Alternatively, if the rule
only applies to a particular practice group, select the Practice Group option and from
the drop-down box select the appropriate practice group. The same applies if the
rule applies to a particular practitioner, select the Practitioner option and from the
drop-down box select the appropriate practitioner. If the rule only applies to one
column for a practitioner, check the Particular column option and specify the
column number.

Apply to
Clinic
Practice Group

@ Practitioner George Rogers -

Particular column € Particular column




SETTING UP FRONT DESK 2018

System Information - Appointment Book (Rules)

In the Frequency section select the time period for which the rule applies. Either
select the Date Range option with an appropriate from and to date or if the rule only
applies to certain days, select the Particular Days option as shown below and using

the browse button [/ select the required days.

Frequency
[ Date Range WAL = o 200032015 |x
[V Particular days  all week [...| ¢————— Browse Button

The Day Selector dialog will be displayed as below.

Day Selector

i

@ Select Days K

Sunday
V| Monday | Eancel |
Tuesday
V| Wednesday
Thursday
/| Friday
Saturday
All Week
Weekdays
Weekends

Select the days to which the rule applies and then click the OK button.

You can specify a date range as well as the days of the week. For example, if a
practitioner was unavailable every Monday for the next 6 months, this can be set in
the Frequency section.

From the Duration section select the All Day option, or alternatively if the rule
applies to a particular time of the day select the Time Range option and set the
appropriate from and to times.

Duration
() All Day
(@) Time Range 12:30 AM to |01:00 PM

The Repetition section will only be enabled if the Date Range section option is
selected. This section is used to repeat rules on alternate weeks.

Example: If a practitioner only works every second Saturday, set the

From and To dates in the Date Range for the week the rule first applies. From the
Repetition section select Repeat Rule every 2 weeks. Select the Forever or Until
option, whichever applies.

Repetition
[/ Repeat rule every 11 week(s)

@ Forewver
Until 14012016

The Expiration section allows users to select a date for the rule to automatically
become archived. This option is unavailable if the rule is set to repeat forever.
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[£] System Information - Appointment Book (Public Holidays)

To rule out times in the Appointment Book to indicate public holidays, go to the
Appointment Book tab in System Information and click the Holidays button. The
Public Holidays dialog will appear, as shown below.

Select the Colour and Text Colour for the appearance of holidays in the
appointment book. If making an appointment is permitted within a holiday period,
select Can make manual appointments in this period.

To Add, Edit or Delete a public holiday, click the corresponding button.

Public Haolidays
General

Colour [I¥ellow |v Text Colour Il Mawy |v Sarmple Glose

g

[¥] Can make ranual appaintments in this period

Dates
Date Description - fudd —— To 9reate anew
Fri 1/1/2016 Mew Year's Day T Holiday
Tue 26/1/2016 Australia Day
bon 14/372016 Farch public holiday Delete
Fri 25/3,/2016 Good Friday
Sat 26/3/2016 Easter Saturday

hon 28732016 Easter Monday

Mon 2542016 Anzac Day

Mon 137642016 Queen's Birthday

Mon 371042016 Labour Day

Sat 2471242016 Christrmas Ewve Holiday
kon 26/12/2016 Christmas Day Holiday
Tue 27/12/2016 Proclamation Day

L d|5at 3171272015 el it's Eve

m

Help

To create a new public holiday, click Add. The Add Holiday dialog will appear, as
below.

Enter the Description and Date for the holiday.

"Add Holiday |
Date 0K

Sat 3171242016 |1r p—
dance

Description

Mew Year's Evel
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[£] System Information - Appointment Book (Appointment Status)

To set up an appointment status, click the Status button. An appointment status can
be used to view the progress of an appointment e.g. Patient Not Arrived, Patient
Arrived, In Room, and Completed. It can also be set by a patient responding to an
SMS appointment reminder.

To Add, Edit or Delete an appointment status, go the Appointment Book tab in
System Information and click the Status button.

Appointment Status ﬁ
Status | Defaults
Description - Close
B|Patient Mot Arrived o 2] Add a new
: : Add € Appointment
Patient Arrived Status
Completed 3 Edit
Delete
ir Use these arrows to order the
¢ status. This adjusts the order
[ b J they appear in the appointment
7 status list
[7] Show Archived Help
L

To adjust the order an appointment status appears in the list, use the up and down
arrows as above.

To create a new appointment status, click Add.

The Add Appointment Status dialog will appear.

Add Appointment Status &J

Description  Patient Did Mot Attend
Colour B Fuchsia |v

In-Queue Status [] Archive

L

Enter the Description and Colour for the appointment status.

Enabling the In-Queue Status option will add the patient to the Practitioner Queue
when this appointment status is selected on an appointment. The Practitioner Queue
allows a practitioner to view patients that have arrived and are waiting to be seen.
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[£] System Information - Appointment Book (Appointment Status)

The Defaults section allows for a default appointment status to be set. These
defaults ensure that the correct status is selected from the initial booking to the final
processing of a patient after their consultation.

-

Appointment Status [—s-:hj

| Status | Defaults

Default Appointment Status
Patient Mot Arrived |v

Arrived Status
Patient Arrived | -

Processed Status
Completed |v

Change Appointment Status on Billing

Use the drop-down boxes on this screen to set the default statuses.

L

= Default Appointment Status is the status automatically selected when an
appointment is made.

= Arrived Status is the status that flags when a patient has arrived and starts
the patient waiting timer.

= Processed Status is the status that is automatically set when the patient is
billed.

Select Change Appointment Status on Billing if the appointment status should
change automatically when the patient is billed.

The coloured bar on the left of each appointment indicates the appointment status.

N Patient Completed

Mr John Smith (5]

Pat.lent Mrs Antoinette Alexander (5]
Arrived

I Ms Dianne Adams (5)

b Patient Not Arrived
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System Information - Appointment Book (Colours)

To change the colour of the common features in the appointment book, click the
Colours button. The following Appointment Book Colours dialog will be displayed.

E Appointment Book Colours

=,

Appointment Type

Casual Appointrment

Rule Cut

P |Patient Processed

Remind Patient

Appointment MNotes y
Birthday

i

Close
Edit

Default

Help

e

Select the Appointment Book colour you would like to change and click the Edit
button, or simply double click on the item. The following Edit Appointment Colour

dialog will appear.

-

Edit Appeintment Calour

Description

Patient Processed

Colour

Background Dm |"Ilr Text M Green |v

Sample

e

e

-

You can change both the Background colour and Text colour of these items using
the drop-down boxes. When you have chosen the desired colours click OK. As with
the rules function, double click on the Colour and Text Colour fields to select a colour

from the Windows Colour Palette.
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System Information - Appointment Book (Types)

To set up Appointment Types, click the App Types button. Appointment Types can
be used to indicate the reason a patient is attending e.g. a New Patient, an X-ray, or
a regular treatment. An appointment type could also indicate the room in which the

treatment will take place.

Do not confuse Appointment Types with Item Codes; Appointment Types are
intended to enhance the readability of the Appointment Book, whereas an ltem Code
is used for billing purposes.

Appointrment Types @
Appointment Types | Defaults é’.-l.:.o.li.ouﬁing Appoinfmer';fs; Close
Description Code - Ldd
¥|standard Consultation S
Edit
Initial Consultation IC 2 g
Delete
Extended Consultation EX
()
(=)
7] Show Archived Appointrnent Types Help |

Click Add to create an Appointment Type. To change an Appointment Type, click
Edit and to remove an Appointment Type click Delete.

To adjust the order in which Appointment Types appear, use the up and down
ordering buttons.

Enter a Description and a Code, this code can be up to 3 characters in length and
will appear in brackets alongside the patient’s name. Select a Background colour
and a Text colour from the drop-down boxes.

Edit &ppaintment Type
| Settings :

L . QK
Description Code Cancel
Standard Consultation 5

Archive
Colour

Background DRGE:ISllv Text EElack |v Sample

Default &ppointment Intersals

Practitioner Interval Width = Add
M 2nne Smith - Hazelwood Park Z 1|z
Anne Smith - Morwood lEd_ItI

Dale Gribble - Hazelwood Park
George Rogers - Hazelwood Park
Hal Jordan - Hazehwood Park

P P=d Ped =) P
o e e
[ee)
i
T
o
i

Heather Browt - Hazelwood Park
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2] System Information - Appointment Book (Types)

Default Practitioner Intervals allow for appointments to default to a certain time
interval required for that appointment. For example, New Patients may require two
intervals.

To set these time intervals click the Add button and either select a practitioner from
the list or leave it as All Practitioners. Set the time intervals as necessary for a
particular appointment type for a practitioner or all practitioners. The wide option only
applies to those practitioners who have more than one column, and sets the
appointment for more columns.

-

Edit Default Practitioner Intervals

S
Practitioner | Peter Brown
Intervals 3 = Wide 2 =

Period 45 minutes

Select the Defaults & Following Appointments tab.

Appointrent Types
i Appointrnent Types ! Defaults & Following Appointments |( o Default settings for
D s Appointment Types
0 : ; &dd
efault Appointment  Standard Consultation |v
Default Mew Patient Initial Cansultation |v
Default Group Booking Group Appointment -
b iookng o b |
Appointment Type Following &ppointment =

nitial Consultation Standard Consultation

Standard Consultation | Rewiew

m

g

Help

This function allows you to automatically set up appointment types for subsequent
appointments, based on the appointment type of a previous appointment. For
example, this function can automatically change the appointment type from Initial
Consultation to Standard Consultation, then from Standard Consultation to
Review and so on.

The Default Appointment, Default New Patient and Default Group Booking
should be set to the appointment types that are most commonly used for these
appointments.

To Add, Edit or Delete a following appointment, click the corresponding button.
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[£] System Information - Appointment Book (Classes)

To set up Class Types, click the Class Types button. Class Types can be used to
differentiate between Group Appointments, while also allowing a maximum number
of attending patients to be set.

Class Types &J
Default  Group Physictherapy |v I&I
Description - Add
’l Group Physictherapy ——————
Edit

| Delete

|| Show Archived Class Types Help

A

Click Add to create a Class Type.

To edit or delete select the class type and click Edit or Delete.

&dd Class Type

Description Pilates Class
bz Class Size 20 5 Cancel

Description for Patient Booking Gateway [T Avrchive

Lz

Enter a Description and select the Max Class Size to determine the maximum
number of patients that can be booked into this class type.

When the class size is exceeded a warning will appear at the time of booking.

Information [—Ehj

'0' The maximum number of patients (20) have already been added to this group appointment

e

A Description for Patient Booking Gateway can also be added, which will be
displayed to users booking into this class via the Booking Gateway.

Default Class Types can be specified within each individual practitioner file.
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System Information - Appointment Book (Resources)

A resource can be a piece of equipment, a room, an assistant or anything else you
wish to reserve for a particular appointment. Examples include: X-ray machine,
ultrasound or room A. Once a resource is associated with an appointment, it is
unavailable, preventing the double-booking of a finite resource.

To add or edit a Resource, click the Resources button on the Appointment Book

tab in System Information.

E System Information

(o] & =]

| Options | Banking | Appointment Book | Waiting List | Clinic Shifts | * | *

General |Warnings | Practitionersl Columns | Groups|

Calendar
Time Interval 15 Minutes |-
Appointment Start Time  08:00 am | -
Appointment End Time  10:00 pm | -
First Day of Week Monday | - Holidays
Appeintment Book Appearance
[¥] Show Titles [¥] Show Middle Mames
Use Colour in Reports MNew Style
Show Privacy Option
Display Name First Name (Preferre |+ App Types
Mouse Wheel Scrolls By ’Page vl ’ Class Types ]

Resources €

-

A-ray Machine

m

1

[7] Show Archived

Resources
Description = Close
Ultrasound fdd
Massage Table

g lF |

@HII
m

Help
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System Information - Appointment Book (Resources)

By default, resources are available to all practitioners. However, resource use can be
restricted to only certain practitioners.

r ~
Edit Resource @
Resource Description
[X-ray Machine]
Practitioner Access [ Archive
Practitioners without access to resource Practitioners with access to resource
George Rogers Select which Practitioners
Heather Brown 4 R
> | |peterBrown have access to this
Robert Jones
»>] | Robert Seith Resource
<

To add a resource to an appointment, select the Resource from the drop-down list
when creating an appointment or editing appointment details.

New Appaintment - Thursday 14 lanuary 2016

Practitioner lane Canway - Hazelwood Park
Patient  MrJohn Smith =]
Item v <Al Schedules 3
Time 100 pm Intervals 2 |2 Wide |1 ©

Period 30 minutes
App. Made  14/01/2016 11:32 am

Made By Admin \-
App. Type  Standard Consultation \-
Reminders  [Mone] =

[] Recall on this appointment
Recall Type |6 manth recall

App, Status Patient Mot &rrived ‘ -
< Select Resource

Resource

Motes

Patient's
Motes

Gait &nalysis Machine

Last App: Wednesday 18/11/15 (1 month three weeks and five

If you hover over an appointment with your mouse, an appointment tooltip will show
the resource selected for that appointment, as well as the other appointment details.

1: 1] :I [aly}

M lahn Smith [5]

e
115 pm Appoint ment Details

1:50 pm rr Jahn Zmith [5)
; 1 File Mo: 1151
1:45 pm Ttem Code:
e 7 App Made: 1451416 11:32am
?'DD i ) hade By Admin
2115 pm | Resaurce: ¥-ray Machine € Selected Resource
'2:30 o Mext Appointment: Thu 14 Jan 2016 100 pro [Jane Conwveay]
. | Previous Appaintment: Tue 12 lan 2016 100 pm [bwo days ago
2145 pm |
| status: Patient Mot Arrived

Resources will also be shown on the Day List report.
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System Information - Waiting List

Select the Waiting List tab from the System Information dialog.

Rﬁystem Information EI [=] @

Waiting List | Clinic Shifts | Paper Size | Printing Layout | Mail Merge | * | *

Options | Practitioner Defaults | Itern Code Defaults |

Default Practitioner View

Close |

@ Selected Practitioner

All Practitioners

Default Day View
@ Current Day

All Days

Settings
Default waiting time 2 weeks v
Wait until next appointment
This computer should check for available appointments

every 30 mins

| Hep |

Under the Options tab, select the preferred Default Practitioner View:

Default Practitioner View

@ Selected Practitioner

All Practitioners

Selected Practitioner will default to showing waiting patients with the selected
practitioner only.

All Practitioners will default the waiting list to show waiting patients with all
practitioners.

Select the preferred Default Day View:

Default Day View
@ Current Day

All Days

Current Day will default to showing only patients waiting for an appointment on the
selected calendar day.

All Days will default the waiting list to show patients waiting for an appointment on
any day.
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[£] System Information - Waiting List

Select the Practitioner Defaults tab from within the Waiting List tab.

R System Information =]

Waiting List | Clinic Shifts | Paper Size I Printing Layout I Mail Merge | * | *

- Practitioner Defaults | ltem Code Defaults
Existing Patients =
(@ Patient's default practitioner

() Practice Group of the patient's default practitioner
() Any practitioner
(@) Practice Group | Anne Smith
") Practitioner Anne Smith
New Patients
(@ Patient's default practitioner
(7 Practice Group of the patient's default practitioner
() Any practitioner
(@) Practice Group | Anne Smith

() Practitioner Anne Smith

Select the preferred Practitioner Defaults for Existing Patients.

This will be the practitioner selected by default when an existing patient is being
added to the waiting list.

Existing Patients

@ Patient's default practitioner

) Practice Group of the patient's default practiticner
1 Any practitioner

) Practice Group |[Anne Smith

! Practitioner Anne Smith

Select the preferred Practitioner Defaults for New Patients.

This will be the practitioner selected by default when a new patient is being added to
the waiting list.

Mew Patients

@ Patient's default practitioner

I Practice Group of the patient's default practiticner
1 Any practiticner

) Practice Group |Anne Smith

" Practitioner Anne Smith
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[£] System Information - Waiting List

Select the Item Code Defaults tab from within the Waiting List tab.

E\ System Information EI == @

Waiting List | Clinic Shifts | Paper Size | Printing Layout | Mail Merge | * | *

| Options | Practitioner Defaults | Item Code Defaults

Existing Patients

@ Item Code of previous appointment

() Schedule containing Item Code of previous app
() Default Item Code for patient's default practitioner
() tem Code 10960

(2) Schedule Non-Service

MNew Patients

(@ Default Item Code for patient's default practitioner
(") Itern Code 10960

() Schedule Non-Service

Select the preferred Item Code Defaults to be used when an existing patient is
added to the waiting list.

Existing Patients

i@ Item Code of previous appointment

(") Schedule containing Itern Code of previous app
() Default Itemn Code for patient's default practitioner
() Itern Code 10960

() Schedule Non-Service

Select the preferred Item Code Defaults to be used when a new patient is added to
the waiting list.

Mew Patients

(@ Default Item Code for patient's default practitioner
(71 tern Code 10960

) Schedule MNon-Service
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[£] System Information - Front Desk Word Processor

Select the Front Desk Word Processor tab from the System Information dialog.

* Systemn Information EI [=] @
Front Desk Word Processor | Clinical Notes | Attachments | Bar Code | ' | *
Settings | Labels e
Close
Default Paper Size
[ )
Width: (2100 em = Height: 2970 cm

Default Margins

Left: 254 cm = Right: 254 cm =
Top: 254 em £ Bottorm: 254 ecm 2
Header 0000 cm Footer 0000 cm =

Default Orientation

@ Portrait Landscape
Default Font
T Arial - 1~

Help

The default document settings in the Front Desk Word Processor can be
customised by setting the available options.

Users can select the Default Paper Size, Default Margins, Default Orientation and
the Default Font. These settings are often set based on your printer configuration
and most commonly used documents.

Select the Labels tab from within the Front Desk Word Processor settings.

* System Information EI = @I
Front Desk Word Processor | Clinical Notes | Attachments | Bar Code | * | *
seinas) Febes
Close
Left Margin 000 cm =
Top Margin 000 em |2
Harizontal (Celumn) Margin 000em |2
Vertical (Row) Margin 000cm =
Columns 3 =
Rows 7 -

Select the Margins required when printing labels through the Front Desk Word
Processor.

The number of Columns and Rows is determined by the layout of the label sheets
being used.
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(2] System Information - Shifts

Select the Shifts tab from the System Information dialog.

ﬁﬁy‘;tem Information EI =] @
Shifts  Printing Options  Printing Layout  Mail Merge  Front Desk| * | *
D 2 Close
escription From To ~
gMonday _______[Mon 7:00 amMon &:00 pr Add
Tuesday Tue 7:00 am | Tue 200 pm
Wednesday Wed 7:00 am Wed 8:00 pm Edit
Thursday Thu 7:00 am  Thu &:00 pm
: : : Delete
Friday Fri 7:00 am  |Fri 8:00 pm
L
¥
i Help

Shifts are common working shift periods and banking periods used for reporting.
Once established, these shifts are used to define time periods when generating
reports. Each of these periods require a description together with a start and end
time.

To create a new clinic shift, click the Add button and enter the details as required.

Mew Shift et

OK
Description |53th'2|3?1 | _
From Saturday s | 0800 AM Cancel

To |Saturday |~ | [01:00 PM

When setting start and end times, allow for the occasional patient being processed
before opening or after closing the shift. Also be careful that shifts do not overlap.

To edit an existing period either double click on the item in the grid or click the Edit
button. Items may be removed by clicking the Delete button.

Front Desk 2018 - Tip

Front Desk 2018 can automatically synchronise a computers time to the same time
as the database server by using the Set Time of this machine from Database Server
feature on the Network tab in System Information.




SETTING UP FRONT DESK 2018

System Information — Printing Options

Select the Printing Options tab from the System Information dialog.

M, System Information =R

Printing Options  Printing Layout Mail Merge Front Desk Word Pr¢ ¢ | *
Invoi

fReceipt Statement App Sched OQuote
Invoice / Receipt Page Size

@® A51Part (O A52Part (O A5 Portrait
(O Ad Portrait (O A4 Landscape

() Custom 1 Part ) Custom 2 Part

Printer Settings | (ustorm Settings

Close

Printing Options
[ Lines
[] Practice Name
[ Colu d
Practitioner Name (Top Left)
Print Qutstanding (A4 Only]
[ Credit Card Section Credit Card Options
Direct Deposit Details
[]BPAY Details
Include Payment Page when Billing

[ Alert user when Paper Size changes
[ Non-printer driver based A5 printing Help

In this section you can modify the size and appearance of Invoices/Receipts,
Statements, Appointment Schedules and Quotations.

Printing options are available to add or remove the lines, clinic name and headers to
accommodate pre-printed stationery. Additional details such as direct deposit, BPAY
details and a credit card section can be printed if required. Depending on the paper
size and the print options selected, an additional page may be included to allow the
selected information to be printed.

Invoices/Receipts can be printed on either A5 1 Part, A5 2 Part, A5 Portrait, A4
Portrait, A4 Landscape or Custom 1 Part, Custom 2 Part. The 2 Part option has a
remittance slip for the patient to keep for their records. The A4 Invoices/Receipts
have an option to display any outstanding amount at the bottom.

In the Statement tab there is an option to Show Statement/Invoice Numbers. If this
is selected an invoice number will be printed on all invoices and statements.

To show BPAY Details on statements and invoices check BPAY Details under the
Printing Options section of the Statement and/or Invoice/Receipts tab. When
turning on this function for the first time, Front Desk will automatically generate BPAY
Reference numbers for your existing patients.

If you have selected the A4 Portrait Credit Card option for your statements and/or
invoices, you can click the Advanced button and tick the specific credit cards that
your clinic accepts.

An Appointment Schedule details the future appointments for a patient. The
appointment schedule may be printed on A4, A5, custom-sized paper or on business
card sized labels, and may also include a calendar. Users can also select if they
want the appointment type or practitioner name to be printed. These preferences
can be set in the App Schedule tab.

Alert user when Paper Size changes displays a message if the current item being
printed uses a different paper size to the previous item printed.

The Non-printer driver based A5 printing option can assist Front Desk 2018 users
who have a printer that does not fully support A5 printing.
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System Information - Printing Layout

Select the Printing Layout tab from the System Information dialog.

nSy;temlnformatioﬂ E Sl @

Printing Layout Mail Merge Front Desk Word Processor  Clinical N 4 | *

Statement |nvoice/Receipt Mailing List Labels

n System Information EI = @

Printing Layout  Mail Merge Front Desk Word Processor  Clinical N| 4 | *

Statement Invoice/Receipt Mailing List Labels

Printing Layout Mail Merge Front Desk Word Processor  Clinical M| * | *

Statement Invoice/Receipt Mailing List Labels
Close

Mailing List Left Margin

Mailing List Top Margin

Mailing List Column Margin
Mailing List Separation
Mailing List Columns

Mailing Label Default Settings

Please Mote: The settings above may need to
be tuned for specific printers,

Al [alv] Lar [a]e] 4]0

CIECTEL

Help

Close Close
Statement Top Margin 5 Invoice / Receipt Left Margin L E
Statement Bottom Margin - Invoice / Receipt Top Margin El =
Report / 1 Part Statement Margin El o Invoice / Receipt Bottorn Margin El i
2 Part Statement Margin EI 5 El Address Offset EI o
El Address Offset EI o
Help Help
R Systemn Information E = @ R System Information EI = @

Printing Layout Mail Merge Front Desk Word Processor  Clinical N| * | *

Statement Invoice/Receipt Mailing List Labels

Close
Patient File Label Left Margin El:
Patient File Label Top Margin El o
Appointment Label Left Margin EI:
Appointment Label Top Margin El:

Help

Printing layout accommodates minor changes to the printer alignment setup.
Adjustments to margins can be made for Statements, Invoices/Receipts, the Mailing

List and Labels.

Front Desk 2018 - Tip

We recommend using A4 mailing labels with 3 columns across and 14 rows down.
Front Desk 2018 can accommodate most label sizes on A4 paper, however some
mailing labels are designed specifically for ink jet or laser printers, so choose the

labels that best suit your printer.
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System Information - Mail Merge

Select the Mail Merge tab from the System Information dialog.

rﬂ Systemn Information E' = ﬁ

Clinic Shifts | Paper Size | Printing Layout | Mail Merge | Front Desk W) *

Data Format |T|
Close
@ Text (with Header)

dBase

Data Files Location

C:\ProgramData'\.Smartsoft\Front Desk |:| & Browse Button

M5 Word
Return Address

| Help |

Front Desk 2018 is capable of generating mail merge data for use in Microsoft Word or
within the Front Desk Word Processor.

By default, the format in which this data is saved is Text (with Header). As the
capabilities of computer systems vary the default Data Format may not be compatible
with your system. If compatibility issues arise please select dBase.

The default save location of this data can be found below.

For Windows 7, Windows 8/8.1, Windows 10, Windows Server 2008, Windows

Server 2008 (R2), Windows Server 2012, Windows Server 2012 (R2) and Windows
Server 2016: C:\ProgramData\Smartsoft\Front Desk

If you wish to change the Data File Location click browsele.

The Return Address section is used for printing the return address on envelopes
that are set up within Standard Letters.
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System Information - Clinical Notes

Select the Clinical Notes tab from the System Information dialog.

E System Infoarmation EI o @
[ ail hderge | Front Desk Word Processor | Clinical Nates Attachmen| ¢ | *
Rewvisions
Close
Edit f Rewision Period 12 |v haur(s) \_—/
Clinical Motes Order
Most Recent on Top @ Oldest on Top

Options
| Auto Complete is case sensitive
T Allowr background saves every |1 rhinuteds)
V| Check spelling as ywou type
V] Spell check form fields
|¥| Enable Clinical Motes Conditions
7] Preview Microsoft Word docurnents
[¥] Showw Practitioner Queue in Clinical Motes
[ Buta Fit Chart images by default
Appaintment Boak Information
|| Showe Clinical Motes Status an Appaintrment Book
Rich Text Settings (affects old-style Clinical Motes only)
@ Use advanced RTF (hetter table handling, etc.)
Use standard RTF {for compatibility) | Help |

The Edit / Revision Period specifies the time period allowed for editing before a
revision is created. This time period can be set from 0 to 12 hours.

The Clinical Notes Order determines the order of clinical notes records in a patients
file. They can either be displayed Most Recent on Top or the Oldest on Top.

The Auto Complete is Case Sensitive option will only trigger an auto-complete line
in clinical notes if the exact letter case is used in the replacement keywords.

Users can set how often clinical notes are automatically saved using Allow
background saves every x minute(s).

Check spelling as you type will automatically spell check while typing clinical notes.

Select Spell check form fields to have words entered in form fields automatically
checked for spelling mistakes.

Enable Clinical Notes Conditions will toggle clinical notes conditions on or off.

Check Preview Microsoft Word documents to preview Microsoft Word documents
within clinical notes.

Show Practitioner Queue in Clinical Notes will enable the practitioner queue within
clinical notes.

Auto Fit Chart images by Default will automatically stretch chart images to the
available area by default.

Selecting the Show Clinical Notes Status on Appointment Book enables users to
view a list of patients who have not had a clinical note entered. This list is viewed by
placing the mouse pointer over the practitioner's name on the Appointment Book.

The Rich Text Settings can be set to better handle tables within clinical notes
(advanced RTF) or changed to standard RTF for users wishing to use voice
recognition software or with other compatibility issues.
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(2] System Information - Attachments

The default settings for Scanning can be changed on the Attachments tab in
System Information.

The Default Attachment Scanner, Default X-ray Scanner and Default Patient
Photo Camera can be set as below.

E\ Systemn Information E' (=] @
| Front Deck Word Processor | Clinical Motes | Attachments | Bar Code | 1 | *

Attachments

Default Path
ChProgram Files\Front Desk 2000 E]

Attachment Size
Show warning when adding attachment over 500 KB

Scanning

Scanner Type

TWAIN -

Default Attachment Scanner

|WIA-HP LJ M2727nf Sean  + |

Default X-ray Scanner

|WIA-HP U M2727nf Scan  ~ |

Default Patient Photo Camera

| WIA-HP LaserJet 3390 ~| [ Use DirectShow

The default folder for Front Desk 2018 to look in when adding attachments can be set
using the Default Path on the Attachments tab.

A warning on Attachment Size can be enabled by checking Show warning when
adding attachment over a set size in KB (kilobytes). This will notify users if they are
trying to add attachments over the selected size in the Patient File.

The Default Scanner and Camera settings can be set from this tab. If using a
webcam to take patient photos, Use DirectShow must be ticked for Front Desk to
find the webcam.
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System Information - Bar Code Scanning

Select Enable Bar Code Scanning if you wish to use a bar code scanner for billing
and/or receipting items.

Click Auto Detect and while the Scan Bar Code to Auto Detect Settings progress
bar is displayed scan a test bar code and the bar code scanner’s settings will
automatically be read and set in Front Desk 2018.

u\ Systemn Information o || B ] ER

| Clinical Motes | Attachmentsl Bar Code Scanning | Network | Backug * | *

[] Enabled Listening for Bar Code Scanning -
Close

Preceding Characters (Header)

@%* (maximum & characters)

Test

Terminating Characters
() Carriane Return

@ Specia | Scan Bar Code to Auto Detect Settings

o
o

() Lengthes —— ————

Billing Options
@ Automatically Add tem () Select Item Only

Receipt Options
() Automatically Receipt Item @) Select Item Only

Ttem Search Options

@ Automatically Openltem () Select Itern Only

Select the Billing Options, Receipt Options and Item Search Options to be used
when bar code scanning. You can select Automatically Add Iltem on Billing,
Automatically Receipt Item on Receipt, Automatically Open Item on Search or
Select Item Only.

To allocate a bar code to an item, open the individual ltem Code in Front Desk and
scan the corresponding product. The code will be placed in the Extended Code (Bar
Code) field.

& Itemn Code - B-1 =] @ |

Itern Details EStock Cantral|

Itern Code HealthPoint Code  Medicare/DVA Code  Extended Code (Bar Code)

B-1 5706991002354
Schedule M‘
MNon-Service -

ey

Description

Srmall Back Support - Delete
- Copy fees

GST = :
] Archive

[¥] Include GST by default [¥] Round to nearest $0.05  [] Special GST rate

Medicare / Tyro

[T Mon-HealthPointItem [ Medicare / Dy Itern Diagnostic Imaging Service
Fee Category Fee  Reduction (E:D(;?D GII:DEESII'I') Rebate Gap i
Standard $50.00 $0.00)  §50.00)  $55.00 $0.000 55500
Concession $50.00 $0.00) 50,00 $55.00 .00 $55.00((%
Warkcover $50.00 $0.00)  §s0.00)  $55.00 $0.00 5500
Weteran Affairs $50.00 $0.00)  §50.00)  $55.00 $0.000 5500
Medicare $50.00 $0.00)  §s0.00)  55.00 $0.000 5500
WIP $50.00 $0.00|  §s0.00)  $55.00 $0.00 5500
Mo Charge $50.00 $0.00) §50.00)  $55.00 $0.00 5500
Pre pay 10 $50.00 $0.00)  §s0.00)  $55.00 $0.000 5500

Help

|
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System Information - Bar Code Scanning

To use the bar code to search for an item code, scan the bar code in the Search on
Item Code window. This will select and open the item code depending on the
settings in System Information - Bar Code Scanning.

Search on [tem Code l&J

Search Characters Schedule
< Al |v

Code Dezcription -
Initial Consultation and Treatment

505 Standard Treatment 3
509 Long Consultation

510 Long Consultation - 2 areas

514 Extended Consultaticn

515 Extended Consultation - 3 areas

535 Standard Home Visit

555 Hydrotherapy -

[7] Show archived Item Codes

[ OK l’ Cancel ]

On the Receipt window scan the bar code you wish to receipt. This will either select
and receipt this item or just select the item depending on the settings in System
Information - Bar Code Scanning.

Receipt ﬁ

Marre kAr John Smith

P

Arccount Prirmary

Date 14/01/2016 |v
Practitioner Jane Corway - Hazelwood Park |v
Irern Code  B-1 |» <Al Schedules> |+

»

Description  Srall Back Suppor]

|

Fee $55.00 Include GST [V
Pedicare PCI
Reducti $0.00
eduction Errai 0
Met Fee $55.00 Print ]

ok | [ cancel || Hep |
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System Information - Bar Code Scanning

On the Billing window scan the bar code you wish to bill. This will either select and
add the item or just select the item depending on the settings in System Information
- Bar Code Scanning.

-

Billing @
Patient kA Jahin Srmith Account | Primary
Practitioner Jane Corway - Hazelwood Park |v
Date 14/01/2016| » B-1 |v <Al Schedules = |v
D et Fee $95.00 Include GST [¥]
Description  Snall Back Support =R diction $0.00 Add
i Met Fee $55.00 55.00 | =
Date Iterm  Description Prac Met Fee Payrnent =~
1440172016 B-1  Emall Back Support $55.00 $55.00
G5T Itern Totals $25.00 455.00 -
= Accept Unallocated Paytment Susan Everrett - Ad
Dl Claim Bulk Eill bAedicare PCI[C]
Ernail
Frint [
Help I 0]4 | [ Cancel ‘

Front Desk 2018 - Tip

Your bar code scanner may need configuration for this functionality to work correctly.
Please refer to the bar code scanner’s manual for further details on configuring
header and terminating characters.
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System Information - Network

Select the Network tab from the System Information dialog.

ﬂ System Information E =] @
Bar Code Scanning | Metwork | Backup | Messenger | HICAPS/EFTPO| * | *
|—C|WE | To synchronise the date and time of
Set time of this machine from Database Server { — all cpmputers in a multi-user .
environment, select the Set Time of
¥| Automatically Refresh Appointment Book this machine from Database Server
x option
Rate (sec) 20 P
| Help |

Only select the following settings if running Front Desk 2018 in a multi-user
networked environment.

Select Set time of this machine from Database Server if this computer is to be
synchronised with the server. This date and time synchronisation is performed when
starting Front Desk 2018 on your machine.

Automatically Refresh Appointment Book refreshes the Appointment Book on a
regular basis so that it reflects the changes made by other users in a multi-user
networked environment. This option is not required for single user operation.

View Current Users will show the computers and logins currently connected to the
Front Desk 2018 database.

Front Desk 2018 - Tip

It is important that the time in your system is set to the correct date and time for the
banking and shift reports to work correctly. If running Front Desk 2018 in a multi-user
environment, each computer running Front Desk 2018 should be set to the same
date and time. Front Desk 2018 can automatically synchronise a computers time to
the same time as the server by using the Set time of this machine from Database
Server feature (as above).
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System Information - Backup

Select the Backup tab from the System Information dialog.

-

Eﬁystem Information || [=] @
Bar Code Scanning | Metwork | Backup | Messenger | HICAPS/EFTPO)| ¢
Metwork Back =
ork Backup | Close |
Override Backup Path
Backup Warnings
| Warn if a backup using Front Desk has not been run
for morethan 3 day(s).
Warn if a backup using the external FDBackup utility
has not been run for more than |7 day(s].
| Help

Override Backup Path is set when backing up from a client workstation, over a
network in a multi-user environment. UNC format must be used when setting the
backup path. Please contact Smartsoft Pty Ltd if you require further assistance with
this feature.

Warn if a backup using Front Desk has not been run for more than 3 day(s) can
be configured to display a warning if a manual backup has not been performed for a
specific, user-defined number of days.

Warn if a backup using the external FDBackup utility has not been run for more
than 7 day(s) can be configured to display a warning if the automated backup utility
has not been performed for a specific, user-defined number of days. Please contact
Smartsoft Pty Ltd if you require further assistance with this feature.
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System Information - Messenger (multi user environments only)

Messenger users can use auto complete for commonly used words and phrases. For
example, users can set up a shortcut such as “npr” which will expand to “Next patient
in room”.

J&, System Information EI =] @

MWetwork Backup Messenger  Shas Ernail  MailChimp  Adwa 4 | *

Messenger Auto Complete

Beplace: With: Close
| Add
hpr Mext patient in roorm ~

pstn Please see me when free Delete

hessenger Settings

Run Front Desk Office Messenger on Startup
{Multi-user Environment Only)

hessenger Mode
(® Local flocal network only)

() Global flacal and rermote networks, mohbile devices)

Local Channel

Authonsed 105 £ Android Users

Messenger for Qs Messenger for S&ndroid Help

To add new shortcuts, enter the shortcut you wish to use with the corresponding text,
and then click the Add button.

When next using Front Desk Messenger, users can enter the shortcut and when they
press the space bar the extended text will appear.

Front Desk Messenger can allow communication between practices on separate
networks by setting the Messenger Mode to Global. This functionality allows users
in multi-location practices, or when outside of the practice (on iPhone) to
communicate with each other. If swapping to Global for the first time, a Global
Channel will be authorised for your business automatically.

Autharising global channel. Please wait..,

Autharising global channel. Please wait..,

Run Front Desk Office Messenger on Start-up (Multi-user Environment Only)
can be turned off for users that don’t want the Messenger to run automatically.

If you are running multiple Front Desk databases on the same network, the Local
Channel option can be set to allow private communication between different groups
of Messenger users. This can be used to keep communication separate per
database.
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System Information - Messenger (for iOS / Android)

Using the Global option allows the Front Desk Messenger for iOS / Android to be
used and communicate with Front Desk users and other iOS/Android devices.

Suthorizsing glabal channel. Please wait...

Authorising global channel, Please wait...

Select Authorised iOS / Android Users.

Front Desk Messenger Users -

Add users for the Front Desk Messenger i05 / Android apps

Email Address Display Mame ~ Add User

Edit User

Delete User

Click Add User to create a new mobile device user.

Add Front Desk Messenger User

: 0K
Display Name | Tim

: Cancel
Email Address |timothy@smartsoft.com.au

Password et

The Display Name should match the Front Desk login of the user. This will link the
iOS/Android login to the appropriate Front Desk login, and allow you to receive
messages on your desktop and mobile device at the same time.

For more information on the setup and use of the Front Desk Messenger for iOS /
Android please see the Add-Ons User Guide.
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[£] System Information - Advanced

Select the Advanced tab from the System Information dialog.

To access the Advanced tab, you will need to log on as the Admin user.

r-

[ 3 System Information E=REER—=
Medicare Online | M5 Email | MailChimp | Advanced i [l
Advanced | Health Fund / EFTPOS / Medicare ol

Close
[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title
Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details
[] Medical Specialist Referrals
[] Multiple Locations
Stock Control
Manage Stock per Location
Email Integration
SMS Integration
[] Patient ¥-rays
Patient Photos
[] Patient Contacts
[] Quotations
Patient Events
[] Future Billing
[] Sales Processes
Defaults for Profession : | Help
Medical Practiticner ~
Medical Specialist
Optometrist
Orthodontist
Osteopath
Physictherapy
Podiatrist
Psychologist hd

Only select the features that will be necessary in the day-to-day running of your
practice. If you are unsure which options to select, use the Defaults for Profession
option and select your profession from the drop-down list. This will automatically set
the features that are generally required for your profession. Please contact Smartsoft
before selecting any of the above features, which are not defaults for your profession.

Options that are selected will only take effect once you have restarted Front Desk
2018.

Information l_ghj

'6' You will need to restart Front Desk for these changes to take effect.
L |

The features in the Advanced tab will be covered in more detail later in this manual.
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4 Item Codes

Before creating Item Codes you will need to create one or more Schedules. A
schedule is used to group and categorise Iltem Codes, such as by service, product
type or profession. This can be useful when more than one health professional is
using the system.

Select Item Codes from the File menu and scroll across to Schedules.

Eile | System Ef_lpsrts 1."'_.f.in::le'-w.' .ﬂ.flp

l@ [tern Codes r

- Schedules

You will be presented with the following screen.

"W, Schedules =] = ==

Close

Description -

4 -
Maon-5Service
Edit

Delete

-

m

Help

By default Service and Non-Service will already be entered. You may wish to edit
these or create your own.

To create a new schedule click the Add button, to rename an existing schedule click
the Edit button, to remove a schedule click the Delete button.

Once you have at least one schedule entered, you can begin to enter your item
codes into the system.
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4 Item Codes

Select Item Codes from the Toolbar.

File System Reports Window Help

i SN |

@e® s BeLodB 2 DLAFE Bx s ol

or from the File menu.

Eile ' Systern  Reports  Window  Help

Item Codes

@ [tern Codes k

| il Item Codes

A Search on Item Codes dialog will be presented.

Search on Item Code

] |

Search Characters

Schedule
<< All> >

|~

505 Standard Treatment

509 Leng Consultation

510 Leng Consultation - 2 areas
514 Extended Consultation

515 Extended Censultation - 3 areas
535 Standard Home Visit

555 Hydrotherapy

[] Show archived Item Codes

Code D escription
Initial Consultation and Treatment

-~

k

To create a new item code, click the New button. To search for an existing item code
type the code in the Search Characters field.

To narrow your search by Schedule click on the drop-down box or alternatively leave
it as <<All>>. If the item code does not appear select the Show archived Item
Codes option, as it may have been marked archived.

To view the details of an item code either double click on the code or highlight the

code and click the OK button.
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@ Item Codes

The Item Code dialog will be presented as below.

| ° Item Code - 505 o= wE
Item Details | Stock Control
ltem Code  HICAPSCode  Medicare/DVA Code  Extended Code (Bar Code) Close
505 R search
c
Schedule 5 .
Cree ® Special GST rate
HNew -
Description
Standard Treatment Delete
Copy f
= wvies | §— Copy Fees button
[include GST by default [#] Round to nearest $0.05 [ ] Special GST rate |Erechue
Medicare / HICAPS
[] Non-HICAPS tem [] Medicare / DVA ltern Diagnostic Imaging Service
Total  Total ~

Fee Category Fee Reduction Rebate  Gap

(Ex GST) (Inc GST)

Standard §52.00
Maintenance §52.00
Concession §52.00
Family §52.00
Child §52.00°
SGIC §52.00
Workcover §52.00
WVeteran Affairs §52.00'

Enter the ltem Code and Description of the item. Select which schedule this code
belongs to from the Schedule drop-down box.

If a different code is required for HICAPS/HealthPoint, enter the code in the HICAPS
Code or HealthPoint Code field. This option is only available when either HICAPS
or TYRO integration has been enabled.

If a different code is required for Medicare / DVA Online or Medicare Easyclaim,
enter the code in the Medicare/DVA Code field.

If this item has a Bar Code, scan it and this information will be entered as the
Extended Code (Bar Code).

Enter the fees for each applicable fee category (which were set up in System
Information).

For example, a standard consultation is $32.00 for a standard patient but for a
concession patient it is $28.00.

If the item code attracts GST select the Include GST by default option. If the GST
rate for a particular item is not the default 10% rate, select the Special GST rate
option and enter the correct rate for that item.

To bill a patient the full fee and have the reduction printed on receipts, accounts and
statements enter the full fee in the Fees column followed by the reduction amount in
the Reduction column. Alternatively you may wish to enter the reduction amount at
the time of billing.

If there is a fixed rebate amount associated with the item code, enter this amount in
the Rebate column. The Gap amount will be automatically calculated.

Front Desk 2018 - Tip

Use the <TAB> key when advancing to the next field. There is no need to enter the
dollar sign ($) when keying in currency amounts.
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4 Item Codes

To view a different item code, click the Search button.

To create a new item code, click the New button. You will be prompted to save the
previously entered data.

To exit the current item code, click the Close button.
To remove an item code, click the Delete button.

To copy the first fee to the entire list of fee categories click the Copy Fees button.
This saves time when entering in fees and reductions which are the same price for all
or most of the Fee Categories.

If the item code is no longer in use, tick the Archive box.

Front Desk 2018 - Note

It is best to make an item code Archived rather than deleting it if the item code has
been used in the past. If an Item Code has been previously used you will see the
following warning displayed. Click Yes to continue or No to cancel edit.

rC-::unﬁrm [ﬂ_hr

This Itern Code is currently in use. Editing this code will affect past financial reports.
We recommend archiving this itern and adding a new one.

Are you sure you want to edit this Iterm Code?

| Yes | | Mo

L

When all the item codes applicable to your practice have been entered, you may
wish to print a report showing all item codes and associated fees. To generate this
report, select Item Codes from the Reports menu.

Reports | Window Help

@ [tem Codes
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-@ Item Codes

The Item Codes Report dialog will be presented as below:

ltem Codes Report

Filter = i
(® Schedule <<All Schedules»>» v/ ¢ ot Schedule drop-
! " down box

() ltem Group Mo ltem Groups Available Print

[ ] Include Archived ltem Codes Preview
Export €—— Export to Excel or
- CSV file
Help

Select the schedule you wish to view from the Schedule drop-down box or
alternatively leave it set to <<All Schedules>>. If you wish to include archived
codes, check the Include Archived Item Codes box.

This report can be Printed, Previewed or Exported by clicking these buttons. To
create a PDF of this report, preview the report and click the Acrobat icon.

Save icon Acrobat icon
& Ttem Codes Report. I1V Vrl

PageWidth =) M| 4] Pagelafs \E\E @\ @ \E| @ E| Close |

Item Codes Report
Printed: 15 January 2016 2:19 pm p
tem Code Description Standard [Concessior [Workcover [Veteran Aff |Medicare |VIP No Charge |Prepay 10
Service Schedule
10960 Medicare Consultation $52.95
Fee Reduction
NetFee $82.98
Rebate
500 Initial Consultation and Treatment $104 .50 $93.50 $8250 $82.50 $60.50 $60.50
Fee Reduction
MNetFee (nc. GST) $104.50 $93.60 $82.50 $82.60 $60.50 $60.50
Rebate
505 Standard Treatment $78.00 £76.00 $55.00 $55.00 $45.00 $65.00
Fee Reduction $10.00
MetFee $76.00 $68.00 $55.00 $55.00 $45.00 $65.00
Rebate
509 Long Consultation $40.00 $35.00 $4000 $40.00 $35.00
Fee Reduction
NetFee $40.00 $35.00 $40.00 $40.00 $35.00
Rebate
510 Long Consultation - 2 argas $45.00 $40.00 $4500 $45.00 $40.00
Fee Reduction
NetFee $45.00 $40.00 $45.00 $45.00 $40.00
Rebate
514 Extended Consultation $50.00 $45.00 $5000 $50.00 $45.00
Fee Reduction
NetFee $50.00 $45.00 $50.00 $50.00 $45.00
Rebate
515 Extended Consultation - 3 areas $60.00 $55.00 $60.00 $60.00 $55.00
Fee Reduction
MNetFee $60.00 $55.00 $60.00 $60.00 $85.00
Rebate
535 Standard Home Visit $40.00 $35.00 $4000 $40.00 $35.00
Fee Reduction
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4 Item Codes

To report on different combinations of ltem Codes, Item Groups can be created.

Select Item Groups from the File menu.

EI Systemm  Reports  Window Help

™ Appointment Book Ctrl=A

1 Patient Ctrl=P

Eh  Practitioner Queue

@  CoshBook

2, Practiticners

4 ltem Codes k il Item Codes
GP / Medical Referrers Schedules
System |nformation | é';p ltem Groups
M Patient Booking Gatewsy Configuraticn & Suppliers
& Printer Setup é Stock Arrival
ﬂ Eait é Stock Adjustment

Click Add to create a new ltem Group.

Iltem Groups

Mame Codes a | | Cose
—_ Add
Edit
Delete
v
£ >
[ ] Show Archived ltem Groups . Help

Enter a Name for the group, then move items from the Available Item Codes to the
Item Codes in this Item Group using the arrows in the middle of the window.
Multiple items can be selected at a time by holding the <CTRL> key when clicking.

PAGE 80 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM
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4 Item Codes

Iltems moved to the right side of the window belong to the group.

Add Item Group

Mame EMassage Items

Available ltem Codes

Item Codes in this ltem Group

Code Schedule Description

505 Service Standard Treatment

B-1 Mon-5ervice  Back support sml

B-2 Non-Service | Back support Ige

con2 Service Initial Consultation

con3 Service Initial Consult-After Hours
Co0s Service Standard Censultation

Cone Service Extended Consultation

coo7 Service Standard Censult -After Hours
COTS Service Consult & Treatment

c100 Service Other Censultation

< >

Show Schedule | < <ALL>>

Click OK to save the Item Group.

~
>
>
£
R4
L
W

Code Schedule Description ~
M-001  |Service Massage- 40 Mins.
M-002 | Service Massage- 60 Mins,

w
L4 >

On applicable reports you will now have the option to select Item Groups.

ltem Codes Report

Filter

() Schedule << fil| Schedules» »

Cloze

[term Group IMassage Itermns

- Brint

[] Include &rchived ltem Codes

Preview
Export

Help

0K
Cancel

] Archive

The generated report will then be filtered to only include the Iltem Codes within the

group.

Item Codes Report

Printed: 21 October 2015 4:42 pm

Item Group: Massage ltems

tem Code Description Standard ior [Family Child sGic Workcover |Veteran Aff [VIP No Charge
Service Schedule
M-001 Massage- 40 Mins. $25.00 $25.00 $25.00 $25.00 $25.00 $26.00 $25.00 $25.00 $26.00
Fee Reduction
NetFee $25.00 $2500 §2500 $25 00 $2500 $25 00 §25.00 $2500 $2500
Rebate
M-002 Massage- 60 Mins. $35.00 $35.00 $35.00 $35.00 $35.00 $35.00 $35.00 $35.00 $35.00
Fee Reduction
Net Fee $35.00 $3500 $35.00 $35 00 $3500 $35.00 $35.00 $35 00 $35.00
Rebate
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3\ Practitioners

Select Practitioners from the Toolbar.

File System Reports Window Help

FALiR sMmeae® s @®L20dB @ 2 ORAFE R e 0H

or from the File menu.

: EiieE Systern Reports  Window  Help

[ 3, Fractitiocners

A Search on Practitioner dialog will be presented.

F |
Search on Practitioner ﬁ

Search Characters

Mame -
4
Heather Brown =
Peter Brown
Robert Jones
Robert Smith

[7] Show archived Practitioners
[ 3\ Mew l [ oK ] [ Cancel ]

e

To create a practitioner, click the New button.

To Edit an existing practitioner, highlight their name and click OK to open the
practitioner file. The practitioner list can also be searched by typing into the ‘Search
Characters’ field.

Select the Show Archived Practitioners option to view archived practitioners, who
are otherwise hidden from the list.

PAGE 82 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM
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‘?\ Practitioners — General

After clicking the New button the new Practitioner screen will appear.

R Practitioner - George Rogers EI =] @
| General i.Provider MNumbers Default Iterns Appointment Book“_’.Reminders ik
' o
Mame George Rogers ‘1|
Title Physiotherapist | search |
Qualifications M.App. 5o Physiotherapy (Orthopa Mews
Practice/Location Hazelwood Park
Delete
: G & ;
Short Desc eorge B Archive
Ernail georgei@smartsoft.com.au
Practice Group ~ Hazelwood Park -
Default Temnplate for Email Receipts
<Mo Default Ermail Ternplate > |+
Help

Enter the Name, Title and Qualifications for the practitioner, these details will
appear on receipts, accounts, invoices and statements. Each practitioner must have
a Short Description, up to 7 characters long, this is used for internal reports only.
For example, Dr George Rogers could have 'George', ‘Rogers’ or 'GR' as their short
description.

Entering an Email address allows for emails to be sent directly from the practitioner
file. This address is also used to send cancellation emails to the practitioner.

The Practice/Location should only be entered if the practitioner services more than
one location.

Select the practice group for this practitioner from the Practice Group drop-down
box.

A Default Template for Email Receipts can also be set for individual practitioners,
which will override the practice defaults.

To view a different practitioner file click the Search button, to create another
practitioner file click the New button, to remove a practitioner file click the Delete
button.

If the practitioner is no longer with the practice you can archive them by checking the
Archive box.




SETTING UP FRONT DESK 2018

2

& Practitioners - Provider Numbers

Select the Provider Numbers tab from the Practitioner file.

n\ Practitioner - George Rogers EI = @
General | Provider Numbers | Default Items | Appointment Book | Clinical Not| ' | *
. Close
Default Provider Number 123456AF | -
Ovwerride Provider Mumber Add
Fee Category Health Fund Provider No =~
T T e | | [ ]
'Workcover < fnys > 77156240 @
< Help

Enter the Default Provider Number for the practitioner. This will be the provider
number that will be most commonly used.

Multiple provider numbers can be specified for each practitioner. If the practitioner
has different provider numbers for a specific Health Fund or Fee Category add these
in the Override Provider Number section.

To create a new provider number click the Add button, to change a provider number
click the Edit button and to remove a provider number click the Delete button.

Enter in the provider number and select from the drop-down box the Fee Category
and/or Health Fund for this provider number.

New Provider Number lﬁj
Provider Mo 86541244
Health Fund  BUPA |-

To set up health funds in Front Desk 2018, select Health Funds from the System
menu. To create a health fund click Add, to change a health fund click Edit and to
remove a health fund click Delete.

J&. Health Funds = ® ==
Description - |K|
’
Medibank Private | Edit |

| Delete |

m

Help
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;‘P\ Practitioners - Default Items

Select the Default Iltems tab from the Practitioner file.

E Practitioner - George Rogers E (=] @1

| General | ProviderNumbers| Default tems |Appointment Book I Clinical Mot) * | ¥

Close
[] Use default schedule
Fee Category Default Mew Patient = Copy to all

Itemn Code [tem Code

Standard 505 500
Conceszion 505 500
Workcowver WZ100 W10l -
Veteran Affairs 505 500 i
VIP 505 500

Mo Charge 505 500

Medicare BB 10960 10960
Medicare PCI 10960 10960

DVA SM20 SM10

:

A default schedule can be specified for each practitioner by selecting the Use default
schedule option. From the drop-down box select the schedule that will be most
commonly used.

In the Default ltem Code column select the most common item code for each fee
category from the drop-down boxes.

In the New Patient Item Code column select the most common item code for a new
patient from the drop-down boxes.

Generally, the most commonly used Consultation item code will be set as the Default
Item Code and the most commonly used Initial Consultation item code as the New
Patient ltem Code. Note that certain patient types such as Veteran Affairs and
WorkCover may have different item codes.

The default item codes will be used by default when making appointments and billing.

To set each fee category to the same item code as the first, click Copy to all.
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.?\ Practitioners - Appointment Book

Select the Appointment Book tab from the Practitioner file.

K Practitioner - George Rogers

Default Appaintrment Type  Standard Consultation |v
Default Mew Patient Initial Consultation |'v

Default Class Type Pilates Class |v

Ernail practitioner when an appointment is cancelled

iCalendar Integration

Requires a Web Appointment Book installation

Enable iCalendar for this practitioner

Mew LIRL
Ernail Copy to Clipboard Setup Instructions

Houw rmary appointrnents should be synced to iCalendar

E=RECE ==

| Appointrment Book | Reminders Clinical Motes Tyro Medicarej i}k

Close |

-

Help

Default Appointment Types can be set individually per practitioner where required.

Select a Default Appointment Type to specify a default for continuing patients.

Select a Default New Patient to specify a default for new patients.
Select a Default Class Type to specify a default for group bookings.

The defaults selected will take precedence over any clinic based defaults set within

System Information when making appointments with this practitioner.

Email practitioner when an appointment is cancelled can be selected to send an

email to the practitioner when an appointment is cancelled.
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‘?-\ Practitioners - Reminders

Select the Reminders tab from the Practitioner file.

| Bppointment Eh:u:uk._ Reminders _.Clinical Motes | Tyra | Medicareé it

These settings affect the appearance of calendar entries sent with e |
SMS Appointrent Reminders, =

Appointment Description
@ Default I Custom

George Rogers - Physiotherapist

Address
@ Clinic Fractice Group Custarn

107 Flinders Street Adelaide 52 5000

Appointment Motes

Help

ﬂ Practitioner - George Rogers E (=] @

-

These settings are used to determine the appearance of calendar entries that are

sent with SMS Appointment Reminders, when using calendar links.

The Appointment Description will be used as the description in the calendar entry.

The Address will be listed inside the appointment as the location for the
appointment. On some devices such as an iPhone, a map of the location will also be

displayed.

Appointment Notes can also be added, which can provide patients additional

information such as ‘parking can be found at the rear’ etc.

In order to include calendar links with SMS reminders, iCalendar integration must
be enabled and the Add a calendar link to SMS reminders option must be selected

at the time of sending.

S add 3 calendar link to SMS reminders
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&~ Practitioners - Clinical Notes

Select the Clinical Notes tab from the Practitioner window and then select the

General tab.

B Practitioner - George Rogers
Appointment Book | Reminders Clinical Motes Tyro

General | Security | Templates

Default Fonts

Clinical Notes Type ~
Reminders / Warnings / Contraindications

Treatment

History

Default Clinical Notes Type

<«<Mone Selected>>  |w

Using "Quick Add" will create a new Clinical Note of this type

(=] ==

Medicare i

Edit

Help

Practitioners may wish to have their clinical note entries appear in a specific font,
style and size. To change the font of Reminders / Warnings / Contraindications,
or a specific Clinical Notes Type click Edit. A practitioner must be logged into the
system under their user name for these formatting settings to be used.

Editing these defaults will not change any existing entries and will only change the
format of subsequent clinical notes records.

By selecting a Default Clinical Notes Type the practitioner can use the Quick Add
option within Clinical Notes to create a new note without having to manually select

the type.

Access to a practitioner’s clinical notes can be set from the Security tab.

B Practitioner - George Rogers
Appointment Book | Reminders | Clinical Notes | Tyro

General | Security | Templates

Clinical Motes entered by this practitioner will
be available to:

(@) All Users

() No Users

() Practitioner

() Practice Group

() User

Add

Delete

(=] 3 [

Medicare

Close

Help

To Add or Delete a practitioner, practice group or user, click the corresponding

button.
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‘?\ Practitioners - Clinical Notes

Access to clinical notes can be restricted to all users, no users, particular
practitioners, practice groups or specific users to allow or deny access to their clinical
notes.

Default templates for each clinical note type can be set on the Templates tab. When
a new clinical note is entered into a patient’s file, the default template will be
automatically inserted.

[ 3 Practitioner - George Rogers \E| =]
Appointment Book | Reminders | Clinical Notes | Tyro | Medicare 0 [
General | Security | Templates Close

Default Templates

Treatment SOAP Motes v
History History template w
Chart Body Chart v
Options

(") Always replace current Clinical Note with template

() Always append template to end of Clinical Note

(") Ask to replace or append (replace by default)

(®) Ask to replace or append (append by default) Help

It is not necessary to set a default template if you wish the new clinical note entry to
be blank.

The Options section allows users to set the default action when adding a template to
an existing clinical note.

Always replace current Clinical Note with template will replace the existing
clinical note entry with the selected template.

Always append template to end of Clinical Note will add the selected template to
the bottom of the existing clinical note.

Ask to replace or append (replace by default) will ask if the user wants to replace
or append the existing clinical note with the selected template, with the replace option
selected by default.

Ask to replace or append (append by default) will ask if the user wants to replace
or append the existing clinical note with the selected template, with the append
option selected by default.
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2. Practitioners — HICAPS/Tyro

R Practitioner - George Rogers EI =1 @ R Practitioner - George Rogers EI o @
i : : I— = i - - — . v
jAppolntment Book | Reminders | Clinical Motes | HICAPS | Medicare | 5 22 J_Appmntment Book | Rerninders | Clinical Notes | Tyra | Medicare | N[22
o Close A Close
|| Mo HICAPE claims for this practitioner || Mo Tyro HealthPoint claims faor this practitioner
Clinical Codes are currently used for HICAPS billing in the
following professions: Dentistry, Psychology, and Occupational
Therapy.
Profession =
Do not set this option for other professions. Acupuncturist ~
[ Include Clinical Code when Billing Chiropractor
DiocESinn Derital Technician E
D= I
Dietician
Endodontist
Occupational Therapist n U. S : .
2 Exercise Physiologist
Psychologist X
Massage Therapist 5
Help Help

Select No HICAPS/Tyro HealthPoint claims for this practitioner to disable
HICAPS/Tyro claiming for this practitioner.

Clinical Codes are used as part of the billing process required by health funds when
processing transactions through the HICAPS or Tyro interfaces 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, select the HICAPS or Tyro
tab. If using HICAPS, check the Include Clinical Code when Billing option then
select the practitioner’s profession from the Profession drop-down list. A profession
must be selected when using Tyro, whether Clinical Codes will be used or not.

After configuring this option for a practitioner a new Clinical Code field is displayed
adjacent to the Item Code on the receipt and billing screen.

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

Clinical Code

Billing @
Patient hir John Seith Account  Primary
Practitioner George Rogers - Hazehwood Park ‘v
Date s> 505 |« S <Al Schedule| > :
o e ol Clinical Code Fee $78.00 Include GST []
Description  Standard Treatment Cognition #  Reduction $0.00 [EI
T MetFee $78.00 7800 |+
Date Ttern  Description Code Prac Met Fee Payrmeni =
GST Iem Tatals $0.00 $0.00 -

"] Accept Unallocated Payrment Susan Everrett - A

Dnid, Claim Bulk: Bill|_| Medicare PCI
Email [T
Print

Help Cancel ‘
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If you are setting up Front Desk 2018 for the first time return to System Information
and select the Defaults tab. Set the Default Practitioner to one of the now
available practitioners.

E\ Systern Information EI =l
Defaults Statement / Invoice Defaults  Options Banking Appointi * | *
Def o pi Close ™
ault Practitioner | Peter Brown et ¥ Set the Default Practitioner
Default Recall Type | Appeintment ~

Default Appointment Reminders for Mew Patients

(] Reminder Update Existing Patients
[ 5MS Reminder

[]Email Reminder

Remove Reminder (SMS/Email} when Reminder sent

File Numbers
[] Custom file numbers Generate next

Help

You are now able to set up columns for your practitioner on the Appointment Book.
Select the Appointment Book tab and go to the Columns tab.

ﬁﬁystem Information EI =] @

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

-

| General |Warnings | Practitioner5| Columns |Group5|

Col Name Cverride ~ Prac-Dia Add practitioner
4 1Robertjones | W : - columns
2| Anne Smith ] Edit Bl
3|Heather Brown (] Delete Holidays
4|George Rogers B ||=

Status

HH IIE
=
A

== s
(]

=

=] ~
E 3
Lol

App Types
Class Types

Resources

Help

Practitioners use one or more columns on the Appointment Book. To add a column
for a practitioner, click the Add button and from the drop-down box select the
practitioner's name. To remove a column, highlight the column and click the Delete
button. Use the up and down arrows to change the order of the columns.

Congratulations! You have now set up System Information, Item Codes and
Practitioners in the Front Desk 2018 - Practice Management System.




WORKING WITH THE FRONT DESK 2018 TOOLBAR

To view the function of a button on the Toolbar, point to the icon with your mouse
and a tool tip will be displayed. Depending on your access rights, the Toolbar may
not have all the buttons displayed.

File System Reports Window Help

AE 3‘ EJ 's “ﬂ H=

”‘ System Information
Toolbar handle |

Tool tip

By default this Toolbar will be positioned on the top left hand corner of the screen.
To move the Toolbar to the left, bottom or right of the screen hold down the left
mouse button over the Toolbar handle and drag the Toolbar into position required.
The Toolbar may even be left floating.
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WORKING WITH DATES

Many features within Front Desk 2018 require a date entry. To make the selection of
a valid date easier, Front Desk 2018 features the following date dialogs.

14/01/2016] = 14/01/2016]+ |
1 January 2016 * 1 2016 *
Mon Tue Wed Thu Frni Sat Sun
% 79 3¢ 3 1 2 3 lan Feb Mar Apr
I 8 W..dod, Blap] @ e
11 12 13 15 16 17 May Jun Jul Aug
1 19 20 N1 2 2B N
2% % 27 28 2 3} AN Sep Oct v Dec
1 2 3 4 5 B 7
[ Today: 14/01/2016 [ Today: 14/01/2016
14;‘IJL-‘2I]16| - 14;‘Dl.-f2lllﬁ| L
1 2010-2019 C 1 2000-2099 C
1990-  2000- ¢ 2010- @ 2020-
IS i
2009 2010 2011 2012 1909 5000 019 | 2020
— ...
wmEooan A e 03 2049 209 2069
2070-  2080-  2090-  2100-
2017 2018 2019 2020 S i 066 St
[ Today: 14/01/2016 [ Today: 14/01/2016

Setting the desired date involves the individual selection of day, month and year.

You can select the date by using the calendar. Selecting the desired day will close
the calendar dialog. To select a month, you can either use the left and right arrows
on the title bar, or from the drop-down box that appears when you left click on the
current month in the title bar. To set the desired year, left click on the current year in
the title bar and make your selection from the drop-down box.

An alternative method involves individually selecting the day, month and year number
itself with the left mouse button, and then using the arrow keys on your keyboard.
The up M arrow increments and the down \ arrow decrements. This method is also
used to select a time, i.e. individually select the hour, minute and time of day.

010172016 |» O0%00AM o SLA0L72016 [+ OT:00 PR




WORKING WITH PREVIEW

To view a report before printing, click the Preview button.

||ﬁ Preview

A preview screen will be presented.

| [Psgewian <] M| 4| Pagerorr (B[N E}@@@@ Close

Smartsoft Clinic
107 Flinders Street
Adelaide SA 5000
Phone 1800 18 18 20

Fax 1800 18 18 20

Printed: 14 January 2016 12:29 pm BILL'NGS REPORT
Week Beginning Monday 11/1/2016 - Invoices
Item Description Fee Reduction GST Net Fee No
Non-Service Schedule
Susan Everrett - Adelaide
B-1 Small Back Support
Standard $55.00 $5.00 $55.00 1
$55.00 $5.00 $55.00 1
Susan Everrett - Adelaide Total $55.00 $5.00 $55.00 1
Non-Service Schedule Total $55.00 $5.00 $55.00 1

Service Schedule

Jane Conway - Hazelwood Park
10960 Medicare Consuitation

Standard $100.00 $100.00 1
$100.00 $100.00 1
Jane Cohway - Hazelwood Park Total $100.00 $100.00 1
Susan Everrett - Adelaide
505 Standard Treatment
Standard $78.00 $78.00 1 =
Previous page Nextpage  Print ~ Save Acrobat

i I

pagewisth  ~| M| 4 pageiorz [ B[] (& (& (B (M =) [2) [ Cose
1 T 1 ™1

Page width First page Last Open Email  Help
page

Fit to window

To fully maximise the preview screen use the 100% button or alternatively use the
Page Width drop-down box and select the size of the preview required.

Use the arrows to the left and right to view next and previous pages. To print the
report, click the Print button.

To save the report to disk click the Save button. From the Save As screen select
where you want to save the report, then type a file name and click save.

To open a previous saved report click the Open button.

To save the report as a PDF file, click the Acrobat button. From the Save As screen
select where you want to save the file, type a file name and click save.

To email the report as an attachment, click the Email button. Type an attachment
name and click OK. Fill in the details in the Send Email screen and click Send.

Front Desk 2018 - Note

A Front Desk 2018 Report Viewer Utility is available on the Front Desk 2018 CD
under the Utilities directory. This is helpful to redistribute your reports to other users
who do not have Front Desk 2018 installed on their PC.
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E—l@ Setting up Users

A valid username and password is required to access Front Desk 2018.

Depending on the access rights of the user, certain features or areas may not be
available. For example, if a user does not have access to the appointment book, the
appointment book icon will not be visible.

User access can be limited within Front Desk 2018 for increased security or to make
the system less overwhelming for novice users.

Front Desk 2018 - Note

Only the administrator (Admin) has the ability to create another user and modify
access rights.

To create another user, select Security from the System menu.

5

System | Reports  Window Help

Tl Security

The following Security dialog will be presented.

Security
Usernome -
[ [ ad ]
Add

o | Add |

Trevor
1
[] Show Archived Users
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@6 Setting up Users

To add a new user, click the Add button, to remove a user click the Delete button
and to change a username or password click the Edit button.

We recommend that the default password for the Administrator (Admin) be changed
when you start using the system for the first time. This will prevent other users from
gaining access to the system using the default Admin password.

When creating a User the password for that user needs to be entered twice, once in
the Password field and once in the Confirm Password field.

If the user is no longer active, Archive can be checked. This ensures that the user
no longer has access to Front Desk 2018.

F N
iser

Username m

kR

Password
Confirm Password =7
Archive

User is a Practitioner

George Rogers

QK H Cancel |

L A

Note that the password is displayed with * characters for security reasons.

If the user is also a practitioner, select the User is a Practitioner option and select
that practitioner's name from the drop-down list.

Front Desk 2018 - Tip

When adding new users, allow the user to enter their own password. This password
should not be revealed to other users or to the administrator (Admin), to ensure each
user is responsible for their actions while logged into the system.
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Elus Setting up Users

To set the access rights for a user highlight their name then click the Access button
from the Security screen.

Select Show Archived Users to display users that have been archived.

F ~
Security

User name & Close

P Admin ]

Add
Ann 1 \—,
George 1 Delete
Heather
Robert Edit
Access | Access Rights

Show Archived Users Help

Select the areas available to that user and then select the Reports/Exports tab.

Access - lohn

| Patient Tabs | Web &pp Book | Appointment Book | Bonking Gateway | -
General ‘ Reports / Exports | Clinical Motes | Practice Groups # Locatians | —

- Cancel

[¥] FrantDesk Login Health Funds i
ooz pealts [ o €— Select the ALL button to give access
&

Practitioners Occupations rights to all the functions
V| Itern Codes Patient Tracking g

] Stock Control Recall Types
[¥] Printer Setup 7| Events

¥| GP f Medical Referrers

Patient File Appaintments

[¥] Patients [¥] 2ppointrment Boak
Delete Patients Edit Appaintments
Add f Delete Rule-Outs
/| Pack Appointments

Transactions

7| Delete Transactions

V| Edit Transactions

Edit Transaction Entry Date
Edit Cheques

] Write Offs

¥ Refunds

Banking Sheets
Staternents

Receipt / Bill / Payment
Show Balances

EFTPOS Reversals
Medicare f DV, Clairms

Advanced Features

| Cash Book [¥] Front Desk Office Messenger
Cash Book Setup Backup
Group Email Attachment Security
Send SMS I R

| Audit Log

Restare from Backup [ e

Select the reports and exports available to that user and then click OK.

Access - John

| Patient Tabs | MWeb App Book E Appointment Book | Baoking Gateway |
| General | Reports /Eports | Clinical Notes | Practice Groups / Locations |

Bllow Access to Reparts Cancel

[¥#] Transaction Log

[¥] Billings Report
[#] Trend Analysis
ecall Patients

| Active / Inactive Patients
irthday List
] Patient Referrals
| Patient List
Events Report

| Time Management Report
[¥] Treatment Plan Report
[7] kern Cades Report

| Inter-practitioner Report
| GP / Medical Referrers List
| Medicare / DV Repoart
| GST Reconciliation Report
[¥] HICAPS / Tyra Reports

Select the ALL button to give access
rights to all reports

MailChimp

] Allow access to MailChimp configuration (System Infarmatian)
7] Allow access to MailChimp segrents via Front Desk reparts

Help
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To set specific access to data from certain practice groups and/or locations select the
Practice Groups / Locations tab. This feature allows users to only have access to
information for certain practice groups or locations.

Access - John

| Patient Tabs | Web App Boak | Appaintrent Book | Boaking Gateway
| General | Reports / Exparts [ Clinical Motes | Practice Groups /Locations =

Practice Groups Cancel
[¥] &ccess ta Al Graups

Practice Group & Add
M
Delete

Locations
[7] Access to All Locations

Location 2 Add
H
Delete

By default, Access to All Groups will be selected. If a user only requires access to
a particular group(s) uncheck this option and click the Add button, selecting the
specific Practice Group from the drop-down box.

Select Practice Group &J
Practice Group | -
[ oK l ’ Cancel ]

Repeat this step if this user requires access to other practice groups.

If you have enabled Locations under the Advanced tab in System Information, the
Access dialog will have another section where you can specify access to certain
locations.

By default, Access to All Locations will be selected. If a user only requires access
to a particular location uncheck this option and click the Add button, selecting the
specific Location from the drop-down box.

Select Location L—S_:h]

Location

Repeat this step if this user requires access to other locations.




FRONT DESK 2018 SECURITY

@6 Setting up Users

To set user access rights for clinical notes, select the Clinical Notes tab.

Bccess - John

Patient Tabs | Web App Book | Appointment Book | Bocking Gateway

General | Reports / Exports | Clinical Notes | Practice Groups / Locations |

V] Views
V] A

dd / Edit
V] Edit after Edit / Revision Period
V| Edit Clinical Motes practitioner

V] Delete
V] Print

| Edit Clinical Motes Ternplates

/| Edit Cli

/| Edit Clinical Motes
] Edit Quick Buttons

(=}
=

o

o |5

¥

Types
Conditions / Regians / Stages

Help

By default a user is granted complete access to clinical notes. A user’s access can
be changed by selecting the following options.

F

View allows the user to view clinical notes. This includes any embedded
objects (Microsoft Word).

Add / Edit gives the user access to adding or changing clinical notes.

Edit after Edit / Revision Period allows a user to edit clinical notes after the
Edit / Revision Period for a note has expired.

Edit Clinical Notes practitioner allows a user to change the practitioner's
name recorded on clinical notes.

Delete allows the user to delete clinical notes.
Print allows users to print clinical notes

Edit Clinical Notes Templates allows the user to create and edit clinical
notes templates.

Edit Clinical Notes Types allows the user to create and edit clinical notes
types.

Edit Clinical Notes Conditions / Regions / Stages allows the user to create
and edit clinical notes conditions, regions and stages.

Edit Quick Buttons allows the user to create and edit clinical notes quick
buttons.

ront Desk 2018 - Tip

The Edit / Revision Period can be set on the Clinical Notes tab in System
Information. Additional restrictions for clinical notes are available on the Clinical
Notes ->Security tab of the Practitioner file.
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To set the user’s access to different tabs in the patient file, select the Patient Tabs

tab.

Access - lohn

| General I Reports / Exports | Clinical Motes I Practice Groups:‘anationsl

Patient Tabs | 4iveb App Book I Appaointrment Book | Booking Gatewa},-'l

[E] General (Shways accessible)
[¥] additional
[¥] Billing Details
[¥] Medicare / DVA
Medical Referrals
[¥] Transactions
Future Billing

[¥] Appointrments
[¥] Ewvents

[¥] Motes

[¥] Recalls

] Tracking

[¥] Attachments
[¥] Contacts

] H-ray's

Patient Privacy Options

[¥] Show Sddress

[¥] Show Phane Mumbers
[¥] Show Email Address
[¥] File Label Prirting

Clinical Motes (zee Clinical Motes tab)

Cancel

MNone

I = o
- ™

‘

Help

Click the ALL button to give access
rights to all Patient Tabs

Access to patient tabs can be modified by checking or unchecking the desired

section.

Patient Privacy Options can be used to restrict user access to certain patient

information in the patient file.
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To set access to the Web Appointment Book select the Web App Book tab.

Access - lohn
j General Rep_qr_‘i_:s_f_ﬁqurt__s_;,- _Cl_i_nical Maotes Practice Groups;’Locatinns.:
Patient Tabs | “Web 2pp Book | Appointment Book | Booking Gateway |

Web Appointrment Book Access . Lancel |

0]

@ Allovwy full access (all Practitioners and Practice Groups) Al |
Allovy access to Practice Groups
Hone |
Add
Lelete

Allowy access to Practitioners

Access Lewvel

@ Full ) Read Only

Options
[¥] Allawe direct URL linking

Copy to Clipboard

Exarmple:

httpeffelinic.com.aufrontdeskfsecure/default. aspaiuser=w® pned =

By default a user is granted full access to the Web Appointment Book. A user’s
access can be changed by selecting the following options.

= Allow Full Access (all Practitioners and Practice Groups) gives the user
full access to the Web Appointment Book.

= Allow access to Practice Groups gives access to specified Practice Groups
only.

= Allow access to Practitioners gives access to certain Practitioners.
= Access Level can restrict access to Read Only
The Options allows users to setup the Allow direct URL linking option for the Web

Appointment Book. This setting allows users to access the Web Appointment Book
without the need to manually enter a username and password.
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To set access to the Appointment Book select the Appointment Book tab.

Access - lohn

i Genetal Repaorts ¢ Exports Clinical N_u;utqs__;lll?_r_a_n;tic_q Gruups!LocatiDns.:

: (9]4
Patient Tabs | Web App Book | Appointment Book | Baoking Gateway | |
Sppointment Book Access | Cancel |
@ Allow full access (all Practitioners and Practice Groups) | All |
Allowy access to Practice Groups
| Maone |
Add
Delete
Allowy access to Practitioners
Add
Delete

Appointment Book Sections

|| Practitioner Queue
|| Reminders f Motes
|| Waiting List

| Messages
|| Practitioners

| Reports & Utilities

By default users are granted full access to the Appointment Book. User access can
be changed by selecting the following options.

= Allow Full Access (all Practitioners and Practice Groups) gives the user
full access to the Appointment Book.

= Allow access to Practice Groups gives access to specified Practice Groups
only.

= Allow access to Practitioners gives access to certain Practitioners.

The Appointment Book Sections allows users to restrict access to particular
sections of the Appointment Book.
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@ Audit Log

The Front Desk 2018 system records events such as
* log in and log out times of users
= deletion and / or editing of transactions, appointments and patient files
= previewing / printing / exporting of reports

To access the Audit Log select Audit Log from the System menu.

System | Reports  Window  Help

Audit Log

The Audit Log dialog will be displayed as below.

M. it Log =)o s
Date User Action Carnrnent *
(411501 g |Edit Group Chegue/D 56,Departrent of Yete 34127540 | Delete All
15/01/2016 0L:06 George Edit Group Cheque/Deposit: Old: 1156, Department of Veterans &ffairs,,, 9412754 1
15/01/2016 01:06 George Edit Group Cheque/Deposit: Old: $156,Medicare Sustralia,, 157942 Mews: $156,Mec
15/01/2016 01:00 George Del Trans: Miss Rachael Dangerfield, Unallacated Payment, 10/01716, $485.00 -
15/01/2016 12:55 George |Del Trans: Miss Rachael Dangerfield, Unallacated Payment, 15/01/16, $430.00

15/01/2016 12:53 George Del Trans: Miss Rachael Dangerfield, Unallocated Payment, 15/01/1¢, $200.00

15/01/2016 12:48 George |Del Trans: MrJohn Smith, Standard Treatment, 15/06/15, $78.00

15/01/2016 12:48 George Del Trans Mrlohn Smith, Standard Treatrment, 23/06/15, $78.00

15/01/2016 12:48 George |Del Trans: MrJohn Smith, Standard Treatment, 07/07/15, $78.00

15/01/2016 12:48 George Del Trans Mrlohn Smith, Initial Consultation and Treatment, 30/05/15, $35.00 -

4 »
Filtering

|| Between (01/0172016 and | 317012016 [] Containing Text

[T] User Admin [ Show Logins & Showe Sppointrments [ Show Reparts

i

Help

To view entries in a specified date range, select Between and enter the date range.

To view logins and/or appointments select Show Logins or Show Appointments.
Show Reports displays reports that have been printed, previewed or exported. If you
wish to delete all the contents of the Audit Log click Delete All.

Note that once the Audit Log has been deleted, it cannot be recovered and no
record of these entries will remain.

The audit log can be Previewed or Printed as a report by clicking these buttons.

To view all Audit Log entries for a particular user, select the User option and select
the desired username.

Audit log entries containing specific text can be filtered by selecting the Containing
Text option.

Front Desk 2018 - Note

Access to the Audit Log should only be given to system owners and trusted users of
the system.
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Backup

It is very important to back up the data from any system that contains valuable
information. Users must make daily backups of the data contained in Front

Desk 2018.

In the unlikely event of a serious hardware fault, theft, fire, natural disaster or
accidental deletion of files, your data may be restored into Front Deske from a

previous backup.

Backups can also be used to transfer data between two independent computers
running Front Desk 2018. Front Desk 2018 offers a built in backup to make this task
easier. To follow are the commonly available backup media types and their suitability

for Front Desk® backups.

Flash Drives

O,

a3

External HDD
USB or Ethernet

Cloud Offsite Backup

CD / DVD Writers

RECOMMENDED

USB flash drives can be connected directly to a computer's USB
port without cables and acts as a storage device. These portable
drives offer a good way of exchanging data between any PCs.
They come in various storage capacities however we
recommend a minimum of 4 GB.

RECOMMENDED

External USB / Ethernet Hard Disk Drives are a good way to
back up your data in Front Desk 2018. They are safe, fast and
easy to use, especially in a networked environment.

RECOMMENDED WITH CAUTION

This type of backup requires expert technical knowledge to be
set-up and used correctly. Users must contact Smartsoft for a
special additional utility, provided at no charge, or use
specialised backup software which is capable of backing up MS
SQL Server data.

NOT RECOMMENDED

We do not recommend CD / DVD writers, as backing up and
managing your CD / DVD media is not a trivial process. Further,
they can be easily damaged if not handled correctly. Many
hardware suppliers will unknowingly recommend this type of
backup not completely understanding how it will be used. Our
experience has shown that this is a poor choice for backing up
data in Front Desk 2018.
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Front Desk 2018 has an integrated backup feature to help users backup their data.
This backup feature uses the industry standard ZI/P format to compress and backup
data.

A suggested backup routine is to have one set of backup disks for each work day.
The Monday disk(s) is used every Monday, the Tuesday disk(s) for every Tuesday
and so on. It may also be a good idea to keep another backup set at a secure
location offsite. We suggest that backup disks are kept in a safe place, preferably
not with the computer and in a fire-resistant location.

If any assistance is required in developing your backup strategy, please contact
Smartsoft technical support.

Front Desk 2018 - Note

In @ multi-user environment with more than one workstation, Front Desk 2018 can be
backed up on one machine while being used concurrently on other machines.

To perform a backup select the Backup icon from the Toolbar

File System Repors Window Help
Fim shaei BeccdB i 2OiIrdEx 0B
Backupi

or from the System menu.

System | Reports Window Help

Backup

The Front Desk Backup dialog will appear.

Front Desk Backup
Backup to Location Close
[G:\Backups\fd_211016_1607.07.bak || | Adv. Focin

[] Verify Backup  []Use Compression
Last Backup: 12/10/2016 2:11 prm (1 wk 2 days ago) Help
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Backup

Click the browse button - to search for the location to save the backup.

By deselecting the Use Compression option, Front Desk will create a larger backup
file but the backup will generally take less time to complete. Restore times are also
generally faster for uncompressed backups.

The backup time can be further reduced by deselecting the Verify backup option,
however this increases the risk of an invalid backup being produced. To ensure that
the backup has been copied to your backup media successfully, leave the Verify
option selected.

Click the Adv. Button to view the advanced backup options.

Advanced Backup Options X

[] Auto-generate Unique Filename

Use Temp Directory (for "Use compression” only)

|C:\Ter‘r'|p D|

Ok Cancel

Auto-generate Unique Filename allows users to specify that a unique filename is
generated each time a backup is performed. This is useful when wanting to store
more than one backup on the same backup media.

The Front Desk 2018 backup has a facility to back up to a temporary local drive and
then copy the backup file to another location that is generally on another drive such
as a flash drive. This feature can both speed up and improve the reliability when
backing up to certain types of removable media or over slow networks.

To use this feature, select the Advanced button and check the Use Temp Directory
option. To select an alternate directory for the creation of the temporary file use the
browse button found at the end of the line containing the directory path.
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Please ensure the Temp Directory selected has been allowed read and write access
for the Windows user Everyone. This will allow SQL Server to write to the directory
without issue.

Front Desk 2018 will automatically remember which drive you last backed up to.

To begin a backup click the Backup button and follow the on-screen prompts. The
Front Desk 2018 backup will only backup your Front Desk database, and specifically
will not back up other information or data on your computer.

Please note that most external ‘File Only’ backup programs may not backup the Front
Desk database correctly as these files are always in use by Microsoft SQL Server. If
you are using an external, please ensure that it is Microsoft SQL database aware.
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Restore

The restore feature allows users to restore data from a previous backup. This option
is available to the administrator (Admin) and other authorised users.

Caution should be used when restoring data from a previous backup as all
current data will be overwritten. For any queries on using this feature, please
contact Smartsoft Pty Ltd.

The restore feature should generally only be used to transfer data from one computer
to another computer, perhaps when taking a copy of the practice data to a home
computer.

To perform a restore select Restore from Backup from the System menu.

System | Reports  Window Help

Restore from Backup

The Front Desk Restore dialog will appear.

P "

Front Desk Restore

Restare from Locatian Close |
ChTernphFDozip [ Restare |
Help |

Click the browse button () to find the file to restore.

To begin the restore click the Restore button and follow the on-screen instructions.
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3\ Patient - Creating a patient file

When working with patient files it is important to know how to:

= Create a new patient file; and
» Find an existing patient file

There are 4 ways to create a new patient file:
= From the Search on Patient window
= From an open Patient File
= ‘On the fly' while making an appointment in the Appointment Book
* From within a Group Appointment.

The first two methods will be covered in this section while the third will be covered
within the Appointment Book section.

To create a new patient, select the Patient icon from the Toolbar

File System Repors Window Help

AiR sMae s BRL0dBl i 2L BR e 50l

Patient [Ctrl+F)

or from the File menu.

n

ile | System Reports Window Help
Appointment Book Ctrl+A

Batient Ctrl+P

Practitioner Queue
Cash Book

Practitioners
ltem Codes »

GP [ Medical Referrers

Ml 2 &g = @ B10=| [

System Information

Patient Booking Gateway Configuration

Printer Setup

B/ 4

Exit
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3\ Patient - Creating a patient file

The Search on Patient window will be displayed.

-
ﬂ Search on Patient

[t

Search Characters Search on Total Patients 1211
e [Sumame v]
Surname Mame Address Practiticner Ph =
Balchin Maria 45 Main Avenue Frewville Robert Jones 28.|:|
Balestrin Tyson 1/20 Duthy Street Unley SA 5( Robert Smith
Ball Patricia 32 Mawson Street Mailsworth Robert Jones 23
Barkley Alan 350 Greenhill Road Glenside Robert Jones 33
Barkley Wendy 20 Portia Street Flagstaff Hill Robert Jones 25
Barron Kain 90 Crozier Avenue Daw Park Robert Jones 32
Barron Marion 50 Tallack Street Windsor Ga Robert Jones el
Barton Crystal 90 Crozier Avenue Daw Park Robert Jones
4 mm PO Box 135 Kangarilla SA 51 E 2
1 [
[] Show Archived Patients
Show All
o] (o) [ ]
To create a new patient file click the New button.
A new patient file will appear.
* Mewy Patient EI = _.
General |Additiona| | Billing Details | Clinical Motes | Medicare £ DA | Transactions | Appointment* il
tr John Smith Recemt
Preferred @l @ Search |
Address 107 Flinders Street ‘ 2 g ‘ [ Hew l
Adelaide S8 5000
Payment
Date of Bith 01/03/1880 |+ Age 3 DME"'”E’ 5
2 rdailChirnp
Gender hale |v File Mo 1214 [ Archive
Phone Horme Work 1800181820
helpdesk@srmartsoft.com.au ::f;i;:ln e
Practitioner  Robert Jones - Hazelwood Park |v ::ﬁ;iﬁgir:;“e?t >
Fee Category Standard |v Last Appointment
Mo Last Appointment
90 + Days 60 Days 30 Days Current Balance I
$0.00 $0.00 $0.00 $0.00 $0.00

PAGE 110

Person/Entity button

FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM
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3‘ Patient - Tab Order

The tabs in the patient file can be customised in your order of preference.

From a patient file right click on any tab along the top and select the Edit Patient
Tab Order option.

W& Patient - Mr John Srith o] B (=5

General |Add|t||:|na| I Rillinn Ciatails I Clinical Motes I hdedicare / Dbf0, I Transactions |Appgintment: A

— Edit Patient Tab Order
| =
Eull Mame | MrJohn Smith —]| Receipt
Preferred a Search
="
Address 107 Flinders Street | % Eill i
Adelaide 54 5000
==
Q‘?:g Ea}fment
Date of Birth 01011980 |+ hge 36 ._Jm:::gﬂ:r:;t
Gender hlale |v File Mo 1131 [[] Archive
Phone Harne Wifork 1800 18 18 20
Mext Recall
MobilefShS Fax Mo Mest Recall
Mext &) int t |
helpdesk@smartsoft.corm.au Thilcﬂapnngllr;lrgr;m &
Practitioner  Robert Jones - Hazelwood Park |v Apmimmem_mY ~d
Last Appointment z
Fee Cateqony Standard |- Tue 12 An 2016 100 pm -
Zdaysago
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00

The following screen will appear

Patient Tabh Crder

IEf_-nf:rq_l H o
Additional :
Billing Details

Clinical Motes Cancel
hedicare £ DA,
Transactions
Appointments
Events

Maotes

Recalls
Tracking
Attachments
Contacts -

m

[+)&) I
[
.
]

Highlight the tab you wish to move and use the up and down arrows to change its
position.

Click OK to save these settings.
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2‘ Patient - General Information

When editing the Full Name field, a Full Name dialog will open with the cursor
positioned in the appropriate field. This enables Title, First Name, Middle Name,
Surname and Preferred Name to be entered. The Full Name dialog can also be
opened by clicking on the Full Name button.

. Patient - Mr John Smith [= )@ |[=]
General | Billing Details | Additional | Clinical Notes I Attachments | Medicare / DVA I Transactions | L [

Full Name option Full Name | Mr John Smith é Receipt
Preferred ’ [_Tth I I
Address Full Name [&J

0K
Title Me |- -
: h Cancel
Date of Birth| | | FrstName  John [ concel |
T Middle Name
ender
Surname Smith E}]
Phone Homi
= Preferred
IMobile/SMS
Email - s
T % oy
Practitioner ~ Robert Jones | - Last Appointment
Mon 12 Nowv 2012 2:45 pm
Fee Category Standard |v 1 wi 4 days ago
90+ Days 60 Days 30 Days Current Balance

§0.00 50,00 $0.00 $0.00 $0.00

A patient Title can either be typed in, or selected from the drop-down box.

Use the Person/Entity button @ to enter details for an entity rather than a person,
e.g. 'Department of Veteran Affairs' or 'WorkCover'. This option will provide one
name field rather than the separate fields title, first name and surname fields.

Enter the patient’s details such as address, phone numbers and date of birth; use the
<TAB> key on your keyboard to move to the next field.

To set preferred contact number, right click in the Home Phone, Work Phone or
Mobile/SMS fields and select Preferred Contact Number. To clear this selection
simply select another field or right click and select Clear Preferred Number.

Phone Home Witork 1800 1% 18 200
| Preferred Contact Mumber
bdobile/Sh3 Fax
Clear Preferred Mumber
helpdesk@srmartsoft.corm.au h
1 Undo 1
Practitioner  Robert Jones - Hazelwood Park i
Fee Category Standard . Cut
Copy
Paste
A0+ Days 6l Days 0 Days | |
$0.00 $0.00 £0.00 Delete I
Select All

To enter the patient’s Suburb and Postcode, double click or press enter on an
address line. This will display the Select Suburb screen.
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2\ Patient - General Information

Select Suburb Bl

o

g

5000

ADELAIDE AIRPORT 5550
ADELAIDE BC 5000
ADELAIDE MAIL CENTRE 5860
ADELAIDE MAIL CEMTRE 5861 5

Start typing the suburb in the Suburb field to reduce the list to only those suburbs
starting with the characters entered. Alternatively, click on the drop-down box and
scroll down to the suburb you require. Click on the State drop-down box to search
for suburbs in other states.

Select the patient's Practitioner, Fee Category and Health Fund. To set up
standard health funds select Health Funds from the System menu. Click Add, enter
the name of the health fund and click OK.

The patient’s gender can be set by either selecting Male or Female from the drop-
down box or by typing “M” or “F” in the Gender field.

W Patient - My John Smith o] B |[=3]
Fnlion i e . - .
General | additional | Billing Details | Clinical Hotes | Medicare / DA | Transactions | Appaintrnent: « | »
Full Mame_| Mir John Smith
Preferred B search
Address 107 Flinders Street =
ADELAIDE SA 5000
Delete
Date of Birth 01/01/1%80 | = fge I L m:::gﬁ:
Patient 1 [ File No 1151 [] Archive
o TN o0t 100 18 18 20
Gender Ferale Mext Recall
[Mobile/sMS| Nat specified Fax o Hext Recsl
Mext Ay ity it
[Ermail helpdesk@smartsaft.cam.au sl ® |
Practitioner  Robert Jones - Hazelwood Park |~ Aprominet P s
Last Appointment
Fee Category Standard |~ U N T
2daysagn
80+ Days 60 Days 30 Days Current Balance
.00 50.00 $0.00 $0.00 $0.00 Help

If using custom file numbers you will be able to enter a number in the File No. field.
Select the Mailing List option to put the patient on a selected mailing list. Click the
Close button or the [X] button to close the patient file; a prompt to save will appear if
data has changed within the patient file.

To import a picture of the patient into their file, left click on the photo diagram and
click the Add button and locate where the picture file has been saved.

.
Patient Phato =S|

Add

Alternatively, patient photos can be captured using a camera or webcam connected
to your computer by clicking on the Capture button. Right click on the Capture
button for additional capture options.
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Select the particular image to insert and click Open.

M Open ot
Look in Patiet Photos = 5 Rl &

gy
- g B > 4
Recent Places : ‘.‘4

Desktop

Jpatientphotojpg }  Photol.bmp

w
Libraries
LY
Computer 2104 220 prel
X 16777216 Colors (24 bi)
w
72572
Network
Fil name: patiertphoto pg M
Files of type: Common Graphic Fies (4#"qf"jpg:"pectbm v| [ Cancdl |

JPERG Bitmap LJPG) YCbCr
File: 72KB Mem: 135 KB

The picture will automatically decrease or increase in size to fit the photo section on
the patient file. Click OK to insert the file.

r

Patient Photo

b |

Cancel

Add

Clear

Capture

The patient photo feature is an optional advanced feature which can be disabled from
the Advanced tab in System Information.

B System Information =] B (3]

Medicare Online | 5M5S Email | MailChimp | Advanced B L

Advanced | Health Fund / EFTPOS / Medicare
Close

[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

Additional Info (Health Fund/Medicare/DVA}
GP / Referring Doctor Details

[] Medical Specialist Referrals
[] Multiple Locations
Stock Control

Manage Stock per Location
Email Integration
SMS Integration
[] Patient X-rays
Patient Photos € Patient Photos option
[] Patient Contacts
[ Quotations
Patient Events
[] Future Billing
[] Sales Processes

Defaults for Profeszion ] Help




WORKING WITH PATIENTS

2,, Patient - General Information

When in a patient file click the Search button to view another patient’s details. This
will close the current patient file and open a new one.

To create a new patient, click the New button and then select Normal Patient from
the New Patient dialog as shown below. If the new patient is to be linked to the
current patient then select Patient Linked to this patient option - all bills will be sent
to the current patient.

S

Mew Patient

@ Marmal Patiet

Patient linked to this patient

Lok ] |

A A

Cancel |

The Delete button is used to delete a patient file.

Front Desk 2018 - Note

Patient files can only be deleted if the patient has a zero balance and the Front Desk
2018 user has the user access rights to use this function.

When adding a new patient, Front Desk 2018 will check, by default, for existing
patients with the same name and date of birth, to avoid adding duplicate patient
details. This checking feature can be modified to check for different criteria when
detecting duplicates and is located under the Defaults tab in System Information.

If a patient who is already in the system is created you will be prompted with the
following screen.

R Mew Patient = =a =
General :Additional | Billing Details | Clinical Nates | Medicare / DWA | Transactions 1 Appointments] 1 ¢
QK
Full Mame | MrJohn Smith é] Receipt
Preferred |1}| | a Search |
A dess Existing Patient Found @ J e
There is already a patient in the database with the following details:
Delete
Marme rAr lohn Smith J Sos .
D £ Bi || Mailing List
atz of Bith | Date of birth | 01/01/1080 st hions
Gender Address 107 Flinders Street [Tl &rchive
EEancitom ADELAIDE 34 5000
tobile/Shd
E Would you like to use the existing patient, or create a new patient?
Email @ |
Ermsiianay Use Existing l | Create Mew | | Cancel | [ ]
Fee Categary Standard |v Last Appointment
Mo 3zt Appointm et
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help

Click the Use Existing button to use the patient file already in the system or click the
Create New button to add a second file for this patient. Click Cancel to terminate
this process.




Bill to M, Patient - Mr John Smith =] @
Third General Additional Billing Details  Medicare / DVA Transactions Quotations Appointments [ 4] *
— Bill to Third P T
Party AR TR A3 ® Individual (O Linked Statement/Invoice Preference Close
Option Billing Smartsoft Insurance |Ema|l ~ :
Address | GPO Box 107 [] Override invoice settings File Label
Invoices in separate PDFs
ADELAIDE SA 5000
Limit email attachments sl
Treat. Plan
Phone | Fax | Consolidate invoices
Email insurance@smartsoft.com.au [JHold statement Print Options
[ Hold invoice
Other details
Account Ne. Claim No. Client ID Haospital / Facility
Employer Injury Injury Date
Referring Doctor
90+ Days 60 Days 30 Days Current Balance
50.00 £0.00 £0.00 $0.00 £0.00 Help
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Third Party Billing
Patients may require their accounts to be sent to a third party, e.g. WorkCover,
Department of Veteran Affairs, an insurance company or a family member.

Front Desk 2018 allows for 2 types of third party billing:
* Individual or
» Linked

The Individual option should be selected if a separate statement is required by the
third party for each patient. For example, commonly each patient billed to
WorkCover will have a separate statement. It is important that statements be kept
separate, as several claims officers may handle the claims submitted. In this case,
one statement containing all WorkCover patients would not be suitable. When
selecting Individual third party billing, either enter the billing details manually or if the
party has been entered into Front Desk 2018 as a patient then click the browse

button [/ and search for that entity.

The Linked option should be selected when dealing with Department of Veteran
Affairs, a small insurance company, an employer or family. In this instance all
patients will be grouped together and will appear on the one statement. When
selecting Linked third party billing the browse button L] must be used to enter the
billing details. You cannot enter the billing details manually with this option.

Select the Billing Details tab from the patient file.

If the patient has a third party responsible for the account, check the Bill to Third
Party option and select either Individual or Linked.

Front Desk 2018 - Tip
If Multiple Accounts for each patient file is required for your practice, refer to the
Advanced Features section at the end of this manual.
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If an email address has been entered in the Bill to Third Party details, this address
will be used by default when emailing Invoices or Statements for the billing account.

Prirnary

Workcowver l

vl "
I Bill to Third Faily ® Individual J Linked Statement/lnvoice Preference

Billing Smartsoft Insurance |Emai| ~
Address |GPO Box 107 [] Override invoice settings
ADELAIDE SA 5000 Invoices in separate POFs

Limit email attachments

8l
0 a

Phone Fax Consolidate invoices

Email insurance@smartsoft.com.au [ Hold statement
[JHeld invoice | Advanced

The Statement/Invoice Preference drop-down is then used to set the patient’s

preference for receiving statements and invoices — whether they should be printed,
emailed or both.

Staterment/Invoice Preference

Email v

Print

Print & Email

The preference selected here will determine the action taken when generating bulk

statements and invoices. This can be adjusted for all patients from the Statements /
Invoices area of Reports.

Additional Override invoice settings can also be applied to the account.

Statement/Invoice Preference

|Emai| v

Override invoice settings
Invoices in separate PDFs
Limit email attachments

attachrments per email

Consolidate invoices
Haold statement

Hold invoice  |Advanced
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If the referring doctor's name and provider number needs to be printed on accounts,
click Print Options and enable Referring Doctor from the available option.

Print Options >

Print on Accounts

[ Claim / Injury details

[ Hospital / Facility details
[ ] Medicare Number

[ ]Health Fund Mumber

[ ]Pension Mumber
[]DVA Number

Referring Doctor

[ ] Date of Birth

[ ]Den't Print Patient Mame
[ ] Don't Print Next Appointrment

This enables the Referring Doctor field in the bottom left of the Billing Details tab.

Other details
Account Mo, Claim Mao. Client ID Hospital / Facility
Ermnployer Injury Injury Date

Referring Doctor

| Maore...

When entering a referring doctor there are two options:

Option 1 - Click the browse button l.] and search for the doctor's name. If the
doctor’'s name is not found click the New button. This option will add the doctor to the
GP Referrer list.

Option 2 - The referring doctor's name can be manually entered and not registered
with Front Desk 2018. In this case the doctor will not added to the GP Referrer list.
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Click the More... button if you wish to add a Date of Referral and/or Referral Expiry
Date with this referring doctor. On occasion medical referrals may be approved for
indefinite periods, at which time the Indefinite Expiry Date option should be
checked.

Referral Dates -

Date of Referral 01/01/2018 |+ oK
Referral Expiry Date |02/01/2019 |s
[ Indefinite Expiry Date

To enter additional information such as Account Number, Claim Number,
Employer, Injury or Injury Date check the appropriate options in the Print Options.

Printing of the patient name can be suppressed on invoices and statements for
privacy reasons, by using the Don’t Print Patient Name option .

Some general accounting information can be found in Last Paid, Last Statement
and Total Billed fields. If the printing of a patient's statement or invoice needs to be
held for some reason, such as when waiting for a claim number, select the Hold
Statement or Hold Invoice option.
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File Label
To print the patient's details onto a label, click the File Label button.

Select Sheet Labels to print directly onto Avery Laser Label paper, model number
AV95-9031 (L7173).

Select DYMO® Label Printer to print via a DYMO® printer. Please note this requires
version 8.7 or above of the DYMO® software installed and configured.

The Label Contents can be adjusted to determine what information appears on the
label by selecting the appropriate option.

File Label will print the clinic name, patient name, date of birth, address, phone
numbers, email address and associated health fund.

Patient Address will print only the patient’s primary address details.

Billing Address will print the billing address as listed under Billing Details.
Next Appointments will print up to three future appointment details.

GP / Referring Dr will print the patient’s referring doctor details.

Custom will allow the user to enter customised text.

Label Printing %
Print to
. Close
(®) Sheet Labels (O DYMO® Label Printer
Label Contents
(®) File Label T
() Patient Address

(O Billing Address

(O Next Appointments
() GP / Referring Dr
() Custom

Smartsoft Clinic

Smith, MrJohn

DOB: 1/7/1967

Address: 100 The Parade
MNorwood 54 5067

Phone: (H) 08 8361 2666
Mobile: 0411 222 333

Email: john@smartsoft.com.au
Health Fund: BUPA

Card 1 Card 6 sdizaisll
Clear All

Card 2 Card 7 Default

Card 3 Card 8

Card 4 Card 9

Card 5 Card 10

Awvery Laser Labels [AV95-3031) (L7173} Help
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When printing to Sheet Labels more than one label can be printed by holding down
the <CTRL> key on the keyboard and selecting the required labels. To print out all
10 labels for the same patient, click the Select All button.

To clear a selection of the labels, click the Clear All button and to reset the labels

back to the original settings select Default.

(D) Billing Address

() Next Appointments
(0 GP / Referring Dr
() Custom

Smartsoft Clinic

Smith, Mr John

DOB: 1/7/1967

Address: 100 The Parade
Norwood SA 5067

Phone: (H) 08 8361 2666
Mobile: 0411 222 333

Email: jehn@smartsoft.com.au
Health Fund: BUPA

Help

Label Printing X
Print to =
() Sheet Labels @® DYMO® Label Printer ose
Label Contents
(@) File Label il - —
() Patient Address
Settings

When printing to a DYMO® Label Printer, click settings to select the appropriate

DYMO® printer and label size.

DYMO® Label Printer Settings

Printer WAdmin\DYMMO LabelWriter

Label Type |95012 - Large Address (36 x 83 mm)

30332 - Square (25 x 25 mm)
30334 - Medium (37 x 32 mm)

11352 - Large Return Address (25 x 34 mm)

OK

Cancel

30374 - Appointment Card / Business Card (31 x 29
43010 - Standard Address (28 x 23 rmm)

99014 - Shipping / Mame Badge (34 x 101 mm)
09015 - Diskette / Large (54 x 70 mm)

99017 - Suspension File / File Folder (13 x 51 mm)
99019 - Large Lever Arch (59 x 190 mm)

Click OK to confirm your selection.

To print an individual DYMO® Label click Print.

Click Preview to view the label prior to printing.
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To use the standard letter function, click the Letter button. The following Patient
Letter dialog will appear. Letter templates can either be in Front Desk Word
Processor or Microsoft Worde format.

Select the appropriate letter from the Description box or if you are writing a
personalised letter use the Quick Letter option. Use the Search Characters to
narrow down your search when working with a large number of standard letters.
To add a standard letter, select Standard Letters from the System menu.

System | Reports  Window Help

Standard Letters

Click New to create a new standard letter, or click Add to import an existing standard
letter.

M e

Eﬁtam:lard Letters el = | £
D escription L Close
| 4[Birthday Letter _

P Referral Letter
Thank you for refering
Weloome Letter

&dd

- |

m

E dit
Delete
Edit Letter

E wport

4

L

Help

For more details on setting up Standard Letters please refer to the Front Desk
Word Processor or Integration with Microsoft Word® section in this manual.
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The Treatment Plan feature allows you to track and manage the number of
treatments/consultations with a patient from a set date. This is particularly useful
when dealing with third-party payers that approve a number of treatment visits and
require the submission of a progress report or treatment plans for continuing care.

To start a Treatment Plan for a patient, go to the Billing Details tab of a patient file
and click the Treat. Plan button.

M, Patient - Mr John Smith = i
General Additional Billing Details  Medicare / DVA  Transactions Quotations Appointrents | * [ *
=TT r
L BN R ® Individual O Linked Statement/Invoice Preference Close
Billing Smartsoft Insurance |Emai| v|
Address |GPO Box 107 [] Override invoice settings File Label

ADELAIDE SA 5000 Invoices in separate PDFs R

Treat. Plan | 4———  Treatment Plan button

Limit email attachments

Phone | Fax | Consolidate invoices

Email insurance@smartsoft.com.au [JHold statement Print Options
[ Hold invoice

Other details

Account No. Claim No. Client ID Hospital / Facility

Employer Injury Injury Date

Referring Doctor

90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 50.00 $0.00 $0.00 Help

Check the Treatment Plan Active option and set the following options:

= By Number - Will calculate the number of treatments that the patient has had
from the start date.

» By Value - Will calculate the amount billed for each consultation from the
start date.

= Start Date - The starting date of the current treatment plan for this patient.
* No. of Treatments - Total number of visits approved.

= Alert After - Alert (display warning message) after this patient has had this
number of transactions.

» Only track the following items - Allows you to track particular Iltem Code,
Schedule or Item Group for a treatment plan.

= Current Treatments — Will calculate the number of transactions the patient
has had from the start date OR will calculate the total value of current
treatments from the start date.

= Calendar Year — Will calculate the number of transactions the patient has
had within the current calendar year OR will calculate the total value of
transactions the patient has had within the current calendar year.
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Treatment Plan

Account Primary |'

[¥] Treatrment Plan Active

@ By Number () By Walue

Start Date 2041172015 -
Mo, of Treatrnents £

Alert After L —

Current Treatments i

Calendar Year 1

[T] Only track the following iterns
@) Item Code 10460
Scheduls Maon-Sepvice

Item Group Initial Cansultation

[ ok || concel |

When transacting a patient with an active Treatment Plan, a warning will appear if
the Alert After limit has been reached. This will detail the total number of treatments
available on the plan, and the current amount reached.

Wfarning

! The treatrment plan alert trigger of 3 has been reached for the Primary account,
Mo, of treatments since 20711/2015: 5
Allocated treatments: 10

Returning to an active Treatment Plan later will allow you to see the number of
Current Treatments since the start of the plan, along with the amount in the
Calendar Year.

n

Current Treatments

Calendar Year 1

This information will also be displayed in the tooltip when hovering over a patient’s
appointment.

Appointment Details

Mr Andrew Smartsoft [5]
File Mo:

12:00:pm Fhone: 1800 15 15 20
12:15 pm Item Code:
12:30 pm App Made: 1471716 9:06am

: Made By: Admin
12:45

B SMS Reminder

1:00 pm
115 pm Mext Appointment: Thu 14 Jan 2016 11:00 am [Jane Conway]
1:30 pm Previous Appointment: Mon 11 Jan 2016 12:00 pm [three days ago)
1:45 pm
200 Treatment Plans:

S Primary 5/10 treatments Calendar year: 1
2115 pm

2130 pm Status: Completed
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To generate a treatment plan report, go to the Reports menu and select the
Treatment Plan Report option.

Reports | Window Help
S Banking Sheets / Shitt Reports

Transaction
Statements / Invoices

Billings Report

Trend Analysis

Recall Patient List
Active [ Inactive Patients
Birthday List

Patient Referrals
Patient List

Events Report

Time Management Report

Treatment Plan Report

ltem Codes
Inter-Practitioner

GF I Medical Referrers List
HICAPS Report

Medicare / DVA Report

NBedoRBaEPelEBe g

Stock Contral 3

g

G3T Reconciliation

The following window will appear.

ﬁTreatmentPIan Report EIE_
F%_E;Exclude Archived Patients:
[¥] Distinct Days Only
[¥] Use Alert Trigger
[F] By Practice
@ Graup Hazelwaod Park -
Practitioner George Rogers - Hazelwood F
[7] By Location Hazehwood Park
[T By Tterm
(@ Itern Code 10960 Mdedicare Consultation
Schedule Mon-Service
Ttern Group Initial Consultation Codes

[7] By Account

[] Patient Tracking Help
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#

Treatment Plan Report

The following options can be selected:

Exclude Archived Patients - lists those patients who have not been
archived.

Distinct Days Only - will record a maximum of one treatment per day, even if
more than one transaction has been recorded for any one day.

Use Alert Trigger - will only show patients with an active treatment plan who
have reached their predefined alert after number of treatments.

Select By Practice and the relevant Practice Group or Practitioner if a particular
practitioner or practice group is required.

Select By Item to list only those patients that have been billed under a particular
Item Code, Schedule or Item Group.

Select By Account to filter the treatment plans by the patients separate accounts.

Select Patient Tracking to list only those patients that have a particular tracking
category set in their patient file

Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.

Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.

Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.
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Select the Transactions tab from the patient file.

Transactions Quotations Appointments  Events  SMS Motes  Clinical Motes  Recalls  Trac *
Account | <<All Accountss = e Llose
Invoice # Service Date Prac Debit Credit ~ Owing Description ” Delete Hem
=] 68370|02/06/2017 |Bob §32.00 Payment Receive
£8116|15/06/2017 |Bob £32.00 §0.00 | Standard Consult Edit ltem
&3] 63371 |15/06/2017 | Bob $32.00 Payment Receive
Payment type 68164/17/06/2017 |Bob |  $32.00 $0.00 Standard Consult Reprint
=] 68372 17/06/2017 Bob $32.00 Payment Receive
| » [eFTPOS §32.00 Sisterog
68165(01/07/2017 |Bob $32.00 50,00 Standard Consult
: : Trans. Leg
=] 63416 01,/07/2017 Bob $32.00 Payment Receive
68166|04/07/2017 |Bob $32.00 80,00 Standard Consult Write Off
5] 68373 |04/07/2017 | Bob £32.00 Payment Receive
68167(11/07/2017 |Bob §32.00 $0.00| Standard Censult Refund
=] 63417(11/07/2017 |Bob £32.00 Payment Receive
69079 23/02/2018 |Bob §52.00 S0.00 Initial Consultatic y Export
< >
l—-) []Show Qutstanding Only [ ] Show as Account
Uncheck this 90+ Days 60 Days 30 Days Current Balance
box o view all 50,00 50.00 50.00 $0.00 $0.00 el
transactions =P

"W, Patient - Mr John Smith o & =S

3

-

By default only the outstanding transactions will be seen in the transaction grid. To
view all transactions uncheck the Show Outstanding Only option.

This view can be sorted by Service Date, Invoice # or Name (for linked patients
only) by name by clicking the appropriate column header.

To view the method of payment, click the plus (+) located on the payment line, as
displayed above.

Patient transactions can be exported to CSV or Microsoft Excel by clicking the
Export button.
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. Patient - Mr John Smith

Transactions Quotations Appointments  Events  SMS Motes  Clinical Motes
Account | Primary ~
Invoice # Service Date Prac Debit Credit ~ Owing Description ”
69081)|01/02/2018 |Bob §128.00 5128.00| Consult & Treatn
60082 03/02/2018 |Bob §75.00 50.00| Standard Consult
&3] 69082 | 03/02/2018 Bob $75.00 Payment Receive
® 69083 |23/02/2018 |Bob §100.00| -5100.00Unallocated Payr
69084 |06/02/2018 |Bob $100.00 50,00 Extended Consuli
69084 | 06/02/2018 |Bob §50.00 Fee Reduction
® 62087 06/02/2018 Bob 350.00 Payment Receive
69085(07/02/2018 |Bob §75.00 £0.00| Standard Censult
=] 69085 07/02/2018 Bob 575.00 Payment Receive
£9090|23/02/2018 |Bob §75.00 Refund
69038|23/02/2018 |Bob §75.00 50.00| Standard Censult
&3] 69089(23/02/2018 |Bob §75.00 Write Off 23/2/20
v
< >
[]Show Qutstanding Only [ ] Show as Account
: Primany
90+ Days &0 Days 30 Days Current Balance
§0.00 50.00 50.00 528.00 §23.00

o ==

Recalls Trac * '+

Cloze
Delete [tem
Edit [tem
Reprint
Statement
Trans. Leg
Write Off
Refund

Export

Help

-

Transactions in Front Desk 2018 are colour coded. Please refer to the table below
for transaction types and associated colours.

Transaction Type Colour
Unpaid ltems Red
Paid items Blue
Payments Black
Credit Payments Brown
Reductions Purple
Refunds Aqua
Write Offs Green
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To view transactions in an account format select the Show as Account option.

M2, Patient - Mr John Smith o] B |
General Additional Billing Details Medicare / DVA Transactions Cuotations Appointments [ * [ "
Account | Primary Close
Invoice # Service Date Prac Debit Credit  Owing Description s
Delete ltem
§9092|01/02/2018 |PE £52.00 20,00 | Initial Consultatic
=] 69092 01/02/2018 $52.00 Payment Receive Edit ltem
63093 05/02/2018 |PB £75.00 £0.00 | Standard Consult
E|  69093)05/02/2018 §75.00 Payrent Receive Reprint
69094 07/02/2018 |PB §75.00 50,00 | Standard Consult
£909510/02/2018 | PB §75.00 50.00 | Standard Consult JEG
£9096|15/02/20128 |PB $65.00 565.00 | Extended Consull
o - == e = Trans. Log
69097|19/02/2018 |PB §52.95 $52.95 | Medicare Standa
=2] 6094 | 23/02/2018 §75.00 Payrment Receive Write Off
[=3] 69005 23/02/2018 §75.00 Payment Receive
Refund
Export
v
’—> z >
[] Show Outstanding Only [] Show as Account
Scroll Primary
bar 90+ Days 60 Days 30 Days Current Balance
50.00 £0.00 §0.00 §117.95 §117.95 Help

Scroll across the bottom of the transaction screen to view more information on the
transactions, such as Iltem Code, Type, Invoice / Payment Time, Issued Status,
Modified Time and GST, if applicable.

Delete Item
To delete a transaction, select the transaction and click the Delete Item button.

When you delete or edit a transaction from a patient file, you will be prompted to give
a reason for doing so.

Type in your reason and click OK.

Reason for Deleting Transaction

Incorrect patient file »

[ oK ] I Cancel I

Please note that multiple deletions are not permitted, with only one item able to be
deleted at a time.




WORKING WITH PATIENTS

2,. Patient - Transactions

If you have HICAPS or Tyro integration, when deleting an EFTPOS payment you will
be asked if you would like to process a refund through the terminal.

[ Confirm S |

This transaction includes an EFTPOS amount of 562.25

Would you like to refund this amount through the EFTPOS terminal? (This will require the patient's EFTPOS card)

If you try to delete an item which was entered and paid for with other transactions
and includes multiple payment types, the following Manual Payment Reconciliation
dialog will appear.

Manual Payrment Reconciliation

A

ou wish to delete a transaction {or transactions) that was entered with other
transactions and paid forwith more than one payment type.

In the following steps you will need to enter the new payment type (or types)
for the remaining transactions on the system.

In Step 2 wou will be shown the transactions remaining.
In Step 3 wou will be required to enter the payment type for these transactions.
Mote that the total of the payrment type must equal the total for the remaining

transactions.

Click Mext to continue,

=< Back Mext ==

Click Next to continue with the reconciliation, Back to go to the previous screen or
Cancel to cancel the operation. The following Manual Bank Reconciliation: Step 2
dialog will be displayed.

tanual Bank Reconciliation: Step 2

View Transactions

Al transactions below were paid for atthe same titme as the transaction that
you wish to delete,

Press Mext to indicate how payments will be adjusted after this deletion,

Date Prac  Itern Code Description Debit Credit Owing  G5T -
’|14f'ﬂl."2016 Robert Payrent Received 14/1/201 $7a.00

Total payrnent for autstanding itemn(s)  $78.00

Cancel | << Back || Mext 2>
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This dialog details the additional transactions that were paid for at the same time as
the item you wish to delete.

Click Next to continue with the reconciliation, Back to go to the previous screen or
Cancel to cancel the operation.

The following Manual Bank Reconciliation: Step 3 dialog will be displayed.

Manual Bank Reconciliation: Step 3 Total Payrment: $78.00
gt S Draweer Bark  Branch Cheque e,
Cheque(s) $0.00
$0.00
$0.00
$0.00
Grp Cha/Deposit $0.00 Register.. |
Card $0.00 @ Visa haster Card () Srmerican Express () Diners () Other
EFTPOS $46.00
HICAPS $32.00
Medicare / DA $0.00
Direct Depasit $0.00
Total $78.00 | <- This total should equal $78.00 by setting the payment amounts
Cancel | | << Back | [ Process ]

Edit the payment type fields so that the new total is equal to the Total Payment
shown in the title bar of the Manual Bank Reconciliation window.

Click the Process button to continue.
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Edit Item

The Edit Item function is available to edit transactions and/or payments.
Transactions can only be edited if you have appropriate user access rights.

M, Patient - Mr John Smith o] B (==
General Additional Billing Details Medicare / DVA Transactions Quotations Appointments [ 4| *
Account | Primary Close
Invoice # Service Date Prac Debit Credit  Owing Description ~ Delete lterm
69092|01/02/2018 |PB §52.00 20,00/ Initial Consultatic
® 69002/01/02/2012 |PB $52.00 PaymentReceive | | Edithem [1——  Edit Item
69093|05/02/2018 |PB §75.00 0,00 Standard Consult
|  6909305/02/2018 PB §75.00 Payment Receive Reprint
69094|07/02/2018 |PB §75.00 40,00/ Standard Consult
E | 69004 23/02/2018 PR 575.00 Payment Receive SEiahat
69095 10/02/2018 PB §75.00 £0.00 Standard Consult
o 2 Trans. Log
[=2] 69095/23/02/2018 |PB §75.00 Payment Receive
6909615/ 18 |PB $65.00 $65.00 | Extended Consuli Write OFf
69097|19/02/2018 |PB §52.95 §52.95|Medicare Standai
Refund
Export
v
£ >
[]5how Qutstanding Only [ 5how as Account
: Primary
90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 $0.00 §117.95 §117.95 Help

This function can be used instead of deleting and re-entering the transaction and/or
payment.

For outstanding amounts (red) you may edit the Date, Practitioner, Item Code and
Fee.

For items that have been paid (blue) only the Date and Practitioner fields can be
edited. If patients are grouped together then the patient's name can be edited, but
you will need to be in the main biller’s file to change these details.

If the date of an invoice is changed then any transactions associated with it will also
be updated accordingly by including reductions, payments etc.

Edit Transaction

Marmne hr John Smith

Account Primary
Date 14/01/2016 |+

Fractitioner | RIEETIN S A e LA Tle |v (_ fSeIect the Practitioner
rom the drop-down box

Ttem Code |Robertlones - Hazelwood Park -
B Ccan Euerrett - Adelaide
Description Susan Everrett - Dulwich

Trevar Phillips - Hazelwood Park =

Fee §78.00 Include GST
Reduction

Met Fee $78.00

ok || cancel || Help
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When editing a transaction, you will be prompted with the following dialog for a
reason why the transaction has been edited, click OK when complete.

r -
Reaszcn for Editing Transaction

Wrong Practitioner »

[ ok | | Cancel |

To edit a payment, highlight the payment line (black) and click the Edit Item button.

M2, Patient - Mr John Smith o] B |
General Additional Billing Details Medicare / DVA Transactions  Quotations Appointments 14| *
Account | Primary Close
Invoice # Service Date Prac Debit Credit Owing Description Delete Hem
65092|01/02/2018 |PB $52.00 $0.00 Initial Consultatic
®| 60092 01/02/2018 |PB §52.00 Payment Receive
65093 |05/02/2018 |PB $75.00 $0.00 Standard Consult
B 69093 05/02/2018 PB $75.00 Payment Receive Reprint
69094 |07/02/2018 PB $75.00 $0.00 Standard Consult
W] 60094 23/02/2018 |PB 575.00 Payment Receive LE R
69095|10/02/2018 |PB $75.00 $0.00 Standard Consult
= Trans. Log
B 65095 23/02/2018 PB __ §75.00 Payment Receive
69006 (1 2 |PB $65.00 §65.00 Extended Consuli Write O
690971 2 |PB §52.95 §52.95 Medicare Standai
Refund
Export
v
< >
DSthOutstanding Only [1Show as Account
Primary
90+ Days 60 Days 30 Days Current Balance
50.00 50.00 50.00 5117.95 §117.95 Help

The Payment Type screen will appear. Change the method of payment to the
correct payment type and click OK.

Payment Type - Amount to Pay §73.00

Cash £0.00
Drawer Bank Branch Chegue Mo.

Cheque(s) $0.00
50.00

50.00

50.00

Grp Chg/Deposit 50.00 . Register...

Card Visa Master Card American Express Diners () Other
EFTPOS

HICAPS

Medicare / DV4 50.00

Direct Deposit £0.00

Total §75.00

Cancel
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Edit Invoice

An existing invoice can be edited by right-clicking the transaction line and selecting
Edit Invoice.

Account | Primary

Invoice ID Service Date Prac Debit Credit  Owing Description L
68517(01/01/2018 |Bob §52.00 552,00 Initial Consultati
68517(03/01/2018 |Bob 575.00 575.00|5tandard Consul
68517|08/01/2018 |Bob : [tati

. Reprint I
68519|08/01/2018 |Bob nisul
Delete [tern
Edit ltem
Edit Invoice

Edit Invoice / Payment Time
Edit Location
Un-issue Invoice

Medicare Online »

This will display the Billing window, which can be used to add or remove items.

Billing - Qutstanding Amount $239.00 X

Patient | Account | Primary
Practitioner |Dr Robert Smith - Adelaide ~ |
tem Code [C100 [ o |[<AlSchedules> v Reduction

Description | Other Consultation et Fee 537,00 Include GST []
Date ltemn  Description Prac Met Fee Payment A
01/01/2018 |CO02  |Initial Consultation Bob $0.00
Standard Consultation Bob $0.00
Other Consultation Bob $0.00
GST ltem Totals | 516400 $0.00 v
[[] Accept Unallocated Payment ¢ titioner | Dr Robert Smith - £
Online Claiming
Medicare PC [ Print
Bulk Bill [ Email Send now using template Invoice Template
DVA Claim Edit before sending

Help Cancel

As per the usual billing process, double-clicking an existing transaction line will
remove it from the invoice. Items with a payment cannot be removed in this way and
must be deleted from the transactions tab.

Iltems can be added to the invoice by entering the desired date, item code, fee and
payment and clicking Add.




WORKING WITH PATIENTS

2\ Patient - Transactions

Edit Invoice / Payment Time

To edit the date and time an invoice was entered, right click on the invoice and select
Edit Invoice / Payment Time from the menu.

M, Patient - Mr John Smith o ®
Transactions  Quotations Appointrents  Events  SMS Motes = Clinical Motes Recalls Trac * | *
Account | Primary Close
Invoice # Service Date Prac Debit Credit Owing Description A Delete e
69092|01/02/20128 |PB $52.00 £0.00| Initial Consultatic -
3] 69092 |01/02/2018 PBE 552.00 Payment Receive Edit [tem
69093 05/02/2018 PB $75.00 Reori
epnnt .
&3] 69093 05/02/2018 PB elik Reprint
60094 07/02/2018 |PB |  §75.00 s
Pt 69094 23/02/2018 | PB Edit [tem Statement
69095 10/02/2018 |PB $75.00 Edit Invoice
g : : . Trans. Leg
= 60095|23/02/2018 |PB Edit Invoice / Payment Time
60096|15/02/2018 |PB 565.00 Medicare Easyclaim * | Write Off
69097)19/02/2018 |PB $52.95
Reset Columns Refund
Export
v
< >
[ ] Show Qutstanding Only [ Show as Account
Primary
90+ Days 60 Days 30 Days Current Balance
50.00 50.00 50.00 $117.95 $117.95 Help

Enter the new Invoice / Payment date and time. If you wish to update the date on
other associated transactions, select Update all transactions associated with the
selected invoice(s).

Edit Inveice / Payment Time >

Mew Invoice / Payment Date and Time

|19_fnafzms v | 11:00 AM |

[]Set to date and time of invoice

] Update all transactions associated with the selected invoice(s)

oK Cancel

Front Desk 2018 - Note

This option is only accessible if you have user access rights to Edit Transaction
Entry Date.
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Moving Transactions

To move a transaction from one patient file to another, simply highlight the
transaction and hold down <CTRL> + M on your keyboard.

An Edit Authorisation screen will appear which requires a password. Please

contact Smartsoft to obtain this password.

Edit Authorisation -
Code B434
Paszwiard |
ok LCancel |

Once you have typed in the password, click OK and the Move Transaction screen
will appear. Click the browse button (-] and search for the patient file to which you

wish to move the transaction.

[ 5
Move Transaction [&J

ke trangaction bo;

Mr Justine Srith 100 The Parade Nnrwnnd[g €

ok || Cancel |

|

Browse button

Click OK and then Yes to complete the transaction move.

-

Confirm

S

You are about to move transaction(s) from:
Mr John Smith to Mr Justin Smith

Please click Yes to continue or Mo to cancel.
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Reprint

Invoices can be reprinted by selecting the Reprint option.

J&, Patient - Mr John Smith

o ==

Transactions  Attachments Appointments Events  SMS Motes  OQuotations Recalls Track * | *
Account | Primary Close
Invoice [0 Service Date Prac Debit Credit  Owing Description Delete ltem
68305(03/07/2017 |Bob §75.00 §75.00|Standard Consul =
68305|03/07/2017 |Bob 545.00 545.00|Massage- 40 Mir Edit [tem
68305|03/07/2017 |Bob 528.00 §28.00 | Pillow- Standard
Statement
Trans. Log
Write Off
Refund
Export
v
< >
Show Qutstanding Only []Show as Account
Primary
90+ Days 60 Days 30 Days Current Balance
$148.00 50.00 50.00 §0.00 §148.00 Help
Or by right-clicking the selected transaction.
Account | Primary
Invoice D Service Date Prac Debit Credit Owing Description a
62305 (03/07/2017 |Bc; T e L
6830503/ pc A Hepom { Cansu
6830503/ Bc Lmised Standard
Edit ltemn
Edit Invoice
Edit Invoice / Payment Time
Edit Location
Medicare Online »

Both options will display the Reprint Invoices window.
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Reprint Invoices ¥
Select Account
Close
Primary
Brint
Invoice Type
(@) All Qutstanding Invoices Preview
() Qutstanding Invoices 01/01/2018
Email
) All Invoices 01/01/2018
: SO S y L PDF
Reprint Invoices Containing Selected Transactions
Only include selected items Log
Include items from different invoices on a single document =
() Reprint Invoice No. 68516 08/01/18 10:27am $37.00
Qutstanding Only
Filter
[ By Practice
Group Peter Brown
Practitioner Peter Brown
Help

There are multiple options for reprinting invoices:

¢ All Outstanding Invoices
e Outstanding Invoices in a date range
e All Invoices in a date range
¢ Reprint Invoices Containing Selected Transactions
e Reprint Invoice No.
Invoice Type

(®) All Qutstanding Invoices

(O Outstanding Invoices 01/01/2018 07/01/2018

(O All Invoices 01/01/2018 07/01/2018
Reprint Invoices Containing Selected Transactions

Only include selected items
Include items from different invoices on a single document

() Reprint Invoice No. 68520 08/01/18 01:03pm §148.00

Outstanding Only

Note Reprint Invoices Containing Selected Transactions will include all items
contained in the selected invoice(s).

|@ Reprint Invoices Containing Selected Transactions |

] Only include selected iterns
Include items from different invoices on a single decument

Only include selected items can be enabled to include only the items highlighted
on the Transactions window. This will reprint the selection using the original invoice
number, noting that not all items have been included on the reprint.

(®) Reprint Invoices Containing Selected Transactions
| Only include selected items |
[JInclude items from different inveices on a single document

Include items from different invoices on a single document allows users to
reprint their exact selection to a single document, removing all associated invoice
numbers.

(®) Reprint Invoices Containing Selected Transactions
Only include selected items
| Include items from different invoices on a single document
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Invoice Consolidation

When reprinting multiple Invoices, it is important to be aware of Invoice
Consolidation. Invoices that have not previously been consolidated or issued will be
consolidated automatically when an invoice is actioned using the Preview, Print,
Email or PDF options.

The consolidation of Invoices is triggered from the Transactions tab of the patient
file, or when invoicing in bulk from Statements / Invoices.

In the example below, John Smith has three separate invoices currently using the
Invoice ID’s of 68514, 68515 and 68516.

M2, Patient - Mr John Smith ==
Transactions  Attachments Appointments Events  SMS Notes Quotations Recalls Track * | *
Account |Prirmary Close
Invoice ID Service Date Prac Credit Owing Description - Delete ltem
ob §52.00/Initial Consultati -
2 |Bob §75.00|5tandard Consul Edit ltem
68516/08/01/2018 [Bob $37.00|Other Consultati
Reprint
Statement
Trans. Log
Write Off
Refund
Export
v
< >
Show Outstanding Only [ Show as Account
Primary
90+ Days 60 Days 30 Days Current Balance
50.00 50.00 50.00 5164.00 5164.00 Help

When scrolling to the right, the Issued column shows these invoices have not
previously been issued. The Statement column shows that these invoices have not
appeared on a statement.

Type Invoice / Payment Timg Issued Staternent Lser ”
Invoice 08/01/2018 10:26 AM ] ] . dmin
Imvoice 08/01/2018 10:27 AM ] ] olmin
Invaice 08/01/2018 10:28 AM ] ] el in

Invoices that have previously been Issued, appeared on a Statement,
Consolidated or include Payments will not be consolidated into a new invoice
number, as we assume they have already been provided to a payer or third party.

To consolidate these invoices, click Reprint.
Reprint

This will display the Reprint window, where the corresponding Print, Preview, Email
and PDF options will trigger the consolidation of eligible invoices.
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Consolidation is based on your selections in this window.

Reprint Invoices
Select Account
Primary
Invoice Type
(®) All Qutstanding Invoices
() Outstanding Invoices

() All Invoices 01/01/2018
Only include selected items

() Reprint Invoice No.

Filter
[] By Practice
Group Peter Brown
Practitioner Peter Brown

Reprint Invoices Containing Selected Transactions

Include items from different invoices on a single document
68516 08/01/18 10:27am $37.00

[] Outstanding Only

Help

With All Outstanding Invoices, Outstanding Invoices, All Invoices or Reprint
Invoices Containing Selected Transactions selected, clicking Print, Preview,
Email or PDF will consolidate the invoices found.

Following this example, if we Preview the selection we can see the transactions
have now been consolidated into a single invoice, using the unique invoice number

68517.

Printed: 8-Jan-2018

Tax Invoice # 68517

ABN 123-456-789

Date Item Description Payment Fee
01/01/2018 C002 Initial Consultation $52.00
03/01/2018 CQ05 Standard Consultation $75.00
08/01/2018 C100 Other Consultation $37.00

No GST included.

Returning to the Transactions tab, we can see the Invoice ID has updated to reflect

the new invoice number.

Invoice D Service Date Prac Debit
68517 P1/01/2018 |Bob §52.00
68517 03/01/2018 |Bob §73.00
68517 08/01,/2018 |Bob 37.00

Credit  Owing Description
532,00 Initial Consultati
575.00|5tandard Consul

37.00) Other Consultati

L

If further changes need to be made to the invoice, right-click the transaction line and

select Edit Invoice.

Edit Invoice
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If an invoice has previously been Issued in error, the Un-issue Invoice option can
be used to remove the issued status to allow consolidation where required.

Type Invoice / Payment Time Issued Staternent User ”
Invoice 23/02/2018 11:50 AM O | Admin
Invoice 09,/02/2018 11:00 AM | i Admin
Invaice | 17/02/2018 11:00 AM | Aelrmin
Invoice 22/02/2018 11:00 AM ] Reprint

Delete ltermn

Edit [tem

Edit Invoice

Edit Invoice / Payment Time

Un-issue Invoice

Medicare Online >

Reset Columns

If an invoice has previous appeared on a Statement in error, hovering the mouse
over the Statement issued column will provide details of the statement.

Type Inveice / Payment Time lssued Staternent User ~
Invoice 23/02/2018 11:50 AM O O Admin
Invoice 08/02/2018 11:00 AM | [0 | Admin
Invoice 7/02/2018 11:00 AM e : =
= | i s faten 5 This invoice has been included on the following statements:
Invoice 22/02/2018 11:00 AM [l |

Mo. 10609 06/03/2018

Deleting the listed statement(s) will release the invoice for consolidation.

To delete a statement. click the Statements button and select the Reprint
Statement option.

Click the Delete button to remove the selected statement.

Statements b4
Select Account
Close
Primary ~
3 Print
Staternent Type
(O All Qutstanding Invoices Preview
O Outstanding Invoices 5
Ernail
(D) All Invoices
(D) Invoices Containing Selected Transactions PDE
|© Reprint Statement [ No. 10608 (06/03/2018) 5100.00 |- || Log

Print itemised invoices on statement
Print copies of invoices

Include unallocated payments (credits)

Filter
By Practice
Group Dr Robert Smith Group
Practitioner Peter Brown

Help
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Reversing a Consolidation

If an invoice has been consolidated in error, the following options are available by
right-clicking the consolidated invoice.

-

W, Paticnt - John Smith =] ® =]
Transactions Quotations Appointments Events  SMS Motes  Clinical Motes Recalls Trac * | *
Account | Primary Close
= : : 5 : i
Invoice # Service Date Prac Debit Credit Owing Description ~ Delete ltem
69101(01/02/2018 |PB §52.00 552,00 |Initial Consultatic
69101|05/02,/2018 |PB §75.00 Repri
epnnt
69101|10/02/2018 |PB §75.00
Delete ltem
Edit Item
Edit Invoice t
Edit Invoice / Payment Time
Unlink ltern From Consolidated Invoice
Unlink All ltems On Consolidated Invoice
Medicare Easyclaim b
Reset Columns
TXpOTT
v
< >
Show Qutstanding Only (] Show as Account
Prirmary
90+ Days &0 Days 30 Days Current Balance
50.00 50.00 50.00 §202.00 §202.00 Help

Unlink Item from Consolidated Invoice will unlink the selected item from the
invoice, separating it from the consolidation and reverting the item to its original
invoice number.

Unlink All Items on Consolidated Invoice will unlink all items from the consolidated
invoice, separating all invoices to their original invoice numbers.

If needed, a summary of the consolidation can be seen by hovering your mouse over
the Invoice # as seen below:

Account | Primary

Invoice #|Service Date Prac Debit Credit Owing Description ﬁ
69101(01/02/2012 |PE §52.00 552.00|Initial Consultatic
69101 |05/02/2013 |PB 575.00 573,00 |5tandard Consult
69101 110/02/2018 PR §75.00 575.00 Standard Consult

Consolidated Invoice |D: 65101
Invoices consolidated at 23/02/18 1:05:00 pm by Admin

69093 01/02/18 11:00:00 am
69099 05/02/18 11:00:00 am
69100 10/02/18 11:00:00 am
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Invoice consolidation can be disabled globally from the Statement / Invoice
Defaults tab of System Information.

E System Information E\ =} '
Statement / Invoice Defaults  Options  Banking Appointment Book * | *

Printing and Emailing B
[]Print Invoices/Receipts ] Email Invoices/Receipts =
Receipt Template Receipt Template e

Invoice Template Invoice Template -

Statement Template | Statement Template ~

Update Accounts
[[]Generate a separate PDF for each invoice
Send no morethan | 0
| Consclidate inveices that have not been issued
Help

Alternatively, consolidation can be managed per account from the Billing Details tab
of the patient file. Preferences set on the account will override the global settings of

System Information.

I, Patient - MrJohn Smith o = |[=)
Billing Details Medicare / DVA  Transactions Attachments Appointments Events SMS  No * [ *
Primary l e

—iBi . )
Pt Thad Barty ) Individual ®) Linked Statement/Invoice Preference T
Mame Smartsoft Insurance |Emai| w ELEEAE
Address |107 Flinders Street Override invoice settings Letter
ADELAIDE SA 5000 [] Ir.n.rc-uces |r1. separate PDFs
Limit email attachments Treat. Plan
Home Ph |W0rk|3h| [“] Consolidate invoices Print Options
Email insurance@smartsoft.com.au Hold statement Total Billed
Hold invoice  |Advanced| || $463.00
Other details s B
Account No. Claim Mo, Client ID Hospital / Facility 11/07/2017
Last Statement
Employer Injury Injury Date et roics
08/01/2018
Referring Doctor
More... MNew Acc,
Primary Delete Acc,
90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 50.00 $239.00 §239.00 Help
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Statements

A Statement is a summary of outstanding invoices.

Typically, a statement will be sent periodically to clients with multiple outstanding
invoices or large accounts, which they can then use to make appropriate payments.

To generate a statement, click the Statements button.

Statements *
Select Account
Close
Primary ~
Print
Statement Type
[OFA] Outstanding Invoices Preview
(O Qutstanding Invoices 07/02/2018 3
Email
() All Invoices
(O lnvoices Containing Selected Transactions L
(O Reprint Statement No.10609 (06/03/2018) $100.00 Log
Options Delete
Print itemised invoices on staterment
[“1Print copies of invoices
Include unallocated payments (credits)
Filter
1By Practice
Group Dr Robert Smith Group
Practitioner Peter Brown
Help

Statements can be generated for:
e All Outstanding Invoices
e Outstanding Invoices or All Invoices within a date range
e or by Invoices Containing Selected Transaction.

Additional statement options are also available:
Options
Print itermised invoices on statement
Print copies of invoices

Include unallocated payments (credits)

Print itemised invoices on statement.
Selecting this option will itemise the items on each invoice.

Prinied: &-0cL2017 STATEMENT No. 10254
ABN 123-456-789
Invoice # Date Provider No Item Description Invoice Amount Payments Balance
68320 03/07/2017 A1234567 C005 Standard Consultation $75.00 $0.00 $75.00
03/07/2017 A1234567 M-001 Massage- 40 Mins. $45.00 $0.00 $45.00
03/07/2017 A1234567 P-2 Pillow- Standard Soft $28.00 $0.00 $28.00
$148.00 $0.00 $148.00
68321 25/06/2017 A1234567 C005 Standard Consultation $75.00 $0.00 $75.00
$75.00 $0.00 $75.00
68322 24/05/2017 A1234567 C002 Initial Consultation $52.00 $0.00 $52.00

$52.00 $0.00 $52.00
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When deselected, the statement will only show invoice totals.

Printed: 6-Oct-2017

STATEMENT No. 10255

ABN 123-456-789

Invoice # Date Invoice Amount Payments Balance
68320 06/10/2017 $148.00 $0.00 $148.00
68321 06/10/2017 $75.00 $0.00 $75.00
68322 06/10/2017 $52.00 $0.00 $52.00
Print copies of invoices.
Selecting this option will print copies of each invoice listed on the statement.
The invoices will appear as additional pages on the statement document.
H ‘ |Page20f4 |m H = E }e ? Close
Printed: 3-Jul-2017 Tax Invoice # 68305
ABN 123-456-789
Date Item Description Payment Fee
03/07/2017 CO05 Standard Consultation $75.00
03/07/2017 M-001  Massage- 40 Mins. $45.00
03/07/2017 P-2 Pillow- Standard Soft $28.00
No GST included.
Include unallocated payments (credits).
Select this option to include unallocated payments on the statement.
Printed: 6-Oct-2017
STATEMENT No. 10256 ABN 123.456.789
Invoice # Date Provider No Item Description Invoice Amount Payments Balance
68320 03/07/2017 A1234567 CO005 Standard Consultation $75.00 $0.00 $75.00
03/07/2017 A1234567 M-001 Massage- 40 Mins. $45.00 $0.00 $45.00
03/07/2017 A1234567 P-2 Pillow- Standard Soft $28.00 $0.00 $28.00
$148.00 $0.00 $148.00
68321 25/06/2017 A1234567 C005 Standard Consultation $75.00 $0.00 $75.00
$75.00 $0.00 $75.00
68322 24/05/2017 A1234567 coo2 Initial Consultation $52.00 $0.00 $52.00
$52.00 $0.00 $52.00
68323 06/10/2017 A1234567 Unallocated Payment $0.00 $150.00 ($150.00)
$0.00 $150.00 ($150.00)

With your statement options selected, you can now Print, Preview, Email or PDF

the statement.

Previously created statements are available under the Reprint Statement menu.

(®) Reprint Statement

Mo 10462 (04/07/2017) 5125.00 |~

By selecting a previously created Statement the Delete option will also become
available. This can be used for statements issued in error that need to be deleted.

The Log can also be accessed to view all statement activity within the patient file.

Statement / Invoice Log

Date/Time

04/07/2017 11:57 am PDF

Activity Statement Mo. Statement Date Balance

m--m

10462 | 04/07/2017

§125.00

ltemised Invoices User

1 Admin
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Q& Search for Invoice/Statement Numbers

To search for a statement or invoice number, go to the System menu and select the
Search Statements & Invoices option.

System | Reports  Window Help

Q»h Search Statements & Invoices

The Search Statement & Invoices screen will appear.

ﬂ Search Statements & Invoices @
Search For
Close
10152 |
Refresh
Search On
[+] statement Nurnber [ Invoice Number

Old Invoice/Staterment Mumber

Mumber Batch  Type MName Date ~
1= 10152 Staterment | MrJohn Smith 18/09/2017
Invoice Mo Date Prac  Mame Debit Credit Cwm

m---

68115|02/06/2017 |Bob  |MrJohn Smith

68116/ 15/06/2017 |[Bob | Mr John Smith 2

68165|01/07/2017 |Bob | Mr John Smith 2

68166/ 04/07/2017 |[Bob | Mr John Smith 2

68167|11/07/2017 |[Beb  |Mr John Smith _ 32| |~
< >

Help

Enter the invoice/statement number to search for in the Search For field.
Select which option you wish to search on:

= Statement Number

= [Invoice Number

= Old Invoice/Statement Number

To view the transactions on a particular invoice or statement, click on the plus (+)
located on the left of the invoice/statement number.

If you wish to view the transaction associated with a patient’s file, double click on the
invoice item to open up the Transactions tab for that patient.
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Transaction Log

The Transaction Log in the patient file is used to produce a list of transactions
between two dates for a patient.

ETransactions - Mk lobn Smith EI
Itern Debit Credit  GST Description - Clase
05/01/2015 i 505 | Standard Treatm| B :
F 037012016 Susan MrJohn Smith Payrment Receive'_'_
1440272016 Susan Mr John Smith 505 Standard Treatm -
P rewiews
[ 14/02/2016 Susan Mrlohn Smith Payment Receive
3LA03/2018 | Susan MrJohn Smith 5035 Standard Treatm _ @ Detailed
i k ) Summmary
From  Friday, 1January 2016 |v Transfer Qut $0.00 TransferIn $0.00
To  Thursday, 31 March 2016 |~ Reductions 50,00
@ Date Entered ) Date of Trans. Wkite Offs 40,00
FllteBr : Refunds $0.00  Prev Credits Used $0.00
[C] By Ttem
@ Itern Code | 10960 GST Refunds $0.00  GST Reductions $0.00
Schedule Maon-Serdce G3T Whrite Offs $o.on
Itern Group |Initial Consultatior eslifree ren S0
[ By Practi Billed GST $0.00 | Received GST $0.00
|| By Practice : s @ Aute Undate < Manually update or
@ Graup Adelaide Billed Other $234.00 | Received Unalloc §0.00 ¥ Auto Update E Auto Update option
Practitioner |Gearge Rogers - H otalibill=d : $234.00 | Received Oth_er 323400 | Update
[7] By Location | Hazelwood Park Met Billed $234.00 | Total Received $234.00
- Help

Two dates are associated with each transaction, the date when the transaction was
entered into the system (Date Entered) and when the service was provided (Date of
Trans.).

Set the From and To dates to view the desired period. Select the Date Entered
option to view transactions as they were entered into the system. Alternatively,
select the Date of Trans. option to view transactions by the date of service.

Select the By Item option to view transactions that relate to a particular ltem Code,
Schedule or Iltem Group.

Select the By Practice option to view only the transactions that relate to a particular
Practitioner, Practice Group or Reporting Group.

The report may be printed or previewed by clicking the Print or Preview buttons
respectively.

The method of payment can be viewed by clicking the plus (+) to the left of the
payment.

If the details of each transaction are to be printed select the Detailed option.
Alternatively, if only summary totals are required select the Summary option.

This report automatically updates whenever the date or any of the filter options are
altered. To manually update the information after you have selected the report criteria
uncheck Auto update and click the Update button.
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Front Desk 2018 uses several different transaction types to record accounting
details. A description of these transaction types follows.

Transfer In and Transfer Out (inter-practitioner transfers) are amounts credited to or
debited from practitioners on a patient's account, for internal accounting reasons.
These transaction types are used to help keep track of payments paid in advance to
a practitioner, which appears as a credit on a patient file, which is later used to pay
an amount for a different practitioner.

Write Offs are amounts credited to a billed item if you wish to clear an owing
amount, generally due to difficulties in collecting this debit.

Reductions are amounts credited to a billed item to apply a discount to the normal
full fee. The full fee and the reduction amount will be shown on printed receipts and
accounts. Using reductions is the preferred method for charging reduced fees to
concession type patients.

Prev. Credits Used (Previous Credits) are payments made using an existing credit
(also referred to as unallocated payments) on a patient’s account. No physical
payment is received for a payment made with an unallocated amount, but the
patient’s credit amount will decrease appropriately by the use of a credit on the
patient file.

GST Write Off is the GST component of an amount written off from a patient account.

GST Prev Cred. (Previous Credit) is the amount of GST paid by a patient using
credit (unallocated payments).

Refunds are the total amount of refunds for that period including GST.

GST on Refunds calculates the total amount of GST on refunded items.

Received GST is the amount of GST received.

Billed GST is the amount of GST that has been billed.

Received Unallocated is the amount of unallocated payment received. These are
credits on a patient account not allocated to pay any specific item or payments made

in advance.

Received Other is the received amount for a period excluding GST and Received
Unallocated amounts.

Billed Other is the billed amount for a period excluding GST billed amounts.
Total Billed is the total billed, including GST.

Net Billed is the total billed minus reductions, write-offs, GST reductions and GST
write-offs.

Total Received is the total physical amounts received, including GST and any
payments made using patient credits (unallocated amounts).
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Write Offs

Write offs are amounts written off a billed item if you wish to clear an owing amount.
A write off can be used if a debt is unrecoverable or if a correction is required on an
account. To perform a write off, click the Write Off button. Enter the amount to write
off in the Write off Amount field.

To allocate an amount to the oldest outstanding item(s) select the Auto Allocate
button. The write off function can also be used to add reductions to items. For the
amount to be recorded as a reduction, select the Fee Reduction option. Reductions
can be viewed as a discount applied to a billed item.

M Write Off/ Fee Reduction =
Process as Wirite Off Amount
Fee © Wiite OFF $40.00 i
. - Allocation Amount
Reduction * Eesiedichon Clear Auto Allocats
option
Date [iern  [Description [prac Billed | Owing[  Allocation
14/01/2016 509 Long Consultation Robe 40.00 40.00 0 | {n— Manua”y allocate
fis Bavrmant
Full Payrnent
Rebate Only
Gap Only
HICAPS Ol
Help Cancel

You will be prompted by the following dialog to enter a reason for the write off or fee
reduction, click OK when completed.

Reason for Write Off

bad debt|

[ OK ] [ Cancel ]

Front Desk 2018 - Note

Front Desk 2018 uses an open item accounting process. This is a method of
transaction recording, which provides greater details on which individual items have
and have not been paid, rather than just recording an outstanding balance amount.
This is why Front Desk 2018 enforces payments and credits to be made against
specific items on an account.

To manually allocate a write off amount to a particular item, select the corresponding
allocation cell and enter the amount or alternatively use the payment drop-down box
to select an amount. The amount entered must be less than or equal to the amount
owing for the item. The total of the amounts in the allocation column must equal the
Write off Amount. Use the Auto Allocate button after manually entering an amount
to automatically distribute any remaining amount to the oldest unpaid items. To clear
the amounts in the allocation column, click the Clear Allocated button.

To process these transactions click the OK button, or click Cancel to cancel the
operation.




Refunds
will be
recorded
under the
transaction
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Refunds

Front Desk 2018 enables you to refund a patient for any paid items or unused credits

(unallocated payments). Simply click on the Refund button from the Transactions
tab. You will be presented with a list of paid items and any unallocated payments
that have been made by the patient.

Enter the Amount to Refund and allocate the amount to the appropriate
transactions. If the item(s) to be refunded are the most recent, click the Auto
Allocate button. This will distribute the amount amongst the listed items (note the
amounts in the Allocation column), the most recent being refunded first.

To distribute the amount manually, click in the Allocation column of the item to be
refunded and manually enter the amount. To clear the amounts in the allocation
column, click the Clear Allocated button.

Refund - Mt lohn Smith - Primary

]

Amount to Refund

Clear AHUcated] IAutU Allocate

Amountto Allocate $0.00

Date Ttern Description

b 14/01/2016 505 Standard Treatment
18/1042015 555 Hydrotherapy
03/10/2015 555 Hydratherapy
24/09/2015 514 Extended Consultation
07/07/2015 510 Long Consultation - 2 areas
14/0172015 B-1 Srall Back Support

Prac  Paid

Susan $78.00 $0.00
Susan $70.00 $0.00) |
Susan $70.00 $0.00) |
Susan $50.00 $0.00
Susan $43.00 $0.00
Susan $39.00 $0.00

[ Ok ]I Cancel |[ Help ]

Allacation (—‘——

Allocation option

Refunded items can be viewed in the transactions tab. The Transaction Log also

shows refunded items.

M, Patient - Mr John Smith = EoR(~=
Tranzactions  Quotations Appointments Events  SMS Motes  Clinical Motes Recalls Trac/ * | ¥
Account | Primary ~ Close
Invoice # Service Date Prac Debit Credit  Owing Description - ekt o
60081|01/02/2018 |Bob | $128.00 §128.00| Consult & Treatn
69082 |03/02/2018 |Bob §75.00 50.00  Standard Consult Edit ltem
3] 69082 03/02/2018 |Bob §75.00 Payment Receive
|  69083|23/02/2018 |Bob 5§100.00| -5100.00 Unallocated Payr Reprint
69084 06/02/2018 |Bob |  5100.00 $0.00 Extended Consuli
£9084|06/02/2018 |Bob 50.00 Fee Reduction BRI
2] 69087 06/02/2018 |Bob §50.00 Payment Receive
= = Trans. Log
69085|07/02/2018 |Bob §75.00 30.00 Standard Consult
2] 69085 07/02/2018 |Bob §75.00 Payment Receive Write OFf
9 2018 |Bob §75.00 Refund -
2/2018 |Bob §75.00 50,00 Standard Consult Refund
E| 69089(23/02/2018 |Bob §75.00 Write Off 23/2/20
Export
v
< >
[]Show QOutstanding Only [15how as Account
Primary
S0+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $28.00 $28.00 Help
Export

The current view can be exported to CSV or Microsoft Excel using the Export button.
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Select the Appointments tab from the patient file.

W&, Patient - M John Smith =% NE]
| Appointments | Events Motes Recalls Tracking | &ttachments | Contacts | ¥-rays | Lk
| Appointments | Cancels/Reschedules | Statistics Patient Booking Gateway. il
Time Group Itern Code Appointment Type Practitioner Mz + | Rl
elete
19/08/2015 10:15 AM 500 Initial Consultation George Rogers | 18, =
»|25/08/2015 10:00 AM  [¥] 505 Pilates class George Rogers 18, Print
sch, Label
= Treatrments |
| Make Spp
Uncheck to i
view all 1 ’
appointments ——) V| Future Appointraerits Only Missed Appointrnent
: Default
Select if the __) Remind Patient of Appaintment: - || Default Appointrment Type ( Appointment
patient requires ST (] Type setting
reminding on all
appointments 90 + Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $78.00 $78.00 Help

By default only future appointments will be shown in the Appointments tab. To view
past appointments, uncheck the Future Appointments Only option. Double-clicking
an appointment will take you to that location on the Appointment Book.

Missed Appointments will be highlighted in yellow. Appointments will appear as
missed if a transaction has not been entered for that day with the appointment
practitioner, and if it is at least one hour after the missed appointment time.

To delete an appointment, highlight the desired appointment and click the Delete
button, the user will be asked to enter a reason for deletion. To select multiple
appointments for deletion, hold down the <CTRL> key on the keyboard whilst making
your selection.

Patients can have a Default Appointment Type. Each appointment made for this
patient will use the default appointment type unless otherwise specified. The default
appointment type applies to new appointments only. If you have set up Following
Appointments under the Appointment Types section in System Information, then
any appointments made by the Make Next Appointment method will default to your
Following Appointments settings.

Patient appointment reminders can be set as a default with the Remind Patient of
Appointment option. Select from the drop-down box one or more of the three
options - Reminder is a telephone call, SMS Reminder is a text message sent to
their mobile and an Email Reminder is a message sent to their email address. A
reminder tag will appear on all future appointments. This can also be set as a default
when creating new patient files in System Information - Defaults.

Front Desk 2018 - Tip

SMS and Email Reminders will only be available if you have enabled the SMS and
Email Integration functionality on the Advanced tab in System Information.
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Cancels/Reschedules

Appointments that have been cancelled or rescheduled will appear in the
Cancels/Reschedules tab.

T s o] & |

Appaintments !Events I Motes I Recalls ! Tracking ! Attachrments ! Contacts ! He-rays |
Appointments | Cancels/Reschedules | Statistics | Patient Booking Gateway | Close

Appointrient Prac Type Tirne of change  Change To =
P|18!DS!15 1015 am AS Cancel 15/08/15 10:11 am '

-

Lelete

Print

sch, Label

m

Treatrments

hake Lpp

] r
Remind Patient of &ppointment: [C] Default Appaintment Type
<Mewer: [Z|
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $78.00 $76.00

An appointment will only be recorded as rescheduled if the appointment has been
changed to another day, not just to another time on the same day, and only if using
the Change Appointment option to move the appointment.

An appointment is recorded as cancelled if you delete an appointment and select the
Record as Cancelled option.

Confirm ld—hr

@ Delete Selected Appointment?

[¥] Record as cancelled

To delete a cancellation or reschedule record, click Delete.

The User who changed the appointment is recorded in the Cancels/Reschedules
tab of the patient file.
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Statistics
To view statistics on a particular patient's appointments click on the Statistics tab.

M2, Patient - Mr Jahn Smith o = =]

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

Past Appointrments 11 Missed Appointments 1 Delete

Future &ppointrments 1 Cancelled Appointments

[y
(=]
=.
=
=

Total Appointments 12 Rescheduled Sppointments

Next
Appointment » Mext App: Maonday 18/01/16 (faur days) sch, Label
bdake Spp

Remind Patient of &ppointment: [] Default Appairtrment Type
Mewvers -
90+ Days 6l Days 30 Days Current Balance
$0.00 $0.00 $0.00 $40.00 $40,00

This section of the patient file displays the number of past and future appointments
as well as total missed, cancelled and rescheduled. The patient’s next appointment
will also be included on the statistics tab. If the patient has no next appointment then
their last appointment date will be displayed.
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Print
The Print function provides several options when printing patient appointments.

Print Appointments

(®) Print Future Appointments (Appointment Schedule)
() Print Past Appointments

() Print All Appointments

() Print Appointments in Date Range

f09/2015 to  08/09/2016

(®) Appointments and Group Appointments
() Appointments only
() Group Appointments only

<All Class Types>

oK LCancel

Print Future Appointments (Appointment Schedule) will print the patient’s future
appointments.

Print Past Appointments will print the patient’s appointment history.

Print All Appointments will print all the patient’s appointments.

Print Appointments in Date Range will print patient appointments from a specific date range.

These options can be filtered to print Appointments and Group Appointments,
Appointments only or Group Appointments only.

To change the print layout of appointments go to System Information and select the
Printing Options tab, followed by the App Sched tab.

The Sch. Label button prints the next 5 appointments onto a business card sized
label. Select the label you wish to print on and click the OK button. The required
labels for this print out are Avery Laser Labels [AV93-8101] [DL24]. To adjust the
alignment of labels go to System Information and select the Printing Layout tab.

J&. Appointment Label L-'a'-J
Card 1 Card 9 Card 17
Card 2 Card 10 Card 18

Card 3 Card 11 Card19

Card 4 Card 12 Card 20

Card5 Card 13 Card 21

Card 6 Card 14 Card 22

Card7 Card 15 Card 23

Card & Card 16 Card 24

Avery Laser Labels (AV93-8101) (DL24)

[ |
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Treatment Frequency Graph

Select the Treatments button from the Appointments tab to display when the
patient has attended for treatment. Note that this graph is based on a patient’s billed
transactions, not appointments.

R Treatrment Frequency Graph - lohn Smith
| By Practice [ By Itern Code [ ':ByAccount ( ThIS IS_ only shown
Fractice Group Schedule ggﬁl(;ll?l?tlg is
Fractitioher Itern Code activated
1|2 [2 4[5 s |7 [e [o [10]11]12]1214l15]16]17]1e]10]20] 2122 23] 24| 25] 26127 28] 202031
Jul 14 [El
Aug 14
Sep 14 El
Oct 14
Mow 14
Dec 14
Jan 15 X
Feb 15
hular 15 X
Apr 15
hday 15 X X
Jun 15 X X
Jul 15 X
Aug 15 X X
Sepls| X X X
Oct 15 X X
Mo 15 X
Decld
Jan 16 XXX
Help |

The treatment frequency graph may be used to help a practitioner assess previous
and possible future treatment plans. Patients requesting a copy of their treatment
dates to claim travel allowances can be given a treatment frequency graph instead of
a detailed transaction print out. This will provide appointment dates without the
amounts being charged for each treatment.

To generate a graph relating to a particular practitioner or practice group, select By
Practice and the relevant Practitioner or Practice Group.

To generate a graph relating to a particular schedule or item code, select By ltem
Code and the relevant Schedule or Iltem Code.

To generate a graph relating to a particular account, select By Account and the
relevant account. Please note that the By Account option is only available if
Multiple Accounts is enabled in System Information.

Make Appointment

You can make appointments for the patient directly from the patient file using the
Make App button. This option allows you to make a single appointment or schedule
multiple appointments. Refer to the section on the Appointment Scheduler for
instructions on how to use this feature.
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Select the Notes tab from the patient file.

M Patient - MrJohn Smith =] =
Clinical Motes Medicare / D‘u"A.iuTransactions“?..ﬁ.ppointments.“fhtvents“i Motes E..Recall.qfﬂ;l'rackinc. Lajek
Warnings  Leftwallet behind. -

Must pay the $50 outstanding

The Referral Date can be

\L 3 changed if required
Referrer 1 Kate Smith |:J Date  04/08/2013 | w || Professional
Referrer 2 [.) Date |+ [Clprofessional € Check if a Professional referrer
ohen |» Created 04/08/2015
Qecupation
90+ Days 60 Days 30 Days Current Balance

$0.00 $0.00 $0.00 $0.00 $0.00

The Notes window is a scrollable area that can contain notes regarding the patient.
Generally, this area would be useful for administration notes for the patient.

Warnings

Patient warnings or reminders can pop up when accessing the patient file and/or
when making an appointment. To alter the warning preferences, select Options from
System Information.

Referrers
Referrer 1 and Referrer 2 are used to record patient referrals. To enter a referrer,

click the browse button () and search for the referrer from the Search on Patient
screen. Tick the Professional box if the referrer is professional, i.e. GP or another
health professional.

If the referrer is not a member of the patient list click the New button and enter the
details in the New Referrer dialog. To enter the referrer as an entity such as Yellow

Pages or perhaps the local newspaper, use the Person/Entity button E‘I to change
the name format as required.

- ~
New Referrer {&J
; 0K
Narne Yellow Pages 3 Pe rSOﬂ/Entity
Address
Phone Home work
Mabile Far
Email
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Occupations

To enter a Patient Occupation either type directly into the field, select one from the
drop-down box or right click on the field and select Add Occupation.

Referrer 1 .|| Date « | [] Professional
Referrer 2 .|| Date « | [] Profezsional
Patient  [g1cctrician « | Created|05/07/2017

Occupation

T Creating Patient Occupations
To set-up standard occupations within Front Desk 2018 select Occupations from the

System menu as shown below.
: SIEEtEm Reports  Window Help

Navipate ti

: ? Occupations

To create an occupation, click the Add button.

’* Occupations = E lﬁlﬁ

Description Close

= | [olose)

w

P.E Teacher
Personnal Assistant m

Physio
Plurnber
Receptionist
Sales

Teacher

:
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Enter the description into the Occupation field and click OK. To edit or delete an
occupation highlight the occupation and click the Edit or Delete buttons.

New Occupation @

Occupation  Mursel

Patient Occupations can also be created by right-clicking on the Patient Occupation
field and selecting Add Occupation.

"M& Patient - Mr John Smith == <)

I Clinical Motes I Medicare £ DA, | Transactions | Appointrments | Ewents | Motes iF{ecalls I Tracking * | *

| :

YWéarnings  Leftwallet behind. -
Must pay the 550 outstanding

Referrer 1 Eate Smith [I] Date n4/08,/2015 | » [ |Professional
Referrer 2 E] Date |v [ Professional
PRI 2 L ruasted 04/08/2015
Occupation | Add Occupation L

0+ Days 60 Days 30 Days Current Balance

$0.00 50,00 $0.00 50,00 0,00




WORKING WITH PATIENTS

2\ Patient - Notes

Patient Referrals

To list all patients who have been referred to the practice by this particular patient,
click the Referrals button under the Notes tab. The following Patient Referrals
dialog will be displayed.

R Patient Referrals @
Marne Address Billed -
P Shannon Alander 3 Trirn Drive Ridgehawven 58 5097 $1,625.00
tAr Christopher Foster  |129 Beulah Road Morwood 58 5067 $156.00
fAr David Turelli 34 Wedgewnood Road Modbury North 58 fan.on )|
Total Patients 3 Total Billed $1,821.00
Filter
| by Date From  |Tuesday, 1 Decermber 2015 To |Thursday, 31 Decernber 2015
|| Professional || Mon-Professional | Help |

The number of patients referred is displayed in the Total Patients field and the total
amount billed to these patients is displayed in the Total Billed column.

To display the patients who have been referred to the practice within a specified
period of time, select by Date and enter From and To dates.

To view both Professional and Non-Professional referrers keep both options
selected, otherwise uncheck the one you don’t wish to search on.

Front Desk 2018 - Tip

If the Medical Specialist Referrals functionality is required in your practice refer to the
Advanced Features section at the end of this manual. This option should only be
used by medical specialists with allied health professionals using the default medical
referral functionality in Front Desk 2018.
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Select the Recalls tab from the patient file.

ﬂ\ Patient - Mr John Smith E =

EAppolntments v Events v Motes Recalls fTracklng-uf Attachments-é Contacts 5.)(—rays“i

|
cl

Date Recall Type Mates - E

Thu 14/7/2016 6 Month &ppointment 6 maonth appointment recall, -
A
Delete

m

4 2

[¥] Future Recalls Only

90+ Days 60 Days 30 Days Current EBalance
$0.00 $0.00 $0.00 $0.00 $0.00 Help

]

Click Add to create a new recall, and select a Recall Type from the drop-down menu.

Mews Recall @
Recall Details =
Recall Type =
6 Month Appaintment |Z| Cancel
MNotes

& rmonth appointment recall.

Recurrence pattern
Recurrence »@ Ohce This recall occurs only once
options 2 Dally
O Weekly
Manthly
Yearly

Recall date

[sed[e] <] 14)uty 2016 |+ =) € Recalll date
selection

&

i months

(twenty sbcweeks) Help

Any notes relating to the Recall can be added in the Notes field.

To create a new recall type, right click on the Recall Type field and select Add
Recall Type.

Recall Details
Recall Type
6 Month Appointment

—

Add Recall Type |
Motes

Set a Recurrence pattern by selecting which time interval to repeat the recall upon;
Once, Daily, Weekly, Monthly or Yearly.




Future Recalls
Only option
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Depending on the repetition interval selected, different options will become available
to customise the recurrence.

Recurrence pattern

Once Recur every 1 week(z) on:

E\"all}rkl | Monday Tuesday | Wednesday Thursday
@ Weekly

Monthly Friday Saturday Sunday

Yearly

When repeating a recall more than once the Range of Recurrence allows the user
to specify the initial recall date, and the total number of recurrences.

Range of recurrence

Ttark: 14072016 |v @ End after; 10 OCCUTENCES
) End by 14/07 /2016

When a recall is set to occur only once, a single recall date will be available to select
using the arrows provided. Alternatively selecting the date drop-down option will
allow you to select a particular calendar date.

Recall date

[<d][<][ <] 14Juty 2016 I+ ][]

6 manths 4 July 2016 ¥
(hive by sz e

Mon Tue Wed Thu Fri  5at Sun
27 28 28 30 1 2 3
4 5 6 g 9 10
11 12 13 E3 R 15 16 17
18 19 20 21 2 23 M4
25 26 27 28 29 31 3A
1 2 3 4 5 6 7

[ Today: 14/01/2016

Click OK to complete the recall.

M, Patient - Mr John Smith =l 2 ==

| Appaintrnents | Events | Notes | Recalls | Tracking | Attachmments | Contacts | sterays

Claose

Date Recall Type MNotes - l:]
Thu 14/7/2016 6 Month Appointment £ & month appointment recall. -
Thu 21/7/2016 |6 Manth Appoirtrent | £ |6 manth appaintment recall,
Thu 28/7/2016 |6 Month Appoirtrent | € |6 month appaintrment recall,
Thu 4/8/2016 f Manth Appaintment | £ |6 manth appaintment recall,

Thu 11/8/2016 |6 Month Appointment | £ |6 month appointment recall. Deelete
Thu 18/8/2016 |6 Manth Appoirtrent | £ |6 manth appaintment recall,
Thu 25/6/2016 |6 Month Appoirtrent | £ |6 month appaintrment recall,
Thu 14972016 6 Manth Appaintment | £ |6 manth appaintment recall,
Thu /972016 6 Manth Appointment | £ |6 manth appaintment recall.
Thu 15/9/2016 |6 Manth Appointrent | £ |6 manth appaintment recall,

ol
Add

m

< 2

a0+ Days 6l Days 30 Days Current Balance
$0.00 $0.00 $0.00 000 0.00 Help

]

To view past recalls, deselect the Future Recalls Only option.

To edit or delete an existing recall, select the recall and click Edit or Delete.
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.J Creating Recall Types
To set up standard recall types select Recall Types from the System menu as

shown below.
r 5.}15t1.3m Reports  Window Help

Mavigate ti

[#? Recall Types

To create a recall type, click Add.

'E\ Recall Types

Recall Type &
| d|Missed Appointment Add

Previous Recall

Mew Appointment

Used to change the order Recall Types
are listed

[ Show Archived Recall Types

Enter the Recall Type and Default Period and click OK. To edit or delete a recall
type, select the recall type and click Edit or Delete.

Mew Recall Type ﬁ

Recall Type 6 Month Review
Default Period & | Monthis) -

[] Archive

L

To adjust the order in which recall types appear, use the up and down arrows.
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Select the Tracking tab from the patient file.

J&, Patient - Mr John Smith [o] @ [z
| Medicare / DVA | Transactions| Tracking |Appointments | Quotations | K-rays | Events | Motes | | [

Tracking Categories Patient Tracking Categories

iﬂr;hritis E:eb:tes

Fbow

Pregnancy

90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 50.00 50.00 50.00

Tracking categories are used as Filters when generating patient lists for reports or
mail outs. These items are generally clinical, administrative or marketing in nature.

To define a patient’s tracking items, the categories are moved from the left window to
the right window. To move categories from window to window, the arrow (<,<<,>,>>)
buttons may be used or the drag-and-drop technique may also be used.

Click the >> button to move all categories from the left to the right.
Click the << button to move all categories from the right to the left.
Click the > button to move selected categories from the left to the right.
Click the < button to move selected categories from the right to the left.

To select multiple tracking categories hold down the <CTRL> key on the keyboard
whilst making your selection.
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To set up standard tracking categories select Patient Tracking Categories from the
System menu as shown below.

r 5.3,15t1.3m Reports  Window Help

WaWVIEdTE TC

| l5 Patient Tracking Categories

To create a tracking category click the Add button.

(W@, Patient Tracking Categories =] = ==
Description E
goo-
Add
Arthritis L -
Diabetes
Head Aches
Knee
Pregnancy
:

Enter the description into the Tracking Category field and click OK. To edit or delete
a tracking category select that particular category and click the Edit or Delete
buttons.

r ™
Mew Tracking Category [ﬂ_hJ

Tracking Category Heart Condition|
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Select the Attachments tab from the patient file.

J&, Patient - Mr John Smith (o] B =)
| Appointrments i Events ! Motes ! Recalls ! Tracking_i Attachments iCnntacts i H-rays ! ik
cl
Date Description Cwivrier Extension -
#|01/09/2015 Referral - Thank you letter Admin 1] Microsoft Office v
1471272015 | GP Report Adrmin M Front Desk Dacun| —
A4 Optirnise
1] r
90+ Days il Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00

The attachments allows you to add files to the patient file. These files can include
letters, scanned documents, pictures, sound files or videos.

To attach a file or document to a patient file click the Add button. The following Add
Attachment dialog will appear.

’.ﬂ«dd Attachment ﬁ

Date 14/01/2016 |-
Description  Referral Letter
File to attach Ci\Users\andrew?DesktopiReferral_Lette[,, ]

Enter a Description that reflects the nature of the attachment. Search for the File to

attach by clicking the browse button LJ, then click OK. Multiple files can be selected
for attachment by holding down the <SHIFT> key while selecting the files.

The drag-and-drop technique may also be used to insert an attachment, drag the file
from its location into the attachments grid.
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To restrict access to an attachment click the Security button. This allows users to
grant access to All Users, No Other Users, specific Practitioners, specific Practice
Groups or specific Users.

Users can select the Attachment Owner, Default settings and to Hide Description
for users without access to this file.

Attachment Security
|

Attachment Owner | Admin v]

Attachments entered by the owner will Defaults

be available to: ] Set as default
All Users as detau
Mo Other Users
Practitioner

@ Practice Group

Lser

Practice Group o

Add
F|Massage

-

m

Hide Description for users without access to this file Help
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The attached file should be as small as possible; to assist with this Front Desk 2018
will display a message letting you know if the file size is too large. You can turn this
warning on and off or set the maximum size in System Information - Attachments.

Click Yes to add the attachment at the current size.

Confirm —53-11

{é.‘ The file you are attaching is 11210 KB.

We recommend that attached files be optimised so that they do not unnecessarily
take up database space.

Are you sure you want to add this file as an attachment now?

If you are adding an image, click No to add the attachment at the current size or click
Yes to optimise the image.

Confirm &J

‘.O' The file you are attaching is 3926 KB.

" We recommend that attached files be optimised sa that they da not unnecessarily
take up database space.

Would you like to optimise this image now?

Yes o

Images can also be optimised by selecting the attachment in the list and clicking
Optimise.

Optimise JPEG attachment @

~ | JPEG Gually
High - B - %
width Height
600 848

9/1272008 Grescale:

| 42 Rotate

Mr Tom Jacksen
100 The Parade. k
Norweod SA 5067 smartso

>

nk you for referring Mrs Jacqueline Alexander. [t s truly

Original Size: 222 KB
Optimised Sie: 22.2 KB
werring ancther person 0 our Optimised by D.05%

D Cancel

The Optimise JPEG attachment screen will allow you to optimise the image in the
database. This will convert TIFF and BMP images to JPEGs and allow you to adjust
the JPEG Quality, convert the image to Greyscale, change the dimensions (Width
and Height), or Rotate the image. The Original Size of the image and the
Optimised Size will be displayed.

To view an attached file, either highlight the specific attachment and click View or
double click on that file. To change the description of an attachment, click the Edit
button, and to remove an attachment click the Delete button.
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If you wish to email an attachment, select the attachment to email and click the Email

button. Multiple attachments can be selected by holding the <CTRL> key and
selecting additional files.

Select an email address using the drop-down menu. The available addresses are

sourced from the patient details, contacts, 3" party billers and the GP/referring doctor
listed in the patient file.

B, Send Email (i
Message Details
Close
To. john@smartsoft.com.au |~
BB ohn Smith Patient) <john@smartsoft.com.au> Send (=1

Ms Stephanie Adams (Contact: M com.

au
Bec... Dr 5am Smith (GP / Ref Dr) «sam@smartsoft.com.aux Preview

Subject
Smartsoft Clinic - Referral Letter

Message FH
Hi John -

Please find attached your requested referral letter. As
discussed it is in the requested format for your convenience.

Kind Regards

[7] Attached:  C:\ProgramData\Smartsoft\Front Desk\Temp Referral 1[..]

Template <MNone> - Format HTML =

Help

Enter a Subject and the Message. Messages can be populated automatically by
using an existing Message Template.

&, Send Email

Message Details

S |
Tou. john@smartsoft.com.au |v ‘E/

e E
Bec.. |' Preview
Subject
Smartsoft Clinic - Referral Letter
Message @
Hi John .

Please find attached your requested refarral letter. As
discussed it is in the requested format for your convenience.

m

Kind Regards

—
[ gy gy | o P

[V] Attached: Ch\ProgramDatalSmartsoft\Front Desk\ Temp'\Referral LEJ

) Template <MNones |v Format HTML -

Help

Click the Send button to send your email.

-

Information L_Zhj
Iﬁl Message sent successfully.
"\_.___/"

-
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Documents can be scanned directly into the Attachments section of the patient file.
This functionality captures and optimises the document so that it is stored at a usable
quality and minimal size. A requirement for the scanning functionality is that your
scanner software should be installed and working on your computer prior to scanning
from within Front Desk 2018.

Clicking the Scan button opens the Scanning dialog.

[ Scanning &J ]
Select source

HP Lagerlet 3390 TWAIR »

Optiong
Colours:

[Black & wihie -
Advanced Scanner Options

Use Sheet Feeder
Dauble Sided Secanning

Attachment Dptions
Date

29012003 -
Description

Scanned Document 23/1/2009

Save as...
JPEG @ FDF

——
ok Lancel

Select the desired scanner in Select Source. Select from RGB, Grey Scale or Black
& White (depending on your scanner’s capabilities, you may see different options
here) in the Colours drop-down box. Checking the Advanced Scanner Options will
allow you to directly use the scanner software settings, and Use Sheet Feeder
allows the scanning of multiple sheets using the document feeder of your scanner (if
your scanner supports this functionality). The Double Sided Scanning option allows
users to scan both sides of a document when inserted into the sheet feeder of duplex
compatible scanning devices. The Double Sided Scanning option will only be
available when a device with duplex scanning functionality has been selected.

The Date the document was scanned and a Description can be entered using the
respective fields.

Documents are saved as either JPEG or PDF files. We generally recommend JPEG
for documents to be viewed on screen and PDF for documents to be printed.

Press the Scan button to begin the scanning process.
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Once the document has been scanned, a preview of the document will appear in the
Scanning window. Click OK to add the document as an attachment.

Scanning M
Select source 1
srans
Optionz
Calours:
;llell'l.\-.-_-'.' [ RGE - ]

[7] Advamced Szanner Options
s [] Use Sheet Feeder

“Attachment O ptions
Date
Z5/08/2015 =

Description
._.:N i ] Referral Letteri

Save as...
@ JPEG & FOF

l T Scan ]

[ ok | [ cance |

The scanned document has now been saved into Front Desk 2018 and is available
from the Attachments tab.

W, Patient - Mr John Smith (o] B [
|.-'3\pp|:|intments | Events | Maotes | Recalls |Trackingi Affachments | Contacts I}(-rays | [
Cl
Date Description Cuvner Extension -
»|08/10/2015 GP Report Admin ﬁ\. Front Desk Docun Add
01/08/2015 | Referral - Thank you letter Adrmin ] Microsoft Ward D =
29/08/2015 Intake Form (Scan) Admin ] Microsoft Word D)
28/08/2015 |Referral Letter (Scan) Adrmin = | IPEG image =
L Optirnize
4 | 5
a0+ Days il Diays 30 Drays Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00

The list of attachments will be listed in date order with the most recent document at
the top by default.




WORKING WITH PATIENTS

3‘ Patient - Attachments

Existing attached images can also be optimised by selecting the attachment and

clicking the Optimise button on the Attachments tab.

J&, Patient - Mr John Smith =] @ |
|Transactions I Appaintrments I Ewernts I Motes I Recalls ITracking | Attachments | Contacts I )(—ra},;l ] [
Date Description Crivner Extension o
2870872015  Referral Letter Admin = JPEG image
01/09/2015  Referral - Thank wou letter Admin II‘Ejl\ﬂin:msm"'t Office
14/12/2015 | GP Report Adrnin &, Front Desk Docun
B[15/01/2016  Intake Form (Scan) Admin = JPEG image
.
“ F
A0+ Days ol Days 30 Diays Current Balance
$0.00 $0.00 0,00 $0.00 $0.00

Optimise

The following dialog will appear allowing you to Optimise the file by adjusting the
image quality and size (width and height) of these files.

Optimise JPEG attachment

=)

+ | JPEG Quality

High - B0 - %

m

Width Height
2480 3508

[ Greyscale

A2 Rgtate

Original Sizs: 3326 2 KB
Optimised Size: 415.2 KB
Optimised by 83 4%

L e e P PP

| e

< Change gtta}chment
characteristics
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Select the SMS tab from the patient file.

I.&ppnintments | Ewvents | ahd 3 |I"-]u:utes I Fecalls | Tracking I Attachrments | Clinical Nu:utesi

"W Patient - John Smith o] B S
4 [ 3

cl
Sent Status Message . =k

24/05/2016 2:17 prm Scheduled 310572016 10:00 arm Hi John, Your next appu:uir‘ri
240572016 3:17 prn | Delivered 24/05/2016 03:17 pr |Hi John, Your next appairn
24/05/2016 2:16 prm | Failed to Send [Failed] Hi John, Your next appl:nin'é Refresh

Delete

m

90+ Days Bl Days 30 Days Current Balance

0,00 40,00 0,00 $0.00 0,00

-

The SMS tab is used to record SMS sent to a patient as well as any replies received.
Further, it can also provide delivery information such as when the SMS was received.
Entries into this window are made automatically upon sending or receiving SMS
associated with the patient.

SMS replies can be viewed by clicking the plus icon to the left of the message. This
will also list the time the reply was received.

Sent Status Message -

21 23/542016 12:51 prm Delivered 23/05/2016 12:52 pr |Hi lohn, Your next apptwié '
Reply Received .
Thanks, I'll be there! .231’05!2016 12:56 prn

Click the Refresh button to refresh the contents of this window, displaying any new
information available.

Click the Delete button to remove the selected SMS record.
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Through the use of SMS delivery receipts, Front Desk is able to provide an accurate
delivery Status for each SMS. The status column will update automatically:

Message Sent
The message has been sent prior to the introduction of delivery receipts, and no
confirmation of delivery is available. (Included for backwards compatibility)

Message Sent — Delivery Pending:
The message has been successfully sent to the destination mobile provider, however
a delivery confirmation has yet to be received.

Scheduled (Date + Time)
The message has been successfully sent to Smartsoft and will be forwarded to the
destination mobile provider at the scheduled date and time.

Delivered (Date + Time)
The message has been successfully delivered and a delivery receipt has been
received including the date and time of arrival to the patient’'s handset.

Delivery Failed (Date + Time)

The message has been sent from Smartsoft to the destination mobile provider,
however a delivery receipt has been received stating the message failed to reach the
patient’s handset. The date and time indicates when the failure confirmation was
received.

Confirmed failures could be due issues with the destination provider or the device
itself, and may include:

Mobile plan limitations.

Service outages.

Loss of signal.

Handset faults (hardware/software).

Failed to Send

The message has failed to send from your Front Desk system to the Smartsoft SMS
gateway. An error will be displayed at the time of sending detailing why the message
did not send, and additional information may be appended to the status as follows:

Failed to Send [Incomplete]
Failed to Send [Failed]

Failed to Send [Login Failed]
Failed to Send [No Credit]
Failed to Send [Can’t Connect]
Failed to Send [No DNS]
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Select the Clinical Notes tab from the patient file.

M, Patient - MrJohn Smith [E=R G
| General | Additional | Biling Details | Medicare / DA | Transactions | Appaintrents | Events | Notes | Recalls | Tracking | Attachments | Contacts | Clinical Notes [xrays |

Filter Reminders /Warnings / Cantraindications

CliiclNotes Type

Quick Add
Delete

Print

<all> |~
Condition/Region/Stage
<All> |, Date Practitioner Type Condition/Region/Stage
15/01/2016| > George Rogers - Hazelwoad Par > History | = <Mone Selected> [~
’— today Last medified: 15/01/2016 10:10 (today) by Admin
E = =] i @ Tl ~u~-W~-0O~ B 2z U0 OB %
Name: Mr John Smith DOB: 1/1/1980
Fee Cat: Standard File No: 1151
Consent: O
Pain Level: 01 02 O3 0O4 OS5 ®A6 DO7 O8 O9 O10
Subjective:
1
Objective:
1
Treatment Type Notes
[0 O [ <Drop Down=] _|[ 1
c2 [m] [ =Drop Down=] [ ]
c3 [m] [ =Drop Downz] | ]
C4 =] [ <Drop Down=] | ]
cs O | [<DropDowns] || ]
cs O | [<DropDown>] || ]
Ic7 o [ <Drop Down=] [ ]
1 [m] [ <Drop Down=] || ]
2 [m] [ =Drop Down=] | ]
3 [m] [ <Drop Dowinz] [ 1|
T4 e [ <Drop Downz] | ]
1] =] [ <Drop Down=] | ]
6 O | [<DropDown>] || ]
7 =] [ <Drop Down=] | 1
1k [m] [ <Drop Down=] || ]
1E] o [ <Drop Down=1 [ 1
[ Show &l
George Rogers 15712016 (tocky) H
Name: Mr John Smith DOB: 14111980
Fee Cat: Standard File Ne: 1151
Consent: O
Pain Level: 01 02 O O4 0O5F O O7 0Os O9 O1

0 patients in queue

[T Show All Revisions

Template

Attach

Copy Note

»
E6 =
5
& z

e
\&
s

) e

= -Hz\p

To add a clinical note, click New Note.

. -

Clinical Mote Type

Select Type

i@ Standard Mote (includes text/images/tables/fields etc)
Treatment -

(7) Chart

Chart

[T Copy Current Mote

(0] 4 ] [ Cancel

Select a Clinical Note Type from the drop-down list. The default clinical note types
are Treatment, History and Chart. Additional types can be created by selecting
Clinical Note Types from the System menu.
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r ~

Clinical Note Type

Select Type
(@) Standard Mete (includes text/images/tables/fields etc)

) History

[T Copy Current Note

[ ok || cancal |

S

The Treatment note type is generally used to enter notes regarding the treatment
provided on a particular consultation.

The History option allows you to enter notes regarding the patient's clinical history.

r ~

Clinical Note Type

Select Type

(7 Standard Mete (includes text/images/tables/fields etc)
Treatment

@ Chart
[ |-

Chart
Copy Current Note

[ ok || cancal |

S

Chart allows the user to insert a diagram or image, where annotations such as text,
lines, shapes or freehand drawings can then be added, typically on a body chart.

The Copy Current Note option allows users to copy the currently selected clinical
note into a new note which can then be expanded upon.

Click OK to add the new clinical note. The created blank clinical note will be dated
and displayed on the left of the screen. Information can then be added to the main
body of the note as required.

To create additional notes select the New Note button as required.
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Quick Add will create a new note with a pre-set Clinical Notes Type, depending on
the defaults set within the Clinical Notes tab of the Practitioner file.

Close
Mew Mote
Quick Add

Delete

Brint
Template
Undo
Attach

Copy MNote

This is useful if a practitioner is consistently using the same Clinical Notes Type and
doesn’t wish to select it each time when creating a new clinical note.

R Practitioner - George Rogers = = =]

General | Provider Numbers | Default ltems | Appointment Book | Clinical Notes

General Security | Templates Close

rDefault Fonts

Clinical Motes Type ~ Edit
Reminders / Warnings / Contraindicationg
Treatment

History

‘Default Clinical Notes Type
Using "Quick Add" will create a new Clinical Note of this type

[ [V Help

<<Mone Selected=>» |

History
Chart




Clinical Note with
Attachment
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Attachments can be added to a patient’s clinical notes by clicking the Attach button
from the right hand menu.

W, Patient - Ms John Smith

Filker

Clinical Nate: Type
Candition/Ragion/Stage

<Al -

Date Practitioner
15012006 »  George Roger: - Hazshwaad Par|w  Histary

1570172015 H_Geora |
ablE O E g Taw

Remindass / Wamings | Contrsindications

Genaral | Additional | Billng Details | Medicars £ DVA | Transactians | Appointments | Events | Motes | Racalls | Tracking | Amtachments | Conaces | Clinical Nete: [iorays

Type Condition/Ragian/Stige

|=  <None Selected>

Last modified: 15/011/2016 10:10 todey) by Admin

~u-m-0-

Bs U OB

Quick Add |

Delete

print

Name: Mr John Smith
Fee Cat Standard

DOB: 1/1/1980
File Ne: 1151

Consent: O
PainLevet 01 02 O3 D4 O6 @6 O7 08 Ds 01
Subjective:

Clinical Notes Attachment =]
Objective:

Browse for file to attach

@ Select attachment from patient file

Dae Descripson B
@ Toke Farm (Scan) i

owp82015
/082015

[ac]
=

[T

[<Drop Down=] [

[=Crop Dovwn=]
[ <Drop Down>]

[ <Orop Down>

[ <Drop Down>

Show &l

o|ojoojooo

[
[
[<Drop Down=] [
[
I

[<0roo Down=!

Template

_ amch |4

CopyNate |

aujal.|

0 patients in queue:

Shier All Revisions

Georpe Rogers

Name: Mr John Smith
Fee Cat Standard

Consent. O

Pain Level: =R ]

]

DOB: 1/1/1880
File No: 1151

02 03 04 05§ Os O7

os

os

[=h [

Auta comg.

- [tpa

Attach a
fletoa
Clinical
Note

Files can be attached by either browsing for the files on your computer, or selecting
an existing patient attachment previously added in the patient's Attachments tab.

W Patient - Mr John Smith

General | Additional | Billing Details | Medicare / DVA | Transactions | Appsintments [ Events [ otes [ Recall | Tracking [ Attachments [ Contacts | Clinical Notes |-rays

[E=BiECR=<|

Filer
Clinical Notes Type
<All> |+
Condition/Region/Stage
<Al>

1 Reminders / Warnings f Cantraindications

Date Practitioner

Type
- 15/01/2016|w  George Rogers - Harehwood Par|x  History

Condition/Region/Stage

o NoneSeectsd>  [v

0 patients in queve

(] Show All Revisions

today Last modified: 15/01/2016 10:11 (today) by Admin
bl F @ T frial -1i-m-0O-~-/pzu O @ [ et ]
o R B
- Unda
Name: Mr Jahn Smith DOB: 1/1/1380
Fee Cat: Standard File No: 1151
Consent: O
Pain Level: 01 O2 O3 O4 O5 @6 O7 Os8 O8 O =% 9|
Subjective: !
Objective:
Treatment Type Notes
1 =] <Drop Down>
[ [=] <Drop Down>
c3 [=] <Drop Down>
C4 [=] <Drop Down>
cs [=] <Drop Down> L4
[&3 [=] <Drop Down>
7 [=] <Drop Down>
1 [=] <Drop Down>
2 [=] <Drop Down>
3 =] <Drop Down>
4 =] <Drop Down>
5 =] <Drop Down>
6 [=] <Drop Down>
7 a <Drop Downz o
7] Show &1 J= |
Georye Rogers 15M12016 (today) H

Name: Mr John Smith
Fee Cat: Standard

Consent: O

Pain Level: o1

DOB: 1/1/1980
File No: 1151

02 O3 04 O5 ®@Ee 0O7

Os

Os9 O10
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;
4

J&, Patient - Mr John Smith
| General | Additional | Billing Details | Medicare 7 DvA | Transactions | Appaintments | Events [ MNotes [\Recalls [ Tracking [ Attachments | Cantacts | Clinical Notes |3-rays
3 ] PP 3 | 1 1y

Filter Reminders / Warnings / Contraindications

Clinical Nates Type Close
<Al |~ ———
Condition/Region/Stage

<All> |v Date Practitioner Type Condition/Region/Stage Quick Add

15/01/2018| v George Rogers - Hazelwaod Parl v History | <Mane Selected> |=

today Last modified: 15/01/2016 10:11 (today) by Admin
b @ B EE @ [E T ~-u-B-0- Bz u E@} [ e |
Rename Undo
Name; DOB: 1/1/1980
Delete
Fee Cav crarmars File No: 1157
Consent: O
|
Pain Level: 01 02 O3 0O4 0O5 BAe6e O7 0Os O9 0O10 ﬁﬂﬁ
Subjective: L
Objective:

<Drop Down=>
<Drop Down>
<Drop Down=>
<Drop Down>
<Drop Down>
<Drop Down>
<Drop Down>
<Drop Down>
<Drop Down>
<Drop Down>
=Drop Down>
<Drop Down>
=Drop Down>
<Drop Down=

7] Show Al @@gﬂv

- Treatment Type Notes
%

030
1

] ] sl ) el ) e o )

aojojo|ojojojo|ojojofojojo

=
—

George Rogers 1512016 (today) H
Name: Mr John Smith DOB: 1/1/1880
Fee Cat: Standard File No: 1151
Consent: O

Pain Level: 01 Oz O% 04 O65 @6 O7 O 09 O10
0 patients in queue

[T Show Al Revisions -

Attachments can be renamed by right clicking on the attachments and selecting
Rename.

To delete a clinical note attachment, select the clinical note, right click on the
attachment and click Delete.

When selecting a clinical note attachment, a preview will automatically appear for
compatible documents. The following file types are compatible to preview within
clinical notes:

Adobe .PDFe Microsoft Worde Front Desk Documents
Text Files JPEG PNG
.TIFF .GIF .BMP
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@

Hide the Preview

=] & (=
Genesal | Additional | Billing Details | Medieare / DA | Transactions. | vents | Nates | Recals | Tracking | Attachments | Contacts | Chinical Notes |rays
Filter Rerminders / Waming: / Contrsingications
Clinical Notes Type Glase
A = Howiion |
Condition/Region/Stage =
<Ay |= |Dae Practitioner Type Condition/Region/age Quick Add
____________ I5/01/2016|w  George Rogers - Hazehwood Parl w  History = <None Selected > - —I
TG o, Last modified: 15/81/2016 10:11 (today) by Admin | Delete
bl (2 CH 3 Wl W (S Tada -1-E-0O-~-[pru @DGE print_|
& Tempiat] |
i - P Report (1KE) x
Name: Wr John Srmith Dr Bam Tailer
Medical Cantra arach
Bl d 122 Main Road
HAC) A
Consent: O
Pain Level: 01 02 03 04 DO§ B6 O7 O8 0Os8 O
T
Subjective: Dear D Tailer
Tamwiiting e MrJann Smih, D OB 1111980
Objective:
John hadhis 135t 3ppoimtmenton Thu 14 Jan 2016100 po.
nas 1S 61 out of your last
TafEraNCa. Ve N TRaMaCHINEM Tor ENFONIE DAck B3I, NOVWEVeTINY Will I QU e an
BO0I0N3H4 r23EMENTS 10 SO GUTIME Prob I8 If U ¢OUIE ples 52 Lp 5318 YOI IEIerents,
1 a <Drop Down= thatwouldbe appreciated
c =] <Drop Down> .
5 5 Tvop Do fours sincerely
c4 O | <Drop Down>
3 = “Drop Do Robert Janes
c6 O | <Drop Down>
c7 =] <Drop Down=
ix] =] <Drop Down>
i¥ =] <Drop Down=
T3 =] <Drop Down>
T4 =] <Dirop Down=
5 =] <Drop Down>
i =] <Dirop Down=
7 o <Drop Down= -
] Show 2 Fxas
Georgs Rogere H -
Name: Wr John Smith DOB: 1/1/1980 7‘
Fee Cat: Standard File No: 1151
Consent: O
*| Pain Level: 01 02 O3 O4 O B O7 O 0O9 OW At comp.
0 patients in queue
5 S 4 Revisions - [oitdne]

window

— Preview window

To view a list of all clinical notes attachments, click Show All Attachments from the

right menu.

[ Patient - bt o Semith
Genersl | Additions! | Biling Detaits | Medicare / VA | Transactions | Appointenents | Events [ Notes | Recall | Tracking [ Attachments | Cantacts | Climcal Notes [x-rays

=5 &

Fiter Reminders /Warnings / Contraindication. =
Clinical Notes Type pmng e oot Glose
Al = s

MNote
Condition/Region/Stage l Ao
<Al - | Date Practitianer Type Condition/Region/Stage [ Q\,(“d,]
| 35Ny George Ragers - Hazsbaood Paw,  History [ <Mone Selsctad>
m today Last medified: 15/01/2016 10:11 {taday) by Admin | Delete
] earg ;
bl /B O @@ A ~-u-@-0- 87U @O F ==
P I, 6P Report [ Temetate
[ = Clinical Notes Attachments x Undo
Name: Mr John Smith DOB: 1/1/1880 WGP Report S George Ragers 5
Fee Cat: Standard File No: 1151 EolTrtake Form (Scan) 1AL George Rogers [
Consent: 0 [ <opytics |
Painlevet ©1 02 03 D4 O5 B6 07 D8 08 O R
Subjective:
Objective:
O | <Drop Down>
O | <Drap Down>
O | <Drap Down>
O | <Drap Down>
O | <Drap Down>
O | <Drap Down>
O | <Drap Down>
O | <Drap Down=
O | <Drap Down>
O | <Drap Down>
O | <Drap Down>
O | <Drap Down>
O | <Drap Down> .
O | <Drap Down= - <" ,
1] Showall =]
Gooros oo (ELTT ] &
Name: Mr John Srnith DOB: 1/1/1880
Fee Cat: Standard File Ne: 1151
Censent: D
Panlevek 01 O2 O3 O4 O5 BA6 07 o8 O8 010 [ Auto camp, |
0 patientsin queue
[ Show All Revisians - [pee ]

(— Show Al
Attachments
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Quick Buttons may be used to insert predefined text directly into a clinical note.

Click Show Quick Buttons to view the available Quick Buttons.

Incresed Pty
S Kemp's L R

Shoulder Depression: Decrensed Fesbiity

EHEsE
[=]
a
[=]
a
[=]
a
o
a
a
o
a
[=]
a
i E

[ o coms

[ b

W Poire ol S =0
Saneol] e iinaD s AT encions ] g oy oot s ol it e i B Goetaa] 5 o> G
Dew Hate
—
—
Erint
Assassment v
P
= =
ioio [ == )
aio R &= i€+— Show Quick
240
ato Butt
= S uttons
2

X-rays stored in the patient file may be accessed from within Clinical Notes by
selecting Show X-ray Thumbnails. Double clicking an x-ray thumbnail will open the

x-ray in a new window, which can be positioned manually by the user.

ERRCHE
oon [T | I e | Rucots | Tnching | Aachrmant | Coeaets| Tl ot |caups
Ramindurs Wi / =
ot
e Praationer [ckana |
BAVI]y Seorge ogers - Hasswssa Pl
o by Qeiete.
i@ A D E S T —
2 [t Fam can
o [ o ) =
=
= seach
~ Copuhion
inio
ioto ) [zl
io a ]
foia i AL s
[t e 0" oio Dt Rapor
Coe e oio N
=
s ey L "
Shoulder Depression: |
Lumbar ROM
Fiesin 50° oio
[Etersion 5~ nio
R e o nio
Ciw s Toio
[Cumbar fiemps R
T 1l Bl E[
T L. 1 T -
5[0 [ <Drombomm
Recommendati
o 180018 )
L o comp.
0 patients in queve. Lt 4 E
Shaw A Beisions Coniral BAM - liln

Clinical notes can be assigned a Condition/Region/Stage to assist in categorising
your clinical records. Assigning a clinical condition will color-code the clinical notes

listing to allow for easy recognition of the notes contents.

To assign a clinical condition, region or stage select the desired option from the

Condition/Region/Stage drop-down menu.
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Clinical note
types to display

WORKING WITH PATIENTS

2., Patient - Clinical Notes

B Patient - Mt John Smith (===
[ General | Additional [ Billing Details | Medicare / DA [ Transactions | Appointments | Events [ Notes [ Recalls | Tracking | Attachments | Contacts | Clinical Notes |)rays
Filter Reminders / Warnings / Contraindications

Clinical Mates Type
<Al |~
Canditian/Region/Stage

<Al ‘v Date Practitianer Type Condition/Region/Stage
k 15/01/2016] = George Rogers - Hazelwood Par| = History |= WBack |~
0] ST e today Last madified: 15/01/2016 11 <None Selected>
E £0rg e e (O <Add News
abl B B 3 @ T Arial ~ - B O g i o

Leg

WTennis Elbow

Objective: Back
[ W Treatment Plan ]

[ <Drop Down=] [ ]
[ <Drop Downz] [ ]

Treatment Type

/oo
- iC2 [m]
C3 ]

. | [ =Drop Down=] [ ]

To create a new Condition/Region/Stage from within clinical notes click Add New.

To view clinical notes of a specific Clinical Note Type, select the clinical note type
from the left drop-down list. To view all entries click All.

W, Patient - MrJohn Smith =T

eneral itional illing Details edicare ransactions ointrments | Events otes ecalls rackin: ttachments ontacts inical Notes -rays
General | Additional | Billing Details | Medicare £ D&, | T) App E N Recalls | Tracking | Attach 5 Clinical Mates | X-ray:

Filter Reminders / Warnings / Contraindications o
Clinical Notes Type Clase

Date Practitioner Type Condition/Region/Stage
15/01/2016] v George Rogers - Hazehwood Par|w - Trestment | = <Hone selected> |-

today Last rodified: 15/01/2016 1135 {today) by Admin
abl 7 BB O HEE] S Taka -u-B-0-B7u0 @O s

& [Eimtake Form (scary

11

Template

- Unda
Assessment
Attach
Cervical ROM

Copy Mote
Fioxion & =

Extension 50%

o
O

Rt Rotation 80 o0io

To view entries for a specific Clinical Condition/Region/Stage, select the specific
condition, region or stage from the left drop-down list. To view all entries click All.

Filter

Clinical Motes Type

<Allx |~
Condition/Region/Stage

.Back |v

—<hll= =

Barm
Leg
Head

W Tennis Elbow
Back

B Treatrnent Plan

To temporarily change the order in which clinical notes are listed, right click on the
clinical notes listing and select Reverse Order of Notes. Your preferred ordering
can be permanently set under the Clinical Notes tab in System Information.

..... lﬂ]. 28/09/2015 H  Georg

m]D 04/10/2015 T Georg
[ ] 0971072015 T Georg

o [] 227112015 T Georg

Reverse Order of Motes
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3\ Patient - Clinical Notes

Practitioner Queue of waiting patients can be viewed from within clinical notes by
expanding the practitioner queue area. This option is only available if at least one
patient is currently in the queue.

1 patient in queue ﬂ
[] Show All Revisions [Shnw Practitioner Queue}

This allows practitioners to monitor waiting patients without leaving clinical notes
area.

W&, Patient - Mr John Smith
‘ General IAdd\tmnaI I Billing retails

rFilter
Clinical Notes Type
<All> |~
Condition/Region/Stage
<All> |+

O 28/09/2015 H  Georg
O] 042072005 T Georg
o[ e0s2015 T Georg
[ 2212015 T Georg
15022016 T

[l Privacy
hdiss Rachael &

Dangerfield |
App Time: 12:00pm
Wiaiting: 2 m

Patient Lrrived

Ty

1 patient in queue

[ Show &1l Rewisions

Importantly, you can bring up the notes for the next patient by double-clicking a
patient within the practitioner queue.

Right click the patient to adjust the Appointment Status.

al Notes |

Appointment Status 3 \ Confirmed
‘ Patient Mot Arrived
v Patient Arrived

Completed

For increased privacy select the Privacy option to hide the patient's name and
associated image, until this information is required.




WORKING WITH PATIENTS

2\ Patient - Clinical Notes

To create shortcuts for commonly used expressions click the Auto Complete button.

-

Replace text as you type

|
Replace: With: Close

Export
ach Achilles -
acj acromio-clavicular joint
acl Anterior Cruciate Ligament
act activity dependent
ad Anterior Drawer
add adduction
aitfl antericr inferior tibio-fibular ligament _

L

Type the abbreviation in the Replace field and then type the full text in the With field.
For example if you type dob anywhere in clinical notes it will be replaced with Date of
Birth. The abbreviation can be set to case sensitive in System Information.

If you wish to remove a shortcut, highlight it and click the Delete button. If you wish
to replace an existing shortcut, edit the With field and then click Replace.

To insert the replacement into the current clinical note click the Insert button.

To export a list of the auto complete entries to CSV or Microsoft Excele, click the
Export button.




WORKING WITH PATIENTS

2., Patient - Clinical Notes

To add a chart into clinical notes click Add and select the Chart option. Click OK.

i ™

Clinical Note Type

Select Type
(") Standard Mote (includes text/images/tables/fields etc)
Treatment
@ Chart
Chart |-

Copy Current Mote

| ok |[ cancel |

M

Select the chart you wish to insert from the list and click OK.

i |
Clinical Notes Templates ﬂ
Description - 0K
Blank
N oy Char

m

When using Charts annotations can be added such as text, lines or freehand
drawings. A full screen editor is available by double-clicking on the chart, or
additions can be made directly from the Clinical Notes window.

=

Dowe
HewNate
Quic 230

Dritn

B

Togles |

amh

Colours

Annotation ——

[ PE R

ARE.

[ Sensary DT Reflexes

U patients i quee:
o A1 fewsions - Lo ki
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3,. Patient - Clinical Notes

The annotation options are as follows:

Draw Freehand Stamp chart Stamp chart
Draw with xxx with / Viow Full P
[ iew Full Page
he Draw St hart Currently selected g
Delete amp cha

colour

T l withol l
7 K[l X wom o x| 79 W@ _l.

[ Shnw.&llT T T T @ﬂﬂ

Select ~ Stamp chart Stamp chart Choose T
with 000 with x Colour 1
Maximise
Stamp chart Auto fit chart
Show al with /// to window Hide Preview

Clinical Notes

To edit the available Stamps, right click on the annotations toolbar and select
Edit Stamps.

ar / AMR)K | oo it o [xls | 2
7] Show &l _ Edit Starmps

Type between 1 and 3 characters to edit the stamp text as required.
[ Edit Stamps ﬁ1

()4
Stamp Text 1 falals] -
Stamp Text 2 Hax

Stamp Text3 /4

Stamp Text4 o
Stamp Texth =
Stamp Text6
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2\ Patient - Clinical Notes

Reminders / Warnings /

Contraindications
M, Patient - Mr John Smith ol @ ==
| General | Additionsl | Billing Details | Medicare / DA | Transactions | appointments | Events | Moths | Recalls | Tracking | Attschments | Contscts| Clinical Notes | x-rays |
Filter Reminders / Watnings ¢ Contraindications i
Clinical Notes Type Lumbar disc bulge, Osteoporcic, Low pain threshold. A 4 CIose Flle
<Al \- Biood thinners. Add new note
Date Practitioner Type Condition/Region/Stage De'ete cu rrent note
= zs/us/zm\v George Rogers - Hazehwood Par‘v History \- Weack ‘v A
[ o ' | S 23 days ago Last modified: 1540142016 13:47 (today) by Admin Print notes
[ 50116 ¢ Georg | @bl B (B 3 HE @ T Avial 1m0+~ r o [ [ |nse|'t Template
P & 5P Report UndO
Name: Mr John Smith DOB: 1/1/1880 AttaCh
Fee Cat: Standard File No: 1151
Copy Note
Consent: O
Pain Level: 01 02 O3 0O4 0OF B 0O7 0Os 0O O10
Subjective: i
Objective:
Treatment Type Notes
IC1 =] <Drop Dowin>
c2 [u] <Drop Daovin>
c3 =] <Drop Davin=
c4 =] <Drop Dovin>
s =] <Drop Down>
6 =] <Drop Down>
CT a <Drop Down=>
T1 a <Drop Down=>
T2 a <Drop Down> . .
3 | & | <DropDowns Display Options:
e [m] <Drop Down=> ~ M ety
T4 _ aximise
B — View Thumbnail
& lew I'humbnails
Assessment . e
Move Preview Position
Cervical ROM . .
Flexion 607 e Hide Preview
Extension 50" oio E
IRt Ratation 807 oio
Lt Rotation 80° olo
IRt Lat Flex 40% oio
— o o o 1 T (2o comp Auto Complete
Show A" 0 patients in queue
Revisions
Preview area

The Show All Revisions option will allow the user to view earlier clinical note
revisions. Clinical notes will be recorded as a revision of an original note if a change
is made after the Edit / Revision Period, to allow the required time to complete your
notes. The Edit / Revision Period can be configured on the Clinical Notes tab in
System Information.

The following options are available on the Clinical Notes toolbar.

TextFormField  Insert Text Box Font Background Insert Image
Drop-Down . ) Clinical
Form Field Protect Form Font Size Italic (Ctrl+l) Symbols

Insert Table Change Font Font Colour ~ Bold (Ctrl+B) Insert Patient
Information
Check Box Form Field Shading Underline (Ctrl+U)

Form Field
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3\ Patient - Clinical Notes

Clinical Symbols can be added by clicking the Clinical Symbols icon or pressing
<F9>.

1~ B 7 v @ BQ[F]

t S T SO C IlCIinicaISymbuls[FQ]]_
NS A NT N o
e R A I
|1

To print clinical notes click the Print button. The following window will appear.

Clinical Motes

Filter
% Cl
|| Current Record Only E

[ By Practitioner  |Anne Smith - Hazehwood Park & Print
[C] By Date [ &, Preview
3 Treatrment 01/11/2015 25/11/2015
Last Modified |01/11/2015 25/11/2015

[TJInclude Revisions

[T] Pririt Madified Date

Patient Information

[7] Show Date of Birth

] Show Address

Print Order
Print Histore before Treatments £ Charts
Chronological Order

Current Record Only will print the current clinical note. Select By Practitioner to
print clinical notes from a particular practitioner. Select By Date to print clinical notes
entered in a particular date range. This can be filtered further by selecting the
Treatment date or Last Modified date.

Select Include Revisions to include revisions when printing.
Select Print Modified Date to include the last modified date when printing.

To include the patient’s date of birth and/or address on the clinical note printout
select Show Date of Birth or Show Address.

The print order can be changed by selecting Print History before Treatments /
Charts or Chronological Order.

Previous changes made to a particular clinical note can be reverted back to the last
save using the Undo button. Please note that clinical notes are saved automatically
when moving off the current notes field.




WORKING WITH PATIENTS

i Clinical Notes Templates

To set up templates for clinical notes, select Clinical Notes Templates from the
System menu.

System | Reports  Window Help

» Mavigate to..

Clinical Motes [ = Navigate to..

|Dj Clinical MNotes Templates

To create a new template, click the Add button.

W, Clinical Notes Templates e
Description Chart * Llose |
_ Add
Body Chart
Mew Patient Azsessment [ Edit
SOAP MNotes [ [
Copy
Show old style templates
The following window will appear.
-
MNew Clinical Motes Template g
i@ Standard template (recommended)
() Old style template

(this functionality will be removed in the future)

(70 Chart template
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[EJ Clinical Notes Templates

Choose Standard template (recommended) to create a History or Treatment
template and click OK.

The Old style template option is provided for backwards compatibility reasons.
The Front Desk Word Processor will be displayed as shown below. Enter the

template using the desired formatting, such as: text fields, drop-down fields,
checkboxes, tables and Front Desk 2018 letter tags.

), History template - Front Desk Document e
File Edit View Insert Format Tools Teble Help
v THmanss218T ~ 12~ W~ (0~ H~ B 7 U s, A NE===sEse=H1 0o

b g EEEES

I

ﬂ\\\1:\:2:\:3:\\4\\\5:\:5:\\7\\\ew\9\\\10\|\11\|\12w\13\|\14\|\15\|\15\\\17\|\18\_

Date] Informed Consent a
Pregnant
| Marital Status I 1]

Remarks (Current History): [ 1

GENERAL HEALTH |Normal O Hypertension O Diabetic O
[Thyroid dysfunction O [Cardio vascular disease O [Other.
MEDICATIONS t [s] a Other-Oral

Contraceptive

SOCIAL HISTORY || ]

PREVIOUS HISTORY || 1

INVESTIGATIONS ~ [X-Rays O Results| 1

Blood Tests O |Results:| 1

IMRI O Results:| 1

R R I PO I SR - PR - T S-SR TR R Y- TR RSN NN}

== Sy 5
1 [— 1,

Pageil/1 Linedl Column:l

Once completed, close the Front Desk Word Processor. The following message
will be displayed.

r\!'_‘.ncmﬁrn't E

@ Save changes to clinical notes template?

Ves [ No ” e

Select Yes to save, No to close without saving or Cancel to return to the template.
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lﬂ] Clinical Notes Templates

The Clinical Notes Template dialog box will be presented as shown below. Enter
the Description of the template and select the Note Type this template will be
available for.

Edit Clinical Motes Template

B
Template | Practitioners |

Description Maote Type Ok
Assessment [Treatment,Histony, &sse | -
Cancel
Ternplate
= Edit
Assessment E

m

Cervical ROM

Flexion BO™ (11 ]? O i O

Extension 50° (11 ER=E =

Rt Ratation 807 (11 11odo

Lt Ratation 80* (11 11odo

Rt Lat Flex 407 (11 ]‘{Dil:l

Lt Lat Flex 40% (11 ]‘{ O i O -

elp

Select the Practitioners tab. This section enables you to set up access rights for
specific templates. By default all practitioners have access to new templates.

Edit Clinical Notes Template

Template | Practitioners

Practitioners - Full List Practitioners with access to template | 0K |

Robert lones — | George Rogers

Heather Brown > | | peter Brown Cancel
— | Robert Smith

v
| ) [

A
A

Select the practitioner who requires access to this specific template from the list on
the left, and move them to the right-hand side by using the arrow buttons.

The drag-and-drop technique may also be used. To select multiple practitioners hold
down the <CTRL> key on the keyboard then make your selection with the mouse.




WORKING WITH PATIENTS

m Clinical Notes Charts

To add a chart as a template, select the Chart template option from the New
Clinical Notes Template section.

Mew Clinical Motes Template w

(") Standard template (recommended)
() Old style template Cancel
(this functionality will be removed in the future)

(@ Chart template

Click OK and browse for the image file to be used as the chart.

f ﬂ Cpen M1

Look in:

- @F > mr ][

=
i
Recent Places

Desktop

e 18
Libraries

A
[

Computer 552 « 495 pixel

N 16777216 Colors [24 bit)
L

100 % 100 dpi
Metwork

File name: BodyChart jpg -

Files of type: [Cornmon Graphic Files (*tf:” af.” jpa;” pcx.” bm v] [ Cancel ]

JPEG Bitmap [JPG) Y ChCr
File: BE KB Mem: 800 KB
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[m Clinical Notes Charts

The chart will be inserted as a template.

-

New Clinical Motes Template

Template | Practitioners

Description Mote Type
Body Chart [Chart] |>
Template

Cancel

Load Chart

i

Help

Select the Practitioners tab. This section enables you to set up access rights for
specific charts. By default all practitioners will have access to new charts.

-

Edit Clinical Motes Template

Practitioners

Practitioners - Full List

Practitioners with access to template

Lok

Robert Jones
Heather Brown

George Rogers
Peter Brown
Robert Smith

A
A

W
R BB

Cancel

P
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m Clinical Notes Types

To set up additional clinical notes types, select Clinical Notes Types from the
System menu.

: Sl'iitlf_‘m Reports  Window Help

[F] Clinical Notes Types

To create a new clinical notes type click Add.

I, Clinical Notes Types ==
Clinical Motes Types | Defaults
ose
_H |
Chart
I
3

m

[ Show Archived

The following window will appear.

Enter the description and short description for the new clinical notes type.

Add Clinical Notes Type e

[] Archived

Description Report

Short Description REP

Type of MNote
i@ Standard Note (includes text/images/tables/fields etc)
(71 Chart

M

Select Standard Note to create a standard clinical notes type, which can include
text, images, tables and fields.

Select Chart to create a chart clinical notes type.

Once completed click OK and save when prompted.
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[m Clinical Notes Types

The newly created clinical notes type will appear in the list.

The ordering of how clinical notes types appear can be adjusted using the ordering
buttons.

W2, Clinical Notes Types [
Clinical Motes Types | Defauhs|
Close
T)rpe Chﬁl"t o -m
Treatment [l
Chart
Repot | W
-
¥
[7] Show Archived

To set a default clinical notes type for the first clinical note, subsequent clinical notes
and default chart types select the Defaults tab as below.

"W, Clinical Notes Types (e
| Clinical Notes Types | Defaults \—

Default type for first note

Add

History | -

Edit
Default type for subsequent notes
Treatment | - Delete
Default chart type i
Chart | - 3
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lﬂ] Clinical Notes Conditions / Regions / Stages

To create conditions, regions or stages for clinical notes, select Clinical Notes
Conditions/Regions/Stages from the System menu.

System | Reports  Window Help

] Clinical Notes 3

J Clinical Motes Conditions/Regicns/Stages

To create a new condition click Add.

&, Clinical Conditions/Regions/Stages

Condition/Region/Stage -

Add

Edit

Delete

m

i
¥

[] Show Archived

The following window will appear.

Edit Clinical Condition/Region/Stage
Condition/Region/Stage | Practitioners| [ ok |
oK
Description  Acute
Colour M Red |v [] &rchived

Enter a description, and select a colour to represent this condition/region/stage within
clinical notes.

Select the Practitioners tab. This section enables you to set access rights for the
condition. By default all practitioners have access to new conditions/regions/stages.

Moving practitioners to the left will remove their access to the condition/region/stage.




WORKING WITH PATIENTS

[m Clinical Notes Conditions / Regions / Stages

[ B
Add Clinical Condition [
Condition/Region/Stage | Practitioners | -

oK

All Practitioners Practitioners who can access this

condition/region/stage
Anne 3mith )
George Rogers [T] Archived

Heather Brown
> Robert Jones

e

A
!I

Once completed click OK

g Clinical Conditions/Regions/Stages

| Condition/Region/Stage - Close
s Add

Edit

it

Delete

m

&

— Ordering buttons

1

[] Showe Archived Help

The newly created condition will now appear in the list.
The ordering of how conditions appear can be adjusted using the ordering buttons.

Click Edit to make changes to an existing clinical condition.

To remove a clinical condition click Delete.
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m Clinical Notes Quick Buttons

Quick buttons may be used to insert lines of custom text directly into a clinical note
by clicking a pre-defined button. Button sets can be customised to include up to 10
columns of buttons.

To set up quick buttons for clinical notes, select Clinical Notes Quick Buttons from
the System menu.

r 5.3,15t1.3n1 Reports  Window Help

fff
=
BN
B |z
&
h

7 Clinical Motes Quick Buttons

Lo

To create a new quick button set, click Add.

To modify an existing button set click Edit, or click Delete to remove.

-

W, Clinical Notes Quick Buttons

Description - Close
Add

Edit

'

Delete

m

|

1
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[ﬂ] Clinical Notes Quick Buttons

The following window will appear.

F B
Add Clinical Notes Quick Button Set =5
Quick Buttons |Practitior|ers|
Description Specialist
ancei

Columns 2 =

Buttons | Preview
I - [ Add

Edit

Delete

i
hd

m

Enter a description for the button set, and select the desired number of columns.

Click Add to create a quick button.

r B
Add Clinical Notes Quick Button i

QK
Label LBP
Text Lower back pain.

Enter a suitable Label to appear on the button, followed by the Text to appear when
the button is pressed.

Click OK once complete.
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[ﬂj Clinical Notes Quick Buttons

(" Add Clinical Notes Quick Button Set =)
Quick Buttons | Practitioners| -
Description Specialist
Cancel
Columns 2 =
Buttons | Preview
LBP - Add
(2]
4 b

Created buttons will appear in the list, and can be organised using the blue arrows.

To create additional buttons in the button set, click Add.
Click Edit to modify an existing button, or click Delete to remove a button.

A button set can be previewed by selecting the Preview tab.

F y
Add Clinical Notes Quick Button Set =5
Quick Buttons | Practitioners
Description Specialist
LCancel

Columns 2

-

Buttons | Preview

[ LBP I UBP
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m Clinical Notes Quick Buttons

Select the Practitioners tab. This section enables you to set up access rights for
specific quick button sets. By default all practitioners will have access to new
button sets.

Moving practitioners to the left will remove their access to the buttons. Practitioners
on the right have access to use the button set.

r ™~
Add Clinical Notes Quick Button Set i

| Quick Buttons | Practitioners
All Practitioners Practitioners who can access

these buttons
Robert lones

Anne Smith
George Rogers
Heather Brown

A W

Click OK to complete the button set.
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To search for a patient select the Patient icon from the Toolbar.

File System Reports Window Help

AiBR sMmae i BRL0dB i 2@LFBBRxeq0E

Patient (Ctrl=F}

or from the File menu.

File | Systemn Reporns Window Help

Appointment Book Cirl+A

Patient Cirl+P

Practitioner Queue
Cash Book

Practitioners
[tem Codes 3

GP  Medical Referrers

Wl 22 & = @ El[»=| [

System Information

Patient Booking Gateway Configuration

Printer Setup

5 W P

Exit

Sounds Like button

P =

E Search on Patient

I !“1
search Characters I Search an Total Patients 0
(E]E ‘Surname v’
Surname Marme Address

M
| .. .

File Ma
ClientID
Decupation
Address
Ernail
kdobile
Wiark Phane
Date of Birth
Clairm Mao

4 |:| b
[T Show Archived Patients
] Showa &1

._ oK Cancel ] [ Help

The Search on Patient window will be presented.
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From the drop-down box select the field to Search on. Generally the patient's

surname is used; however the following fields are also available:
= Name

Home Phone

File No

Client ID

Occupation

Address

Email

Mobile

Work Phone

Claim No

Date of Birth

BPAY Ref No

Enter characters to search on in the Search Characters field. As you start typing, a
list of the patients will be reduced to fit your search. To browse through the patients
one at a time, use the up and down arrows on the keyboard or the scroll bar on the

right hand side of the screen. Select the Sounds Like button @_I if you are
uncertain of the correct spelling of the name.

If you are searching by a patient’s surname and you know the first name, you can
search on both criteria by separating each item with a comma e.g. you could use
brown,tom to search for Tom Brown.

Please note that you do not need to type the full surname e.g. Smi will display
surnames starting with Smi, such as Smith. If a patient has a preferred name
entered, the preferred name will be displayed in brackets after the first name. When
you search on Name, it will search both preferred names and first names.

The ordering of the columns can be adjusted by clicking and dragging the columns
as needed. The column order can be reset by right clicking on any column and
selecting Restore Column Defaults.

Marme Surname el uoca Piske =£Bikh  Prac

}|_- Restore Column Defaults --

If you need to search for patients who have been archived, select the Show
Archived Patients option.

To open a patient file, highlight their name and select the OK button or alternatively,
press Enter on the keyboard or double click on the patient’s name.

Click the New button to create a new patient file.

Front Desk 2018 - Tip

Front Desk 2018 has been designed to provide more than one way to perform most
common functions. Simply use the method that best suits your needs.




RECEIPTING AND BILLING

Front Desk 2018 has been designed so that users can receipt and bill patients
efficiently. Receipting and billing can be performed either from the appointment book
(to be covered in the Appointment Book section) or directly from the patient file.

Open a patient file and locate the Receipt, Bill and Payment buttons.

Receipt

A Receipt is used to process a payment for one item only, which is to be paid in full.

Click the Receipt button on the patient file.

These fields may
be changed ——

Print Receipt —

Email receipt —

Receipt - Qutstanding Amount 543.00 €

Name |Mrlohn Smith |
Account  Primary
Practitioner |Susar1 Everrett - Adelaide “ |

ltem Code |505 v||m|| Schedules> V|

» Description | Standard Treatment

Outstanding amount

Fee §73.00 Include GST [
Reduction 50.00
Met Fee §78.00

> [ ] Print

-)DEmaiI Send now using termnplate €

Ernail Receipt

Edit before sending

Cancel Help

The patient’'s name is displayed in the Name field.

Email options

The patient’s account is displayed in the Account field.
The current date is displayed in the Date field and can be changed if desired. This

field is the date of service.

The Practitioner field displays the patient's default practitioner, which is located on
the General tab of the patient’s file. To change the practitioner name, select the

correct practitioner from the drop-down box.

The Item Code and Schedule that are displayed are defaults associated with the
practitioner and the patient’s fee category. To change the schedule and/or the item

code, select from the drop-down box.

If the item attracts GST select the Include GST option.




RECEIPTING AND BILLING

The amounts in the Fee and Reduction fields are derived from the item code, the
patient's fee category and the GST option, these items may be overwritten manually
at the time of producing a receipt.

To print the receipt, ensure that the Print box is ticked.

To email the receipt, ensure that the Email box is ticked.

[ Print
[ Email (®) Send now using template

|Emai| Receipt o

() Edit before sending

When emailing a receipt, users can Send now using template or choose to Edit
before sending.

The default setting for the Print and Email options can be selected from within
System Information under the Defaults tab. A default email template can also be
set for under each practitioner file.

To process the receipt click the OK button.

Front Desk 2018 - Tip

The receipt function is for one item only, which is paid in full.




RECEIPTING AND BILLING

When making a payment, how the payment is being made is recording on the
Payment Type dialog.

& Payment Type - Amount to Pay $60.00 @
Prev Credit £0.00 Credit Available 50,00
Cash 50.00 Dirzwer Bank Branch Cheque Mo,
Chequels) B 50.00
Grp Che/Deposit 50,00 Register...
Card 30.00 @ Visa Master Card American Express | Diners Other

HICAPS /
Optus Health ® HICAPS ©

Medicare / DVA 50,00
Direct Deposit 50,00
Total 560,00

’ [s]4 ] | Cancel

Enter one or more payment types in the appropriate field. Click OK to continue or
Cancel to cancel.

The Payment Type dialog will be covered in more detail in the Payment Dissection
section of the manual.




RECEIPTING AND BILLING

Bill

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 as above for one or more linked patients e.g. a
family

» Making a payment greater than the amount being billed (transaction as
above with an unallocated payment attached)

= Bill items in the future (Advanced Option - Future Billing must be enabled)

These fields may

Click the Bill button on the patient file. be changed GST applies
Billing - Qutstanding Amount 543.00 *
Patient Mr John Smith Account | Primafy
Bill for Practitioner |Susan Everrett - Adelaide v
an item
. ———Bare—) [20/01/2017 |~ |[PIL w | <Al Schedules> |~
in the ”W_ - ”w e Fee | 4500 Include GST []
past Description | Pilates Reduction 50.00 Add
Met Fee §45.00 w
— NetE Mo Payment
Date [tem  Description Prac et Fee Full Payment
20/01/2017 |505  |Standard Treatment Susan E 572.00| | Gap Only _ Payment
20/01/2017 |PIL | Pilates SusanE 545,00/ |Rebate Onl options
GST items
will appear —— ) | GST ltem Totals §123.00 $0.00
in yellow
[] Accept Unallocated Payrent Susan Everrett - Ad
[]Print
C]Email Send now using template Email Receipt
Edit before sending
Help Cancel

The Patient field displays the patient's name for the current transaction.

Note that if this patient is a third-party biller with associated linked patients, the linked
patient names may be selected using the patient drop-down box.

The Practitioner field displays the practitioner providing the service. To change the
practitioner you can simply start typing the name of the practitioner or use the drop-
down box and select a practitioner.

The service Date is set to the current date by default, but can be changed, as
required, to reflect a different date of service.




RECEIPTING AND BILLING

The Item Code field displays the default item code associated with the selected
practitioner and the patient's fee category. The Description field describes the item
code and may be edited. Select a different item code from the drop-down box if
required.

If the item attracts GST, the Include GST option will be checked on selection of that
item. You may override this if required.

The Net Fee and Payment fields display the amount being billed and the amount
being paid respectively. The Fee, Reduction and Payment amounts may be edited.

Click the Add button when the information regarding the service is correct. The item
will appear in the transaction grid below. To remove a transaction from the grid,
double click on that transaction.

To accept a payment that is greater than the amount being billed check the Accept
Unallocated Payment option and select the practitioner you wish the credit amount

to apply to.
Outstanding amount
Billing - Qutstanding Amount 543,00 >
Patient Mr Jehn Smith Account |Primary .
Payment is greater
Practitioner |Susan Everrett - Adelaide ~ than the fee
20/01/2017 |~ || 505 ~ || <All Schedules> |~
Date | _ . Fee |  578.00| Include GST [
item Code Schedule
Description | Standard Treatment Reduction $0.00 Add
Net Fee §78.00 100.00 | g
Date ltern  Description Prac MNet Fee Payment ~
20/01/2017 1305 | Standard Treatment Susan E §74.00 §78.00
Selegt this GST Item Totals §78.00 §78.00 w
option to
Accept _} Accept Unallocated Payment to practitioner |Susan Everrett - Ad|w | unallocated amount §22.00
Unallocated
Payment ]
[ Print
] Email Send now using template Email Receipt
Edit before sending
Help oK Cancel

Front Desk 2018 - Note

An unallocated payment is an amount paid on an account which is not allocated to a
billed item. This amount can be viewed as a credit on a patient’s account.




RECEIPTING AND BILLING

To bill another service, set the fields as described above and click the Add button.
There is no limit to the number of items that can be added at one time.

To print the transaction, ensure the Print box is ticked.

To email the transaction, ensure that the Email box is ticked.

[]Print
[+] Email (® Send now using template

|Emai| Receipt ~
() Edit before sending

When emailing a transaction, users can Send now using template or choose to
Edit before sending.

To process the items within the transaction grid click the OK button or Cancel to end.
The Payment Type dialog will then appear to record how a payment was made.

If you are using the billing option mainly to bill items without payments and you would
like the Payment amount to be set to a zero amount by default when billing select

fee categories, uncheck the Pay on Billing option on the Fee Categories tab in
System Information.




Patient has

no credit |

PAYMENTS

Click the Payment button on the patient file.

Invoice/Statement Date range Patient is
paying $500.00
M. Payment - Mr John Smith X
; hccount Payment
5403.00 Unpaid ltems F}rimar}r v = | $500.00 [ €——
Higl 50.00 Unallacated Credit [ Invoice/Statement [ Date range
$403.00 | Account Balance Clear Auto Allocate g—— Click Auto
! Allocate to
. — ; : = distribute
Inveice Mo |Date [tem |Descrlptlon |F'rac | Billed | Owing | Allecation payment
69081 01/02/2018 COT5 Consult & Treatment  Bob 12800 12800 128.00 -] amongst bills
69103 09/02/2018 CO005 Standard Censultation  Boeb 100.00 100.00  100.00 - |
69104 17/02/2013 CO005 Standard Consultation  Bob 10000 100.00  100.00 ~|
69105 22/02/201% CO05 Standard Consultation Bob 75.00 75.00 d| The amount
el cns «— allocated may be
Full Payment edited manually
Behicte iy or select a
payment option

I Print
] Email Send now using template
Edit before sending
Help

Receipt Template

[] Accept Unallocated Payment to practitioner |Dr Robert Smith - Ad| « | unallocated amount S97.00

Cancel

To make a payment for a specific statement or invoice, select the Invoice/Statement
option. This option enables you to view the outstanding amounts that were printed on
a specific statement or invoice. This option is only available if a statement or invoice

has been previously printed for this patient.

This view can be ordered by date range by clicking the Date column header or
ordered by name by clicking the Name column header (for linked patients only).

Double-clicking the item description will auto-allocate any remaining payment to that
item. Double-clicking again will remove the allocated payment.

If the Invoice/Statement or the Date Range option is not selected than the payment
screen will show ALL the outstanding amounts for that patient.




PAYMENTS

The top left-hand corner of the payment screen displays the patient’s account status,
which includes the total of Unpaid ltems, Unallocated Credits and Account
Balance.

Unpaid Items are the total of all outstanding items. Unallocated Credits indicates
the total credit available for payment of outstanding transactions. Account Balance
is the total amount outstanding.

Enter the amount being paid into the Payment field.

If the items to be paid are the only items or the oldest outstanding items, click the
Auto Allocate button. The amount to be paid is distributed amongst the outstanding
items (and recorded in the Allocation column), the oldest being paid first.

To distribute the amount manually, select the Allocation column of the item to be
paid and enter the amount. To clear the amounts in the allocation column, click the
Clear Allocated button.

If the amount being paid is greater than the amount allocated, then the remaining
amount may be credited to the patient’s account. Select the Accept Unallocated
Payment option.

To print the payment receipt, select Print. To email an electronic copy of the
payment receipt select Email.

To process the payment click the OK button or Cancel to cancel this operation.

If the amount being paid exceeds the amount owing and the Accept Unallocated
Payment option is selected, the following Confirmation dialog will appear.

Confirm Iﬂh]

i - \ This payment includes an unallocated amount of $100.00.

Is this correct 7

Click Yes to proceed.

If the payment being made is greater than the total outstanding amounts or has not
been allocated to outstanding accounts, the following Warning dialog will appear.

Warning L_J&

All of the payment has not been allocated. Please allocate the remaining amount of this payment

To resolve this either select the Accept Unallocated Payment option to indicate that
an unallocated amount is also being accepted, change the Payment amount, or
select the Auto Allocate button to allocate any remaining amounts.




Select this
option to

PAYMENTS

To allocate a credit to a patient’s account when there are no outstanding amounts,
enter the amount to be credited into the Payment field, select the Accept
Unallocated Payment option and then click OK.

L3
50.00 Unpaid ltems Aclcount Pn'ﬂa— Enter
Primary amount to
50.00 Unallocated Credit Invoice/Staternent [ ] Date range be credited
Account Balance Clear Auto Allocate
Invoice No |Date ltem Description |F'rac | Billed | Owing | Allocation | Note that
7 there are no

= outstanding

amounts

Confirm *

This payment includes an unallocated amount of $100.00,

e
Is this correct?

accept Accept Unallocated Payment to practitioner unallocated amount $100.00 gigfent

credit
payment

I Print
] Email Send now using template Receipt Template
Edit before sending

If the Use Banking Sheets option in System Information has been selected the
Payment Type dialog will appear. Enter the amount to be paid in the correct
payment type and click OK or press Enter on the keyboard.

The patient’s balance will now appear in blue within brackets, indicating a credit
amount, as shown below.

)2, Patient - Mr John Smith = =R

General | Additional | Billing Details I hdedicare / DV I Transactions IAppointments I Events I Mote 4]

Close
Mr John Smith B seceie
Preferred - B Search

=iy
Address 107 Flinders Street '\% Eill o

ADELAIDE 54 5000

o (e

Delete

{;"’? Payrent

. [] Mailing List
0140171980 - HAge 36 I
Date of Birth  01,/01/ | ge MailChirnp
Gender Male |- File Mo 1151 [ Archive
Phone Home Weork 130018 18 20 Mext Recall
Thu 14 Jul 2016
hdobile/Shas Fax & mths 4 whs 2 days
Ilext A inti t 1
helpdesk@smartsoft.com.au Mon 18 2016 115 pn )
Practitioner  Robert Jones - Hazelwood Park |v s ~d
Lazt Appaintment -
Fee Category Standard |Y Thu 14 lan 2016 140 pm -
yestarday
90+ Days 60 Days 30 Days Current Balance

$0.00 $0.00 0,00 ($100,00) (5100.00) € Hetp Credit Balance




PAYMENT DISSECTION

The Payment Type dialog enables the method of payment to be specified. This is
necessary for the generation of shift reports and banking sheets.

If the Use Banking Sheets option has been selected in System Information, the
Payment Type dialog will appear when processing all payments.

i S )
M, Payment Type - Amount to Pay $100.00 Iﬁ
Prev Credit £0.00 Credit Available £0.00
S ll:ll:l.l:]ﬂl Drawer Bank Branch Chegue Mo.
Chequefs) 50.00
Grp Chg/Deposit 50.00 Registe
Card 50.00 @ Visa Master Card American Express () Diners Other
EFTRPOS 50,00
HICAPS 50,00
Medicare / DVA £0.00
Direct Deposit 50,00
Total £100.00
QK ] I Cancel

Enter the amount to be paid into the corresponding payment field. If the patient is in
credit the payment type will default to the Prev Credit field.

When printing Receipts and Payments the payment type will be printed to show how
the account was paid.

You can use the tab key on your keyboard to move through the payment type fields.

For a cheque payment, the Drawer, Bank and Branch details need to be provided.
The Cheque No is optional.

Payments may consist of several payment types (e.g. $20 cash and $20 credit card).
The Total of the payment types must equal that of the payment being made.




PAYMENT DISSECTION

Group Cheques/Deposits

A Group Cheque or Group Deposit is a single payment used to pay amounts on more

than one patient account.

When making a group payment, Front Desk 2018 requires you to Register the
cheque or deposit. This facility keeps track of multiple group payments and the

remaining unused balance of each payment.

Locate the Group Cheque/Deposit box on the left and enter the amount to be paid
on this account only, either select a group cheque/deposit which has already been
entered, but not completely used, or register a new group cheque/deposit by clicking

the Register button.

R Payment Type - Amount to Pay $62.25

S

Prev Credit
Cash
Cheque(s) El
Grp Chg/Deposit
Card

EFTPOS

HICAPS
Medicare / DVA
Direct Deposit

Total

50.00
50.00
50.00

§62.25

5000 @

50.00
50.00
50.00
50.00

562.25

Credit Available

Drawer

Visa Master Card

50.00

Bank

Branch

American Express

Chegue No.

v, (Regn]) $1———

Diners Other

| 0K | | Cancel |

Register
button

When registering a group payment, enter the full amount of the payment in the
Amount field and complete the details of the cheque or deposit as shown below.

Register Group Cheque

Location of Cheque allows
users with multi-locations set

up to set the location of the
cheque

R Register Group Cheque/Depasit [ﬁj
Type
@ Cheque () Direct Deposit
Details
Amaount Bank Branch Cheque No. .
200 ¢ Chegue No.isan
Location of Chegque Op onal fie
Ciy €
Cancel l ’ ok l
Register Group Deposit
F |
ﬁ Register Group Chegue/Deposit @
Type
) Cheque @ Direct Deposit
Details
Amount Payer Remittance Mo.
50.00
’ Cancel l [ 0K l

e

Click OK to complete the registration process.




PAYMENT DISSECTION

Once you have completed the registration of the Group Cheque

or Deposit your

payment type screen should look similar to the screen below. If you have several
group payments registered, you will be able to use the drop-down box to select which

cheque or deposit to use for particular payments.

i — e e —— ———— - A
E Payment Type - Amount to Pay $62.25 u
Prev Credit 50.00 Credit Available 50,00
Cash 50.00 Drawer Bank Branch Chegue Mao.
Cheque(s) @ 50,00
Grp Cha/Deposit  $62.25 Insurance Plus - 123456 Amount:$200.00 Balance:520000 |+
Card S0.00 @ Visa Mast&r?ﬂl American Express () Diners Cther
EFTPOS S0.00 Details of group
HICAPS <0.00 cheque or deposit
Medicare / DVA 50,00
Direct Deposit 50.00
Total §62.25
OK ] ’ Cancel

Click OK to complete the payment.

Search for the next patient whose account needs to be paid by group cheque or
deposit. From the payment type screen select the registered cheque or deposit

which is required to pay for this amount, as shown below.

© — T, W BN DS aeeeeeeee Iy
E Payment Type - Amount to Pay $62.25 ﬁ
Prev Credit 50.00 Credit Available 50.00
Cash $0.00 Drawer Bank Branch Chegue Mo.
Chegue(s) @ 50,00
Grp Chyg/Deposit Ll Incurance Plus - 123456 Amount:3200.00 Balance:§137.75 | - | Register...
Card 50.00 |Type |D'rawer,."Payer |No. |Amount |Ba|ance r
EETPOS gnon |Cheque |Smartsoft 654987 57500 57500
Deposit |Insurance Plus  [123456 §200.00 §137.75
HICAPS 50.00
Medicare / DVA 50.00
Direct Deposit 50.00
Total §62.25
[ 0K ] [ Cancel
PAGE 214 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM




PAYMENT DISSECTION

ﬁ Cheques

To edit a cheque or delete payments made by group cheques select Cheques from
the System menu.

System | Reports  Window Help

é Cheques

The Cheques screen will display all cheques that have been entered within a
specified date range. By default only incomplete group cheques are shown.
Uncheck the Show Incomplete Group Cheques Only option to display all cheques.

You can view the transactions associated with each cheque by clicking on the plus
(+), located to the left of each cheque.

Cheques may be deleted or edited from this screen. Simply highlight the cheque and
click the Edit or Delete buttons.

To delete a cheque and all payments made by a cheque, select the cheque then click
the Delete button. To delete just one particular transaction from the Cheques
screen, click on the plus (+) sign next to the cheque, select the transaction you wish
to remove and click the Delete button.

Note that once a group cheque is deleted any payments that were associated with
that cheque will also be deleted from the patient’s file.

E Cheques 23
From IJB,IDL-'2[|16|v To 15/01/2016| = r Showe Incormplete Group Chegques Only
Date Armount  Drawer Bank Branch Murmber  Balance - Edit

[+ 15/01/2016 $200.00 Insurance Plus  MAR  Adelaide (123456 $0.00

|

[+ 15/01/2016 $125.0 T @ $0.00

= 15/01/2016 $485.0 $326.15
Date Mame Igl Delete the selected payment only? Desc » —
150172016 |Miss Racha) G Med|=| [ & Prewiew
15/01,2016 |bAr Jahn S hled

. Export

15/01/2016 | Ms Dianne [ Yes ] \ Ma r Med -
4 3

m

-

Group Chegque Help

Click Preview or Print to generate a Group Cheque Report.

Click the Export button to generate a CSV or a Microsoft Excel® spreadsheet with
the cheque details.




PAYMENT DISSECTION

@ Group Deposit

To view details regarding group deposits select Group Deposits from the System
menu.

5.:,;5terr! Reports  Window Help

1= Group Deposits

A list of Group Deposits between two dates will appear.

ﬂ Group Deposits

m

G

Frorn EIlfIIIEIH2EIlS|-r Ta 15{[!]4‘2!]16|v [[] Show Incormplete Group Deposits Only Claze
Date Arnount  Payer Remittance Mo Balance = Edit
[ | 25/08,2015 $156.00 Medicare fustralia 15794. $78.00|
04/01,2016 $1,156.00 Department of Weterans Affairs 9412754 $1,156.00 Delete

rint

& Prewiew

Export

Help

To view the transactions made by a particular deposit, click the plus (+) to the left-
hand side of the deposit. A drop-down box will appear with the transaction details.

* Group Deposits
Frarn DHDQ;‘2015|v Ta leUl;’2016|v | Show Incomplete Group Deposits Only
Date Arnount  Payer Remittance Mo Balance = Edit
[ | 25/09/2015 $156.00 Medicare Australia 157942 $78.00
. 04/01/2016 | $1,156.00|Department of Weterans &ffairs $1,156.00]
[, Preview

Export

K

4 |

Help




PAYMENT DISSECTION

g:? Group Deposit

To edit the amount of the group deposit, highlight the deposit and click Edit.

ﬂ Edit Group Deposit
Details
Armount Payer Remittance Ma,
$1,156.00 Departrent of Weterans Affairs 9412754 kare..,
Cancel ] [ ] 4 ]

As notifications of payments made into your bank account are received some time
after the actual deposit, you can edit the payment date of the transactions associated
with this group deposit by clicking the More... button and setting a new deposit date
and time.

’Depn:nsit Date & Time ﬁ

Ceposit Date / Time 0470172016 |v 01:05 PrdA

| ok || cance |

To remove a group deposit, highlight the particular deposit and click Delete.

Note that once a group deposit is deleted any payments that were associated with
that deposit will be deleted from the patients’ accounts.

Canfirm ﬁ

.0 O\ Delete this deposit and all payments made by it?

P

Click Preview or Print to generate a Group Deposit Report.

Click the Export button to generate a CSV or a Microsoft Excel® spreadsheet with
the Group Deposit details.




Appointment
book
navigation
buttons
including
Day, Week &
Monthly
Appointment
book views

APPOINTMENT BOOK

E Working with the Appointment Book

To open the appointment book select the Appointment Book icon from the Toolbar

File System Repors Window Help

FHiB sMha®s BRL0dB @ 2DAF2 B ¢ 0

| Appointment Boak (Ctri+A)|

or from the File menu.

File | System Reports Window Help
» Navigate to..

E| Appointment Book Ctri=A

The Appointment Book window will appear. The day being viewed in the
appointment book is displayed in the Appointment Book title bar and also in the
calendar. By default the Appointment Book will open to the current day.

To view a particular day in the Appointment Book either select that day from the
calendar or click a day button found above the practitioner columns. To navigate to
the previous/next week or previous/next month, use the double or triple arrows
accordingly.

Day View Day Buttons

IR Appointrent Baok - Manday 16 November 2015 =l 2=
[&<0(%0) (<) i () (1) () (35)539) [ Pivacy (Todmd(_ s ) Sat ) Sun ) bior) (Tue ) ved) (T J(_Fri )( ot ) Sun ) (o) (e ) (et ) Tous ) (st )( St ) Sur ] Mom) Tue ) i) e ) (i ) 5ot ] Sun)(bom)
NA.A | George Rogers - Hazehwo od Park ne Corway - Dulwich usan Everrett - Duhwich bert Jones - Dulwich |Arne Smith - Norwood |Dale Gribble - Hazelwoo{Hal Jordan - Hazelwood |

: [ el > |3:00 am [ Mir byndon McEgan (5) Miss Many Ferguson 1C) Mt Mark Brenan (5) Mr Robet Leembruggen (E41 | Mrs Leigh-Anne Robinson (5) Wrs Matie Lardner (5) 171 Sharnon Alander ¢
Mon Tue Wed Thu Fri Sat Sun [gyc |

% 27 B 2 B M 1

2 B W 5 B ‘T if Mrs Kann Shiour (5] Miss Kirsten Kk este () MrTeryBosco 1) [ MrAndreas Johntson

9 W U 12 B U I v

6 17 18 18 0 2 2 |d !

B M B % U BB rs Nancy Gallash (5 Wrs Margaret Lynch (5)

2 i Adian Winters 61

December 2015
Mrs Paline Wilksch (B9 it Shannan alander (51 it Kevin Farmer (51
Mon Tue Wed Thu Fri Sat Sun
S5 i Mrs Rhonda Macfarlane (C)

708 9 10 u 12 B

W 15 16 17 18 19 2 4

5 b B o ® % o iss Michelle Martin (5) Wiss Leighanne Herrmann (5)ff Mirs bfaria Markham (5)

B ® 3N 3 £

Miss Lisa Rosenbera

Mon Tue Wed Thu Fri Sat Sun
1

Mrs Mancy Gallasch (5]

Mr Matthew Hearne (F) Mr Stephen Holtham (£

4 5 6 7T 8 9 10
112 13 W 1516 1
B 19 0 A 2 B M

Mr Michael Wieske (IC

Mr Shayne MeGrice IC)

aaWEY & & W 3 Lunch Lunch Lunch Lunch Lunch Luneh Lunch
115 pm |Lunch Lunch Lunch Lunch Lunch Lunch Lunch
February 2016 P
Mon Tue Wed The Fi st sun [0 RO Lunch Lunch Lunch Lunch Lunen Lunch
145 pm |Lunch Lunch Lunch Lunch Lunch Lunch Lunch
1. 2 2 & 5 @& 7
5 5 10 1 b 1y 14 |Foven [ visPetica a5 Hr Ralph McTaggart (€4 Wi Lisa Marrett (5] MstTimothy Uern (5] fas Nanoy Falaguerra
15 16 17 18 18 20 2 [25pm
e R =T irs Margaret Kirk (€41
March 2016 2:45:pm.
Mon Tue Wed Thu Fri Sat sun [¥90PM
1

23 4 5 6 [31mpm
708 9 10 1 12 13

4 15 16 17 18 19 20 [3F0pm

4 2 B 2 5 26 A (zaspm e Peter Hollingworth (5] Mrs Maureen Murfett (5] Mrs Lioudmilla Latta (5)

B % o1 1 2 3

4 s 6 7 8 o 10 |400pm [§ MrslicneThurgood )
415 pm v Timothy Wiatson (5) Mt Scott Kermond (5)
430 pm
445 pm M adam Rigney (5) irs Kathy Mazzocato (£
5:00 pm [fSteven Prismontaite () & Leaving Early

T 515 pm

e pom—— ‘ S Vs SalyScall 5
545 pm

Practitioner Queue

| Reminders otes 515 pm N petar Holinguorth B9
55 om
W ’

i
1Y T e e e e v e
T AT T T ST
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APPOINTMENT BOOK

E Working with the Appointment Book

The Front Desk 2018 Appointment Book has a privacy option that allows users to
hide patient names in the Appointment Book. The Privacy setting can be enabled on
the Appointment Book tab in System Information.

ﬁ,Syslem]nfmmaﬁnn E' [=] @
Options | Banking | Appointment Book | Waiting List | Clinic Shifts | |+ | »

General |Wamings | Practitionersl Columns | Groups|
Calendar
Time Interval 15 Minutes |-
Appointment Start Time  09:00 am |v
Bules
Appointment End Time ~ 07:00 pm | -
First Day of Week Monday |- Holidays
Appointment Book Appearance
[¥] Show Titles [7] Show Middle Names
. PR i Colours
Show Privacy Option in e I
the Appointment Book — /] Show Privacy Option
PP Display Name First Name (Preferre| deplypes
Mouse Wheel Scrolls By [Page v] ’ Resources l
Privacy option. Alt + P on
the keyboard WII|| also toggle
the Privacy option

*Appuintment Book - Monday 16 NUVE#ErzﬂlS
(€] (] [« J L (] (0] [ ] [32] [323] (7] Privacy Fri ) sat ) Sun ](Man)(Tue ) (wed)(Thu ) ([ Fri J(sat ][ sun](Mon) [ Tue )(wed)[Thu ][ Fri [ sat ][
| MLAA | George Rogers - Hazelwood Park  |Jane Corway - Dulwich Susan Everrett - Duliich
| Mon Tue Wed Thu Fri  Sat Sun |%:00am I Mr Lyndon McEgan (3) I tiss Mary Ferguson [IC) rr Mark Brennan (S)

% 27 28 2 30 31 1
| 2 3. 4 5 & T @
[ 9 10 11 12 13 1 15
|16 17 18 18 2 2 22
|3 2 5 % 271 B B
|0 1 2 3 4 5 6

Mrs Karen Siviour [5] Miss Kirsten Kukeste (5]

Mr Jakin Smith (5]

Reports & Utilities 10:15 am File ho: 1151
K
’ = 10:30 am @ 00 Ttern Code: 505
l—rsr Doay List ' App Made: 17/11/15 9:37am
2 10:45 : Made By: Admi
:-‘lz Lppointment Book | X" Swa'lsiefnind?rm &
1100 am v A

_]E ~ppointmentsRepor: 11415 am Mext Appointrment: Thu 21 8pr 2016 400 pm [George Rogers]

ﬁ sppointment Reminders Previous &ppointment: Fri 14 &ug 2015 9:45 am (3 months bwo days ago) U
11:30 am :
Ch  sMs/Email Reminders - Status: Completed :
= 11:45 am | "Mrs Louise Beasley [IC] |
ExpoitTo:Excel 12:00 pm Mrs Nancy Gallasch (5)
S Future Appointments 12:15 prol +Bistretch & Exercise (075 Bookings)
._;d Search Casual Appointments 12:30 pm i
% Edit Cancels / Reschedules 12:45 pm Mr Shayne McoGrice 1] ]

When the Privacy option is enabled, appointments will appear without patient
information and instead appear with the Private descriptor.

7] Privacy Fri [ sat |[ sun J(Mon wied | Thu [ Fri J[ sat [ sun |(ton]( Tue |[wed] [ Tho | Fri |0 sat |
MAL  |George Rogers - Hazelwood Park | Jare Corway - Dulwich Susan Everrett - Dulwich

9:00 am Private [5] Private [IC] Private [5]

915 am

9:30 am Private [5] Private [5]

9:45 am Private [5]

10:00 am Private [5] Private [5]

10:15 am

The
Appointment
tool tip will
show the
patient
details



APPOINTMENT BOOK

E| Working with the Appointment Book

Week View
For the appointment book to appear in weekly view, click the Week button above the
calendar.

To view appointment statistics for a week, place the mouse pointer over This Week
or the required week you wish to view.

This Week button

& [E=SEch)
cec (&) <] ) ()t (> ][0 000] _|Peiency (s oinss_oen 3 | vieaks | wesk+ | éuens | vieew e | weskd | wieeud | vieen s ek 1a |(vieeh | ek 13 | iest 13 | vieeh 14 | wesk 35 | Wesk 16 ek 12 | voesk 13 | ook 39 | iéeeh 20 | voeek 21 | wesk 33 | wiee 33 w:autwnkul*w?g— Week bUttOnS
e, [on 1ir13 o 111 e 1413 T 5L I Sw it Toun 211 -
‘ Momambai 213 * [eaam 0] ¢ b Lacey 1 Tincthy Vision ] Ef Miss Lesah irdado i eskend
Yo Wi i - & ﬂ..ml ena
3 45 s g n o Bichard Marey 1 a s i Cry 1 kend
o e wend
¥ 5 H 28 kend
I Timatrry Watsan (5} | s bitie Nagy () kend
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Front Desk 2018 - Note

The Appointment Book will only show one practitioner column at a time when viewing
the Appointment Book by week or month.
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EI Working with the Appointment Book

Month View
For the appointment book to appear in monthly view, click the Month button above
the calendar.

To view the appointment statistics for a month, place the mouse pointer over This
Month or the required week you wish to view.

This Month button
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— Month buttons

When viewing the Appointment Book by month, the Appointment Types will appear
instead of the patient names. Hold the mouse cursor over an appointment to view
the patient’'s name and appointment details.

Double click the N.A.A (next available appointment) button on the appointment
book to find the Next Available Appointment time slot within a practitioner column.
The N.A.A button will only place appointments as per the Appointment Rules for the
practitioner.

To view only the columns for a particular practitioner or practice group, select the
relevant tab at the bottom of the appointment book. To view all practitioner columns
select the All Practitioners tab. To resize the columns select the dividing line
between column headers with the left mouse button, hold and move horizontally. The
appointment book columns are defined under the Appointment Book tab in System
Information.
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EI Working with the Appointment Book

The Appointment Book has an Outlook-style tool bar on the bottom left of the screen.
Appointment Book functions and reports can be accessed by clicking these buttons.

Extended Calendar

Appointment Details

@ Practitioner Queue

-.&J Reminders / Motes

@ Waiting List
Messages

B. Practitioners

aﬁ Reports & Utilities

The Extended Calendar displays multiple calendar months for easy future
appointment bookings. The actual number of months displayed is dependent on your
computer screen resolution, with most users able to view three months.

1. Appointment Bock - Morday 16 Novarnber 2015

[E==E=2 |

[« (] (<] (D] erivacy (Todad( Fri | sat [ sun J(tton]( Tue J(wied)(Thu [ Fri [ sat J[ sun I(Mon ][ Tue |(wed)(Thu J(Fri ][ sat ) sun )(kon](Tue |(wed)(thu [ Fri J( sat I(sun](rMon
N.AA | George Rogers - Hazelws od Park ne Conway - Dulich Usan Euerrett - Dulwich obert Jones - Dulwich Anne Smith - Norwood |Dale Gribble - Hazehwoo! Hal Jardan - Hazehwood |

1 November 2015 * [s00am [ Mr lyndon MeEgan (5] Mizs Mary Ferguson 0C) Mr Mark Brenna (5) Mr Rabert Leembruggen (4] [l] Mrs Leiah-Anne Robinson (5] hrs Marie Laraner (5] [IPMr Shannan Alander (

Mon Tue Wed Thu Fri Set Sun [j.o -

% 27 8 ® 0 3

2 3 4 5 6 7 & [930am Mrs Karyn St our (5] Mis Kirsten Kukeste (51 MrTermy Bosco [C] [ Mr Andreas Johntson

9010 1 12 1B | 15

1617 18 19 0 A 2 !

B w5 % 0 B B Mirs Nancy Gallasth (5) Mrs Margaret Lynch (5]

2 Mr Adrian Winters (5]

Decembier20L Mrs Pauline Wilksch (EX) ' Phdr Shannon Alander () Mr Kevin Farmer (5)

Mon Tue Wed Thu Fri Sat Sun E
s M1s Rhanda Macfarlane (1C)

7008 9 10 11 12 12 {1300 sm e

115 16 17 18 19

N 2 3 o 35w o | Wiss Leighanne Herrmann (5] | Mrs Maria Markham (5]

B 29 30 31 1230 am

12:45 am | Phars Louise Beasley 1C) Miss Lisa Rosenberg
January 2016 o
Mon Tue Wed Thu Fri Sat Sun
12 2 HMr Matthew Heame (7 M1 Stephen Haltham (849

L R Mr Michacl Wieske (<)

B 19 20 2 2 23 %

526 2 8 2 30 3y lunh Lunch Lunch Lunch Lunch Lunch Lunch
TR 115 pm [Lunch Lunch Lunch Lunch Lunch Lunch Lunch
ebruary

e TWet g Fi ek s | 0o Lunch Lunch Lunch Lunch Lunch Lunch

145 pm |Lunch Lunch Lnch Lunch Lunch Luneh Lunch

s e m om0 o g [roen Jusrtas M Ralph McTaggart (E5) Miss Lisa Marrett 5] M3tTimothy Uern (5) s Narcy Falaguerra

15 16 17 18 19 20 2 [215pm

2B W5 BT B Pt Mis Margaret Kirk (£
ca1E 2:45 pr [§Ars Ankoin tbe Alexander (5]

Mon Tue Wed Thu Fri Sat Sun [300Pm

12 3 4 5 6 [35m

708 9 10 1 12 1B

115 16 17 18 19 2

a 2 28 M4 5 %6 7 Mir Peter Hollingworth (5) Mrs Mauresn Murtet (5] Mirs Lioudmilla Latts (5]

® 2 3 3 1 2 2

+ 5 6 7 8 o 10 |+00pm [§ MisLiene Thurgood (5)

415 pm Pt Timothy Watson (5) Mst Scott Kermand (5]
430 pm WP Steven Prismantaite (5) Q|
445 pm M1 Adam Rigney (5] Mrs Kathy Mazzacata (4
8] Appointment Details 515 pm
E@ e e 530 pm s Linda Thamas (5] Mrs Saly Seali 5)
545 pm

B DRemindersineiss
Gyrotngise

e ;
e :

Mr Peter Hollingworth (EX1

M Paul Koranis ()

T

arge Rogers - Hazelwood Park fJane Canway - Hazehwaod Park fJane Canway - Dulwich Susan Everrett- Dulwich S usan Everrett - Adelaide {Rabert Janes - Dulwich /[Robert Janes - Hazelwood Park

(1 Practice Groups [Dulwich defaide ] Nowood Hazehwood Park
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EI Working with the Appointment Book

Appointment Details will show the details of a selected appointment including the
appointment status, patient waiting time in the practice and a patient photo when
available. This functionality is valuable for quickly checking the details of an
appointment and identifying patients in the waiting room.

* Appointment Boak - Tuesday 17 Mavernber 2015 ~ -
[ [«<][ < ][n] [ Privacy [Todal Fri J( sat ][ sun |(mon][ Tue |(vvea][ thu J[_Eri ][ sat [ sun](rmon ) Tue |(vwedll Thu ]( Fri ][ sat ][ sun][mon ][ Tue |[wed|[Thu

J|MaA | George Rogers - Hazelwood Park__|Jane Corway - Hazelwood Park |Robert Jones - Dubwich |&nne Smith - Hazehwaod Park

Miss Rebecca Watt (5]

Mon Tue Wed Thu Fri Sat Sun
26 27 2 ¥ 30 31 1
2 3 4 5 6 71 8

9 10 1 12 12 14 15 i3 Mrs Antoinette Alexander (5] M3 Linda Thomas [C] Mr Shannon Alander (5]
6 17 18 19 20 21 2
23 24 25 % 21 B B8
30 1 2 3 4 5 6

K Tom Pointon (5] Miss Tina Pethick (5] Mrs Lorraine Randall [5)

Miss Pauline Lomax (EX]

Out of Office Dr Paul Kildare (3]

Mr Shannon Alander (EX]

Anpointment Details

17/11/2015 10:30 am mith (F) Mrs Maria Catt (3]

Practitioner; George Rogers -
Hazelwood Park

Stewen Prismontaite [5]

Mr John Smith (F)

File Ma: 1151

Ttem Code: 505

App Made: 21/4/16 1:56pm
Made By: &dmin

I Irs Patricia Ball (5]

Mr Shayne Thrum (3]

Mext Appointment: Thu 21 &pr
2016 400 pm (George Rogers|
Prewious Appointment: Mon 16
Mow 2015 9:45 am [one day ago)

M3 Marica Piro (5]

Ms Peggy Fairweather (5] l’MrTimnthyWatsnn 5]
Status: Patient Mot Arrived
A Lunch Lunch Lunch
115 pm |Lunch Lunch Lunch Lunch
130 pm |Lunch Lunch Lunch Lunch
145 pm |Lunch Lunch Lunch Lunch
Mrs Zelda Craig IC] Phdr Shannon Slander 151 Krs Susan Elswiorth 1C] Mrs Patricia Haugen (5]

S Mary Mesbitt (5]

Miss Michelle Brouwers [S] Mrs Maureen Gumley [EX] I fron Reed [F]

krs Kim Pengelly (5] fdrs Sharon Austin [5)

Mr Luke Cook (5]

Mrs Ann Ogden [1C) @

Mrs Jacqueline Alexander [C)

K3 Meredith Pisaniello [5] Mt Robert Barton [EX)

k Ms_Nan;y Falaguerra [EX]

Mr Bernard Stoeckel (5]

Mrs Rozalia Thoonen 5]

Mr Kewin Malek (5]

+
Tony Ricc (5]
]
Mr Timothy Watson [EX) &
R Peter Mchurray (5]
J

Mr r--lll:l.‘@r:\ Rermwick [F]

[-.;d Extended Calen|

=| Appointment D|

[7T) Practitioner Qu
[&_I Reminders / Mofes

[@ aiting List
[ Messages

[& Practitioners

[iﬂ Reports & Utilitle

Mr Adrian Eldridge [EX)

Ry Matthew Hearne [5]

Mrs Mandy O'Keefe [5]

All Pract\tinnersﬁGemge Rogers - Hazelwood Park jJane Corwvay - Hazelwood Park JJane Corwvay - Dulwich /i Susan Everrett - Dulwich EEI

Mrs Wendy Hanson [5)

The Appointment Details will be
displayed including the patient's Account
Balance, Future Appointments, Waiting
time and Waiting time after appointment is
scheduled to start

Note that for the Waiting time to appear the patient’s appointment status must be set
to Patient Arrived.
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The Practitioner Queue is used to show the patients who have arrived and are
waiting to be seen by a particular practitioner, including how long they have been
waiting. The queue can be ordered by appointment time or by patient waiting time.
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I Appointraert Book - Tuesday 17 Navember 115
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Miss Michelle Brotswers (5]
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Tiana Comvary

Tiane Corwiay - Dubasch, Buhwicn |

The Practitioner Queue has also been designed to allow users to do some of the
most commonly performed actions on the selected patient. These include opening
the patient’s file, accessing clinical notes, adding/viewing x-rays, receipting and

billing.

The default action when double clicking on a patient can be changed by right clicking
within the Practitioner Queue.

Practitioner Queue

Miss Rachael Dangerfield
App Time: 12:00pm

Patient

Double Click Opti

Patient File
Clinical Notes
Patient X-rays
Receipt

Bill

Practitioner Queu

Appointment Status

ons

e Order

Default double click function

Users can set the queue to be ordered by

Order by
Order by Waiting

A

Time

Time

l ] Extended Calendar

)

8=| appointment Details

.| Reminders / Notes

i a Fradtitioner Queue

G) waiting List

Messages

3\ Practitioners

{2 Reports & utiities
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The Appointment Status can be changed from within the Practitioner Queue by
right clicking the patient and selecting an Appointment Status.

Appointment Status » Patient Mot Arrived
Double Click Options L] EirEE T
Completed

v | Patient File
Clinical Motes
Patient X-rays
Receipt
Bill

Practitioner Queue Crder
v | Order by Appointment Time

Order by Waiting Time

The Practitioner Queue can also be opened independently of the Appointment Book
from the Front Desk 2018 Toolbar.

File System Reports Window Help
AliBsMhaes B020dB @ 2OLF0 B w s0@

This floating window may be positioned anywhere on the screen, and can also be
docked to either the left or right of the Front Desk 2018 window.

George Rogers's Queue - 1 patient

4——  Refresh the Practitioner Queue

=] Privacy
Miss Rachael Dangerfield

App Tirme: 11:00am
Patient Arrived AR

> 1ea |[E]

m
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EI Working with the Appointment Book

Reminders/Notes allow you to enter in general practice reminders/notes viewable by
all appointment book users. These notes can be for a specific day in Day Notes or
viewable on all days with Reminders.

To enter day notes click in the window below the calendar titled Day Notes and type
in notes regarding that particular day. A day note is only visible when viewing the
day for which it was made.

To enter reminders, click in the Reminders window and type your reminders.
A reminder remains visible regardless of the day being viewed.

R Appointrent Book - Tuesday 17 Mowel

[««d(<e] [ ]n] [w](11][> ][] (]

Mon Tue Wed Thu Fri  Sat Sun
% X 28 X 3B AN 1
2 3 4 5 G 7 8
9 10 1 12 13 14 15
6 17 18 19 20 2 2
23 4 35 B 27 B B
30 1 2 3 4 5 6

Reminders f Motes
Day Motes

Motes entered under the ‘Day Notes' =
relate anly to this specific date.

Reminders

Reminders listed in the ‘Reminders’
seckion will carry across to any date,

These notes are shared between all
users,

Smartsoft Helpdesk: 1800 13 15 20

’ -—'13 Extended Calendar

IQ;EJ Appointment Details

|I§ Practitioner Queue

[ J Reminders ¢ Notes

@ Wyaiting List
[ Messages
’R Practitioners

|§ﬂ Reports & Utilities
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@ Waiting List

Clients who require an appointment when one is not immediately available can be
placed on a waiting list, which will automatically notify the operator when an
appointment meeting the client’s availability becomes available.

To access the Waiting List, click the Waiting List option on the left hand side menu

of the Appointment Book.

I, Appointment Book - Monday 16 Novermber 2015

(Toa(sat ) sun )(von) [ Tue J(wed) [T [ Fri ][ sat ](sun)(on] [ Tue J(wea)(Thu ) Fri [ sat ) sun(man)(Tue ) (wed) (Thu

Fri

sat I sun )(mon]( Tue

t=l=lEs

(eed (<) (<] (0] (W) (1) (2] (53] o) Clrivaey
n NAs

e Conway - Dulwich

Lizan Everrett - Dulwich obert Janes - Dulwich

Anne Smith - Manwood

| Dale Gribble - Hazelwioo

Hal Jordan - Hazelwaod |

Miss Many Ferausan 1C)

Mr Mark Brennan (5) My Robert Leembruggen (E4)

George Rogers - Hazehwood Fark

Waiting List is empty -
PMr Test Test (BX)

1115 am,

1130 3m,

5 George Ragers - Hazelwood Park
Mon Tue Wed Thu Fri Sat Sun |%:00am Mr Lyndon MeEaan ()
% 27 2 29 N A 1 [|gEa
2 3 4 5 6 7 8
9 10 11 12 13 14 1 9:30 am
6 17 18 19 20 2 22
23 21 25 26 21 B 29
30 1 2 3 4 ¥ 6
2 Waiting Lt 1611115 View~

Mrs Kargn Siviour (5]

Miss Kirsten Kukeste (5]

i8]

i8]

Mrs Leigh-Anne Robinson (5]

Miss Michelle Martin (5]

11:45 3m | Phirs Louise Beasley (0]

1200 pm|-

W] Mr Shayne McGrice 1C)

Lunch

115 pm [Lunch Lunch
130pm [Lunch Lnch

145 pm [Luneh Lunch

200 pm [l Mrs Patricia Ball (5) MrRalph McTaggart (EX)
215 pm

230 pm @Mr Test Test 1Q)

Mis Antoinette Alexander (5]

Mrs Liene Thurgaod (5)

Mr Peter Hollingworth (5]

M Adrian Winters (5]

M3 Pauline Wilks ch [X)

Mrs Rhonda Macfarlane 9]

va Shannan Alander (5)

Miss Leighanne Herrmann (5]

Mrs Maria Markham (5]

Lunch Lunch
Lunch Lurich
Lunch Lurich

Mrs Marie Lardner (5]

MrTeny Basca (IC)

r Shannan Alander

Mr Andreas Jahntson

i Kein Farmer (5]

M Stephen Holtham (EX)

Miss Lisa Rosenberg 7

Hr Michael Wieske (IC)

Lunch

Lunch

Lunch

Lunch

Lunch Lunch
Lunch Lunch
Lunch Lunch
Lunch Lunch

Miss Lisa Marrett (5)

F MstTimothy Uem (5)

s Nancy Falaguerra

Mrs Maureen Murfett (5] Mrs Lioudmilla Latts (5]

i Timothy Watson (5]

Steven Prismantaite (5)

T

Mr ddam Rigney (5]

mdmin

s00pm
&=| appointment Details

(7T ractitioner Queue
i

515 pm

530 pm

545 pm

600 pm

M3 Linda Thamas (5]

Mr Peter Hollingworth [EX)

Leaving Early

Mrs Margaret Kirk ()

Mst Scott Kermand (5]

Mrs Kathy Mazocato 5

Wrs Sally Scali (5]

My Paul Karonis (5]

T

All Practitioners [Gearge Rogers - Hazehwond Park [Jane Conay - Hazewood Park [Jane Coray - Dulwich /[Susan Everrett— Dulwich [Susan Everrett - Adelaide [Robert Iones - Dulwich [Robert Jones - Hazelwood Park

Patients can be added to the waiting list by double clicking in the blank area of the

waiting list, or by right clicking and selecting Add to Waiting List or Add New

Patient to Waiting list.

P

2 Waiting List - 16/11/15 View v

George Rogers - Hazelwood Park

Walting List is empty

Add to Waiting List
Add New Patient to Waiting List

l‘ﬁ Extended Calendar

S=| Appointment Details
@ Practitioner Queue

‘Q Reminders / Notes

1 Practitioners
(2] Reports & utiities
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(3 Waiting List

Selecting Add to Waiting List will allow users to select an existing patient to add to

the Waiting List.

Add to Waiting List - Mr John Smith

Patient  Mrlohn Smith

Selected Priority ———— Priarity

Lppaintment With

Ay practitioner
Select Practitioner(s)

or Practice Group(s) Wl

Fractice Group Adelaide
@ Practitioner

Advanced Options | Select Practitioners

Appointment Details

Select Appointment Details D e 505 v <Al Schedules>
App Type Follow Up |v Intervals 1 = Aifide 1
Selected Preferred Preferred Dates
Dates and Times Start Date 23/04/2016 | =
Wfait Until Date |06/05/2016
@) Wit Unitil Mext Bppointrment (29/04/2016)
Preferred Times
@ Quick Selection | All | [None
ton Tue Wed Thu Fri  3at  Sun
PYVE I v s B R R
P [V M F &
Detailed Selection Advanced
Waiting List Motes
Add Waiting List Notes ——~—1p
| Cancel | l Help | << Back

=5

George Rogers - Hazelwood Park |v

| -

| Net>s> |[ Finish |

Users can select the priority of the appointment compared to other clients also
waiting for appointments, practitioner(s) or practice group(s) the patient would like to
see, their preferred times, how long they are willing to wait for an appointment to
become available as well as adding any waiting list notes regarding this appointment.

Clicking Finish will add the patient to the Waiting List.




APPOINTMENT BOOK

(3 Waiting List

Clicking Next will find the first available appointment if one is available.

Audd to Witing List - Mr John Smith =
Apaossible sppointment s available on
Friday 221442016 at 10:15 am with George Rogers - Hazelwood Park
Whatwauld you like to do?
@ Attemptto make an appaintment at this time
) Find next avalable appointment
) Add patient to Waiting List
st ) [0t | ]

If an available appointment time is found, an appointment can be made by clicking
Finish. If the appointment time is not suitable, selecting Find next available
appointment will present the user with another appointment time. If an appointment
can not be found, the patient will be added to the Waiting List.

:“ Wiaiting List - 22/4/16  Wiew

Gearge Rogers - Hazelwood Park

Available time found for

Mr John Smith
with George Rogers - s
Hazelwood Park 5
on 22/4/16 at 10:15 am .
; : N

Double click to mak
appointment Add to \Waiting List

Add Mew Patient to YWaiting List

Edit Waiting List Item
Make Appointment

Go to Sppointment
Rermowe from Waiting List
Patient File

Mowe to Bppointrment Book

When an appointment is found, the appointment interval can be viewed by right
clicking on the waiting list entry and selecting Go to Appointment. Alternatively, an
appointment can be made by selecting Make Appointment, double clicking on the
waiting list item, dragging and dropping the Waiting List item onto the Appointment
Book or selecting Move to Appointment Book.

Front Desk 2018 - Note

Appointments can be dragged/moved to the Appointment Book at any time, not just
when an available appointment has been found.
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@ Waiting List

By default, the Waiting List will only show people waiting for appointments on the
selected Appointment Book day and selected practitioner column. The waiting list
view options can be changed at any time by clicking the View menu. Any selection
made under the view menu will be lost once Front Desk 2018 is closed.

> Waiting List- 22/4/16  Wiew *

Al Practitioners Selected Practitioner

Axvailable time found for & Al Practitioners
Mr John Smith
with George Rogers - | @  Current Day
Hazelwood Park
on 22/4/16 at 10:15 am Al Diays

Double click to make
appoint ment

To permanently set the default waiting list view options, select the Waiting List tab in
System Information.

'ﬂ; Systern Information EIE @

Waiting List |C|inic Shifts | Paper Size | Printing Lag,ﬂ:uutl Mail Merge | * ] *

Options | Practitioner Defaults | Item Code Defaults |

Default Practitioner Wiew -

@ Selected Practitioner

Default Practitioner View

1 &ll Practitioners

Default Day Wiew: < Default Day View

@ Current Day
(71 All Days

aettings

Default waiting time 2 weeks Default waiting time

A

[T vivait urtil mext appaintroert< Enable Wait until next appointment

This cormputer should check for available appointments

every 30 mins = < Select default refresh time

The Default Practitioner View, Default Day View, Default waiting time and the
frequency the system checks for available appointments can be set under the
Options tab.
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(3 Waiting List

The Practitioner Defaults tab allows the user to select the default practitioner
settings to be used when adding New Patients or Existing Patients to the Waiting
List.

rﬁ\ Systern Information E’E.ﬁ

Waiting List | Clinic Shifts I Paper Size | Printing La'_-,-'-:uutl kAail berge | 1 | F

| Options | Practitioner Defaults | fem Code Defaults |

Existing Patients

@ Patient's default practitioner
) Practice Group of the patient's default practitioner
| Ay practitioner
() Practice Group | Sdelaide
(") Practitioner Anne Zmith - Hazelwood Parl
Mew Patients
(@ Patient's default practitioner
) Practice Group of the patient's default practitioner
| By practitioner
() Practice Group | Adelaide

(71 Practitioner Anne Zmith - Hazelwood Parl

The following default practitioner options can be selected for Existing Patients and
New Patients.

= Patient’s default practitioner

= Practice Group of the patient’s default practitioner
= Any practitioner

= Specific Practice Group

= Specific Practitioner
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(3 Waiting List

The Item Code Defaults tab allows the user to select the default item code settings
to be used when adding New Patients or Existing Patients to the Waiting List.

’E Swstern Information EI =] @

| Miaiting List Clinic Shifts | Paper Size | Printing La}fnut.-_-.f'-ﬂail MEI’QE:. Al

- Dptiuns-?.Practitinner Defaults | Iterm Code Defaults o

Existing Patients

@ Itern Code of previous appointrment
Schedule containing Itern Code of previous app
Default Itern Code for patient's default practitioner
Itern Code 10860

1 Schedule Mon-Serdice

Mews Patients

@ Default Itern Code for patient's default practitioner
Itern Code 10960

Schedule Maon-Service

Help

The following default item code options can be selected for Existing Patients.

* |tem Code of previous appointment

= Schedule containing Item Code of previous appointment
= Default Item Code for patient’s default practitioner

= |tem Code

= Schedule

The following default item code options can be selected for New Patients.
= Default Item Code for patient’s default practitioner

= [tem Code
= Schedule
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Messages

The Messages section on the Appointment Book displays SMS replies, Smartsoft
messages and system messages. Unread messages will be displayed in bold.

Messages can be marked as read by clicking on them.

fMessages

Wed 6 Apr 2016 1236 pm

b Cur Patient Booking Gatewray
users are having great success
with new and existing patients
booking online 24/7 from their
websites, Contack our Business
Care team for an obligation free
demonstration to see how it may
wark in wour practice on free call
1500 181 320 and dial 2 after the
prampt,
Thu 31 Mar 2016 11:31 am
it lahn Smith Patient reply to SMS reminder

Smartsoft Announcement Message

A

than u.
Thu 31 Mar 2016 11:31 am
Mrs Delrene Allen
Thanks, seeyou then.

[

[53 Extended Calendar

[ 35’1 Appaintment Details

[@ Practitioner Queue

[ :h_l Reminders / Motes

@ ‘Waiting List

[~]
= Messages

[2. Practitiohers

[ Eﬁ Reports & Utilities

Right-clicking on a message provides options to Mark as Unread, Clear Message
and to open the Patient File if the message is an SMS reply.

Thu 31 Mar 2016 11:31 am
B Mrlohn Smith
Yes, thank you.
Thu 31 Mar 2016 11:31 am
Mrs Delrene &llen

Thanks, see ywou then,

Patient File
hdark as Unread

[Em|

Clear Message
Clear All Read Messages

Go To Appointrment

If a message is already marked as read, the right click menu will include an option to
Mark as Unread.

PAGE 233 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM




APPOINTMENT BOOK
Messages

All messages and SMS replies can be viewed by selecting Messages / SMS Replies
from the System drop-down menu.

5.:,;5terr! Reports  Window Help

. =] Messages / SMS Replies

The Messages screen provides filtering options when viewing messages. The
filtering options are Message Type, Status, and Date Range.

Message marked as Read

W Messages (=N (= )
Message Type Status Date Range
] - Al » 11032016 v to 314032016 |»
Delete
Type Mame Message Text Read Read By  Read Time Clearec ~ Message marked
nks. 31 1131 am 3170 o | — a5 Cleared
5 Mr John Smith Yes, thank you. 31403/201611:31a [ [ |
|2 MrsDelrene Allen | Thanks, see you then. 31403/201611:31a [ |} |
P Srnartsoft Smartsaft affice hours - Easter Halidays. Plea<24/03/2016 3:47 pm | [¥] | Admin 310342016 1120 8| [¥] !E
£ :

Right-clicking a message provides the options to Mark as Read, Mark as Unread,
Clear Message and Undo Clear Message.
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;‘:\ Practitioner Days

Practitioners can be temporarily enabled or disabled in the appointment book by
ticking the options in the Practitioners section of the Appointment Book. To
permanently disable a day of the week for a practitioner go to System Information >
Practitioners > Prac Days.

These settings are per day and per computer and remain until the Appointment Book
is closed.

Practitioners

George Rogers - Hazelwood Park 73{

lane Cormway - Hazelwood Park [

lane Cormay - Dulwich il

Susan Ewverrett - Dulwich ,_vf,

Robert lanes - Dulwich rv'?\

Robert Jones - Hazelwood Park _\

Anne smith - Norwood "" <«—— Untick to temporarily disable the

Anne Smith - Hazelwood Park il practitioner column on the selected day
Dale Gribble - Hazelwood Park [#]

Hal Jordan - Hazelwood Park ‘JJ

-'—13 Extended Calendar

8= Anpointment Details

E Practitioner Queue

J Reminders f Motes

@ Waiting List
hMessages

3‘ Practitioners

[*ﬂ Reparts & Utilities

These options only disable the practitioner’'s columns when viewing All Practitioners
or a Practice Group in Day View. Week and Month views still display all days and
selecting a practitioner’s tab will also display the practitioner even if they have been
disabled on that day.

If all practitioners have been disabled the message No practitioners are available
on this day will be displayed.
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E Report and Utilities

To view and print reports that are relevant to the Appointment Book select the
Reports & Utilities button located at the bottom left hand corner of the Appointment
Book.

| Reports & Utilities

Reports & Utilities
r:r: Day List
j Appointment Book
_1'3 Appointments Report
\9_3 Appointment Reminders
Eﬂ 5MS/Email Reminders
L Export To Excel
E Future Appointments
__;\-ﬁ Search Casual Appointments
%‘ Edit Cancels / Reschedules
j Appointment Book Rules

r%"] Day List

The Day List report displays the details of appointments in the selected date range.
The Selected Practitioner is determined by which column was previously selected
on the Appointment Book.

Select the time of day to which the report applies:

Day List Report @ All for all day
@ Al AM for morning shift
M PM for afternoon shift

Before the specified time

Prd
After the specified time

Befare |10:37 Ak

After 10:37 AhA .
D Range The report can be printed for one day or a range of dates

Fem 2myans |- | Using the Date Range. Other options for the report include

.  amyms |- | ordering the day list by Name or Time, overriding the

T Selected Practitioner, grouping the report by practitioner or
Mame  © Time shrinking the report to A5.

Practitioner

<< AllPractitioners »> 4] (Sellect the de5|)red practitioner
column name

Include appointments for
other practitioners within
sarne colurmn

Resources

<< All Resources > 4—|—v—— Select a Resource

gl e Group Appointments options for printing on
the Day List

@ Include Groups <

) Don'tInclude Groups

) Only Include Groups
[] Shrink Report to AS

[ClInclude Casual Appointments = Include Casual Appointment on report

Include Empty Tirmeslots

[7] Graup by Practitionesr ¢———————  Group by Practitioner

o ] [ g ]

Any Notes attached to an appointment will be printed next to the patient’'s name.
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_-ni Appointment Book

The Appointment Book Report displays the clinic and practitioner appointments for
the selected date range. The selected practitioner is determined by which practitioner
column you have currently selected on the Appointment Book.

Appointrient Book Re.., @

@ Al
A
=]
Before |10:45 And
After 10:45 24

Select the time of day to which the report applies:

All for all day

AM for morning shift

PM for afternoon shift
Before the specified time
After the specified time

Date Range
Fram  22/04/2016 |v

Ta 22/04/2016 |v

[¥] Print in calour The Appointment Book report can be printed for one day or a
[Iselected Practitioner only | range of dates by selecting the Date Range. Several options
|| Shrink report to A5 . . . .

are available, which allow you to print the report in colour,
ok || cmeel || selectone practitioner only or shrink the report to A5 paper.

Front Desk 2018 - Note

To turn on the Print in colour option for Appointment Book reports by default, check
the Use Colour in Reports option on the Appointment Book tab in System
Information.

_'E Appointments Report

The Appointment Report generates a list of all missed, processed, rescheduled and
cancelled appointments for the date range selected. An appointment will be shown
as missed if an hour has passed since the time of the appointment and the patient
has not been billed. Any rescheduled appointments will only appear as rescheduled
if the appointment has been changed to another day.

Appointments Report @

L — Select Appointment Date or When Appointment Made.
® Al Select the time of day to which the report applies
B All for all day

Before | 10:02 AkA
After  10:02 A0

AM for morning shift

PM for afternoon shift
Before the specified time
After the specified time

Date Range
From 18/08,/2015 |-

Ta 18/08/2015 | -

|| Selected Practitioner

George Rogers < Select the desired practitioner (column

Include appointments for name)

other practitioners within

same column
S The report can be printed for one day or a range of dates using the
Made / Changed by Date Range. Other options for the report include ordering the list

| User |&drmin

by Name or Time and filtering to a Selected Practitioner or Front
e | | Desk User.
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(93 Appointment Reminders

The Appointment Reminders report displays the details of patients who have a
reminder tag on their appointments within the specified date range.

Appointment Book Reminders

Rerninders in Period
BIMINGAEr: 1N FEFNQ E

|‘ Print
|v

To Friday, 22 &pril 2016

Presi e
Help

Eﬂ SMS/Email Reminders

The SMS/Email Reminders report will enable you to send SMS messages and/or
emails to the patients with SMS/Email Reminder tags set.

SMS/Email Reminders

Reminders in Period
Close

From
= = Bt

To Thursday, 10 September 2015 v

SMS

Time Range
@ Al
) AM
CIPM
(O Before 254 AM
O After 2:54 AM
Filter
[[1By Practice
® Practice Group Dr Robert Smith Gi
Practitioner Dr Robert Smith

[[]By Appointment Type
New Patient

["]By Appointment Status

Cancelled

Help

Front Desk 2018 - Note

Please refer to SMS and Email Integration in the Advanced Features section of
this manual for full SMS/Email functions.

[y

Export To Excel

The Export To Excel option exports the appointment book into a Microsoft Excel®
spreadsheet. This function can be used to take a copy of the appointments in a date
range to another computer or PDA / mobile device that supports Microsoft Excel®.
To use this option you must have Microsoft Excel® installed on your computer.

Appointrent Book Range

Date Range
Framn  22/04/2016 |v

To 20472016 |+

ok || Cancel |
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-1 Future Appointments

The Future Appointments report can be used to display the next three appointment
times for patients with appointments in the date range.

Select the time of day to which the report applies

P

Future Appointrments -'
@ Al
Lk
Eh
Befare (108 PR

After L:08 PhA
Date Range
From  05/04/2016 RS
To  05/04/2018 RS
Order by
@ Mame Tirme

Practitioner

<< M)l Practitioners = » - <

Select the desired practitioner

Include appointments for

(column name)

This will show all appointments in the

other practitioners within
sarme colurmn

[] Only with no Appointroerts <€—
[9] 4 l| Cancel

All for all day

AM for morning shift

PM for afternoon shift
Before the specified time
After the specified time

column even if the override
practitioner option is selected

Only show patients with no future
appointments

Set the Date Range of appointments to include in the report. Other options for the
report include ordering the list by Name or Time, displaying a Selected Practitioner
and displaying patients that have no appointments.
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E Search Casual Appointments

To search for a Casual Appointment, click the Search Casual Appointments icon.

Search Casual Appointments
[¥] Date Range 01/03/2016| = to 30;‘04,-‘2016|v
[7] Contains Characters
] By Practice

(@) Practitioner George Rogers - Hazehwvood Pa

Practice Group | &nne Smith

Appointment

832016 10:00 arn | Staff Meeting
9/3/2016 10:00 arn | Serninar

15/3/2016 10:00 am Staff Meeting
15/3/2016 &00 prn | Serninar

17/3/2016 3:30 prn | Smartsoft Training
17/3/2016 430 pra Early Leawe
22/3/2016 10:30 am Staff Meeting
22732016 3:00 pra | Staff Meeting
23/3/2016 11:00 am Private

317372016 12:00 pr Bookkeeping/Admin

m

:

Select the Date option to list casual appointments within a specific date range.

The Contains Characters option can be used to search for text in the description of
a casual appointment. Enter part or all of the description to view casual
appointments with a particular description (e.g. staff to list all staff meetings).

Select By Practice to view casual appointments for a particular practitioner or
practice group.

Click Print to print the casual appointments list.

% Edit Cancels / Reschedules

To delete any rescheduled or cancelled appointments click the Edit
Cancels/Reschedules button.

R Cancelled and Rescheduled Appointments

Py

Fram Tuesday, 1 March 2016 |v To  Thursday, 31 March 2016 |- Clase
Patient Type Qld App ey S p Made By Changed By »

403/46 11:30am | |Admin |
ks lennifer Collins Cancel 12/03/16 12:15 prn Adrmin Admmin
Mr Jahn Smith Reschedule | 15/03/16 3:30 prm | 17/03/16 3:00 pm  Admin Adrmin

Admin

kdrs Antainette Alexander

m

5704716 2:09 prm

Set the date range with the From and To date. Select the cancelled or rescheduled
appointment that you wish to delete and click the Delete button.
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E| Making Appointments

To make an appointment, right click on an available time slot, this will bring up a
popup menu as shown below. To make an appointment for more than one timesiot,
hold the left mouse button down as you drag over the required time slots and then
right mouse click.

N.AA  |Robert Jones Anne Smith
9:00 am
o ey
Add Appointment
9:30 am L
Add Appointment (Mew Patient)
9:45 am

Add Group Appointment

10:00 am Casual Appointment
10:15 am Appointment Scheduler
10:30 am Rule Qut

10:45 am Pack Appointments
11:00 am Help

11:15 am

11:30 am

To make an appointment for an existing patient, select Add Appointment. The
Search on Patient screen will appear, search for the patient for whom you wish to
make the appointment. To select the patient highlight their name and either click the
OK button, double click, or use the <ENTER> key.

The New Appointment dialog appears.

MNeww &ppointment - Saturday 5 March 2016

Practitioner George Rogers - Hazelwood Park |v IO——KJ

Patient hr Johin Smith |:| Cancel
Itern 505 » Service |v
Time 9:15 am Intervals 2 = Wide |1

Period 30 minutes
Anp, Made  03/04/2016 2:12 prn

Made By Admin |v
App, Type  Standard Consultation |v
Rerninders  [Mone] (=]

[T] Recall on this appointment
Recall Type |6 rmonth recall

App, Status  Patient Mot &rrived |v

Resource <«Mo Resource Selected == |v

Motes

Last &pp: Thursday 31703416 (five days aga) Hel
P

The Practitioner field displays the practitioner whose column you had selected when
you made the appointment. If the column has the override practitioner option set in
System Information, you can then select an alternate practitioner.

The patient's name is displayed in the Patient field and may be changed by clicking
the browse button L=,
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EI Making Appointments

The Item field displays the default item code associated with the selected practitioner
and the patient's fee category. These defaults were set previously in the
Practitioner settings. Select a different item code from the drop-down box if
required.

The Time field displays the time of the appointment and cannot be edited. To change
the duration of the appointment use the up and down arrows next to Intervals. To
change the width of the appointment (the number of appointment slots spanned by
the appointment - for practitioners with more than one column) use the up and down
arrows next to the Wide field.

The App. Made field displays the date and time the appointment was made and
cannot be changed.

The Made By field displays the user who was logged on when the appointment was
made. Select a different user's name by clicking on the Made By drop-down box.

App. Type indicates the type of appointment by displaying the time slot and patient’s
name in a certain colour. Default appointment types were set in System
Information under the Appointment Book tab.

To add a patient’s appointment to the reminders list, right click on the appointment
and select the Reminders option, then choose from Reminder, SMS Reminder or
Email Reminder. To change the colour of the reminder tag click Colours on the
Appointment Book tab in System Information. For patients who wish to be
reminded for every appointment, click on the Appointments tab from the patient file
and select the appropriate option under Remind Patient of Appointment.

Select the Recall on this appointment option to create a recall for this patient on
the day of this appointment.

Select the desired Appointment status, if it's different to the default.

Select the desired Resource, if one is to be associated with this appointment.

The Notes field can be used to add a note regarding this appointment. When a note
has been added to an appointment, a tag will appear in the bottom right hand corner

of the appointment. To change the colour of the notes tag select Colours from the
Appointment Book tab in System Information.
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EI Making Appointments

Click OK to confirm this appointment. The following window will appear when
booking an appointment for a patient who already has a future appointment. This
feature can be enabled / disabled on the Appointment Book tab in System
Information.

P

Infarmation -‘

This patient already has an appointment
with George Rogers - Hazelwood Park
on 12 &pril 2016 at 12:30 pm

If a patient has not been in for longer than a predefined period, the following screen
will appear when booking an appointment. This feature can be enabled / disabled on
the Appointment Book tab in System Information.

P

Information “

[ S Patient has not had an appointment for over 6 manths.
\ Last appointrment: Fri 2 Oct 2015 12:00 prm
(6 months three days ago)

Click OK to continue making the appointment.

To view the details of a particular appointment including the patient’s account
balance, future appointments, waiting time and waiting time After App
(appointment), move the mouse pointer over the patient's name in the Appointment
Book.

bAE Jahin Smith [5)

10:15 am Mr John Smith [5)
1030 am File Mo: 1151
10:45 am |§ Item Code: 505

App Made: 17/11/15 9:37am
Made By: Admin

SMS Reminder
£ £

11:00 am
11:15% am
11:30 am

11:45 am| Phrs Louise Beasley [IC) Appointment Motes:
12:00 prn Patient x-rays available,
1215 pm L : 5

z Mext &ppointment: Fri 29 &pr 2016 10:15% am [George Rogers)
12:30 pm Previous Appointment: Fri 13 Mow 2015 3:45 pm (three days ago)
12145 pm
L00 pm |Lunch Account Balance; $100.00

1:15 pm | Lunch

1330 pra | Lunch Status: Patient Arrived

Waiting: 1 Minute
145 pm FECEE ] After &pp: 1 Hour and 7 Minutes
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E Making Appointments

To view the number of appointments each practitioner has at a particular time, move
the mouse pointer over a time interval (on the left of the appointment book). This
feature is useful for practices running multiple columns where not all appointments
may be visible on the screen at one time.

rr lohn Smith (%]

ks Manoy Gallasch [5

The tooltip displays the 10:1% Appointments
number of appointments for N
each practitioner at that time _qd Heather Brown - Hazelwood Park: 1
\]£'4' Gearge Fogers - Hazelwood Park: 1

1L00 jane Cormway - Hazelwood Park: 0
11:1°5 Jane Cornway - Dulwich: 1
1131 >usan Ewerrett- Duhwich: 1
1148 Robert lones - Dulwich: 0

' Robert lones - Hazelwood Park: 0
12:00 Anne Smith - Morwood: 1
12:1¢ Anhne Smith - Hazelwaood Park: 0
133 Dale Gribble - Hazelwood Park: 1
“' » Hal Jlardan - Hazebawood Park: 1

To make an appointment for a new patient, right click on an available time slot and
select Add Appointment (New Patient) from the popup menu. A blank patient file
will appear. Enter the patient details and click OK to save the file. The New
Appointment dialog will appear.

A Casual Appointment is a non-patient appointment made within the Appointment
Book. For example, this could be used to designate a staff meeting or any other non-
patient appointments for the practitioner. Right mouse click on the particular time slot
on the appointment book and select Casual Appointment from the short popup
menu. The New Casual Appointment dialog appears. Enter a Description and,
optionally, a Note and click OK to make the appointment.
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‘ﬁ Group Appointments

Front Desk 2018 has the ability to book group appointments. This functionality can
be used to book group sessions, classes, families or any other situation where the
user would like to add multiple patients to one appointment.

To add a new group appointment, right click on the desired time slot on the
Appointment Book and select Add Group Appointment. To make a group
appointment for more than one time slot, hold the left mouse button down as you
drag over the required time slots and then right click.

N.AA Robert Jones Anne Smith
9:00 am

E—

Add Appointment
9:30 am o

Add Appointment (New Patient)
9:45 am .

Add Group Appointment
10:00 am Casual Appointment
10:15 am Appointment Scheduler

10:30 am Rule Out

10:45 am Pack Appointments

11:00
an Help

11:15am

The default group appointment type can be set in the Appointment Book tab of
System Information. Click App Types, select the Default & Following
Appointments tab and set the Default Group Booking appointment type.

Appointment Types

Appointment Types | Defaults & Following Appointments |_

Default Appointment  Standard Patient |v

Default New Patient

New Patient |v

Default Group Booking Group Appointment |- <«

Appointment Type

Follow Up

Following Appointment =

glNiew Patient |

Standard Patient

Default Group Booking
appointment type

o)

The New Group Appointment dialog will be displayed. Title is the name of the
appointment, which is displayed on the appointment book (i.e. Exercise Class). Users
can select the appropriate App. Type, number of Intervals and columns Wide. To
add existing patients to the group appointment click Add. New patients can be
added by clicking Add New.

New Group Appointment

Group Appointment Details | Recurrence|

Add patient to group
appointment

A

ClossType  <NoClass Type> |-

Max Class Size 0[5 (unlimited)

<4—— Add New patient to
group appointment

App.Type  GrowpSession |+
lected>> |~ Intervals 2[5 wide |1
Period 30 minutes

Help
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m Group Appointments

The group appointment will display the Patient Details of those in the booking.

MNew Group Appointrent
Group Appointment Details | Recurrence|
Close
Title Group Session Class Type <Mo Class Type= |v
Practitioner Robert Jones Max Class Size 0 = (unlimited)
Add New
Time 915am App. Type Group Session |v Pri P .
rint Group will print a Day List of
Resource  <<No Resource Selected>> |= [ntervals 3 Wide 1S Remove / patients in the Group Appointment
Period 45 minutes
Notes -
Export Group
\ Export Group will export a list of
Patient Details Total Patients: 3 patients in the Group Appointment to a

Mr Lindsay Abbott - CSV file or Excel file

Mr Richard Smith

Mr John Smith E

1|

Help

A group appointment on the Appointment Book displays the title and the number of
patients added to the appointment. Placing the mouse pointer over the group
appointment will display the names of the patients in the booking and any notes that
may have been added.

CHEET M S < Group Session (3 Bookings)

9:30 am

9:45 am Group Appointment
) 3 Bookings:
10:00 am Mr Lindsay Abbaott

Mr John Smith
Mr Richard Smith

10:15 am

10:30 am

PAGE 246 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM




APPOINTMENT BOOK

;B Group Appointments

Right clicking on the group appointment gives the following options:

Edit Group Appointment: Opens the Edit Group Appointment screen which
allows users to edit the Title, Appointment Type, Intervals, Notes and Add/Remove
patients from the appointment. For recurring Group Appointments, users are given
the option of whether to edit the single group appointment only, or all future Group
Appointments within the schedule.

Make Next Appointment: Users can schedule the next group appointment. There is
an option to make the Next Appointment with the same group of patients from this
Appointment or to add a Group Appointment with no patients (an empty group).
Change Appointment: Allows rescheduling of the group appointment. Users also
have the ability to reschedule the appointment by dragging and dropping the group
appointment on the Appointment Book.

Delete Appointment: Removes the group appointment from the Appointment Book.
The user will have the option to record the deletion as a cancellation at this point.

Pack Appointment: Moves Appointments to the practitioners left most column
where possible.

Copy to Day Notes: Copies the group appointment title to the Day Notes field.
Copy to Reminders: Copies the group appointment title to the Reminders field.
Copy to Clipboard: Copies the group appointment title to the Clipboard.

Help: Opens the Help file for more information on working with the Appointment
Book.

%= Group Session (3 Bookings)

9:30 am

- Edit Group Appointment

5:45 am Make Mext Appointment
10:00 am Change Appointment
10:15 am Delete Appointment
10:30 am Pack Appointments
10:45 am Copy to Day Motes

11:00 am Copy to Remninders
11:15 am Copy to Clipboard

11:30 am Help

11:45 am
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‘ﬁ Group Appointments

Right-clicking on a patient’'s name in the Edit Group Appointment dialog opens a
menu with the following functionality:

Edit Group Appointment

Group Appointment Details | Recurrence e
Title Group Session ClassType  <No Class Type> | =
Practitioner Robert Jones Max Class Size 0 ={ (unlimited)

Add New
Time 9:15 am App.Type  Group Session B

Resource  <<No Resource Selected>> |+ Intervals 3 5 wide [1 Bern
Period 45 minutes e
Notes

Export Group

3

7 s | e
3 2 7
g H

Patient Details

Add New Patient
Make Next Appointment

Appointment Status
Reminders...
Receipt

Bill

Patient File
Clinical Motes

Patient X-rays -
Edit Appointment

Change Appointment
Delete Appointment
Send SMS...

Send Email...

Help

Add Patient: Adds an existing Front Desk 2018 patient to the group appointment.
Add New Patient: Adds a new patient to the group appointment.

Make Next Appointment: Makes the next appointment for the patient.
Appointment Status: Sets the appointment status for that patient.

Reminders: Sets an appointment reminder for that patient.

Receipt: Receipts the patient for this appointment.

Bill: Bills the patient for this appointment.

Patient File: Opens the patient file.

Clinical Notes: Opens the patient’s clinical notes.

Patient X-Rays: Opens the patient file to the X-Rays tab.

Edit Appointment: Opens the patient’'s appointment for editing.

Change Appointment: Changes the patient’s appointment to another time.
Delete Appointment: Deletes the patient’s appointment from the group appointment.
Send SMS: Sends the patient an SMS message.

Send Email: Sends the patient an email.
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EE Group Appointments

If Change Appointment has been selected for a patient’s appointment, the Change
Appointment To option is available.

Add Appointment

Add Appointrment (Mew Patient)
Sdd Group Appointrment

Casual Appointrnent
Appoaintment Scheduler

Rule Qut

Pack &ppaointments

MAr Lindsay Sbbott

Change &ppointrment Tao

Clear

Help

If Make Next Appointment has been selected for a previous patient’s appointment,
Make Appointment & Receipt, Make Appointment & Bill and Make Appointment
are available.

Add Appointment

Add Sppointrment (Mew Patient)
Add Group Appointment

Casual &ppointment
Appoaintment Scheduler

Rule Out

Pack &ppointments

br Lindsay Shbott

Make Lppointment & Receipt
Make Lppointment & Bill
Make Appointrment

Clear

Help
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;B Group Appointments

Select the Recurrence tab to repeat the group appointment on a set basis.

Edit Group Sppointment
Group Appointment Details ‘ Recurrence ]
Recurrence pattern
©) Once Recurevery 1 week(s) an:
.jl Rl [¥|Monday [ Tuesday [¥]ivednesday [ Thursday
@ Weekly _ . .
) Manthly [T Friday [7] Saturday [T Sunday
) Yearly
Range of recurrence
Start: 22/0472016 |v @ End after: 10 appointrents
") End by: 01/07/2016
Appointments in Schedule |T\ma | & [ Update
Monday 25/04/2016 915 am x| &
Delete Al
Wednesday 27/04/2016 9:15 am X ﬁ
i x| 2|
Wednesday 04/05/2016 9:15 am X ﬁ
Manday 09/05/2016 9:15 am x| 2—
Wednesday 11/05/2016 315 am > ﬁ Key
Monday 16052016 9:15 am * ﬁ Huailable
Wednesday 18/05/2016 9:15 &
ElnE el am La} 2 IUnava\IabIe
Monday 23/05/2016 915 am x| &
i Class full

Claose

Add
Add New
Rernowe
Print Group

Export Group

Set a Recurrence Pattern by selecting which time interval to repeat the appointment
upon; Once, Daily, Weekly, Monthly or Yearly.

Depending on the repetition interval selected, different options will become available

to customise the recurrence.

The Range of Recurrence allows the user to specify the initial appointment date,

and the total number of recurrences.

Appointments listed in green are within available timeslots. Appointments listed in
red are unable to be created and must be rescheduled or removed before continuing.

To adjust a specific appointment, select the edit icon to enter a new time value in 24-

hour time.
Appointments in Schedule |Time | [ Update J
Monday 25/04/2016 9:15 am
Delete 4l
Wednesday 27/04/2016 9215 am

Delete a scheduled appointment button

=

215 am

XXX

I I [y | Y
A

Wednesday 04/05/2016

Edit scheduled appointment button

Once the scheduled group appointment has been changed to an available timesiot,

the line will turn green automatically.

Monday 012052016 10:15 arm

x| 2]

Click Close to complete the group appointment and schedule any recurring

appointments.
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E| Appointment Scheduler

To make multiple appointments, right click on an available time slot and select
Appointment Scheduler from the popup menu. Select the patient's name from the
Search on Patient screen and click OK. The Appointment Scheduler dialog will
appear.

Appointrment Scheduler - Mr lohn Smith
Appointrment Details
Mame Kr John Smith )
Practitioner Susan Ewverrett - Adelaide ‘ -
Itern 505 v <Al Schedules> |-
Intervals 1 5 widel
App, Made  22/04/2016 1114 am
Made By  Admin \.
fpp Type  Standard Consultation ‘-
Rerninders  [Mone] B
| Recall on this appointment

Recall Type 30 day
App, Status  Patient Mot Arrived ‘ -
Resource < <Mo Resource Selecteds» ‘ -
Referral < <Mo Referral x> |v |E
Motes

m |T\p‘ << Back Mext =3

The Practitioner field displays the practitioner whose column you were in when
Appointment Scheduler was selected.

The Item field displays the default item code associated with the selected practitioner
and the patient's fee category. These defaults were set previously in the
Practitioner screen. Select a different item code from the drop-down box if required.
To change the duration of the appointment use the up and down arrows next to
Intervals. To change the width of the appointment (the number of appointment slots
spanned by the appointment - for practitioners with more than one column) use the
up and down arrows next to the Wide field.

App. Made indicates the time the appointment was made.

Made By is set to the user who is making the appointment.

App. Type indicates the appointment type.

Reminders allows a reminder type to be set for each appointment scheduled.

Recall Type sets a specific recall type for each appointment.

App. Status can be set to a specific status for each appointment.

A Resource can be assigned to this appointment.

Notes can be added for each appointment.

Click Next to proceed to the next stage.
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E| Appointment Scheduler

The following Appointment Scheduler dialog is displayed.

Appaointrment Scheduler - kr John Smith

Schedule
[T] Manual Appointrments Only

Schedule
Starting Date Saturday, 23 April 2016 -
Every 1 S @ Wreeks ) Months
Repeat 6 = times

Days
| Monday 11:00 A =
V] Tuesday 1230PM 5

T|ednmesday 1100 A

F | Thursday 11200 At
| Friday 1200PM S
| Saturday 1200 A
| Sunday 1100 Abd
l LCancel } | Help J [ << Back J | Mext =» ‘

The Appointment Scheduler functions in three ways: the ability to make manual
appointments, scheduled appointments or a combination of both.

If appointments are to be made weekly, check the Weeks option, alternatively check
the Months option for monthly appointments.

Appointments can be scheduled to Repeat a certain number of times. The above
example shows appointments scheduled twice a week for 6 weeks.

To change the time on a particular day select the hour, minutes or the AM/PM, and
use the up and down arrows to change accordingly.

To continue click Next.

You will be presented with a dialog similar to the one below.

Appointment Scheduler - kr John Smith
Appointrments

To be Processed Time = Addd
W\ Tuesday, 26 April 2016 1230 pm
Friday, 29 &pril 2016 03:00 prm E
Tuesday, 3 May 2016 1230 prm
Friday, 6 May 2016 02:00 prm
Tuesday, 10 hay 2016 1230 prm
Friday, 13 May 2016 03:00 prm
4 [
Processed Appointrents Tirme &
»

Print Schedule  [V]

Cancel H Help << Back J[ Process
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E| Appointment Scheduler

The dates and times of each appointment to be made are now displayed. To change
either the date or time of the appointment, click in the corresponding field and select
the new date / time.

From here you can also Add, Edit or Delete appointments from the list.

To process these appointments click Process.

To go back and change the selected options in the scheduler, click Back.

If any of the appointment(s) could not be made, due to a conflict with existing
appointments, an Information dialog will appear. Click OK.

Information &J

.' 0 | Mot all appointments could be processed.
\ Please change the appointment times and try again.

Successfully scheduled appointments will move into the Processed Appointments
area while unsuccessful appointments remain in the To be Processed area.

Appointrnent Scheduler - Mr lohn Srith Appointrnent Scheduler - Mr John Srith
Appointments Appointments
To be Processed Tirme o Add To be Processed Tirne -~ Add
P|Friday, 29 April 2016 > | 03:00 pm —— X|Friday, 29 April 2016
e 207 ST it
4 April 2016 4
Delet Delet
Mon Tue Wed Thu Fri Sat Sun
22 29 30 A 1 2 3
4 5 6 g 9 10
1n 12 13 15 16 17
13 19 20 23 M ¥ 5
5 %6 27 30 1 ¢ 4 3
2 3 4 6 7 8
[ Today: 22/04/2016 Time = Processed Appointments Tirne &
Friday, 13 May 2016 03:00 pm Friday, 13 May 2016 03:00 pm
Tuesday, 17 bay 2016 12:30 prn Tuesday, 17 bay 2016 12:30 pm
Friday, 20 hay 2016 03:00 prn Friday, 20 hay 2016 03:00 pm
Tuesday, 24 May 2016 12:30 prn Tuesday, 24 May 2016 12:30 pm
Friday, 27 hay 2016 03:00 prn Friday, 27 May 2016 03:00 prm
Tuesday, 31 bay 2016 12:30 pr E Tuesday, 31 bay 2016 12:30 pm E
P|Friday, 3 June 2016 03:00 prn P|Friday, 3 June 2016 03:00 prm
Print Schedule  [] Print Schedule
I Cancel | | Help | | << Back ‘ I Process ‘ I Cancel l I Help ‘ I << Back ‘ | Process |

For the remaining appointments to be processed changes need to be made to the
date or time (due to a conflict with other appointments). To do this click the up and
down arrows in the time field to make the appointment earlier or later. By using the
arrows the system will automatically go to the next available time or date. Click
Process once again to process the altered appointments.

When all appointments are processed, click Finish.
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E| Appointment Scheduler

The Appointment Scheduler can be used to add manual appointments. Check the
Manual Appointments Only option to enable this feature.

Appointrment Scheduler - Mr lohn Smith

Schedule
[¥] Manual Appointments Only
Schedule
Starting Date Friday, 1 &pril 2016
Every |1 =@ Meeks tonths
Repeat |1 | tirnes
rDays
Monday 12:00 Ph4
Tuesday 12:00 Prd

Wednesday 1200 Pr

Thursday 12:00 PR
Friday 12:00 PR
Saturday 12:00 Prd
Surniday 12:00 Phd
’ Cancel ] ’ Help l ’ << Back ] | Mext == l

Clicking Next will take you to a screen where you can add manual appointments.

.|

Appointment Scheduler - Mr Jahn Smith

Appointments

To be Processed Time - Add
4
Edit
Delete
Froceszsed Appointments Time -
¥

m

Print Schedule

Lancel ] ’ Help Process
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E| Appointment Scheduler

Click Add. The following dialog Add Appointment will be shown. Manual
appointments can be now scheduled by changing the appointment details. Click OK
to close the dialog and add the appointment.

Add Appointment @

Patient Mr John Smith OK
Colurnn George Rogers - Hazelwood Park Cancel

Practitioner George Rogers - Hazehwood Park |v
Frem 505 v <Al Schedules> |»
Date Thursday, 31 March 2016 |-

Titne 12:00 prm Il% Intervals 2 = Wyide |1
App. Type  Standard Consultation |v
Reminders  [Mone] =]

[ Recall an this appointrment

Recall Type |30 day

App. Status  Patient Not Arrived |v
Resaurce < «Mo Resource Selected:» |v
Motes -

Repeat this process until you have added all the appointments you wish to schedule.

Appointrment Scheduler - My John Smith
Appointments

To be Processed Time ‘ Add
Thursday, 31 March 2016 12:00 prm =
Wednesday, b Spril 2016 12:30 pim Edt

P |Friday, 22 April 2016 02:00 prm

Processed Appointrments Time &

»

m

-

Print Schedule  [¥]

I LCancel II Help I [ << Back ‘l Process |

Click Process to proceed and finalise your appointments. Appointments that cannot
be processed can be rescheduled by altering the date or time field.
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E Appointment Book Functions

Rule Out

To rule out one or more appointment times, right click on the required time slots and
select Rule Out from the popup menu. Rule outs can be regarded as hard rule outs,
meaning that appointments cannot be made within the areas ruled out.

9:00 am
I
oo |

Add Appointment (New Patient)
o

Add Group Appointment
10:00 am i

Casual Appointment
10:45 am Appointment Scheduler
10:30 am Rule Out
10:45 am Pack Appointments
11:00 am

Miss Rachael Dangerfield
11:15am
1130 am Make Appointment & Receipt

Make Appointment & Bill
11:45am

Make Appointment
12:00 pm

Clear
12:15 pm
1230 pm ek

To remove a Rule Out right click on the ruled out cell and select Remove Rule Out.

9,00 am
915 am

9:45 am Removwe Rule Out

10:00 am Pack Appointments

10:15 am Help

10:30 am

Pack Appointments

To move appointments so that they occupy the left-most available times for a
practitioner with more than one column, select Pack Appointments from the popup
menu.

0 fake Mext Appointrment
10:45 am [i°

Mt Clement Jadwig Appointment Scheduler
i Appointrnent Status »
11:15 am| Rt John Smith 1) :
1150 am Rerninders... 3
11:45 am : i Receipt
12:00 pm Eill
i Patient File
12:30 pm|
12:45 pm Clinical Notes
1:00 pm | Lunch Patient X-rays

1:15 prm | Lunch

1:30 pm | Lunch f
1045 pm_|Lunch Change Appointrnent

2:00 pm MFs Susan Massaco Delete Appointrment
2115 pm | Pack Appaointments
2:30 pm Mr [Desmond] Meil

£ ! d Send SMS...
2:45 pm

Edit Appaintrent

300 pm | Send Ermail...
e Copy ta Day Mot
3:30 pm opy to Day Notes
345 pm Copy to Reminders
400 pm_|Team Meeting Copy ta Clipboard
4:15 pm MArs Carmel Bafile (I

430 pm Help
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E Appointment Book Functions

Make Next Appointment

To make a next appointment for a patient, right click on their current appointment and
select Make Next Appointment from the menu.

BArs Karyn Siviour [3
Make Mext Appaointment
Appointment Scheduler

10:30 am QM3 Appointrnent Status s
10:45 am

11:00 am Reminders... o
11:15 am Receipt

11:30 am | & Pilate Bill

1145 am

12:00 pf prs 1 Patient File

1215.pm Clinical Notes

Eig E: Patient X-rays

1:00 pm |Lunch Edit Appointment

115 pm fLUpel Change Appaintment

1:30 pr |Lunch
1:45 pm |Lunch
2:00 pm Pack Appointments

215 pm Send SMS..
2:30 pm
2:45 prm Send Email...
3:00 pm

Copy to Day Motes

Delete Appaintment

3:15 pm

3:30 pm Copy to Reminders
3:45 pm i Copy to Clipboard
400 prn

415 prn Help

430w

At this stage, it will appear as though nothing has happened; Front Desk 2018 is
waiting for you to select the required date for the next appointment. Select the day
and then the time interval(s) required for this next appointment and right click to
display the popup menu.

12145 pm Add Appointment

L0 pm | Lui Add Appaintrient (New Patient)
115 pm fLl Add Group Appointment

1:530 pr | Lug

1:45 pm | Lui Casual Bppointment

2:00 prn Appointment Scheduler

2;3 E: Fule Cut

2145 pm Pack Appointrments

300 pm

3115 pm Mr John Smith

3130 pm

345 pm 1 Make Sppointrment & Receipt
400 priv hake Sppointment & Bill
413 pm hake Sppointrment

4:30 pm

4145 pm Clear

5:00 pr

5:15 pm Help

To make the next appointment, select Make Appointment under the patient’'s name
in the popup menu. To bill or receipt the current consultation in addition to making
the next appointment, select Make Appointment & Receipt or Make Appointment
& Bill respectively.

Front Desk 2018 - Tip

The Make Appointment & Receipt and Make Appointment & Bill options can be
used to simplify the process of both billing and making an appointment. It also
ensures that the next appointment is printed on the receipt or bill.
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E| Appointment Book Functions

Appointment Scheduler

To make multiple appointments from an already made appointment, right click on the
patient’s appointment and select Appointment Scheduler from the popup menu.
Use the Appointment Scheduler dialog as previously described.

Appointment Status

To indicate that a patient has arrived, right mouse click on that patient’s appointment
and select Appointment Status and then Patient Arrived from the popup menu. At
this point Front Desk 2018 will begin to record the amount of time that the patient has
been waiting. To view the waiting time, move the mouse cursor over the patient’s
appointment and the time will be displayed within the appointment information tool

tip.

B Mrs Karyn Siviour ()
Make Mext Appointrnent

Mr lohn Smith [5]

| bdrs karga 3
e Appointment Scheduler

bde Tirncn Deos

Appointment Status k| v Patient Mot Arrived

4 Mrs Paulin
Reminders... 3 Patient Arrived

Receipt Completed

An appointment can be set to any appointment status from the status list i.e.
choosing Completed will change the colour of the status to indicate the appointment
is processed.

The option to Add, Edit or Delete an appointment status can be located under the
Appointment Book tab in System Information.

Appointment Reminder

To add a patient with an appointment to the reminders list, right click on the patient’s
appointment and select Reminders, then select which type of reminder is required.
For patients who wish to be reminded for every appointment, click on the
Appointments tab from the patient file and select the appropriate option under
Remind Patient of Appointment. To change the colour of the reminder tag click
Colours on the Appointment Book tab in System Information.

lﬂﬂrs Maureen Alexander (5] ]

Receipt

To receipt a patient from the appointment book, right click on the appointment and
select Receipt from the popup menu. Any outstanding amount for the patient will be
displayed at the top of the receipt window.

Bill
To bill a patient from the appointment book, right mouse click on the appointment and

select Bill from the popup menu. Any outstanding amount for the patient will be
displayed at the top of the bill window.

[Bining - Outstanding Amount $35.00 [i_:h”

If Bill or Receipt is selected for a future appointment you will be asked if you want to
set the date of the Bill/Receipt to the date of the future appointment.
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Patient File

To open a patient's file from the appointment book, either right click on the
appointment and select Patient File or double click on the patient's appointment.

Clinical Notes

To open the patient’s file directly to their clinical notes tab, right click on the
appointment and select Clinical Notes.

Editing Patient Appointments

To edit an appointment, right click on the appointment and select Edit Appointment
from the popup menu.

Rescheduling Patient Appointments

To reschedule an appointment, right click on the patient’s appointment and select the
Change Appointment option. Right click on the new appointment time (this can be
on another day) and select Change Appointment. To confirm the change click Yes,
or click No to cancel from the confirmation dialog.

It is also possible to drag and drop appointments to reschedule them. To drag the
appointment to another day, drag to the relevant day button at the top of the
appointment book or to the specific date on the calendar then release on the desired
time for that day. When doing this an optional message will appear asking to confirm
the appointment change (this feature is to reduce the chance of accidentally moving
an appointment).

Deleting an Appointment

To delete an appointment, right click on the appointment and select Delete
Appointment. The following dialog will be shown.

.Cnnfirm @

[0] Delete selected appointment?

[¥] Record as cancelled € Record as cancelled option

[¥] Email cancellation notification to Susan Everrett

[

If the Record as cancelled option is checked you will be prompted to give a reason.
Cancelled appointments are recorded in the Appointments Report and in the
patient’s file.

Reascn for Deleting Appointment

Away on helidays e

OK ] | Cancel
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If Email cancellation notification to ‘Practitioner’ is enabled, the
practitioner will be emailed to notify them of the cancelled appointment.

An email address needs to be entered in the practitioners file for this
option to become available, and it will only appear when deleting future
appointments.

Show Notes

When an appointment has a note attached, the Show Notes option will appear in the
popup menu; this allows you to view the notes. A green tag in the bottom right-hand
corner will also appear on the appointment cell if there are notes attached.

The appointment notes can also be viewed by moving the mouse pointer over an
appointment. To change the colour of the notes tag click Colours on the
Appointment Book tab in System Information.

l kArs Miriam Van Koolen (F) )

Send SMS...

To send an SMS to the patient, right click on the patient’s appointment and select
Send SMS... You will be presented with a screen where you can type in an SMS
message or select from a list of message templates.

Send Email...

To send an email to the patient, right click on the patient’s appointment and select
Send Email... You will be presented with a screen where you can type in an email
message or select from a list of message templates.

Copying to Day Notes, Reminders and Clipboard

Patient names in the Appointment Book can be copied to the Day Notes, Reminders
and Clipboard. To copy a patient’s name to one of these areas, right click on the
appointment and select Copy to Day Notes, Copy to Reminders or Copy to
Clipboard from the popup menu.

Birthday Tag

Patients who have an appointment on their birthday will automatically have a blue tag
appear on the bottom left-hand corner of the appointment. To change the colour of
the birthday tag click Colours on the Appointment Book tab in System
Information.

k.-1r Roland Jones (5] ]
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Appointment Statistics

To track rescheduled, cancelled and missed appointments you can view the statistics
for each practitioner by moving the mouse cursor over the practitioner's name at the
top of the appointment book. To view the statistics for all practitioners for a day move
the mouse cursor over the N.A.A. (Next Available Appointment) button.

Patients who have not had clinical notes entered for the day will be displayed under
the Without Clinical Notes section.

_ NextAvailable
| Appointment function

K Appointrment Book - Monday 16 Nuverﬁr 2015

[ce| (e ][« | Lo (v ][ ][> ][ 22] [322) [Yprivacy [Today( sat [ sun |(mon][ Tue J[weall Thu J[ Fri [ sat ][

Mo, Eusan Everrett - Diulwich Ene Corvay - Dulwich
Mon Tue Wed Thu Fri  Sat Sun |3:00 am| giatistics for Appointment Book |

26 28 2 30 3 1 |3L53M| pare: Monday 16 Movember 2015 -
2 3 4 5 6 7 8 |%30am| Rescheduled Appointments: 0
9 10 11 12 13 14 15 |9:45am| Cancelled Appointments: 0

6 17 18 19 20 21 22 |10:00 an 'P*“”SSEC' Agiﬂi”trﬂintﬂ :? .

7 racessed Appointments:
;g zi 22 2? 23 22 22 115 an Group Appointments: 5 =
s = Y |30 a0 Total Patient &ppointments: 78
5 10:45 am M | |

To delete the record of any rescheduled or cancelled appointment click the Utilities
button in the bottom left corner of the Appointment Book and click Edit
Cancels/Reschedules.

Appointment book statistics can also be viewed and printed from the Appointments
Report located by clicking the Reports & Utilities button in the bottom left hand
corner of the Appointment Book.




FRONT DESK OFFICE MESSENGER

IE Front Desk Office Messenger

Front Desk 2018 includes an office messaging system, which can be used to send
messages between users or computers in your office running Front Desk 2018. Note
that the Front Desk Office Messenger functionality is only available in multi-
user Front Desk installations.

The Front Desk Office Messenger will commonly be configured to automatically
open and close with the Front Desk software. Alternatively, the Messenger can be
started by clicking the Messenger icon on the tool bar or from the System menu. If
Messenger is already open, clicking the Messenger icon will bring the Messenger
window to the front.

System | Reports  Window  Help
Loagin

¥
€, Security
AuditLog
= Health Funds
=1 Standard Lefters
Standard Messages 3
“f* Oceupations
&7 Patient Tracking Categories
& Recall Types
& GP/Referring Doctor Types
[ clinical Notes Templates
[#] Clinical Notes Types
(5] Clinical Motes Conditions/Regions/Stages
<= Clinical Notes Quick Buttons
£ Choauss Click the Messenger icon to open
W] croup Deposns Messenger or bring it to the front
& Patient Eyent Types

Messages
@ HICAPS Transactions
0 Wedicare | DVACIaims
T wedicare | DVAPayments

Patient Booking Gateway Logins
B EFTPOS Refund
=] Group Email
£ sendsMs v
& Contacts »
A, search Invoices
@ Cash Book Setup
\g\ Front Desk Office Messenger \
[#  FrontDeskWord Processor File System Reports Window Help
j:';“u':‘” HiB sdees BRL0dB 1 202FER@E00
;gswrelrom Backup Front Desk Office Messenger|

Generally Messenger will be running minimised and displayed as an icon in the
system tray at the bottom right of the screen as below.

Tﬂ Front Desk Office Messenger

SE =0 B

T

Front Desk Messenger in System Tray

Users can double click this icon in the task bar or right click and select Front Desk
Office Messenger to open the Messenger window.

The users and computers (depending on your configuration) using the Front Desk
Office Messenger within your office will be listed on the left hand side.
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m Front Desk Office Messenger

Mark as
Priority Settings
Show Devices Clear Stay on Top
Show Users Text Refresh )
J | Exit
l l Frpnt Desk Office Messenger: Admin .
v v v v v
|
MRE O X | 2Mme
AR
2 Adam
£ Admin

=

Type message here and press <ENTER> or
click Send to send the message

A message can be sent to an individual user/computer by selecting their username
on the left before sending the message. Users can send messages to multiple
people by holding the <CTRL> key and selecting the usernames/computer names on

the right before sending.

Front Desk Office Messenger: Admin .

Relm 0 x| 2[@me

R

4:31pm  Adam to Admin

Q adam

=| Copy Message |!

Messages can also be copied by right-clicking on the message and selecting Copy
Message.
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FRONT DESK OFFICE MESSENGER

Eﬁ Front Desk Office Messenger

By clicking Settings, users can change the Messenger options.

Stay on Top will force the Messenger window to appear on top of all other program
windows.

Start Minimised will set Messenger to minimise automatically when opening Front
Desk.

Bring Messenger to Front When Receiving Message or When Receiving Priority
Message will automatically bring the Messenger window to the front when receiving
the specified message type.

Show Logins and Logouts will display when users have logged in or out of
Messenger.

Messenger Options @

T — .
General | Squnds |

V] Stay on Top
7| Start Minimised
Bring Messenger to Front
JWhen Receiving Message
| When Receiving Priotity Message

Show Logins and Logouts

[ Ok ]| Cancel |

Users can set whether Messenger will play a sound when receiving a normal or
priority messages. These sounds can also be set to any Wav sound file on your
machine.

Messenger Options @

| Gereral | Sounds

Play Sound on Receiving Message

Default bessage Sound

[¥] Play Sound on Receiving Priarity Message
| Default Priority Message Sound

@

Adjust Volurme |E

[ QK l | Cancel
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Eﬁ Front Desk Office Messenger

Users can choose not to Run Front Desk Office Messenger on Startup.

The Messenger functionality can be run in one of two modes, Local or Global using
the Message Scope option. This setting can be found on the Messenger tab in
System Information.

The Channel that Messenger uses can be changed allowing for the ability to have
multiple messenger groups on the same network.

R Systern Information EI = @
| Messenger | Medicare Online | S5 | Email | MailChimp | sdvan| <[ »
Messenger Suto Complete T
Replace: Mifith: Clase
Add
npr Mext patient in room i
psm Please see me when free Delete
hdessenger Settings
] Run Front Desk Office Messenger on Starup
(hulti-user Environment Only)
Message Scope
@ Local {Jocal netwark only)
Global {lacal and remote netwarks, mobile dewvices)
Laocal Channel 1 |v
Request Global Channel Authorised 105 Users |T|
Oelp

Access to the Front Desk Office Messenger can be restricted for certain users.
When logged in as ‘Admin’ select Security from the System Menu.

Access - lo
;_Pa_tientT:abs | ¥Veb App Book | Appointment Book | Booking Gateway | | oK |
General | Reports / Exparts 1 Clinical Motes | Practice Groups / Locations | —
Systern Setup | Lancel |
[¥] Front Desk Login [] Health Funds
[¥] Systern Information /] Letters | Al |
[¥] Practitioners [¥] Occupations
[¥] Iern Codes [¥] Patiert Tracking | Hane |
[¥] Stock Contral [¥] Recall Types
[¥] Printer Setup [¥] Everts
[¥] GP / Medical Referrers
Patient File Appointments
[¥] Patients ¥ Appointment Book
[¥] Delete Patients [+ Edit &Appointments
[¥] Add / Delete Rule-Outs
[¥] Pack Appointments
Transactions
[¥] Delete Transactions || Banking Sheets
J| Edit Transactions ¥ Statements
7| Edit Transaction Ertry Date || Receipt / Bill f Payrment
J| Edit Cheques || Show Balances
7] Mirite Offs || EFTPOS Reversals
V| Refunds ¥ Medicare f DWA, Claims
Advanced Features Un-check thi tion t trict ) t
[¥] Cash Book [¥] Frant Desk Office Messenger < n-chec 18 Op IOI:'I 0 resirict uUsers access to
[#] Cash Baok Setup [¥] Backup the Front Desk Office Messenger
) Group Email V| Attachment Security
[¥] Send shs V| Wiew Database Logins
"] Audit Log | Restore from Backup




BANKING SHEETS / SHIFT REPORTS

S Banking Sheets / Shift Reports

The Banking Sheets / Shift Reports function is used to generate banking sheets,
transaction reports and summary reports. The periods of time for these reports may
be pre-set as a clinic shift.

Click Banking Sheets / Shift Reports from the Toolbar,

File System Repors Window Help

FiRflaes B o0dB i 2DLI4BBR x50 E

| Banking Sheets / Shift Reports |

or 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

Patient Referrals

Patient List

Events Report

Time Management Report

Treatment Plan Beport

[tem Codes
Inter-Practitioner

GP / Medical Referrers List
HICAPS Report
Medicare / DVA Report
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BANKING SHEETS / SHIFT REPORTS

s

Banking Sheets / Shift Reports

The Banking Sheets/Shift Reports dialog will appear.

M, Banking Sheets / Shift Reports =N =
Report Type cl
(® Transaction Report GlEaj,rment Transactions ~I0se
Oﬂanking Sheet Ogummar}r Received Only By
Period
(®) Shift Preview
Mond w
| onday | Ei

[Mon 19 Feb 2018 7:00am | to |Mon 19 Feb 2013 8:00 pm |

[ ] Last Week

i Banking Periods Reset Banking Period
Current Banking Sheet
Fri 10 May 2002 3:00 pm to |Current Time
() Manual
22/02/2018 10:31 AM | to |23/02/2018 10:31 AM
Selection
[ 1By Practice
Group Peter Brown Group
Practitioner Peter Brown

Help

Select the type of report from Report Type:

Transaction Report - details all transactions within a specified period of time.
Information provided on each transaction includes date and time of
transaction, file number, patient name, patient’s default practitioner, item
code, payment type, amount billed, amount received, items paid with credit,
any write offs or reductions and the total balance for the patient.

Payment Transactions - details payment amounts received within a
specified period of time. Information provided on each payment includes date
and time of payment, practitioner, payee, item paid for, payment type and the
amount paid. The total amount of all payments within the specified period of
time is also detailed.

Banking Sheet - details cash, credit card and cheque payments received
within the specified period of time, suitable to be presented to a bank as part
of your normal banking.

Summary - consists of 2 sections, the first detailing the amounts billed and
number of billings for each item (including the GST received), within the
specified period of time and the second a summary of payments received by
payment type. Note the total of the billed items in the first part of the summary
report does not necessarily need to be the same as the total of payments
received in the second part of the report. This report also has the option to
display the Received Only of this report.




BANKING SHEETS / SHIFT REPORTS

S Banking Sheets / Shift Reports

The reports on the Banking Sheets / Shift Reports can be produced for a particular
period in 3 ways. (1) Using Shifts, which are pre-defined day and time periods for a
report. Clinic shifts can be set up in System Information. (2) By Banking Periods,
which allows you to produce a report from a previous date and time that was defined
by resetting the banking period when the report was last viewed. (3) By using the
Manual option to set from and to dates and a time period.

To set the report period to a clinic shift, select the Shift option and from the drop-
down box select the required shift. Clinic shifts define a start and end day and time
for a report.

If banking sheets are generated at the same time each week, we recommend that
Shifts be used to define the report period. Alternatively, if banking sheets are
generated on a less regular basis, then the Banking Periods option will be more
suitable.

@ Banking Pericds | Reset Banking Period |

|Current Banking Sheet "|

Fri10 May 2002 3:39 prn to  Current Time

The Banking Periods option remembers the last time a banking sheet was printed.
More specifically, the From date is set to the date that the last banking sheet was
printed and the To date is incremented at all times to reflect the current date and
time. To print the banking sheet using Banking Periods, simply select the Banking
Periods option and make sure that the Current Banking Sheet has been selected
from the drop-down box, then click Print. Once printing is completed the following
Confirm dialog will be shown.

Confirm &J

~ ;Do you wish to start a new banking period ?
' This will delete previous out of date banking information.

Yes | Mo |

To reset the From date to today's date for your next Banking Periods report click
Yes.

To view and print either of the previous two banking sheets, select Previous
Banking Sheet 1 or Previous Banking Sheet 2 from the drop-down box.

If the Shifts and Banking Periods options are not suitable to define the report
period, select the Manual option to manually specify the appropriate From and To
dates.

If a banking sheet or a shift report relating to a particular practitioner or practice
group is required then select the By Practice option and the relevant Practice
Group, Reporting Group or Practitioner.

This report may be Printed, Previewed or Exported to CSV or Excel by clicking
these buttons.




BANKING SHEETS / SHIFT REPORTS

S Banking Sheets / Shift Reports

Front Desk 2018 - Note

The type of payment received on the transaction and payment transactions report is
indicated using the various codes as below.

*

= C Cash

= Ch Cheque

= CC Credit Card

= DD Direct Deposit
= GD Group Deposit
= GCh Group Cheque
= PCr Previous Credit
= Eft EFTPOS

= DC Direct Credit

= H HICAPS/HealthPoint
= Med Medicare/DVA

Multi Practitioner Split

Note that a balance in brackets e.g. ($346.00) indicates that the account is in credit.




TRANSACTION LOG

ﬁ‘ﬂ Transaction Log

The Transaction function is used to list all transactions between two dates. These
transactions can be generated for the entire practice, an individual practitioner, or a
practice group.

Select Transaction Log from the Toolbar,

File 3System Repors Window Help

Fil sha®es B@L.0dB @ 202438 R e q0l

Transaction Log|

or 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

Patient Referrals

Patient List

Events Report

Time Management Repaort

Treatment Flan Eeport

[tem Codes
Inter-Practitioner

GP [ Medical Referrers List
HICAPS Report
Medicare / DVA Report
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TRANSACTION LOG

ﬂ'ﬂ Transaction Log

The Transactions dialog will appear.

R Transactions El
Service Date Prac  Name ltem Debit Credit ~ GST Description ~ Close
0B8/01/2018 PB  Smartsoft Insurance Co05 §75.00 Standard Consu :
7 08/01/2018 PB | Smartsoft Insurance §75.00 Payment Receiv Erint
09/01/2018 |Bob |Mrs Antoinette Alexanden CO05 575.00 Standard Consu P
10/01/2018 |PB Ms Judie Smith C005 375.00 Standard Censu -
[£10/01/2018 |PB | Ms Judie Smith 575.00 Payment Receiv , | @) Detailed
£ 2 () Summary
From |Menday, 1January 2018 | Transfer Out S0.00  TransferIn $0.00
To Wednesday, 31 January 201~ Reductions $0.00
(® Invoice Date (O Service Date Write Offs $0.00
gter Refunds S0.00  Prev Credits Used $0.00
By ltem
ltern Code 10960 G5T Refunds §0.00 GST Reductions $0.00
Schedule Mon-Service ESTETIE 50.00
- GST Prev Cred $0.00
Item Group |Mo ltem Groups A
[ By Practice Billed GST 50.00 | Received GST 50.00 Manually update or
= - TS Billed Other $3,211.55 | Received Unalloc $0.00 [ Auto Update‘H yup X
Group Dr Robert Smith G Auto Update Opt|0n
= Total Billed §3,211.55 | Received Other $689.00 R
Practitioner | Peter Brown : : Update
Net Billed §3,211.55 | Total Received $689.00 e
nelp

Set the From and To dates to the desired period.

Two dates are associated with each transaction, the date that the transaction was
entered into the system and the date of service (Date of Trans.)

Select Invoice Date to view transactions filtered on the date they were entered into
the system, or select Service Date to view transactions filtered on date of service.

Select the By Item option to view transactions that relate to a particular ltem Code,
Schedule or Item Group.

If a transaction log report relating to a particular practitioner, practice group or
reporting group is required then select the By Practice option and the relevant
Group or Practitioner.

To view the details of a specific transaction double click on the transaction and the
patient’s file will open up to their Transactions tab.

To view the method of payment, click on the plus (+) on the payment line.
This report may be Printed or Previewed by clicking these buttons.

The Transaction Report can either show all transactions or just summary totals by
selecting the Detailed or Summary options.

This report automatically updates whenever the date or any of the filter options are
altered. To manually update the information after you have selected the report criteria
un-tick Auto update and click Update.




TRANSACTION LOG

Ml Transaction Log

Several transaction types are used in Front Desk 2018. A summary of these types
follows.

Transfer In and Transfer Out (inter-practitioner transfers) are amounts credited to or
debited from practitioners on a patient's account for internal accounting reasons.
These transaction types are used to help keep track of payments paid in advance to
a practitioner (appearing as credits on patient files), which are later used to pay
amounts for different practitioners. This feature can be turned off by Smartsoft if you
do not require this level of account recording.

Write Offs are amounts credited against billed items, which are used to clear or
reduce the owing amount. This is normally used when collecting the debt is difficult.

Reductions are amounts credited to a billed item to apply a discount to the normal
full fee. The full fee and the reduction amount will be shown on printed receipts and
accounts. Using reductions is the preferred method for charging reduced fees to
concession type patients.

Prev. Credits Used (Previous Credits) are payments made using an existing credit
(also referred to as unallocated payments) on a patient’s account. No physical
money is received for a payment made with an unallocated amount, but a patient’s
credit amount will decrease appropriately.

GST Write Off is the GST component of an amount written off from a patient
account.

GST Prev Cred. (Previous Credit) is the amount of GST paid by a patient using a
credit (unallocated payments).

Refunds are the total amount of refunds for that period including GST.
GST on Refunds calculates the total amount of GST on refunded items.
Received GST is the amount of GST received.

Billed GST is the amount of GST that has been billed.

Received Unallocated is the amount of unallocated payment received. These are credits
on a patient account not allocated to pay any specific item or payments made in advance.

Received Other is the received amount for a period excluding GST and Received
Unallocated amounts.

Billed Other is billed amount for a period excluding GST billed amounts.
Total Billed is the total billed, including GST.

Net Billed is the total billed minus reductions, write-offs, GST reductions and GST
write-offs.

Total Received is the total physical amounts received, including GST and any
payments made using patient credits (unallocated amounts).




STATEMENTS / INVOICES

f&n Statements / Invoices

The Statements / Invoices function enables bulk processing of statements and
invoices.

Click Statements / Invoices from the Toolbar

File System Reports Window Help

[ Statements / Imroices]

or 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

Patient Referrals

Patient List

Events Report

Time Management Repaort

Treatment Flan Eeport

[tem Codes
Inter-Practitioner

GP [ Medical Referrers List
HICAPS Report
Medicare / DVA Report

Stock Control 2
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STATEMENTS / INVOICES

f% Statements / Invoices

The Statements / Invoices dialog will appear.

R Statements [/ Invoices IEI =1

Statements | |nvoices

Statement Type =
(®) All Statements Llose

() Staternents that have not been sent for 4 weeks Staternents

() Statements net sent for 14 | = days g
Owing At...

Included on Statements
(®) All Outstanding Invoices Acc. Balance

O Outstanding between 24/01/2018 and |23/02/2018
Print itemised invoices on statements
Print copies of invoices
Include unallocated payments (credits)
Filter Patients by
[Range
From |, test
To Mrs Zerella-rly-long
[]Fee Category
Standard
[]By Practice
Group Dr Robert Smith Group

Practitioner |Peter Brown
Help

Statements

Select a Statement Type, along with the options to be Included on Statements.

Statement Types

All Statements will generate statements for all patients with an outstanding
balance.

Statements that have not been sent for 4 weeks will generate statements
for patients who have not received a statement in the last 4 weeks.

Statements not printed for will generate statements for patients who have
not received a statement in the selected number of days.

Statement Options

All Outstanding Invoices will include all outstanding invoices on statements.
Outstanding between will include only outstanding invoices within the range.
Print Itemised invoices on statements will itemise each invoice on the
statement.

Print copies of invoices will include invoice copies as additional pages to
the statement.

Include unallocated payments will include credits/unallocated payments on
the statement.




STATEMENTS / INVOICES

The Filter Patients by options may be used to generate statements for a particular

subset of patients.

@2  Statements / Invoices

= Select Range, and the From and To patients to generate statements in
alphabetical groups, e.g. from Smith to Taylor.

= Select Fee Category to generate statements for patients of a particular fee

category, e.g. all standard patients.

= Select By Practice to generate statements for patients who received

treatment from a specific Practitioner, Reporting Group or Practice Group.

After confirming your preferences click the Statements button.

The Statement Selection window will appear, summarising all patient files with an

outstanding amount.

Statement Selection
Process Action
Email
Email
Email
Print
Email
Email
Email
Email
Email
Email
Email
Print
Email
Email
Print
Email
Email

Name Account Address Email Address

Mr Lindsay Abbott  Primary
Ms Dianne Adams  Primary
Ms Corrine Adcock  Primary
Mst Shannon Alande Primary
Mrs Antoinette Alexa Primary
Mr Phil Alexander  Primary
Miss Matalie Allan  Primary
Mrs Delrene Allen | Prirnary
Mr Peter Ambaras  Primary
Miss Bridie Fitzgerald Prirary
Mrs Ruth Hales Primary
Mr Denis Holmes | Primary
Mrs Melinda Keelan | Primary
Mr Joe Largos Primary
Remy Lebeau Primary
Mr Adrian Lennell  Prirary
Mr Karl Lowry Primary

»90 Days 60 Days 30 Days Current Total

31 Penne Parade M Abbott786@smartsoft.com.au §0.00 50.00° 50.00 $56.00 $56.00
PO Box 90 Kent Tor Adams974@smartsoft.com.au 50.00 50.00/ 50.00 $32.00 §32.00
108 Whites Road Si Adcock2050@smartsoft.com.: §0.00 30.00/ 50.00 $32.00 $32.00
3 Trim Drive Ridgel §0.00 $0.00 §180.00 $0.00 §180.00
11 Berry Fry Avenu ant@general.com.au §43.00 $0.00 $0.00 £189.00 §232.00
100 The Parade Mo phil@smartsoft.com.au 528.00 50.00/ 50.00 50.00° $28.00
54 Bakewell Road E Allan352@smartsoft.com.au §0.00 50.00° 50.00 $50.00 $50.00
67 Orange Grove C andrew@smartsoft.com.au $0.00 50.00¢ 50.00 $156.001 $156.00
143 Second Ave Rc Ambaras2161 @smartsoft.com §0.00 30.00/ 50.00 $50.00 $50.00
5GIC GPO Box 312 Fitzgerald182@smartsoft.com $0.00 $0.00 $0.00 £30.00 $30.00
14 Greenwood Driv Hales717@smartsoft.com.au £24.00 30.00/ 50.00 $96.00 £120.00
PO Box 19 Uraidla $0.00 $0.00 $0.00, $1,000.00 $1,000.00
58 Ashbrook Aveni Keelan388@smartsoft.com.au 50.00 50.00¢ 50.00 5240.00 5240.00
214 Honor Street I test3256@smartsoft.com.au $32.00 $0.00 $0.00 $64.00 $96.00
1407 Graymalkin Li §0.00 $0.00 S0.00  (S48.00) ($48.00)
2 Cirtine Street Ho| Lennell267 @smartsoft.com.ay $0.00 50.00¢ 50.00 5100.00¢ $100.00
2 Shepherdson Ro: andrew@smartsoft.com.au 50.00 50.00 50.00 §32.00 532.00

Total | 5149.00” SD.DDH 5232.00” s1,935.10“ 52,365.10|

MNone
Process
Print
Email
PDF
Labels
[ Summary

%Summar}r

Defaults

Help

The Action column represents the patients preferred method of receiving statements

Mame

and invoices.

ProcessjAction
Email
Email
Ernail
Print

Account Address

Mr Lindsay Abbott  |Primary |31 Penno Parade M
Mz Dianne Adams  |Primary PO Box 90 Kent Ton
Ms Corrine Adcock |Prirnary 109 Whites Road 5i
Mst Shannon Alande Prirnary | 3 Trim Drive Ridgel

The default delivery method can be set for all patients by selecting the Defaults

button.




STATEMENTS / INVOICES

45) Statements / Invoices

Please note that this will override all patient’s statement/invoice preference
permanently, and not just for this statement run.

Staternent/Inveice Delivery Default *
oK
() Print all statements/invoices
(®) Email all statements/invoices (default to Print for patients with no email address) Cancel

(") Print and Email all statements/invoices

Alternatively, the patients individual statement delivery preference can be set on the
Billing Details tab of the patient file.

M, patient - John Smith B
General Additional Billing Details  Medicare / DVA  Transactions Quotations Appoit
Prirnary ]

LI Individual Linked Statement/Invoice Preference
Billing | |E=E v|
Address = ErerdeTrotee ety T—

Invoices in separate PDFs

After confirming your patient selection, you are now ready to generate statements in
bulk.

To Print or Email all statements based on the patient’s preference, click the Process
button.

Process
To print all statements selected for print, click the Print button.
Print
To send all statements selected for email, click the Email button.
Emnail

Note the email template used for bulk statement / invoice emails is set in the
Statement / Invoice Defaults tab of System Information.

It can also be set on a per practitioner basis, by adjusting the Default Email
Templates on the General tab of the practitioner file.




STATEMENTS / INVOICES

T .
43  Statements / Invoices
Invoices

From the Statements / Invoices window, select the Invoices tab.

Click the Invoices button to load the Invoice Selection window. This window
summarises all patients with an outstanding invoice.

Invoice Selection *
Process Action Name Address Email Total Invoices Total ~ Close
Email Mr Lindsay Abbott 31 Penno Parade North Belair SA Abbott786 2 $56.00 All
Email Ms Dianne Adams PO Box 80 Kent Town SA 5071 andrew@smartsoft.com.au 3| §248.00
Email Ms Corrine Adcock 109 Whites Road Salisbury North  Adcock2050@smartsoft.com.au 1 532.00 None
Email Mst Shannon Alander 3 Trim Drive Ridgehaven SA 5097 andrew@smartsoft.com.au 5 §869.00
Email Mr Phil Alexander 100 The Parade Norwood SA 500 phil@smartsoft.com.au 1| sa00 =S
Email Miss Natalie Allan 54 Bakewell Road Evandale 5A 3{Allan332@smartsoft.com.au 1 $50.00 Print
Email Mrs Delrene Allen 67 Orange Grove Circuit Dernanceandrew@smartsoft.corm.au 3 §156.00 -
Email Mr David Allison 21 Howe Court Salisbury East 54 Allison353@smartsoft.com.au 1) §100.00 Email
Email Miss Emily Alm 10 Moorfield Mews Aberfoyle Par andrew@smartsoft.comn.au 2/ §275.00
Email Mr Peter Ambaras 143 Second Ave Royston Park 5 A Ambaras2161@smartsoft.com.au 1 550.00 PDF
Email Mrs Sharon Austin 47 South Road Newton $A 5074 Austin334@smartsoft.com.au 2| §375.00 [Bsummary
Email Miss Bridie Fitzgerald  5GIC GPO Box 312 ADELAIDE 5 A Fitzgerald 182@smartsoft.com.au 1 £30.00
Email Mrs Ruth Hales 14 Greenwood Drive 5t Agnes 5A Hales717@smartsoft.com.au 4| §12000 & Summary
Print Mr Denis Holmes PO Box 1% Uraidla 5A 5142 1| §1,000.00
Email Mrs Melinda Keelan 58 Ashbrook Avenue Payneham !Keelan388@smartsoft.com.au 3 5240.00 LFtas
Email MrJoe Larges 214 Honor Street MINGARY SA 5 test3236@smartsoft.com.au 3| §196.00
4 Defaults
Tota Help

The Invoice selection window also has an Action column which represents the
patients preferred method of receiving statements and invoices.

The Total Invoices column shows the total number of unique invoices each patient
or account has outstanding.

Invoice Selection
Process |Action MName Address Emnail Total Invoices [Total ~
Email Mr Lindsay Abbott 31 Penno Parade North Belair 54 Abbott786 2 §56.00
Email Ms Dianne Adams PO Box 90 Kent Town 5S4 5071  andrew@smartsoft.com.au 3 §2459.00
Email Ms Corrine Adcock 109 Whites Road Salisbury North | Adcock2030@smartsoft.com.au 1 532.00
Email Mst Shannon Alander |3 Trim Drive Ridgehaven SA 3097 andrew@smartsoft.com.au 5 $869.00
Email Mr Phil Alexander 100 The Parade Nerwoed 54 300 phil@smartsoft.com.au 1 £28.00

After confirming your patient selection, you are now ready to generate invoices in
bulk.

To Print or Email all invoices based on the patient’s preference, click the Process
button.

Process
To print all invoices selected for print, click the Print button.
Print
To send all invoices selected for email, click the Email button.

Email




STATEMENTS / INVOICES

o
@3  Statements / Invoices
Additional reports are available from the Statements / Invoices window.

Owing At...
Acc. Balance
Owing At Report

The Owing At report shows the total amount owed against each practitioner on a
given past date.

Amount Owing at Date >
Amounts owing |EXTIIIZOIE v Eluee
Practitioner Total -"* Update
Junior Brown §1,144.30
Dr Robert Smith - Adelaide $10,087.80 Bxpant
Dr Robert Smith - Glenelg $0.00
Jererny Barker 5211.80
Homer Clapp 50.00

s11.444.40 1,

Set the desired date in the Amounts Owing field, then click Update.

Click Export to export the results to CSV or Microsoft Excel®.

Acc. Balance

The Account Balance report is used to display Outstanding amounts and credits as
of the current date and time.

The report types available are:

e Outstanding amounts & credits
e Outstanding amounts only
e Credits only

Each of these reports will show the results grouped into 90 Days +, 60 Days, 30
Days and Current amounts.

This report can also be Printed, Previewed or Exported.




CAsH BOOK

@ Cash Book Setup

The Cash Book function is a simple way to record outgoing expenses.

Click Cash Book from the Toolbar

File System Repors Window Help

FAiR sha@s@esodB i 20248 8B e 308

Cash Booki

or from the File menu.

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

Practitioner Queue

Cash Book

Practitioners
[tem Codes 3

GP  Medical Referrers

Wi (2 & »>= (@ B 5= [

System Information

Patient Booking Gateway Configuration

= Printer Setup

B

Exit

When starting this option for the first time a dialog appears informing you that no
cash book has been set up. Click Yes to set up a cash book now.




CAsH BOOK

@  Cash Book Setup

The Cash Book Setup dialog appears.
[ Cash Book Setup Lér

Cash Book | Expense Accounts | Standard Payees|

. Close
Description
M Add

Edit

Delete

(@) Expense tern Includes GST
(") Expense Item Excludes GST
[C] Automatically Calculate GST Help

b

You may wish to have more than one cash book for the practice. Click Add to create
a new cash book, enter a Description and click OK. Click Edit to rename a cash
book and Delete to remove one. Keep in mind that a cash book can only be deleted
if there are no entries associated with it.

Select whether you want to include or exclude GST in the total of the expense items.
Additionally, the cash book can be set to Automatically Calculate GST.

Select the Expense Accounts tab and click Add to enter your expenses.

r =
Cash Book Setup &J
Cash Book | Expense Accounts | Standard Payees|
Description Inactive «
| Coffee/Tea/Milk 0 Add
Stamps/Postage [
Groceries E
Cleaning Agents [
Delete
Harduare 0
Staff |
Other 0
-
h

If an expense no longer applies to the clinic you can make it Inactive by selecting the
item, clicking Edit then ticking the Column is Inactive checkbox.

Edit Cash Bock Column =

Description  Coffee/Tea/Milk

Column is inactive =




CAsH BOOK

@ Cash Book Setup

Select the Standard Payees tab and Add any entity that is paid on a regular basis,
e.g. Australia Post.

f ™
Cash Book Setup u
| Cash Book | Expense Accounts | Standard Payees

Close
Payee =
| d Australia Post

Cleaner
Coles ity
Officeworks
Staff

Telstra

Delete

m

Help

1

When the cash book setup is complete, click Close to save your changes.

To access the Cash Book Setup again, it can be found on the System menu.

—

System Lﬂeports Window Help

» Mavigate to.

@ Cash Book Setup
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CAsH BOOK

@  Cash Book

To view the Cash Book, click Cash Book from the Toolbar (as above).

Reports Export
Button Button

)& Front Desk 2013 - Practice Management System - [Cashook] | | [E=Sfal "]
M Fle System Report Help * * -8
HisAaes BBLO0AB 2 248R 2 c0E

CashBook  Smartsoft Clinic |+ DsteFrom 01/02/2013 |v DateTo 3L/03/2013 v [ Reports Export
Date Cheque No Payee Notes  Total  GST Coffee/Tea/Mik Coffee/Tea/Milk GST Stamps/Postage Stamps/Postage GST Cleaning Agents Cleaning Agents GST Herdware _ Hardware GST Staff _ Staff ST Other  C~
07 Feb 2013 1543208 Coles @5 82 53552 82
13 Feb 2013 cash Austraia Post 000 sass 55000 5455
28 Mar 2013 154325 Cleaner S0 s 535000 s
> v [154326 Staff $50000  $4545 $50000 84545
O35 w05 52 52 5000 555 000 S000] 5000 S8 0000 wisas|  s0m0) -

Your cash book will sort entries by date and generate the next cheque or reference
number automatically. To move through the cashbook use the Tab key on your
keyboard. To move horizontally and/or vertically use the arrows on your keyboard.

To delete a record, select that record and press the control <CTRL> and <DELETE>
keys on the keyboard simultaneously.

To add information regarding an entry into the Notes field double click on that field.

Note that if Automatically Calculate GST has not been enabled in Cash Book
Setup, GST amounts should be entered in the GST column.




CAsH BOOK

@ Cash Book

To view and print reports relevant to the Cash Book click the Reports button at the
top of the cashbook.

Cash Book Reports [iE—J

e e o Bl

Cash Book  Cash Book  Expense Acc Payee Report
Report Summary Report

L™

The following reports may be viewed.

= Cash Book Report
Details all entries for the specified period of time.

@j Cash Book Summary
Details the totals of Expense Accounts for the specified period of time.

Q Expense Account Report
To view the entries regarding a particular Expense Account, select a cell within that
accounts column and then select this report.

Payee Report

Details the totals for the Payees for the specified period of time.

To export these reports to CSV or to a Microsoft Excel® spreadsheet, click the
Export button.

Caszh Book Reports - Export [ﬂE_J

e e o W
Cash Book  Cash Book  Expense Acc  Export Cash
Report Summary Report Book
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@ Billings Report
The Billings Report function provides billing information for a specified period of time.
Click Billings Report from the Toolbar

File System Reports Window Help

FiB sMmadi @er0dB @ 2DLAL3BR e s0E

Billings Repcurth

or from the Reports menu.

Beports | Window  Help
S Banking Sheets ! Shift Reports

Transaction

Statements / Invoices

Billings Report

Trend Analysis

Recall Patient List

Active / Inactive Patients
Birthday List

Patient Referrals

EBatient List

Events Report

Time Management Repart

Treatment Plan Report
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BILLINGS REPORT

@ Billings Report

The Billings Report dialog will appear.

R Billings Report EI =]
(®) By Practice () By Patient Lies
Period Print
(® Week Beginning 19/02/2018 |v Dizviow
21/02/2018
) Date From 21, Bt
To 21/02/2018
: : Graph
(O Invoice Date (@) Service Date
(@ Invoices () Payments
Filter
[] By ltem
Item Code 10960 Medicare S
Schedule MNon-5Service
Itern Group Initial Consultation
[] By Practice
Group Dr Robert Smith Gr
Practitioner Peter Brown
Group By
Schedule
Practitioner
Fee Category Help

The Billings Report can be produced to show billings by By Practice or By Patient.

Select either the Week Beginning option to generate a weekly report or select the
Date option to specify a particular date range.

By default the Service Date option will be selected. If you require the report by
Invoice Date select this option.

By default the Billings Report will be generated by Invoices. If you require a report
based on payments received, select the Payments option.

Select the By Item option to view transactions that relate to a particular item Code,
Schedule or Item Group.

If a billings report relating to a particular practitioner, practice group or reporting
group is required then select the By Practice option and the relevant Group or
Practitioner.

For practices with Multiple Locations enabled, select By Location to filter the
transactions made at a specific location.

Grouping allows you to view the report By Schedule, By Practitioner or By Fee
Category or a combination of these options.

This report may be Printed or Previewed by clicking these buttons.
To export to CSV or Microsoft Excel® click Export.

Click Graph to view the Billings Report as a pie chart.




TREND ANALYSIS

o Trend Analysis

The Trend Analysis graph provides a flexible and easy method to view a practice’s
transaction trends over time.

Click Trend Analysis from the Toolbar

Eile System Repors Window Help
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or from the Reports menu.
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TREND ANALYSIS

o Trend Analysis

The Trend Analysis dialog will appear.

RTrend.&.nalysis EI (=} @

Report Type —
Close

@ 12%Weeks () 12 Manths () Date Range \_—/

Period Beginning | Feb 20164
Period Ending Lpr2lle -

7] Showe Last Year
Transaction Type
@ By Inwoices @ By Walue
By Payrments By Mumber

Filter
[] By Itern Code

Itern Code 10960
Schedule Mon-Service
Itern Group Initial Consultation
By Practice

3 Group Adelaide
Fractitioner George Rogers - Ha

|| By Location Hazelwood Park

The period for the graph can be for 12 weeks, 12 months or a manual Date Range
can be selected.

If Date Range has been selected, Period Beginning and Period Ending dates will
need to be selected, otherwise only a Period Ending date is required.

Check the Show Last Year option to compare this graph with the previous year.
The trend graph is capable of displaying trends in credit and debit.

= Select the By Debit and By Value options to display amounts billed for the
period.

= Select the By Debit and By Number options to display the number of billings
for the period.

= Select the By Credit option to display amounts paid for the period.

Select the By Item option to view a trend graph relating to a particular Item Code,
Schedule or Item Group.

For practices with Multiple Locations enabled, select By Location to filter to
transactions made at a specific location.

If a billings report relating to a particular practitioner, practice group or reporting
group is required then select the By Practice option and the relevant Practice
Group, Reporting Group or Practitioner.




TREND ANALYSIS

Pt Trend Analysis

To prepare and view the trend graph click View.

A trend analysis graph will be shown.

ﬂ; Trend Analysis Graph
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This graph may be Printed or Previewed by clicking these buttons.

You can edit the graph by clicking Edit. This allows you to change the type of graph,
etc.

Editing Chart 5
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TIME MANAGEMENT REPORT

@ Time Management Report

The Time Management Report generates a report for practitioners to calculate the
total amount of time spent consulting by item codes or appointment types.

Select Time Management Report from the Reports menu.

Beports | Window Help

Time Management Report

Select the date range you wish to view.

E Tirne Managerment Report
Period

From 14/11/2015 |+ To 20112015 |v

| Brint

Filter .
[] Exclude Casual Appointments Presieu

il

[¥] Exclude Group Appointments Export

Group Appointrnents count as single appointrment

[] By Practice
Group Sdelaide
Practitioner iGeorge Rogers - Hazelwood
Breakdown

@) ByItem Code

By Appaointrnent Type Help

If a time management report is required for a particular practice group, reporting
group or practitioner, select By Practice and the relevant Group or Practitioner.

Group Appointments and Casual Appointments may be excluded by checking
Exclude Group Appointments and Exclude Casual Appointments respectively. If
you want to include Group Appointments they can be counted as a single
appointment or individual appointments by checking or unchecking Group
Appointments count as single appointment.

From the Breakdown section, select how you wish to view the report - By ltem
Code or By Appointment Type.

This report may be Exported, Printed or Previewed by clicking these buttons.




INTER-PRACTITIONER

m Inter-Practitioner

The Inter-Practitioner report provides details of practitioners who have provided
services for other practitioners’ patients. This report can be used when fees are paid
to a practitioner when another practitioner consults their patients.

Select Inter-Practitioner from the Reports menu.

Reports | Window Help

P8  |nter-Practitioner

The Inter-Practitioner Report dialog will appear.

EInter-PractitiDnerRepnrt El =]
Period
From Monday, 1 February 2016 |-

To  Monday, 29 February 2015 |- Print
@ Irvoices | Payrnents TR
Prewiem:

Filter

[T] By Practice
Group Adelaide

Practitioner George Rogers - Hazelwe Help

Set the period that you require for this report by setting the From and To date.
By default the Inter-Practitioner Report will be generated by Invoices. If you require
a report based on payments received, select the Payments option.

If an inter-practitioner report relating to a particular practitioner or practice group is
required then select By Practice and the relevant Practice Group or Practitioner.

This report may be Printed or Previewed by clicking these buttons.




GST RECONCILIATION

G5T GST Reconciliation

Select GST Reconciliation from the Reports menu.

Reports | Window Help

G5T  G5T Reconciliation

The GST Reconciliation dialog will appear.

WL GST Reconciliation (o] @
Period—
S el onday, 1 February 2016 |v
To  Monday, 20 February 2016 -
@ Cash 71 Accrual s
[+] Surmmary

Filter
0 By Practice

@ Group Adelaide

Practitioner iGeorge Rogers - Hazel

Help

Set the period that you require for this report by setting the From and To dates.

The report can be generated for both Cash and Accrual accounting. If you are
unaware of which option to choose please check with your accountant.

If a GST Reconciliation report relating to a particular practitioner or practice group is
required then select By Practice and the relevant Practice Group, Reporting
Group or Practitioner.

If a detailed report is required, un-tick the Summary option.

This report may be Printed or Previewed by clicking these buttons.




RECALL PATIENT LIST

ﬂ Recall Patient List

The Recall Patient List generates a list of patients whose recall dates fall within the
specified period of time.

Click Recall Patient List from the Toolbar

Eile System Repors Window Help
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Recall Patient Listi

or from the Reports menu.
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RECALL PATIENT LIST

‘B Recall Patient List

The Recall Patient List dialog will appear.

E Recall Patient List

t]

5 [e)

Report Type
@ Patient List hailing Labels Close
Recall Period Print

[C] By Date  From |23/11/2015

Preview
To 29/11/2015

Filter Expod
[#] Exclude Srchived Patients

= bdail berge
["] By Practice
Group Hazehwood Park Erriail
Practitioner George Rogers - Hazelwoo M

REE

[ By Recall Type

fi ronth recall f MailChimp

[] Patient Tracking

Description |Inc. if 3. |Inc. if all |Exc|ude | -
Ankle

Back 3
Diabetes

Knee

Meck -

Help

:

To generate a patient list or mailing labels select the respective Patient List or
Mailing Labels option.

To list all patients whose recall date falls within a specified period, select By Date
and enter the appropriate From and To dates.

Select Exclude Archived Patients to list only those patients who have not been
archived under the General tab in the patient file.

If a recall list relating to a particular practitioner or practice group is required select
By Practice and the relevant Practice Group, Reporting Group or Practitioner.

Select By Recall Type to list only those patients who have a particular type of recall.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.
* Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.
* Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.
= Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.




RECALL PATIENT LIST

‘B Recall Patient List

To export the Recall Patient list to CSV or Microsoft Excel® click Export; this can be
used to edit the patient list or for a mail merge. The CSV (without Header) option
may be used to import data into other programs.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

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

Click SMS to send SMS messages to those patients with a mobile number.

Front Desk 2018 - Note

Front Desk 2018 - Practice Management System supports 3 export formats:

» CSV (with Header)
= CSV (without Header)
= Microsoft Excel®

We recommend selecting the CSV (with header) option when exporting to Microsoft
Word®. Depending on the version of Microsoft Word® there are times when this
format is not suitable. Please select one of the other formats in this situation, or use
the Front Desk Word Processor for creating mail merges instead.




ACTIVE | INACTIVE PATIENTS

a Active / Inactive Patients

The Active / Inactive Patients report generates a list of patients who either have
been to the practice within a specified period of time (Active) or have not been to the
practice within a specified period of time (/Inactive).

Click Active / Inactive Patients on the Toolbar

File System Repors Window Help
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or from the Reports menu.
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ACTIVE / INACTIVE PATIENTS

‘Q- Active / Inactive Patients

The Active / Inactive Patients dialog will appear.

R Active fInactive Patients EI =]
Report Type |T|
@ Patient List Mailing Labels 38
Active f Inactive | Brint
@ Inactive Active
[¥] Exclude patients with future appointments | Preview
[¥] Exclude patients on the \Waiting List | g
[[]Include patients without transactions
| Exclude patients with future recalls | dail Merge |
Exclude only this type |12 month recall | Ermal
rmai
Transactions
Transaction between Ul.-'ﬂ4,-‘2016|v |
and 30,-‘04;’2016|v but not since, f tailChirnp
[ Transaction with
Group Hazelwood Park
Practitioner George Rogers - Hazelwood F
Filter
[V] Exclude Archived Patients
[T] Archived Patients Only
| By Default Practitioner
3) Group Hazelwood Park
Practitioner George Rogers - Hazelwood F
[ By Fee Category | Standard
| By Itemn
3 [tern Code 10960 Medicare Consultatio
Schedule Mon-Service
Itern Group Initial Consultation Codes
| Patient Tracking | Help |

To generate a patient list or mailing labels either select Patient List or Mailing
Labels.

To list patients who have not been to the clinic for a period of time, select the
Inactive option.

Select exclude patients with future appointments if you don’t wish to include
patients who have made a future appointment.

Select exclude patients on the Waiting List if you don’t wish to include patients
currently on the Waiting List.

Select include patients without transactions to include those patients who may not
have a transaction in the system.

Select exclude patients with future recalls to exclude those patients who have a
future recall in the system. Selecting the exclude only this type option allows users
to exclude a specific recall type.

The Inactive patient report can be used to find patients who previously attended the
practice but have not returned for a period of time. For example, to list all patients
who have been to the practice in the last 2 years, but not in the last 6 months, set the
18t date in the Transaction between date range to a date 2 years prior to the current
date and the 2™ date to 6 months prior to the current date.




ACTIVE | INACTIVE PATIENTS

Q- Active / Inactive Patients

To list patients who have been to the practice during a specified period, select the
Active option and enter the From and To dates for the required period.

Select Exclude Archived Patients to list only those patients that have not been
archived under the General tab in the patient file.

This report can be filtered by the practitioner / practice group / reporting group the
patient has had a Transaction with or by the patient’s Default Practitioner.

If a report relating to a particular fee category is required then select the By Fee
Category option and the relevant fee category.

Select By Item to list only those patients who have been billed under a particular
Item Code, Schedule or item Group.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.

* Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.

* Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.

= Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.

This report may be Printed or Previewed by clicking these buttons.

To export the Active / Inactive Patient list to CSV or Microsoft Excel® click Export,
this can be used to edit the patient list or for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

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

Click SMS to send SMS messages to those patients with a mobile number.




BIRTHDAY LIST

©

Birthday List

The Birthday List generates a list of patients whose birthday falls between two
selected dates.

Click Birthday List on the Toolbar
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or from the Reports menu.
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BIRTHDAY LIST

© Birthday List

The Birthday List dialog will appear.

M, Birthday List o] @ (==
Report Type
@) Patient List Mailing Labels Elosg
Range Print
Fram (31 =|[Dec | To 31 = |Dec =
Prewview

Billed

[[]Between |01/11/2015 and 304112015 Export

[ ==

= F tidail herge
D b T
[¥] Practitioner mar
Filter M3

[¥] Exclude Archived Patients o

[ By Practice r i el

3 Group Hazelwood Park
Practitioner George Rogers - Hazelwood F
|| Patient Tracking ‘E

To generate a patient list or mailing labels select the Patient List or Mailing Labels
option. Enter the From and To dates to specify the birthday date Range.

Select the Between option to list those patients who have been Billed within a
specified period of time. The >= option lists the patients who have been billed an
amount greater than or equal to the amount entered during the billed period.

Select Exclude Archived Patients to list only those patients who have not been
archived under the General tab in the patient file.

To group the report by practitioner, check the Practitioner option under Group By.

If a birthday list relating to a particular practitioner or practice group is required then
select the By Practice option and the relevant Practice Group, Reporting Group or
Practitioner.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.

* Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.

* Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.

= Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.

This report may be Printed or Previewed by clicking these buttons.

To export the Birthday List to CSV or Microsoft Excel® click Export. This can be
used to edit the patient list or for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

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

Click SMS to send SMS messages to those patients with a mobile number.




PATIENT REFERRALS

@ Patient Referrals

The Patient Referrals report generates a list of patients or entities that have referred
a patient within a specified period of time and displays the income generated for each
referred patient.

Click Patient Referrals on the Toolbar
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or from the Reports menu.
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The Patient Referrals dialog will appear.




PATIENT REFERRALS

@ Patient Referrals

RPatientREfErrals EI [=] @

Date Range
| Transaction between

0171072015 and 3171072015 | Print

"] Referral between |W
01102015 and | 31/10/2015 —
| Export
Filter
[¥] Exclude Archived Referrers [ bsit Merge
@ Professional & non-professional Ea]
Professional only
Man-professional only A
Referring Doctars f MailChirmp,
Patient GP
[ By ltem @ Detailed

Trem Code 10860 Medicare Co Semoany
Schedule Mon-Service
Item Group Initial Consultation ()
|1 By Practice
Group Adelaide

Practitioner George Rogers - Haz T‘P‘

To track patients who have been billed in a period of time use the Transaction
between option. Select the Referral between option to track patients with a referral
entered in a certain period. Leave both unselected to list all referrers.

Select Exclude Archived Patients to list only those patients who have not been
archived under the General tab in the patient file.

Select the type of referral list you require - Professional referrers, non-professional
referrers, or both. These options are set under the Notes tab in the patient file.

Select Referring Doctors to list GP/Medical referrer information listed in the Ref Dr.
field of the Billing Details tab of the Patient file. If Medical Specialist Referrals is
enabled this option is called Medical Referrers and takes its information from the
Medical Referrals tab of the Patient file.

Select Patient GP to list the GP/Medical Referrer information on the Additional tab
of the Patient file.

If a Patient Referrals report relating to a particular practitioner or practice group is
required select By Practice and the relevant Group or Practitioner.

This report may be Printed or Previewed by clicking the respective buttons.

To export the Patient Referrals list to CSV or Microsoft Excel® click Export. This can
be used to edit the patient list or for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

Click Email to send emails to those patients with an email address.
Click SMS to send SMS messages to those patients with a mobile number.
This report is viewable in a Summary or Detailed format. Select Summary to view a

report of each referrer and the total generated by these referrals. To include a list of
the patients referred by each referrer, select the Detailed option.




PATIENT LIST

Patient List

The Patient List function generates a list of patients whose details correspond to a
variety of selected options.

Click Patient List on the Toolbar

Eile System Repors Window Help
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PATIENT LIST

Patient List

The Patient List dialog will appear.

R Patient List

Patients Report Type
@ Al I Mailing List @ Patient List ) Mailing Labels
[¥] Include linked patients [ Showe File Numbers
Filter Transaction Filtering
[¥] Exclude Archived Patients [7] Trans. between 0141172015 and  [30/11/2015
[T] Archived Patients Only [] ByItern
[] By Default Practitioner Itern Code 10960 hdedicare Consultation ——_
Group Hazelwood Park Schedule Mon-Service =
Practitioner George Rogers - Hazelwood Park Tterm Group Initial Consultation Codes
[T] By Fee Category | Standard [T] Transaction with ShdS
[ By Health Fund BUPA, Group Hazebawood Park Mailing Lit
[ Gender Practitioner George Rogers - Hazelwood Park = —
: &€ MailChimp
| Age betuveen 0 and | 100 Appointment Filtering
| By GP [] Appoint between (01171172015 and | 30/11/2015
Patient Tracking [T] By Appoint Type
|| Patient Tracking [ Appointment with
Description |Inc. if any|Inc. if all |Exc|ude | - 5) Group Hazelwaod Park
ol Practitioner George Rogers - Hazelwood Park
Back
Lot e il Help

Select All to list every patient. Check the Include linked patients option to add all
linked patients to the list as well.

Select the Mailing List option to list all patients with the Mailing List option ticked on
the General tab in their patient file.

Select either Patient List or Mailing Labels depending on the layout you require.
Select Show File Numbers to include patient file numbers on the report.

Exclude Archived Patients is selected by default. Remove this selection to include
archived patients.

To view a list of only archived patients select the Archived Patients Only option.
If a Patient List relating to the patient’s default practitioner or practice group is
required then select By Default Practitioner and the relevant Practice Group,

Reporting Group or Practitioner.

Select By Fee Category to list only those patients of a particular type, e.g.
concession patients.




PATIENT LIST

Patient List

Select By Health Fund to list only those patients under a certain health fund.
Select Gender to list only those patients selected as male or female.
Enter the Age Between to list only patients within a specified age range.

To list patients under a particular GP, select the By GP option and select the specific
GP.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.

* Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.

* Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.

= Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.

The Trans between option can be used to list patients who have had a transaction
between two specific dates.

Select By Item to list only patients who have a transaction entry with a particular
Item Code, Schedule or item Group.

To list patients who have had a transaction with a specific practitioner or practice
group, select Transaction with and the relevant Practice Group or Practitioner.

Select Appoint between to generate a list of patients who have had appointments in
a specified period e.g. all patients who have had appointments between 01/04/2016
and 30/04/2016.

Select By Appointment Type to list those patients who have had a particular type of
appointment e.g. New Patients

To list patients who have had an appointment with a specific practitioner or practice
group, select Appointment with and the relevant Practice Group or Practitioner.




PATIENT LIST

Patient List

This report may be Printed or Previewed by clicking the respective buttons.

To export the Patient List to CSV or Microsoft Excel® click Export. This can be used
to edit the patient list outside of Front Desk or for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

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

Click SMS to send SMS messages to those patients with a mobile number.

Click Mailing List to individually choose which patients to include on the mailing list.
Patients can be added/removed from the dialog below, or by ticking the Mailing List
option on the General tab of the patient file.

R Select Mailing List Patients

Selected Mame

M @

ks Adams, Dianne

ks Adcock, Corrine

kdr Alander, Shannon
hdrs Alexander, Antoinette
kArs Slexander, lacqueline
kArs Alexander, Maureen
hAr Alexander, Phil

hdiss Allan, Matalie

kArs Allen, Delrene
Allianz,

kv Allisan, Dawid

kdiss Alrm, Emmily

Address

PO Box 90 Kent Town 58 5071
109 Whites Road Salisbury Maorth
3 Trirm Drive Ridgehaven 54 504
11 Berry Fry fovenue Athelstone !
21 Fussell Street Alberton 54

2 Diagonal Road Glenelg East 54
100 The Parade Morwood 52 50
54 Bakewell Road Evandale 58 5
67 Qrange Growve Circuit Dernanc
PO Box 1005 ADELAIDE =4, 5000
21 Howwe Court Salisbury East 54
10 Moarfield Mews Sherfoyle Pa

k




PATIENT VISIT REPORT

E Patient Visit Report

The Patient Visit Report is primarily used to find the average number of
consultations practitioners are providing their patients per new episode.

This can be useful when trying to identify under or over servicing of patients by
individual practitioners.

Select Patient Visit from the Reports menu.

|@ Patient Visit Report

The Patient Visit Report dialog will appear.

E Patient Visit Report = = | .
Initial Consultation/Treatment 1 ol
Initial Consultation between [21/02/2017 || and [21/11/2017 |+ | i
@) Item Code |CDDE Initial Consultation v| Bt
() tem Group Initial Consultations Preview
1By Practice Bxport
Group Dr Robert Smith Group
) Summa
Practitioner |Peter Brown i

(®) Detailed

Subsequent Consultation/Treatrment
() After Initial

(®) After Initial and between |z1_mz;zm? v|and|21_f11_a’2D1? v|

(® ltem Code |CDDE Standard Consultation L |

() ltem Group Initial Consultations

Subsequent consultations need to be with the Initial practiticner Help




PATIENT VISIT REPORT

E Patient Visit Report

This report is based on the billed items codes for a consultation. Under the Initial
Consult / Treatment section, select the date range and the initial

consultation Item Code or Iltem Group to be used to identify the initial
consultation for an episode.

Note that this selection must exclude item codes used for subsequent
consultations.

Initial Consultation/ Treatment
Initial Consultation between |z1;[:|afam? v|and|z1;11;zm? v|

@ ltem Code | CO02 Initial Consuttation v|
(O ltem Group Initial Consultations
[ 1By Practice

Group Dr Robert Srith Group

Practitioner |Peter Brown

All patients who have had an initial consultation billed transaction within the dates
and with the selected item code(s) will be included in the results. Note that if a
patient has had more than one initial consultation billed, indicating the start of
treatment for an episode in this period, only the last episode will be for the report.
Further, it is important that the date range ends at some time prior to the date of
the report, say 3 months prior, in order to provide time for patients to have their
following subsequent consultations.

From the Subsequent Consult/Treatment section, select a subsequent
consultation Item Code or Iltem Group.

Subsequent Consultation/Treatment
() After Initial

(®) After Initial and between |z1;na:zm? v|and|21_a'1'|_f2D'I? v|

(®) Itern Code |CDDS Standard Consultation e |

() ltem Group Initial Consultations

Subsequent consultations need to be with the Initial practitioner

To only include transactions associated with a certain practitioner or group,
select By Practice and the relevant Practice Group, Reporting
Group or Practitioner.

This report can be Printed, Previewed or Exported by clicking the respective
buttons.




FRONT DESK WORD PROCESSOR

ia Front Desk Word Processor

The Front Desk Word Processor can be used as a general word processor to
create Standard Letters, Mail Merge documents or recording Clinical Notes in place
of MS Word. This word processor includes a built-in medical dictionary.

We strongly recommend that you begin to replace your Standard Letters, Mail
Merge Documents and Clinical Notes Templates created using MS Word with
documents created in the Front Desk Word Processor to improve the
performance, reliability and to significantly decrease the size of these
documents when stored in Front Desk.

To open the Front Desk Word Processor, select the icon from the tool bar.

File System Reports Window Help

iR SMaes BRoOdAB 2O FEER 20

[ Front Desk Ward Prccessnr]

A blank document will open as below.

)&, Front Desk Document [E=R ol

File Edit View Insert Format Tools Table Help
> THumansts2iB v 12 + W~ [

ZeEER T B
V2003004 15 16 117 1 i1e s

&
B
2
B
=
&
o
5
5
n
B
=

Paged/l Linel Columnl

Using the word processing tools available, users can create, email and print
documents. Documents can also be saved and opened later through the Front Desk
Word Processor.
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ﬂ Front Desk Word Processor

The Toolbar options are as follows:

Create PDF and
Font Font Colour Increase g ail Document
Paragraph - Indent
grap Subscript  Centre Text
Background
o Numberlng Clinical
o
|ta||c Stnkethrough Just|fy Symbols

File Edit View Inset Format Tools Table

+ THumanst521BT ~ 12 v W ~ v g AS = = = iZ & &= B § =
L [ 1 |\| [ RN (] ||T6||| Fhveg8 o9 oA 101

u

Superscript Bullets Create PDF
Font Background Document
colour Underline  Align Text Decrease
Font Size Bold Left  ap on Text Indent
Right Border

To add Standard Letter tags or view the Mail Merge Toolbar select the View drop-
down menu.

mlnsert Format  Tools  Tak

Mormal
Zoom 2

Labels
Manage Header and Footer

Special Characters
¥ Harizontal Ruler
v Wertical Ruler
Standard Letter Tags
tail Merge Toalbar

To insert images, text boxes, checkboxes, clinical symbols, symbols, page numbers
or date/time fields use the Insert drop-down menu.

| Farmat Toals  Table
Page Break
Colurmn Break

Section Break

Graphic

Insert TextBox

Insert Checkbox

Insert Clinical Symbal
Symbol

Murnbers 4
Fields 4

Hyperlink

Spell Check options can be accessed from the Tools drop-down menu.

Q1 Table Help

1'% Spell Check

v (Check spelling as you type

v (Capitalise first letter of sentences
Edit User Dicticnary

Use Auto Complete




FRONT DESK WORD PROCESSOR

ﬂ Front Desk Word Processor

Select Edit User Dictionary to edit words added to the dictionary.

Edit User Dictionary

word

«|FD

« Oithoses
9 Orthotks
o TTRs
o Uk

hl!l!— —

foritom]
Conection " 0K

Right click to open a menu with the following options

Undo
Cut

Copy

Paste
Delete Text
Select All
Font
Paragraph
Bullets

Numbers

Spell Check

Undo will undo the last change made in the Front Desk Word Processor.
Cut will cut the selected text from the Front Desk Word Processor.

Paste will paste previously cut/copied text into the Front Desk Word
Processor.

Delete Text will delete the selected text.

Select All will select all text in the Front Desk Word Processor document.
Font will open a window that allows users to change font settings (size, text
etc.).

Paragraph will open a window that allows users to change paragraph
settings.

Bullets will start a bullet point list.

Numbers will start a numbered list.

Spell Check performs a spell check on the current document.

Check spelling as you type will check spelling as you type.

V| Check spelling as you type

Right click on an unrecognised word to open the following menu

Practice

Ignore
Ignore Al

The first words are suggestions for correct spelling.

Ignore will ignore the current spelling error.

Ignore All will ignore the current spelling and all other identical spelling errors
in the document.

Add “” to dictionary? Will add the current word to the dictionary to be
ignored in future.

Add "Practide” to dictionary?

Cut
Copy




File menu

INTEGRATION WITH MICROSOFT WORD®

Front Desk 2018 allows you to integrate with Microsoft Word® in two ways:

Note:

OLE (Object Linking and Embedding) Automation allows information to be

transferred between Front Desk 2018 and Microsoft Word® to automatically
create a standard letter for a patient.
Export data in a format that can be used for mail merging

It is recommended that Standard Letters be created in the Front

Desk Word Processor, rather than Microsoft Word.

-_—

How to create a template letter:

Open a new Microsoft Word® document.

Over the next few pages is a list of Standard Letter Tags. Type the letter
tags which are required for this particular letter exactly as they are listed in
the manual. These tags will be replaced by your patient details.

Type the body of the letter.

rrrrrr

rrrrr

From the Save in drop-down box select the location where you wish to save

In the File name field, rename the document to suit the letter e.g. New

4. From the File menu (in Word) select Save
5.
the letter e.g. My Documents
6.
Patient Letter
[ Save As m
Save n: | 1 Letters |z| @~ | @ X i B v Toos -
l Mame Date modif.. Type Size Tags
My Recent This falder is empty.
Docurments
.
Desktop
!
My Documents
LY
My Compuker
My--bg;:ork File et Thankyou for referring letter, dor| Fl [ e ]
Places Save as type: ‘Word Dacument [*,doc) EI [ Cancel ]
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INTEGRATION WITH MICROSOFT WORD®

=l standard Letter (SMS & Email) Tags

General Tags
<<Date>>

<<Title>>
<<PatientNo>>
<<FirstName>>
<<MiddleName>>
<<PreferredName>>
<<Surname>>
<<FullName>>
<<PrefName>>
<<WorkPhone>>
<<HomePhone>>
<<Mobile>>

<<Fax>>

<<Email>>

<<Age>>
<<AgeNextBirthday>>
<<Gender>>
<<HimHer>>
<<HeShe>>
<<HisHers>>
<<HisHer>>
<<DateOfBirth(dd/mm/yyyy)>>
<<PracName>>
<<PractitionerTitle>>
<<ProviderNo>>
<<Qualifications>>
<<PracticeAddress>>
<<PracticeLocation>>
<<FeeCategory>>
<<Address1>>
<<Address2>>
<<Address3>>
<<FileNo>>
<<Qccupation>>
<<AppointmentTime>>
<<AppointmentPracName>>
<<FirstAppointment>>
<<NextAppointment>>
<<NextAppointment2>>
<<NextAppointment3>>

<<NextAppointmentPracName>>
<<NextAppointment2PracName>>
<<NextAppointment3PracName>>

<<NextAppointmentinPeriod>>

<<NextAppointmentinPeriodPracName>>

<<PreviousAppointment>>
<<PreviousAppointment2>>
<<PreviousAppointment3>>

<<PreviousAppointmentPracName>>
<<PreviousAppointment2PracName>>
<<PreviousAppointment3PracName>>

<<ReferralExpiry>>
<<ReferralDate>>
<<PostCode>>
<<FutureBillings>>
<<FutureBillingsCurrent>>

Today’s Date

Patient Title

Patient Number

First Name

Middle Name

Preferred Name

Surname

Patients Full Name

Preferred Name if it exists, otherwise First Name
Work Phone Number

Home Phone Number

Mobile Phone Number

Fax Number

Email Address

Current Age

Age Next Birthday

Patients Gender

Him or Her based on Patient’'s Gender
He or She based on Patient’'s Gender

His or Hers based on Patient’s Gender
His or Her based on Patient's Gender
Date Of Birth in dd/mm/yyyy format

Name of Patient’s Practitioner

Title of Patient’s Practitioner
Practitioner’s Provider Number
Practitioner’s Qualifications

Address from Clinic Information

Default Practitioner’s Location

Fee Category

Address Line 1

Address Line 2

Address Line 3

File Number

Occupation

Appointment Date/Time

Appointment Practitioner Name

Patient’s First Appointment

Next Appointment

The 2" Next Appointment

The 3™ Next Appointment

Next Appointment Practitioners Name

2"4 Next Appointment Practitioners Name
3 Next Appointment Practitioners Name
Next Appointment in a particular date range
Practitioners Name for Appointment in Date Range
Previous Appointment

The 2™ Previous Appointment

The 3" Previous Appointment

Previous Appointment Practitioners Name
2" Previous Appointment Practitioners Name
3" Previous Appointment Practitioners Name
Expiry Date of Doctor’s Referral

Date of Doctor’s Referral

Post Code

Future Billings

Future Billings Current




INTEGRATION WITH MICROSOFT WORD®

Additional Tags
<<MedicareNum>>
<<MedicareExp>>
<<HealthFund>>
<<MemberNum>>
<<PensionNum>>
<<VetNum>>

Treatment Plan Tags
<<TPStartDate>>
<<TPAlert>>
<<TPCurrentTreatments>>
<<TPTreatments>>
<<TPAlertValue>>
<<TPCurrentValue>>
<<TPTreatmentValue>>

GP Tags
<<GPTitle>>
<<GPFirstname>>
<<GPSurname>>
<<GPName>>
<<GPOrg>>
<<GPAdd1>>
<<GPAdd2>>
<<GPAdd3>>
<<GPAdd4>>
<<GPPhone>>
<<GPFax>>
<<GPEmail>>
<<GPProviderNo>>

Account Dependant Tags
<<BillToAddress1>>
<<BillToAddress2>>
<<BillToAddress3>>
<<BillToAddress4>>
<<BillToPhone>>
<<BillToFax>>
<<LastStatement>>
<<Lastlnvoice>>
<<LastPaid>>
<<LastBilled>>
<<Current>>
<<30Days>>
<<60Days>>
<<90Days+>>
<<TotalBilled>>
<<TotalBalance>>
<<AccNumber>>
<<ClaimNumber>>
<<EmployerName>>
<<DateOflnjury>>
<<|njury>>

Medicare Number

Medicare Expiry Date

Health Fund

Health Fund Membership Number
Pension Number

Veterans Affairs Number

Treatment Plan Start Date
Treatment Plan Alert Status
Number of Current Treatments
Total Number of Treatments
Treatment Plan Alert Number
Treatment Plan Current Value
Value of Treatments

GP’s Title

GP’s First Name
GP’s Surname

GP’s Full Name
GP’s Organisation
GP’s Address Line 1
GP’s Address Line 2
GP’s Address Line 3
GP’s Address Line 4
GP’s Phone Number
GP’s Fax Number
GP’s Email Address
GP’s Provider Number

Bill to Address Line 1

Bill to Address Line 2

Bill to Address Line 3

Bill to Address Line 4

Bill to Phone

Bill to Fax Number

Date of Last Statement

Date of Last Invoice

Date of last time Patient paid

Date of last time Patient was billed
Current Amount Owing

Amount Owing between 30 and 60 days
Amount Owing between 60 and 90 days
Amount Owing over 90 days

Total Amount Billed

Total Balance

Account Number

Claim Number

Employer Name

Date of Injury

Injury




INTEGRATION WITH MICROSOFT WORD®

Referrer Tags

<<ReferredBy>>
<<RefTitle>>
<<RefName>>
<<RefSurname>>
<<RefAdd1>>
<<RefAdd2>>
<<RefAdd3>>
<<RefHome>>
<<RefWork>>
<<RefMobile>>
<<RefFax>>
<<RefCount>>
<<RefDate>>
<<ReferredBy2>>
<<Ref2Title>>
<<Ref2Name>>
<<Ref2Surname>>
<<Ref2Add1>>
<<Ref2Add2>>
<<Ref2Add3>>
<<Ref2Home>>
<<Ref2Work>>
<<Ref2Mobile>>
<<Ref2Fax>>
<<Ref2Count>>
<<Ref2Date>>
<<ReferredByProf>>
<<RefTitleProf>>
<<RefNameProf>>
<<RefSurnameProf>>
<<RefAdd1Prof>>
<<RefAdd2Prof>>
<<RefAdd3Prof>>
<<RefHomeProf>>
<<RefWorkProf>>
<<RefMobileProf>>
<<RefFaxProf>>
<<RefCountProf>>
<<RefDateProf>>
<<ReferredByNonProf>>
<<RefTitleNonProf>>
<<RefNameNonProf>>
<<RefSurnameNonProf>>
<<RefAdd1NonProf>>
<<RefAdd2NonProf>>
<<RefAdd3NonProf>>
<<RefHomeNonProf>>
<<RefWorkNonProf>>
<<RefMobileNonProf>>
<<RefFaxNonProf>>
<<RefCountNonProf>>
<<RefDateNonProf>>

Name of Referrer #1

Referrer #1 Title

Referrer #1 First Name

Referrer #1 Surname

Referrer #1 Address1

Referrer #1 Address2

Referrer #1 Address3

Referrer #1 Home Phone

Referrer #1 Work Phone

Referrer #1 Mobile Phone

Referrer #1 Fax

Number of people referred by Referrer #1
Referrer #1 Date

Name of Referrer #2

Referrer #2 Title

Referrer #2 First Name

Referrer #2 Surname

Referrer #2 Address1

Referrer #2 Address?2

Referrer #2 Address3

Referrer #2 Home Phone

Referrer #2 Work Phone

Referrer #2 Mobile Phone

Referrer #2 Fax

Number of people referred by Referrer #2
Referrer #2 Date

Name of Professional Referrer
Professional Referrer Title

Professional Referrer First Name
Professional Referrer Surname
Professional Referrer Address1
Professional Referrer Address2
Professional Referrer Address3
Professional Referrer Home Phone
Professional Referrer Work Phone
Professional Referrer Mobile Phone
Professional Referrer Fax

Number of people referred by Non-Professional Referrer
Professional Referrer Date

Name of Non Professional Referrer
Non Professional Referrer Title

Non Professional Referrer First Name
Non Professional Referrer Surname
Non Professional Referrer Address1
Non Professional Referrer Address2
Non Professional Referrer Address3
Non Professional Referrer Home Phone
Non Professional Referrer Work Phone
Non Professional Referrer Mobile Phone
Non Professional Referrer Fax

Number of people referred by Non Professional Referrer
Non Professional Referrer Date




INTEGRATION WITH MICROSOFT WORD®

Medical Specialist Referral Tag (Advanced Options)

<<ReferralDate>>
<<ReferralPeriod>>
<<ReferralPrac>>
<<ReferralTitle>>
<<ReferralName>>
<<ReferralSurname>>
<<ReferralPhone>>
<<ReferralAddress1>>
<<ReferralAddress2>>
<<ReferralAddress3>>
<<ReferralAddress4>>
<<ReferralFax>>
<<ReferralEmail>>
<<ReferralProviderNo>>
<<ReferralType>>
<<ReferralOrganisation>>

Contact Tags

<<ContactTitle(MT)>>
<<ContactFirstname(MT)>>
<<ContactSurname(MT)>>
<<ContactAddress1(MT)>>
<<ContactAddress2(MT)>>
<<ContactAddress3(MT)>>
<<ContactHomePhone(MT)>>
<<ContactWorkPhone(MT)>>
<<ContactMobile(MT)>>
<<ContactFax(MT)>>
<<ContactEmail(MT)>>

Date Referral begins
Period of Referral
Practitioner referred to
Referrer Title

Referrer First Name
Referrer Surname
Referrer Phone number
Referrer Address Line 1
Referrer Address Line 2
Referrer Address Line 3
Referrer Address Line 4
Referrer Fax

Referrer Email

Referrer Provider Number
Type of Referrer
Referrer's Organisation

Contact Title

Contact Firstname

Contact Surname

Contact Address Line 1
Contact Address Line 2
Contact Address Line 3
Contact Home Phone number
Contact Work Phone number
Contact Mobile Phone number
Contact Fax number

Contact Email Address

NOTE: When using the Contact Tags you should replace the letters MT with the merge type specified in

relationship.




INTEGRATION WITH MICROSOFT WORD®

When using dates in letter tags, there are several ways of formatting the date using
the specifiers below.

d

dd
ddd
dddd
m

mm

mmm
mmmm

yy
yyyy

hh
nn
ss
zz
am/pm

alp

/

XXX

Displays the day as a number without the leading zero (1-31)

Displays the day as a number with the leading zero (01-31)

Displays the day as an abbreviation (Sun-Sat)

Displays the day as a full name (Sunday-Saturday)

Displays the month as a number without a leading zero (1-12). If the m specifier
immediately follows the h or hh specifier, the minute rather than month will be
displayed

Displays the month as a number with a leading zero (01-12). If the mm specifier
immediately follows the h or hh specifier, the minute rather than month will be
displayed

Displays the month as an abbreviation (Jan-Dec)

Displays the month as a full name (January-December)

Displays the year as a two digit number (00-99)

Displays the year as a four digit number (0000-9999)

Displays the hour without a leading zero (0-23)

Displays the hour with a leading zero (00-23)

Displays the minute without a leading zero (0-59)

Displays the minute with a leading zero (00-59)

Displays the seconds without a leading zero (0-59)

Displays the seconds with a leading zero (00-59)

Displays milliseconds without a leading zero (0-999)

Displays milliseconds with a leading zero (00-999)

Uses the 12 hour clock for the preceding h or hh specifier, and displays ‘am’ any
hour before noon and ‘pm’ for any hour after noon. The am/pm specifier can use
lower case, upper case or a mix of both and the result is displayed accordingly.
Uses the 12 hour clock for the preceding h or hh specifier and displays ‘a’ any
hour before noon and ‘p’ for any hour after noon. The a/p specifier can use lower
case, upper case or a mix of both and the result is displayed accordingly.
Displays the date separator character

Displays the time separator character

Characters enclosed in single or double quotes are displayed as is and do not
affect formatting.

For example, the letter tag <<AppointmentTime(dddd mmmm dd ‘at’ h:mm
am/pm)>> would appear as Wednesday April 20 at 3:30 pm.




FRONT DESK WORD PROCESSOR

ﬂ Setting up Standard Letters

To add a standard letter to Front Desk 2018, select Standard Letters from the
System menu.

I —

System Lﬂep-::-rts Window Help

» Mavigate to.

Standard Letters

A Standard Letters dialog will appear.

-

* Standard Letters

]
g
i

Description =

L4|ECP Report to GP !
GP Letter ]

Thank you for referring .&

=

Im ]
: 2

d

(=1

Delete

Edit Letter

m

Export

Help

To create a new letter in the Front Desk Word Processor click New.

F B

Mew Standard Letter

Dezcription  Happy Birthday [L]

Enter the Description and click OK.
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FRONT DESK WORD PROCESSOR

ig Setting up Standard Letters

The Front Desk Word Processor will open, as below. A list of available Letter Tags
will be displayed on the right-hand side. If these are not visible, turn them on by
checking the Standard Letter Tags option on the View menu.

File

Marrnal
Zoom L

]

Labels
Manage Header and Foater

Special Characters

<

Harizontal Ruler
Wertical Ruler

mes «Surnames
S g5
Mail Merge Toolba

Hi «FirstNarme:»

Kind Regards

The staff at Smartsoft Clinic

-
o
™
+
n
0
-~
@
@
[
ol
—
ha}
&
o
m
it}
T
-
0
B}
I}
b}
IS
bl
=}
3
=
B

4
| ]
4
O
4
m
4
-]
L
=
>
&
¥
il
1]
1]

V3l S G L Z b @ B0 o1 100120 1 A3 0 dde IS 1 g 1T

€= iE
'

E
7

All the staff here at Smartsoft Clinic would like to wish you a very Happy Birthday

Please find enclosed a $20 gift voucher wihich can be redeemed at your next session

(s l=

—1

Letter Tags

Firstname

30Days =
60Days
90Days+
BccNurnber
Beldressl
Address2
Address3

m

Bge

AgehledBithday
BillTodddress1

Bill ToAddress1_Lstward
Bill Tolddress1_2ndWorc
BillTodddress1_3rdword
Bill Toddress1_dthord
BillToAddress?

Bill Todddres:3
BillTodddress4
BillToFax

BillToPhane
ClaimMumber
Contacthddressl
ContactAddress2
Contacthddres:3
ContactEmail
CantactFax
Contactfirsthlame
ContactHarmePhane
ContactMobile
Contactiumarne
ContactTitle
ContactWarkPhone

" L

Date0ffirth
DateOflnjury
Ernail
Ernployerhame
Fax
FeeCateqory
FileNo

Fulllame.
FutureBillings
Gender o

Additional

Page:1/1 Line:21 Column:30

Create the body of the letter

Select the desired letter tag to
insert into the body of the letter

Type your document, inserting letter tags by selecting them from the list on the right-
hand side and clicking the Insert button (or by double clicking).

Close the document and click Yes to save the Standard Letter template.

-
— 5
@ Save Front Desk Document as a standard letter?
I Yes Mo ] [ Cancel
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INTEGRATION WITH MICROSOFT WORD®

= Setting up Standard Letters

To import a standard letter into Front Desk 2018 from Microsoft Word®, select
Standard Letters from the System menu.

r 5.}15t1.3m Reports  Window Help

Standard Letters

A Standard Letters dialog will appear.

. Standard Letters o] ® =]
Description ~
gECPReporttoGe
P Lettr .
Thank you for referring 3\ Add

Edit
Delete

Edit Letter

m

Export

Help

To import a standard letter click Add.

You will be presented with the following New Standard Letter dialog.

r 3

Mew Standard Letter

Diescription |
Path

(<€ Eatest | Browse button

Enter a Description for the letter. For example, New Patient Letter.
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INTEGRATION WITH MICROSOFT WORD®

=1 Setting up Standard Letters

Click the browse button L at the end of the Path field. You will be presented with the
following screen.

-

M, Open (=5l
Look, jn: , Mail Merge Letters - @ ; il E|"’
Marme : Date modified Ty
@New Patient Referral.docx 20042016 10230 ... M
] Referral Thank-You Letter.docx 200472016 10:30 ... M
q [ T r
Filez of tvpe: | "Whord Docurnents vl [ Cancel |

From the Look in drop-down box select the location where you saved the letter e.g.
My Documents.

Highlight the correct letter and click Open.

You will be presented with a New Standard Letter screen.

F N

Mew Standard Letter

Description Mew Patient Referral.docx
Use the Browse button
Path C:\Program Files\Front Desk ECICIEE] ™ to locate the letter

L

Click OK.

You have now successfully imported your standard letter into Front Desk 2018.




INTEGRATION WITH MICROSOFT WORD®

=1 Setting up Standard Letters

The following options can be used within Standard Letters.

Edit allows you to change the name of an existing letter and Delete allows you to
remove a letter.

Edit Letter can be used if you wish to edit the original document. Highlight the letter
from the Standard Letter screen and click Edit Letter. Depending on the type of
letter, either the document will open in either the Front Desk Word Processor or
Microsoft Word®. Make the changes as required then close the document (no need
to save the document). The following screen will appear.

Confirm &J

'.6' Save this document as the standard letter "Mew Patient Referral”?

Click Yes to replace the letter with the
one you've just edited or No to keep the

— o original.

Export allows you to save a standard letter to a location on your computer. Highlight
the letter from the Standard Letter screen and click Export. This will open up the
following dialog.

ﬂ\ Save A
Save n;: J Standard Letter Templates - (; ;i EIT
Marne . Date rodified Ty
B Mews Patient Referral.doc: 20/04/2016 10:30 ... M
@] Referral Thank-You Letter.docs 2040452016 10:30 .., M
L | I I
File narme: Letter. doc Save
Save as vpe: |'W'|:nr-:| 2007-2010 Documents B | | Cancel l

From the Save in drop-down box select the location where you wish to export the
letter. Enter a name in the File name field and click Save to complete the export.




INTEGRATION WITH MICROSOFT WORD®

= Using a Standard Letter

1. Select the Billing Details tab on a patient’s file.
2. Click the Letter button.

‘n Patient - Mr John Smith [= M= =]
General | Additional | Billing Details | Meadicare / DVA | Transactions |Appointments | Ewvents | S8t
—

[CIBill ta Third Pary

9 Indnidual Linked | [LastPaid  Tatal Billed .
Billing ooy || [LEleLasel

Address
Last Staternent Last Invoice Letter Letter button
[ Hald Statement ilicatsflan

Phone Fax [CIHold Invoice

Other details ~ [Print on Accounts

fee, Mo, Claim Mo, DCIa\m/InJury.detaMs ]
[ Hospital / Facility details

ClientID [ Medicare Number

[] Health Fund Murnber

Employer =

P [Z] Pensian Mumber
Injury Injury Date [ DA Nurnber
Hosp./Fac, [] Referring Doctor Mew Acc.

" = ] Don't Print Patient Name
Ref. Dr.  |Dr Brentan Martin Prow. No. 1.]| [More.. [7] Date of Birth [m]
Prirnary

90+ Days 60 Days 30 Days Current Balance
.00 f0.00 .00 $0.00 .00

3. From the Patient Letter dialog highlight the required letter and click OK.

F ~
Patient Letter @

Search Characters

Description o
decPReportioce | |N
GP Letter g
Happy Birthday 3\
MNew Patient Referral.docx E‘_]
Thank you for referring L.

Quick Letter QK Cancel

4. If using a Microsoft Word® template, Microsoft Word® will create a word
document using the standard letter and replace the letter tags used with the
patients details. If using a Front Desk Word Processor template, the
document will open automatically in the Front Desk Word Processor.

Creating Werd Document. Please Wait...

Creating Word Document. Please Wait..,
—

5. Print the document if required then close the document.
6. The following screen will appear, click Yes to save the document to the
attachments tab on the patient’s file.

[ Confirm &J
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=] Using a Standard Letter

7. The Add Attachment screen will prompt you as shown below.
8. Select the date and type a description of the document.

M, Paticnt - Mr John Srrith (o= =]
| General | Clinical Motes I Additional i Billing Details | Medicare £ DWA | Transactions | Appaintment: ! |
Prirmary | [ria, | Cl
A L _
C1Bil to Third Party’ ") Tndividual Linked || LastPaid  Total Billed
iitljlidng 19/08/2016 139750 | | (CEileLabel
ress
Last Staterment LastInvoice Letter
Add Attachment
Treat. Plan
Phone Date 204042016 |-
Other deta| | Description | 6-Manth Progress Report
Acc, Ma, .
File to attach |ChlsershandrewtSppDatahlocalySmart],,, SEEUtiLy
ClientID
Emnle: [T FTEaTTrT PO Mo Er
) Py ) [ Pensian Number
Injury Injury Date [C] DA Murnber
[7] Referring Doctar
Hasp./Fac. 9 Tewe S,
i [] Dan't Print Patient Mame
Ref. Dr. More., | | [7] Date of Birth e
Prirnary
90+ Days 60 Days 30 Diays Curremnt Balance
$0.00 $0.00 $0.00 $0.00 $0.00

9. Click OK and the document will now be saved in the patient’s file under the

Attachments tab.

M8, Patient - Mr John Smith o] @ [
I Events | Sk s | Motes | Recalls |Trackingl Attachments |Contacts |}(-ra§,-'s | Quotatiunsi | [
Cl
Diate Description Cuvner Extension -
B(20/04/2016  G-Month Progress Report Adrin B Wicrasoft Word D| Add
08/10/2015 | GP Report Admin ﬁ Front Desk Dacur| =
0170972015 | Referral - Thank you letker Adrain ] Microsoft Word D|
290852015  Intake Form (Scan) Adrmin E_” Microsoft Word D) =
28/08/2015 | Referral Letter (Scan) Admin &= IPEG image
A Optirmise
1| 3
a0+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00




MAIL MERGE WITH FRONT DESK WORD PROCESSOR

This section covers Mail Merging with the Front Desk Word Processor.

A mail merge creates multiple copies of the same document with each customised

with individual patient details.

A mail merge may be used to send a reminder or recall letter to selected patients.

The following Front Desk 2018 reports all integrate with the Front Desk Word

Processor Mail Merge function.

Recall Patient List
Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

DRPEROD 9

GP / Medical Referrers List

Creating a Mail Merge letter....

1. Select the required information from a report (for instance the Patient List

report) and click the Mail Merge button.
2. Select Front Desk Document and click OK.

R Patient List

Patients Report Type
@ All | Mailing List @ Patient List
[#] Include linked patients [T Show File Numbers
Filter Transaction Filtering
[7] Exclude Archived Patients [] Trans. between 01/04/2016
[T] Archived Patients Only [] ByItern
B By Default Practitioner Itern Code 10960 Medicare Consultation
Group Hazelwood PSR Merge Document Type n-Service

Practitioner George Roger ial Consultation Codes
@ Front Desk Document

[] By Fee Category | Standard

B By Health Fund TR M EWord Document LCancel e

[l Gender Practitioner George Rogers - Hazelwood Park
[] Age between 0 and 100 Appoirtrment Filtering

[ ByGh [C] Appoint between | 01/04/2016

Patient Tracking [T By Appoint Type

|| Patient Tracking [] Appointrnent with

Description |Inc. it any|Inc. if all |Exc|ude | &

Dancer

Do not contact

e TR [

5) Group Hazehwood Park

Practitioner George Rogers - Hazelwood Park

(=)= ]=]

LClase
Print
Presien
Export
Mail Merge
Ermail
SMS
ailing List

€ MailChirmp

Help




MAIL MERGE WITH FRONT DESK WORD PROCESSOR

3. The Front Desk Word Processor with Mail Merge Fields will open
automatically.

J&, Mail Merge Document - Front Desk Document = e o
File Edit View Inset Format Tools Table Help
+ T Humanst 520~ 2 - B-0O~E-8B 7 Ua B NE===ssiceEE0T B

B &N 41 [ A
L ‘1\\.&\.1‘.‘2..‘3”.4”.5‘..5‘ R RN SRT- NN RS O RSP IRt R YR WAL TN RAT- UMb AN O e -
o *  Mail Merge Fields

I Addressl
: Address2
= Address3
, BillingAddressl
N BillingAddress2
& BillingAddress3
z BillingFax , ,
& pinanme € Mail Merge Fields

BillingPhone

| | BillingWorkPhone
- DateOfBirth

eeeeeeeee

[T EXRNIRS TN Ik = I SRR s DN =R I

. [== ] €—— Insert Merge Field

Pagel/1 Linel Colummn:l

4. Highlight Title from the Mail Merge Fields section and click <INSERT>.
Highlight FirstName from the Mail Merge Fields section and click
<INSERT>.

6. Highlight Surname from the Mail Merge Fields section and click <INSERT>.

7. Enter a new line.

8. Highlight Address1 from the Mail Merge Fields section and click <INSERT>.

9. Enter a new line.

10. Highlight Address2 from the Mail Merge Fields section and <INSERT>.

11. Enter a new line.

12. Highlight Address3 from the Mail Merge Fields section and click <INSERT>.

13. Press <ENTER> on keyboard four times.

14. Type the word Dear and press the spacebar on the keyboard. Select
FirstName from the Mail Merge Fields section and click <INSERT>.

15. Press the <ENTER> key on the keyboard once.

16. Type the body of the letter, using merge fields from the Mail Merge Fields
section as necessary.

17. If you wish to preview the mail merge, click the @ button on the mail merge

toolbar.
Previous Record
Open Data Source Merge to Labels
l ABC Button Last Record
“» H 4 1 oM Dy i3 By T
Edit Data Next Record Merge to Printer
Source

Merge to New
First Record Document




MAIL MERGE WITH FRONT DESK WORD PROCESSOR

18. View each letter by clicking the Next and Previous record arrows.

19. Click Merge to Printer to print all letters, or Merge to New Document if you
would like to save the completed document for use at a later time.

20. Select All to print all letters, Current record to print the current letter, or enter
From and To page numbers to print a selection of letters.

Merge to Printer LQ_E-J

Print records

@ Al
Current record

From: Too

ak | | LCancel

If you wish to save the document (for use in Front Desk 2018 later).

21. From the File menu select Save.

22. From the Save in drop-down box select the location where you wish to save
the letter e.g. My Documents.

23. In the File name field, rename the document to suit the letter e.g. Monthly

Recalls.
M Save As S
Savein: Mail Merge Letters < N
Mame . Date modified Ty

Mo iterns match your search,

F] 1l I

File name: | Save

Save as type: | Front Desk Document (" fdd) »| | Cancel |

If you wish to open a previously exported dataset, click Open Data Source and
browse for a Microsoft Excel or CSV file. The current data source can also be edited
by clicking Edit Source Data. This allows you to exclude selected records from the
mail merge.




MAIL MERGE WITH MICROSOFT WORD® 2003

This section covers Integration with Microsoft Word® 2003 and XP for backwards
compatibility. If you are unsure which version of word you are running, select About
Microsoft Word® from the Help menu in Microsoft Word®. If there is no Help menu,
then you are running Word 2007 or above.

A mail merge creates multiple copies of the same document with each customised
with individual patient details.

A mail merge may be used to send a reminder or recall letter to selected patients.

The following Front Desk 2018 reports all integrate with the Microsoft Word® Mail
Merge function.

Recall Patient List
Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

LENEOP Y

GP / Medical Referrers List

Front Desk 2018 - Note
Front Desk 2018 is capable of generating mail merge data. Text (with Header) is the
default format setting, which is set under the Mail Merge tab in System Information.

As the capabilities of computer systems vary, the default Data Format may not be

compatible with your system. If this is an issue, then use the alternate dBase format
option.

The default system location where the mail merge data is saved is
C:\ProgramData\Smartsoft\Front Desk. If you wish to change the Data Files

Location click the browse button [/ and set the required path.




MAIL MERGE WITH MICROSOFT WORD® 2003

Creating a Mail Merge letter....

1. Select the required information from a report (for instance the Patient List
report) and click the Mail Merge button.

2. Select MS Word Document and click OK.

3. From the Save in drop-down box select the location where you wish to save
the patient details e.g. My Documents.

' Save As -.\".
Save in: E Documents - e |3 EF [~
Name‘ Date madif... Type Size Tags
L AcT | Bady Charts
| Contact List U Fax
L Letters Iy Data Sources
. My Received Files (2} My Stationery
. Patient Photos . Readiris
. REG Backup . Scanned Documents
. Updater . Updaters

(&8 My Sharing Falders

File name: Patient M ames. kst

Save Save button

Save az lvpe: [TexlFiIes[‘txt] v] [ Cancel ]

— = =

o~

Enter a name in the File name field and click Save to complete.

Microsoft Word® will automatically open (if it has been installed). A new
document called Document1 will appear.

6. Click the Insert Merge Field icon on the mail merge toolbar shown below.

Insert Merge Field

ble Window ACT! Help Adobe PDF

& HaRead W
|H 4! %h\i “%Manl iuuAduthDr!

T R T D A I R T TR TR T T I
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MAIL MERGE WITH MICROSOFT WORD® 2003

]
= Li

7. The following Insert Merge Field dialog will appear

r k|
Insert Merge Field [_J—Z"h
Insert:
) Address Figlds @) Database Fields
Figlds:
-
FirstMame
Surnarme
Preferradhlame
MiddleMarne 1
Address1 =
Addressz
Address3
wharkPhone
HomePhaone
Maobile
PostCode
DioB
Gender
Email 2
| Makch Fields. .. | [ Insert l | Cancel |
e

8. Highlight Title from the Insert Merge Field dialog, click <INSERT> then click
the Close button, press the <SPACEBAR> on the keyboard.

9. Click the Insert Merge Field button, highlight FirstName, click <INSERT>
then click the Close button, press the <SPACEBAR> on the keyboard.

10. Click the Insert Merge Field button, highlight Surname, click <INSERT>
then click the Close button, press the <ENTER> key on the keyboard.

11. Click the Insert Merge Field button, highlight Address1, click <INSERT>
then click the Close button, press the <ENTER> key on the keyboard.

12. Click the Insert Merge Field button, highlight Address2, click <INSERT>
then click the Close button, press the <ENTER> key on the keyboard.

13. Click the Insert Merge Field button, highlight Address3, click <INSERT>
then click the Close button.

14. Press <ENTER> on keyboard four times.

15. Type the word Dear and press the <SPACEBAR> on the keyboard. Click the
Insert Merge Field button, highlight FirstName again, click the Close
button.

16. Press the <ENTER> key on the keyboard once.

17. Type the body of the letter; use any other merge fields from the Insert Merge
Field screen.

18. To preview the mail merge click the <<ABC>> button on the mail merge
toolbar.

Preview results ~ Previous Record Next Record Merge to Document

3 I i

3 & |2 2 E | hsetWordField~ | &2 5] 22 4 | 4 1 " e NE g W T S

T i)

First Record Last Record Merge to Printer

19. View each letter by clicking the Next and Previous record arrows.
20. Click Merge to Printer to print all letters.




MAIL MERGE WITH MICROSOFT WORD® 2003

21. From the File menu (in Microsoft Worde) select Save.

22. From the Save in drop-down box select the location where you wish to save
the letter e.g. My Documents.

23. In the File name field, rename the document to suit the letter e.g. Monthly

Recalls.
Save As @lﬁ]
Savein: Letters IZ| -3 @ K =i B Tools -
MName Date madif... Type Size Tags

! W Mew Patient Referral.doc
EEEE;CB?:E W@ Thankyau for referring letter.dac

Deskbop

|
My Docurnents

A

o —

My Computer

A
= Filer namme: Manthly Recalls, doc

=
Iy Metwork
Places Save 35 tYPe! | word Document (*,doc) E|




MAIL MERGE WITH MICROSOFT WORD® 2003

Creating mailing labels using Mail Merge...

1. Select the required information from a report (for instance the Patient List
report) and click the Mail Merge button.

2. Select MS Word Document and click OK.

3. From the Save in drop-down box select the location where you wish to save
the patient details e.g. My Documents.

[ ' Save As
Save i E Documerts <] [? EF -
Name Date madif.. Type Size Tags
JuACT | Body Charts
| Contact List L Fax
L Letters Iy Data Sources
L My Received Files Iy Stationery
| Patient Phatos | Readiris
| REG Backup | Scanned Documents
L Updater L Updater5

(28 My Sharing Folders

File name: Patignt M ames. bt | Save I saVe button
Save as ype: [Text Files [ txt) v] [ Cancel ] }
= .
4. Enter a name in the File name field and click Save to complete.

o

Microsoft Word® will automatically open (if it has been installed). A new
document called Document1 will appear.

6. Go to the Tools menu go down to Letters and Mailing and select Mail
Merge...

W <
Sec 1 YL AtaSm ni Coll | REC TRK EXT OV Engish (us @3
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MAIL MERGE WITH MICROSOFT WORD® 2003

7. The Mail Merge Helper will appear on the right hand side of the document.

@ Usear ing list
(2 Select from Outlack contacks

) Type anew list

@ Select a diferert lst,

2 Edt recipient list,

Page 1 2 : At25cm Lnl col1 REC TR EXT OVR Engish (aus O 7 '
Six steps to complete mail merge J

8. Follow through the 6 steps in the bottom right hand corner of this screen.
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MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

This section covers Integration with Microsoft Word® 2007, 2010, 2013 and 2016. If
you are unsure which version of Word you are running, select About Microsoft
Word® from the Help menu in Microsoft Word®. If there is no Help menu, then you
are running Word 2007 or above.

A mail merge creates multiple copies of the same document with each customised
with individual patient details.

A mail merge may be used to send a reminder or recall letter to selected patients.

The following Front Desk 2018 reports all integrate with the Microsoft Word® Mail
Merge function.

Recall Patient List
Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

LEEOP Y

GP / Medical Referrers List

Front Desk 2018 - Note
Front Desk 2018 is capable of generating mail merge data. Text (with Header) is the
default format setting, which is set under the Mail Merge tab in System Information.

As the capabilities of computer systems vary, the default Data Format may not be

compatible with your system. If this is an issue, then use the alternate dBase format
option.

The default system location where the mail merge data is saved is
C:\ProgramData\Smartsoft\Front Desk. If you wish to change the Data Files

Location click the browse button [/ and set the required path.




MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

Creating a Mail Merge letter....

1. Select the required information from a report (for instance the Patient List
report) and click the Mail Merge button.

2. Select MS Word Document and click OK.

3. From the Save in drop-down box select the location where you wish to save
the patient details e.g. My Documents.

Savein: | Front Desk ~- 0 E
Marne Date modified Ty

Mo iterns match your search,

4| m : 3
File narme: Mames. cav | Save k—— Save button
Save az bupe: [ES'&-" [Comma delimited] [*.cav) v] [ Cancel ]

a

Enter a name in the File name field and click Save to complete.

Microsoft Word® will automatically open (if it is installed). A new document
called Document1 will appear.

6. Click the Insert Merge Field icon on the mail merge toolbar shown below.

o

Insert Merge Field
@‘Hmu‘:: R —— _ s ox
Y home e megelwows  Rererences [ vaiings | Review  View ' Adéins
b3 @3 o o R

StartMail  Select Edit
Merge ~ Recipients ~ Recipient List
Start Mail Merge.

Honlon daress
Mg ilds Bock Une | iela~ | 2 Upcate Laes
Wit 83| e

Envelopes Labels Pre,
Resu

Marketing

Finish

Create

BillngWorkPhone

Pageilofl | Wordsi0 | < Englsh (australic) |
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MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

7. The following Insert Merge Field dialog will appear.

Insert Merge Field [~ | (]

Inserk:

(") Address Fields @) Database Fields
Fields:
-

Firsthame
Surname
PreferredMame
MiddleMarne
Address1
addressz
Address3
WorkPhone
HomePhone
Mobile
PostCode
DiDE

Gender
Ernail

lMatu:h Figlds. .. ] [ Insert ] l Cancel l

m

8. Using the Insert Merge Field dialog, highlight the merge fields you wish to
use and click Insert to insert them within your document at the current cursor
position. For example this could be used to insert a standard address block
using a combination of the Address and Name tags as below:

<<Title>> <<FirstName>> <<Surname>>
<<Address1>>
<<Address2>>
<<Address3>>

Depending on the information within the patient file, this could populate as:

Mr John Smith
Smartsoft Pty Ltd
107 Flinders Street
Adelaide SA 5000

9. To preview the mail merge click the Preview Results button on the mail
merge toolbar.

Previous

Record  LastRecord
Preview Results

_-tgn‘ H9-0 = Dncum$ Microsaft Whrd non-cammercial use
1Y)
—/‘ Home Insert Page Layout References Mailings Review Wie Add-Ins
R I e e B e e I R I e o s
- — @ Jj hatch Fields Ul Find Recipien
Erwelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge Prewiew Flmsh& Create
Merge = Recipients = Recipient List | Merge Fields Block  Line Field - Update Labels || Resylts Auto Check for Frrors

Merge = | Campaign
Create Start Mail Merge Wirite & Insert Fields

eviews Results Finish Marketing

Next Record
First Record Finish & Merge




MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

10. View each letter by clicking the Next and Previous record arrows.

11. Select Finish & Merge to print all letters.

12. From the Office (in Word 2007) or File (Word 2013) menu select Save.

13. From the Save in drop-down box select the location where you wish to save
the letter e.g. My Documents.

14. In the File name field, rename the document to suit the letter e.g. Monthly

Recalls.
Save As @Ii_hj
Save in: Letters El -3 @ X =i B orTooks -
MName Date madif... Type Size Tags
L W) pJew Patient Referral.doc
EEEE;;?_EE W) Thankyau for referring letter.doc
Deskiop

My Docurnents

LY
My Compuker

A

= File name: Monthly Recalls, doc E
My Metwork, -

Places 3av8 a5 BYPE! | word Document (*,doc) E| ﬂl

Saving the document on your computer allows it to be reused in the future if
necessary.




MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

Creating mailing labels using Mail Merge....

1. Select the required information from a report (for instance the Patient List
report) and click the Mail Merge button.

2. Select MS Word Document and click OK.

3. From the Save in drop-down box select the location where you wish to save
the patient details e.g. My Documents.

[ ' Save As E
Save in: E Documents <] [’ = M-
Name Date madif... Type Size Tags
i ACT 1 Bady Charts
| Contact List L Fax
L Letters Iy Data Sources
1 My Received Files Iy Stationery
. Patient Phatos 1 Readiris
1 REG Backup 1 Scanned Documents
1 Updater L Updater5

(28 My Sharing Folders

File name: Patignt M ames. bt | Save I saVe bUtton
Save as ype: [Text Files [ txt) v] [ Cancel ] }
= .
4. Enter a name in the File name field and click Save to complete.

5. Microsoft Word® will automatically open (if it is installed). A new document
called Document1 will appear.

6. Go to the Start Mail Merge menu and select Step by Step Mail Merge
Wizard.

o)\ 90 )+ Dacurmen T ——" = x

Qi [l e
2 Find Recipient

3 Auto Cheee for Enors
S Finih | Marketing

Pageilofi | Wordsi0 | < English (dustralig) | EEEEE

PAGE 337 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM




MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

7. The Mail Merge Helper will appear on the right hand side of the document.

‘wm; " Dacuments - Wictosot Word non-
Hame. e e ot Reeenn ] e | e
D2 @3 Shem S O

Envelopes Labels || Starthiail  Select Highiight  Addre
Merge - Recipi M

Edit
fents  Recipient List || Merge Field:  Black
Create Start Mail Merge.

(1] Selct a dfferent t.

o et recpentlit

Proe1ort | Wzt | Engl

Six steps to complete mail merge

8. Follow through the 6 steps in the bottom right hand corner of this screen.
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ADVANCED FEATURES

Advanced Tab (System Information)

To enable any of the advanced features you will need to be logged on as the Admin
user.

Click System Information from the Toolbar,

File System Reports Window Help
Fib sMae s BeL0dB @ Z2ID2AFEResseE

or from the File menu.

File } System Reports Window Help

System Information

Select the Advanced tab from the System Information window.

4 System Information -] =
Medicare Online | SMS | Email | MailChimp | Advanced el
Advanced | Health Fund / EFTPOS / Medicare cl

Close
[[] Multiple Accounts per Patient
Default Billing Details on Search 8 Patient File Title
Additional Info (Health Fund/Medicare/DVA)
GP / Referring Docter Details
[] Medical Specialist Referrals
O Multiple Locations
Stock Control
Manage Stock per Location
Email Integration
SMS Integration
[] Patient X-rays
Patient Photos
[] Patient Contacts
[] Quotations
Patient Events
[] Future Billing
[] Sales Processes
o —~— Default for
Zetaulislhebiot=snng)l b\l Help Profession/Industry option
Medical Practitioner A
Medical Specialist
Optometrist
Orthodentist
Osteopath
Physiotherapy
Podiatrist
Psychelogist v

The Advanced tab enables users to customise several advanced features of Front
Desk 2018. To select the basic features applicable for a profession, select the
profession from the Defaults for Profession/Industry drop-down box.

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. We strongly recommend that you discuss your
requirements with Smartsoft prior to making any changes on the advanced option tab.




ADVANCED FEATURES

_

=] Advanced Tab (System Information)

Select the Advanced tab in System Information. The Multiple Accounts per
Patient option should be enabled if patients require more than one account per
patient file e.g. a private account and a WorkCover account. This is an advanced
option, which should only be used if your practice regularly has patients who need to
bill to more than one entity concurrently. The alternative is to have more than one

patient file for these patients.

% System Information

Advanced | Health Fund / EFTPOS / Medicare

fo] & |

| Metwork | Backup I Messengerl SMS | Email | Advanced AN 4

Close

Multiple Accounts per Patient (

Default Billing Details on Search & Patient File Title

[7] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[] Medical Specialist Referrals
[] Multiple Locations
[7] Stock Centrol
Manage Stock per Location
[] Email Integration
[] SMS Integration
[T] Patient X-rays
[] Patient Photos
[7] Patient Contacts
[T Quotations
[] Patient Events
[T] Future Billing
Sales Processes

Defaults for Profession | A

Multiple Accounts option 541 15 have the patient's primary

account details appear on search screen

Select the Default Billing Details on Search & Patient File Title option to display
the primary account details when searching for a patient and in the patient card title.
Otherwise, the patient’s general details will be displayed.

You will need to restart Front Desk 2018 for these changes to take effect.

A Standard Accounts tab will now appear in System Information. Standard
accounts allows you to create accounts that are used on a regular basis.

Select the Accounts tab and click the Add button to create a new standard account.

&, System Infarmation =@
Standard Accounts |Fee Categaries I Account Messages I Defaults | it
rimary dccount | m
HAccount Name Auto
|
Medicare a

m

1

Help




ADVANCED FEATURES

Multiple Accounts (System Information)

A New Standard Account screen will appear as below. Type in the Account Name
and select the Bill to Third Party option to enter the account details.

M. Mew Standard Account >

Close

Account Mame |WnrkCDver |

Billing Details
[] Bill to third party @ Individual () Linked
Billing Address|WorkCover

1400 King William Street

Phone | | Fax |

I
|Adelaide SA 5000 |
|
|

Print on Accounts

Clairn / Injury details

[ Hospital / Facility details
[] Medicare Murmber
[]Health Fund Murmber

[ ] Pensicn Mumber

] Dva Mumber

Referring Doctor

[] Date Of Birth

[]Den't Print Patient Mame
[C] Den't Print Next Appointment

Other
[] Auto-create for new patients ¢ Auto-create account option

Select Individual for accounts to a 3" party which require an individual statement or
invoice for each patient, or alternatively select Linked for all linked patient accounts
to be printed on one statement or invoice with each patient listed individually.

If you select the linked option, you will need an existing account to link to in the

system beforehand, then use the browse button .| located at the end of the first
Billing Address line to search for the account using the Search on Patient screen.

Select the details from the Print on Accounts section that are required by the 3™
party biller. For example, WorkCover may require Claim / Injury details but not the
Medicare Number to be printed on accounts and statements.

If this account is required for all new patients, check the Auto-create for new
patients option to automatically create the account on all new patient cards.

To edit or delete the details of a standard account, click Edit or Delete on the
Standard Accounts tab in System Information.




ADVANCED FEATURES

Multiple Accounts (System Information)

Select the Primary Account tab. This section defines the default details printed on
receipts, accounts, invoices and statements when billing on a patient’s primary
account.

.-

Eﬂystem Information | = | =] |ﬂh|w

Standard Accounts  Fee Categories Account Messages Defaults £ 4 [ *

Primary Account  Accounts Chee
Print on Accounts -

(] Claim / Injury details

[ Hospital / Facility details

[ ]Medicare Mumber

[ ]Health Fund MNumber

[ ]Pension Mumber

] DWA Mumber

[ ] Referring Doctor

[ ] Date of Birth

[ ] Don't Print Patient Name

[ Dan't Print Mext Appointment

Update

Help

When you have made changes to the Print on Accounts option, all future patient
files will have these options for their primary account. Click the Update button to
update all primary accounts for existing patients with these options.

Confirm ot

IGI Update all Prirmary Accounts to use these options?
&

Yes Mo

Click Yes to update or No to cancel.
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3‘ Multiple Accounts (Patient File)

To create a new billing account for a patient, go to the Billing Details tab and click
New Acc. A billing account allows a patient to bill amounts to different entities such

as WorkCover, Medicare etc, as well as to a private account.

===

General Additional Billing Details  Medicare / DVA  Medical Referrals  Transactions CQuotations| * | *
Primary l
[ lkes TG Bty Individual Linked Statermnent/Invoice Preference
Billing Select Account Type i
Address fsettings
Account Name ~ rate PDFs
[
WorkCover f
Phone pices
Email L
Advanced
Other details -
Account No. Claim
v
Employer Blank Account Ok Cancel
Primary
90+ Days 60 Days 30 Days Current Balance
50.00 50.00 50.00 5403.00 5403.00

Close
File Label
Letter
Treat. Plan

Print Options

New Acc. <
Delete Ace. <

Help

New Account
button

Delete Account
button

From the account type screen you can either select a previously created standard
account or a Blank Account. If you select a Blank Account, you will be prompted
for the account name.

L (=)= =]
General Additional Billing Details  Medicare / DVA Medical Referrals  Transactions Quotations| * | *
Primary l Bl

W Individual Linked Statement/Invoice Preference 5
L - File Label
Billing |Ema|l w
Address ] Override invoice settings Letter
Invoices in separate PDFs
W, Account Details % [achments Treat. Plan
Phone Account Name QK - Print Options
Email Cancel = :
[ Active E anc
Other details e B
Account No. Claim Nos CIERT T FIUSETET7 FaCmy
Employer Injury Injury Date
MNew Acc.
Primary Delete Acc.
90+ Days 60 Days 30 Days Current Balance
5§0.00 50.00 50.00 §403.00 §403.00 Help

New Account
button

Delete Account
button

To remove an account select the appropriate tab and click the Delete Acc. button.

Note that the account details such as the aged balance at the bottom of the patient
card, Last Paid, Total Billed, Last Statement/Invoice and the Hold
Statement/Invoice are specific for the current selected account on the Billing
Details tab. When your system has been set up for multiple accounts the standard
Letter and File Label functions also print the details which are specific to the
selected patient billing account.




ADVANCED FEATURES

3‘ Multiple Accounts (Patient File)

To edit an account name or to set a default account, right click on the Account tab

and select Properties.

M, Patient - Mr John Smith =] B2 =
General Additional Billing Details  Medicare / DVA  Medical Referrals  Transactions Quotations| * | *
Primary WorkCover I Close
: = Properties —
]
Bt Eatt oy o ement/Invoice Preference
— Edit Account Tab Order File Label
Billing WorkCor ail e =
Address 400 King Help verride inveice settings Letter
Adelzide SA 5000 Ir?‘.-'c.lces |n. separate PDFs
Limit email attachments Treat. Plan
Phone | Fax | Consolidate invoices DA
o [1Hold statement Total Billed
[JHeld invoice  |Advanced || $0.00
Other details | [fbastiEaed
Account Mo. Claim Mo, Client ID Hospital / Facility :
| | | Last Statement
|Emp|0}rer Injury Injury Date et InuDice
WorkCover Delete Acc.
90+ Days 60 Days 30 Days Current Balance —
50.00 $0.00 $0.00 $0.00 50.00 Help

The Account Details screen will appear as shown below. Click Set Default to

make this account the default. The default account will be highlighted in red and
will be ordered as the first account.

To make the account inactive uncheck the Active checkbox.

-

General Additional Billing Details  Medicare / DVA Medical Referrals  Transactions Quotations| * | *
Prirary WorkCowver l Close
| Bi - :
Bttt hid Eany ® Individual ) Linked Statemnent/Invoice Preference e
Biling | WorkCover |Email v Gl
Address (400 King William Street [] Override invoice settings Letter
Adelaide SA 1 Invoices in separate PDFs
W Account Details X [pchments Treat, Plan
= [E= o
Phane Account Name oK e Print Options
= olkCove:
el Cancel Total Billed
[ Active [Advanced $0.00 .
Other details B Set Default | [— | Last Paid
Account Mo. Claim Moz TIENT T TTOSETET 7 TaCy -
| | | | Last Statement
Employer | ||”JUV)‘ | ||”JUV)‘D3tE Last Invoice
Mew Acc.
‘WorkCover Delete Acc.
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 50.00 $0.00 $0.00 Help

The ordering of billing accounts can be adjusted by right-clicking on an account and
selecting Edit Account Tab Order.
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3‘ Multiple Accounts (Patient File)

A patient with multiple accounts will most likely require a separate fee category for
each account. To set these fee categories per account, click the Advanced button.

J, Patient - Mr John Smith =] B (3]
General Additional Billing Details  Medicare / DVA  Medical Referrals  Transactions Quotations| * |
Primary WorkCover l Close
fillin Thied Pty ® Individual O Linked Statement/Invoice Preference e
Biling  |WorkCover ||| [Email - Lo
Address 400 King William Street |:| Override invoice settings Letter
Adelaide SA 5000 Ir?‘.-'cl|cez |n. separate PDFs
Limit email attachments Treat. Plan
Phone | Fax | Consolidate invoices Print Options
Email [JHold staterent Total Billed
[Hold invaice | Advanced | € st Fee Category
| : Advanced button
Other details Last Paid
Account Me. Claim Me. Client ID Hospital / Facility -
| | | | | | Last Statement
Employer Injury Injury Date et Iunics
Mew Acc.
WorkCover Delete Acc.
90+ Days 60 Days 30 Days Current Balance —
§0.00 50.00 50.00 §0.00 §0.00 Help

Tick the option below and select the appropriate fee category from the drop-down
box.

Advanced Options st
[] Override Fee Category for this Account OK
Fee Category |Workcover “ |

When billing or receipting a patient with multiple accounts, the default billing account
will be selected. You may change the account by clicking on the Account drop-
down box and selecting the appropriate account.

Receipt b4
Neme  [MrJohn Smith |
Account = {'_ Select the Account
Date Primary
WorkCover
Practitioner | O ROBEFE SMEh - Adelarde ¥
ftem Code [C005 « | [« Schedules> |+

Description | Standard Consultation

Fee §75.00| Include GST O
Reduction sopp| Eesyelaim d
Net Fee §75.00

[ Print

] Email Send now using template

Receipt Template

Edit before sending

Cancel Help
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3‘ Multiple Accounts (Patient File)

Note that once a billing item has been added, you will be unable to change the
account field during the billing process.

Billing x
Select the
Patient |MrJohn Smith | Account | CITTEDY ~ (— Account
Practitioner |Dr Robert Smith - Adelaide ~ | Primary
WorkCover
Date 01/03/2018 ~ Fee 37300
ltem Code |C005 « [[<Anschedules> v Reduction 50.00
Description | Standard Consultation Met Fee §73.00 Include GST []
Date ltern  Description Prac MNet Fee Payment ~
GST Item Totals | $0.00 | $0.00 v
[J Accept Unallocated Payment ¢ tioner | Dr Robert Smith - £
Online Claiming
Medicare Easyclaim [ Print
Bulk Bill [JEmail Send now using template Receipt Template
Edit before sending
Help Cancel

When using the multiple accounts option and a patient has more than one account,
the Payment screen allows you to choose the appropriate account to be used to

record a payment.

The payment screen has an Account drop-down box, which allows you to select a
particular account. The outstanding amounts for that account only will be displayed.

Select the date range to further filter outstanding amounts during a period of time.

Account Selection

| Date Range
M. Payment - Mr John Smith | 4
Account Payment
$§403.00 i
Unpaid ltems |Pr|mary 5 | SD.DD|
50.00 Unallocated Credit [ Invoice/Statement Date range
$403.00 | Account Balance ‘01 102/2018]~ ‘ ta ‘gg;ga;p_mg - ‘ Clear Auto Allocate
Invoice No |Date |Item |Descriptior| |Prac | Billed | Owing | Allocation |
60081 01/02/2018 COTS Consult & Treatment  Bob 128.00 128.00 D.DDL]
60103 09/02/2018 CO05 Standard Consultation  Bob 100.00 100.00 D.DDj
69104 17/02/2018 CO03 Standard Consultation  Bob 100.00 100.00 D.DDj
69105 22/02/2018 C003 Standard Consultation  Bob 75.00 73.00 D.DDj
[ Accept Unallocated Payment Dr Robert Smith - Ad
[1Print
[1Email Send now using template Receipt Template
Edit before sending
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3‘ Multiple Accounts (Patient File)

In the Transaction tab of the patient card you can view transactions for <<All
Accounts>> or for one account only. Select the account from the Account drop-
down box. This will list only those transactions for that particular account or all
transactions if <<All Accounts>> is selected. Note that the aged balance at the
bottom of the patient screen will display the balances for the selected account.

J&, Patient - Mr John Smith o] @ (=]
Transactions Quotations Appointments Events SMS Notes  Clinical Notes  Recalls Trac * | *
Account [<<All Accounts> > Close
B < <All Accounts>> : : -
s it Credit ~ Owing Description ~ Delete ltem
69 W $128.00| Consult 8 Treatn
G9TOZTOS/OZT20TE | BOD | 3 100.00 §100.00 Standard Consult Edit Item
G §100.00 | Standard Consult
$10 Standard Consult Reprint
69105|22/02; §75.00|Standard Consult
69103 22/02/2018 |Bob §75.00|Standard Consult Salement
Trans. Log
Write Off
Refund
Export
v
< >
Show Outstanding Only [[]Show as Account
90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 $0.00 §578.00 §578.00 Help

If <<All Accounts>> is selected, the Account column will display the billed to
account for each transaction.

M, Patient - Mr John Smith [ T
Transactions Quotations Appointments Events  SMS Notes  Clinical Notes Recalls Trac ¥ | *
Account |<<All Accounts> > W Close
Issued User Account Name  Maodified Time GST ~ e
[ |Admin Primary 0 =
0 | admin Workcover 0 Edit [tem
[ |Admin Primary 0
[ |Admin Primary 0 Reprint
[ | Admin Primary 0 2018 1:09 pm
[ |Admin Workcover 0 18 1:09 pm B
Trans. Log
Write Off
Account Name column Refund
Export
W
£ >
[+] Show Qutstanding Only [] Show as Acceunt
90+ Days 60 Days 30 Days Current Balance
§0.00 §0.00 §0.00 §578.00 8578.00 Help




ADVANCED FEATURES

_

=] Medical Specialist Referrals (System Information)

Select the Advanced tab in System Information. The Medical Specialist
Referrals option should be enabled for medical specialist billing.

Do not enable this feature for Allied Health professionals.

M, System Information EI = @

| MNetwork | Backup | Messenger | SMS | Email | Advanced | -H A

Advanced |Health FundJ'EFI'POSJ'Medicare|

[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[T Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details . -
Medical Specialist Referrals ( Medlcal Spec,IaIISt
[C] Multiple Locations Referrals Optlon
7] Stock Centrol
Manage Stock per Location
[] Email Integration
[T] SMS Integration
[] Patient X-rays
[] Patient Photos
[] Patient Contacts
7] Quotations
[] Patient Events
[] Future Billing
Sales Processes

Defaults for Profession | -
Front Desk 2018 - Note

A simplified medical referral functionality is provided for Allied Health billing by default
in Front Desk®.

After restarting Front Desk 2018 a new GP / Medical Referrers icon will appear on
the Toolbar

File System Repords Window Help

FiRk sMad® s @eL0dB @ 202438 e 0

[ GP/ Medical Referrers}

and the Medical Referrals tab will be added to the patient card.

I, Patient - Mr John Smith ol & |z
Medical Referrals |Chmca| Notes | Attachment;l Medicare / DVA | Transactions | Tracking | Appoir| * | *
Cl
Referral Date Start Date  Period Expiry Date Prac  Referrer ° E

03 /122012 [03/12/2012 [12 months 02/12/2013 [Robert Dr Sam Smith ___|

Edit
Delete

m

< »

90+ Days 60 Days 30 Days Current Balance

$0.00 50.00 $5195 (8148.05) (896.10) Help
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@ Medical Specialist Referrals

To add a medical specialist referrer, select GP / Medical Referrers from the Toolbar

File System Reports Window Help

FiRk sMad® s @eL0dB @ 202438 e 0

[ GP/ Medical Referrersl

or from the File menu.

File | System Repords Window Help

Appointment Book Ctrl+4,
Patient Ctri+P

Practitioner Clueue
Cash Book

Practitioners

[tem Codes 3

Wi 4 2= @ El 3= [

GP I Medical Referrers

System Information

Patient Booking Gateway Configuration

Printer Setup

= @j {-'-'

Exit

The following screen will appear. Click New to create a referrer.

F '1

Search on GP / Medical Referrer

Search Characters Search on

| | Sumame - ]

Mame Organisation Address

PI—__

m

1

4 [ P
[7] Show Archived Referrers
[C] Show Al

0K Cancel ] [ Help

I

Click New to add a referrer
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Medical Specialist Referrals

A referrer may be also added directly from the Patient screen when adding Medical
Referrals. On the Medical Referrals tab, click the New button. To view a list of

currently entered GPs/Referrers select the browse button [ to bring up the Search
on GP/Referrers screen. To enter a new referrer, click the New button.

W Patient - Mr John Smith

(e & =]

| General l Additional | Medical Referrals ! Billing Details ! Medicare # DY | Transactions IAppointmi [

Referral Date Start Date

Periad Expity Date Prac  Referrer

-

LClose

L ——— D DT

Mews Referral

Referrer
Referral Date
Start Date

Practitioher

Dr Sam Smith - Medical Centre|
woynis |-
/042016 | > Period 12 Months

Susan Bverrett - Adelaide

Edit

Cancel

|-

|-

90+ Days
$0.00

60 Days

30 Days
$0.00

Current

.00 §0.00

Balance
$0.00

Click the Browse button to
search for a referrer

Referrers can also be added when making an appointment on the New
Appointment dialog. Click the New button to the right of the Referral field to bring
up the Search on GP/Referrers screen. To enter a new referrer click the New
button on the bottom left corner of this screen.

Practitioner Susan Ewerrett - Adelaide

MNew Appaintrnent - Wednesday 20 April 2018

Appaintment today,

Patient tr Jahn Smith m

Ttern 505 > <Al Schedules» |-

Time 11:00 am Intervals 2 = Wide |1

Period 30 minutes

App, Made 2070472016 3:11 pm

Made By  Admin |=

Anp, Type  Follow Up |v

Rerninders  [Mone] [=]
[T Recall on this appointrent

Recall Type | 6 manth recall

App, Status  Patient Mot Arrived |v

Resource  <<Mo Resource Selected s> |v

Referral % «Mo Referral = > |v (

Motes -

Click the New button from the New
Appointment screen to create a referrer




ADVANCED FEATURES

|_:-] Medical Specialist Referrals

Enter the details of the referrer in the New GP/Referrer screen.

Mew GP/Referrer @
[ 1 [t
First Mame  Dr »  Trevor
Surhame Jones Delete
Organisation Smartsoft Medical Centre [F] &wrchive
Address PO Box 500
Adelaide 54 5000
Phone 8288 2666] Fax
Ernail
Provider Ma Type R 3 Referrer Types option
Add Practitioner Type |

The Type field allows you to select the type of referrer e.g.GP, Medical Specialist,
Optometrist, etc. To create a new referrer type, right click on the Type field and
select Add Practitioner Type.

a2 GP / Referring Doctor Types
To add new types select GP/Referring Doctor Types from the System menu.

5.:,;5terr! Reports  Window Help

©  GP/ Referring Doctor Types

To create a referrer type click Add, to change a referrer type click Edit or to remove
a referrer type click Delete.

H\ GP / Medical Referrer Types

Type . Close
GP Add
Physic

Orthopaedic Surgeon Edit

gspecialist |

Delete

m

) HbEbe

Help
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'1) Medical Specialist Referrals

To print referring doctor details on invoices, receipts and statements, go to the
Billing Details tab of a patient’s file and select Referring Doctor from the Print
Options.

M2, Patient - John Smith = @ [
General Additional Billing Details Medicare /DVA  Transactions Quotations Appointments [ 4| *
Primary l G
W Individual Linked Statement/Invoice Preference |
L g File Label
Billing |Pr|nt w
Address Override invoice settings Letter
[Jinvoices in separate PDFs
Limit email attachments Treat. Plan
e = S -4% Select this option to print referring
= [ THold taterent doctor on accounts
[JHold invoice | Advanced
Other details :
Account No. Claim No. Client ID Hospital / Facility
Employer Injury Injury Date
Referring Doctor
More... New Acc.
Primary | | Delete Acc.
90+ Days 60 Days 30 Days Current Balance
50.00 50.00 50.00 5202.00 5202.00 Help

When searching for a referrer you can search by first name, surname or organisation.

& ~
Search on GP / Medical Referrer
Search Characters Search on
‘Sumame v'
MName Organisation N
ame
» I I o genisation
| k
[ Show Archived Referrers
[C] Show Al
o) () (e
b

When adding a referrer into a patient’s card you need to specify the period of the
referral and set a start date. Use the drop-down boxes to change these settings.

Edit Referral

Referrer Dr Sam Smith - Medical Centre [Z]
Referral Date  20/04/2016 |~

Start Date 20/04/2016 |v Period 12 honths |v

T Months -
¥ Months
9 Months
10 Months
11 Months

Practitioner  Susan Ewverrett - Adelaide

12 Manths
13 Manths
14 Maonths i
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|_:-] Medical Specialist Referrals

If a practitioner always requires a referral select the Practitioner requires a referral
option on the practitioner’s file.

w\ Practitioner - Dr Robert Smith Elﬁ
General Provider Numbers Default tems Appointment Book Reminders | * | *
Name [r Robert smith | e
Title |Ch\ropractor | Search
Qualifications [B.App.5¢. M.Chiro | e
Practice/Location |Adalaide | R
Short Description [ Pareree
Ernail | |
Practice Group |Dr Robert Smith Group v|
Practitioner requires a referral
Default Email Templates
Receipts <Mo Default Email Template» |~
Invoices «Mo Default Email Template> |«
Statements «<Mo Default Email Template> |«
Help

If a patient has referrals associated with their transactions the referral information can
be viewed in the transaction tab of the patient card. To view the details of a referral,
click on the plus (+) located on the left hand side of the invoiced item.

M, Patient - Mr John Smith fe] @ s
Transactions Quotations Appointments Events SMS  Notes Clinical Notes Recalls Trac 4 | *
Account Primary Close
Invoice # Service Date Prac Debit Credit Owing Description A Delete ftem
= 69113|01/03/2018 |Bob §75.00 §73.00|Standard Consult = .
Referral: Dr Sam Smith 01/03/2018 Expires: 28/02/2019 K FTTE View referral
information
Reprint
Statement.
Trans. Log
Write Off
Befund
Export
v
< >
[ Show Outstanding Only [I5how as Account
Primarny
90+ Days 60 Days 30 Days Current Balance
§0.00 50.00 50.00 §75.00 §75.00 Help

The Edit Transaction window also allows editing of the referrals.

Edit Transaction
Mame dr John Seith
Account Primary
Referral
Datc | Change the referrer in the
Practitioner |p, sam Semith 20/04/2016 Edit Transaction screen
Iten Code 505 v <Al Scheduless |+
Description  Standard Treatment -
Fee $78.00 Include GST []
Reduction
Met Fee $76.00
Ok ] [ Cancel ] [ Help




ADVANCED FEATURES
?

= Missing Medical Referrals

To generate a report on any medical referrals that have not been used, go to the
Reports menu and select Missing Medical Referrals.

Beports | Window Help

2 Missing Medical Referrals

The following Missing Medical Referrals Report will appear.

M. Missing Medical Referrals E =] @
Referrals Missing
: ; Close
®) Transactions [ Appointments
Print
[¥|ByDate  From |01/02/2016 | =i
To |20/02/2016 |w Preview
Filter
[ ] By Practice
® Group Anne Smith Grou|
Practitioner George Rogers - & Help

Select which missing referrals you wish to view - either referrals without
Transactions or referrals without Appointments associated with them.

Select the By Date option to set a specific date range.

If a Missing Medical Referral Report relating to a particular practitioner or practice
group is required then select the By Practice option and the relevant Practice
Group, Reporting Group or Practitioner.

This report may be Previewed or Printed by clicking these buttons.

Front Desk 2018 - Note

This report will only generate missing referrals if the Practitioner requires a referral
option is selected on the practitioner’s file.

Practice Group  Julia Smith | -

| Practitioner requires a refernal
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i} GP / Medical Referrers

GP / Medical Referrers is used to manage the GPs and referring doctors of your
patients. Referrers entered in this window are available to select in the Additional
and Billing Details sections of the patient file.

Select GP / Medical Referrers from the Toolbar to manage the available referrers.

File Systern Reports Window Help
AlB sMAaes 322048 [ 2[H2F/8 B ol
GP/ Medical Referrersi

The GP / Medical Referrers can be reported on by selecting GP / Medical Referrers
List from the Reports menu.

Beports | Window Help

GP / Medical Referrers List

The GP / Medical Referrers List dialog will appear.

-

GP / Medical Referrers List

=

|:| Include Archived Referrers Close

-

Preview

Export

Mail Merge

b

To include archived referrers in the results select the Include Archived Referrers
option.

This report may be Printed or Previewed by clicking these buttons.

To export the GP / Medical Referrers List to CSV or Microsoft Excel® click Export.
An exported file can be used to edit the list for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

Click Email to send an email to those GP / Medical Referrers with an email address.




ADVANCED FEATURES

_

=] Additional Information (System Information)

Select the Advanced tab in System Information. The Additional Information
option should be enabled if information such as health fund details or pension
number needs to be recorded in the patient’s file.

It is optional to have the details of the patient's GP on the Additional tab. Select the
GP / Referring Doctor Details option to enable these fields.

'* Systern Information EE@“
| Metwork | Backupl Messengerl SMS | Ernail | Advanced I;

Advanced | Health Fund / EFTPOS / Medicare |
Close

[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

Additional Info (Health Fund/Medicare/DVA) .
GP / Referring Doctor Details € GP / Referring Doctor

[7] Medical Specialist Referrals Details option
[] Multiple Locations
[T Stock Control
Manage Stock per Location
[7] Ernail Integration
[ SMS Integration
[7] Patient X-rays
[ Patient Photos
[T Patient Contacts
[ Quotations
[7] Patient Events
[] Future Billing
Sales Processes

Defaults for Profession |"
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3\ Additional Information (Patient)

An Additional tab will now be visible on the patient card as shown below. If the GP /
Referring Doctor Details option is selected in System Information then the GP /

Referring Doctor section will be enabled. Use the browse button (-] to add a new
GP/Referrer or search for an existing one.

M, Patient - Mr Jahn Smith =] &
h ek - _ = = e
| General | Additional | Billing Details | Medicare £ DVA | Transactions | Appointrnents | Events | ShS/ * |
Health Fund » Member Mo, E
Pension Mo, Expiry Date |v
GP / Referring Doctor
Marne Dr Sarn Srith .)€ Browse button
Organisation Medical Centre
Address 123 Main Rd £ GP details are optional
HACKHAR 54, 5163
Phone Fax .
@ 4 Send an email to
mal
) GP/Referrer
Provider Mo 1234367X Type
90+ Days 6 Days 30 Days Current Balance
$0.00 $0.00 $0.00 F0.00 $0.00 Help

If Additional Information is enabled, you will have the option to print the additional
fields including Medicare, Health Fund, Pension and DVA numbers on receipts,
accounts, payments, statements and invoices. Click Email to send an email to the

GP/Referring Doctor.

Select the required information from Print Options under the Billing Details tab.

J&, Patient - John Smith =] = |
General Additional Billing Details  Medicare / DVA  Transactions Quotations Appointments | ¢ | *
Prirmary ] Close
W7l el Individual Linked Staternent/Invoice Preference -
- . File Label
Billing ||3r|r1t ~
Address Override invoice settings Letter
[JInvoices in separate PDFs
Limit email attachments Treat. Plan
Phone Fax Consolidate invoices
Ernai [ Hold statement
[JHold inveice |Advanced
Other details .
AccountNo.  Claim No. Client ID Hospital / Facility These details can be
printed on invoices,
Employer Injury Injury Date receipts and payments
Referring Doctor
More... MNew Acc.
Primary Delete Acc.
90+ Days 60 Days 30 Days Current Balance
50.00 50.00 50.00 §202.00 §202.00 Help
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Future Billing (System Information)

Select the Advanced tab in System Information. The Future Billing option can be
used by practices that wish to bill items at a future date. This can be helpful when
negotiating payments over time with patients for high value services such as
Orthodontics. Before enabling this feature we recommend discussing your
requirements with Smartsoft.

* Systemn Information E\'E'@
| Metwork | Backupl Messengerl SMS | Ernail | Advanced a8

Advanced | Health Fund / EFTPOS / Medicare|
Close

[T Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[7] Additienal Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[7] Medical Specialist Referrals

[T Multiple Locations

[T Stock Control
Manage Stock per Location

[] Email Integration

[] SMS Integration

[T] Patient X-rays

[] Patient Phaotos

[T Patient Contacts

[7] Quotations

[T Patient Events

Future Billing € Future Billing option
Sales Processes

Defaults for Profession |v

A Future Billing tab will be added to the patient’s file.

M, Patient - Mr John Smith [E=R[E=R "5

Tracking | Appointments | Quotations | X-rays | Events | Notes | Recalls Future Billing | Contact: * | *
g | App "

cl
Date Account Prac  tem Description Amount - =

1=
HI

M

Edit
Delete

Schedule

1L

Process

Current

Last Item billed on No. of Items Total

90+ Days 60 Days 30 Days Current Balance
50,00 50,00 §51.95 (5118.05) (566.10) Help
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2. Future Billing (Patient)

To create a payment schedule, click New on the Future Billing tab on the patient
file. The Create Payment Schedule dialog will become visible as below. Select the
Practitioner, Item Code, Total Amount and Date of the service. Then select the
Period (frequency) for payments to be made e.g. weekly, fortnightly, monthly or
quarterly. Enter a First Payment (if required) and either an instalment amount
(Payment Amount) to be made each payment period or the No of Payments
required.

Create Payrment Schedule @
Marme kr John Smith
Account Prirnary |v
Practitioner Suzan Bwerrett |v
Item Code A0 |v
Description Standard Treatrnent
Total Armaunt £546.00 Include G5T [7]
Date 20/04/2016 |
Period fanth hd
7] First Payrnent $100.00
@ Mo of Payrnents 10
Payment &maount $0.00
| Help | | Cancel | < Back

Click Next to proceed. A list with all instalment dates and the amount to be paid will
appear. Click Process to continue. Once these instalments have been processed the
list of instalments will be listed in the Future Billing tab, as shown below. Future
transactions will stay in the Future Billing tab until the instalment date, at which time
they will become active transactions in Front Desk 2018 and visible on the patient’s
Transaction tab.

M2, Patient - My John Smith e = (=]
_. Events | ShAS Motes Recalls :Tracking \_ AttachmentsT Future Billing ?Clinical Mates Contac * [ »
" Llose
Date Account Prac Itern  Description Amount g
20/04/2016 Primary | SusanE 503 Standard Treatrnent $100.00 v
20705/2016 |Pritnary  SusanE 503 Standard Treatrnent $49.56 —
20/06/2016 Primary |SusanE 505 Standard Treatment 149,56
2070772016 |Pritnany  SusanE 503 Standard Treatrnent $49.56
20/08£2016 Primary [SusanE 505 | Standard Treatrnent $49.56 Delete
20709/2016 |Prirnarny  Susan B 505 Standard Treatrnent $49.56
20/10/2016 Prirnary |SusanE 505 Standard Treatrment $40,56 [ schedule |
20/11/2016 Primary  SusanE 505 Standard Treatrment $49.56
20712/2016 |Prirnary  SusanE 503 Standard Treatrnent $49.56 | IE
B|20/0172017 Prirnary  SusanE 505 Standard Treatment $49,52 || Current
Lastltem billed on 20 January 2017 Ma, of emns 10 Total $546.00
900+ Days fill Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help

Click Edit to change an item and Delete to remove an item. The Schedule function
can be used to print a future payment schedule for the patient.
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Ejre Billings

Migration of future billed items to regular billed transactions occurs only after
processing future billings from the Statement / Invoices screen.

File System Reports Window Help

Halsm®ae s BL048 0 2O2FE8B w0

| [ Statements / Invoices}

To process future billings click the Future Billings button.

E\ Staterments / Invaices EI (=]
Statements IInuoicesl

Staternent Type
@ All Statements

LClaose

) Statements that have not been printed for 4 weeks Staternents

) Staternents not printed for |14 | days G

From 21/03/2016| v To  20/04/2016 | v
[T] Include transactions on Statements up to 20;‘04,-‘2016|v (I Future BIIIIng button

| Hide reduction transactions

"] Include staterments with credits anly
Filter Patients by
[] Range

Fram |,

To tdrs Zerella, Marjori
[ Fee Category

Standard
[] By Practice
@ Group Adelaide

Practitioner |George Rogers - Hazelwood Park Help

The following Process Future Billings screen will appear. Select a process date
from the drop-down box. This will process all future billings prior to, or on this date.

Click Process.

P

Process Future Billings

Process Date
20/04/2016 B —

The following screen will appear. To confirm that the future billings items will become
current click Yes or click No to cancel.

P -

Confirm @

I.-"'_"‘.I Process future hilled iterns on and hefare 20/04/2016,
3 These iterns will then becorme current owing iterns.

e [ w




ADVANCED FEATURES

Eure Income Report

To generate a future income report, select Future Income from the Reports menu.

Reporns | Window Help
S Banking Sheets / Shift Repors

Transaction
Statements / Invoices

Billings Report

Trend Analysis

Recall Patient List

Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

Time Management Report

Treatment Plan Report

ltem Codes

Inter-Practitioner

MNAduiEHdBa »FPellBG DO

Future Income

GP [ Medical Referrers List
HICAPS Report
Medicare | DVA Report

Stock Control 3

g

GST Reconciliation

To generate a future income report, select a From and To date from the Period
section. If required, this report can be filtered by Practitioner, Practice Group or by
Reporting Group.

’ﬁ\ Future [ncorme EI = @1

Period

[¥] By Date ;]Qluse
From Friday, 1A8pril 2016 |- f————
To  Sunday, 1 May 2016 = —
P e e
Filter
= By Practice
| Group Hazelwood Park
Practitioner | George Rogers - Hazelwood Park
Help

This report may be Printed or Previewed by clicking these buttons.




ADVANCED FEATURES

==

=] Multiple Locations (System Information)

Select the Advanced tab in System Information. The Multiple Locations option
should be used when running Front Desk 2018 at two or more locations concurrently.

* System Information EI’E‘IEI
| Networkl Backupl Messenger | SMS | Email | Advanced e

Advanced | Health Fund / EFTPOS / Medicare |
Close

[7] Multiple Accounts per Patient
Default Billing Details on Search 8 Patient File Title

[7] Additienal Info {(Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[7] Medical Specialist Referrals
Multiple Locations € Multiple Locations
[7] Stock Control
Manage Stock per Location
[7] Email Integration
[] 5MS Integration
[] Patient X-rays
[7] Patient Photos
[] Patient Contacts
[7] Quotations
[7] Patient Events
[] Future Billing
Sales Processes

4

Defaults for Profession |

Once this option is selected, you will have the new Practice Locations tab in
System Information. To create a new location click Add, to change the description
of a location click Edit and to remove a location click Delete. Select your particular
location from the Your Location drop-down box.

If Multiple Locations has been enabled and Your Location has not been selected,
a warning will be displayed when starting Front Desk 2018, and it will not be possible
to process any transactions until this option has been set.

n\ System Infermation EI =] IEI
Standard Accounts | Practice Locations | Fee Categories | Account My ¢ |
gl
Description Code Medicare Location * =g
gBumside ______1BUR_ Add
City T

Edit

Delete

m

Your Location

<« — Set Your Location

Burnside
City
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Multiple Locations (Reports)

The following reports can be generated By Location:

S Banking Sheets / Shift Reports
i ] Transactions
$ Billings Report

Trend Analysis
Treatment Plan Report
HICAPS Report

Tyro Healthpoint Report

od @ & [

2N Multiple Locations (Security)

Select Security from the System menu. To give access to users for a particular
location only, select the username and click Access.

Select the Practice Groups / Locations tab.

Access - Jo

| Patient Tabs | Web App Book | Appointment Book | Booking Gateway
| General | Reports | Clinical Notes | Practice Groups / Locations

Practice Groups Lancel
Access to All Groups

Practice Group - Add

M
Delete

Locations
Access to All Locations

Location o Add

d

By default, Access to All Locations will be selected. If a user only requires access
to a particular location(s), untick this option and click Add then select the Location
from the drop-down box.

il |
Select Location Iéj

Location

e

Repeat this step if this user requires access to other locations.




ADVANCED FEATURES

Tt

&< Patient Events

Select the Advanced tab in System Information. Enabling Patient Events allows
specific events to be recorded in a patient file. For example, recording the sending of
a letter to the patient’'s GP.

E\System Information EI = \EI

| NEtworkI Bar.kupl Messengerl SMS I Email | Advanced | itk

Advanced | Health Fund / EFTPOS / Medicare Close

[T] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[T] Medical Specislist Referrals
= Multiple Locations
[] Stock Control
Manage Stock per Location
[”] Email Integration
[T] SMS Integration
[T Patient X-rays
[] Patient Photos
[] Patient Contacts
[7] Quotations

Ea:ientEE\l]?nts ( Patient Events Option
uture Billing
[] Sales Processes

Defaults for Profession | A Help

From the patient file select the Events tab. Patient Events can be ordered by
clicking the Date, Note, or User Name column header.

. Patient - MrJohn Smith =% [CR=

| General | Additional i Billing Details I Medicare £ DVA | Transactions iAppulntments| Events !SMS ik

Tr—— T—
#31/03/2016 | Yes, thank you. SMS Reply Add

2040472016 Standard LetterMew Patient Referral | Admin MNote

31/03/2016 | Standard LettersGP Letter Admin  |Mote Edit

3170372016 Sent SMS:Hi lahn, Your next appt with Admin Mote e

Delete

30+ Days 60 Days 30 Days Current Balance
$0.00 50.00 $0.00 §52.95 §52.95 Help

To enter an event, click Add. The following screen will appear.

nNewEvent @
—— 0K
Date  23/052016  |= User Adrmin v Type |~ [ ok ]

Mote
Phone call

Report

Select the date, the user, the event type and any notes that are required.

Front Desk 2018 - Note

If you have Email and / or SMS enabled, a patient event will automatically be
generated in the patient’s card when a message is sent. Patient events are also
automatically added when a Standard Letter is generated and saved as an
attachment.




ADVANCED FEATURES

Tllt

&< Patient Event Types

To create patient events, select Patient Event Types from the System menu.

System | Reports  Window Help

‘2 Fatient Event Types

The following window will appear.

E Patient Event Types

[
Description -
b Mote
Phone Call
A-Ray

Delete

m

1|

Help

he.

To create a patient event, click Add. To change an existing event click Edit and to
remove an event click Delete.

Mew Patient Event Type &J

Description  Patient Letteq
Colour O vellow |v

Sample

]

Text Colour Il Black |~r
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¥] Patient Events Report

To generate a patient events report, select Events Report from the Reports menu.

Reports | Window Help

Events Report

The following window will appear.

E Ewents Report
Report Type

[E=8 Bl =X
@ Patient List Mailing Labels Close
Period  print |
[C] By Date  From [23/11/2015
Prewiew
Ta 207112015
Filter Export
[¥] Exclude Archived Patients —
Idail Merge
[7] By Practice L
| Group Hazelwood Park Ermail
Practitioner Geaorge Rogers - Hazelwood S

[] By Event Type
Mote
[¥] Patient Tracking

& MailChimp

Description |Inc. if .., |Inc. if all |Exc|ude | o
Ankle

Back =
Diabetes

Knee

Meck o

Help

[

Select the Report Type and then set the date range you wish to view. Select the By
Practice option to view only the patient events relating to a particular Practitioner or
Group.

If you wish to generate a report by a particular event type, select By Event Type and
from the drop-down box select the required event type.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.
¢ Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.
¢ Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.
e Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.




ADVANCED FEATURES

S| Ppatient Contacts

Select the Advanced tab in System Information. The Patient Contacts option
should be enabled if you wish to store one or more contacts per patient file. Contacts
such as family members, case managers or medical specialists can be entered in
this section.

ﬂ System Information EI'E'@
| Networkl Backupl Messengerl SMS | Email | Advanced 0 2

Advanced | Health Fund / EFTPOS / Medicare |
Close

[7] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[T Additional Info {Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[7] Medical Specialist Referrals
[T Multiple Locations
[7] Stock Centrol
Manage Stock per Location
[7] Email Integration
[7] SMS Integration
[[] Patient ¥-rays
[7] Patient Photos
Patient Contacts € Patient Contacts option
[7] Quotations
[] Patient Events
[7] Future Billing
Sales Processes

Defaults for Profession | -

To create a contact type, select Contacts from the System menu and then Contact
Types.

5.:,'_5terr! Reports Window Help

18] Contacts »

. £i  Contact Types




ADVANCED FEATURES

S| Ppatient Contacts

At least one Contact Type needs to be added before a contact can be created.

E Contact Types @
Description o | loce |
P |Hospital Add
Medical Practitioner
Next of Kin | Edit |
Parent
Schoal | Belcic |
- Help

To create a new contact type, click Add.

E Mew Contact Type
Cancel |

To rename a contact type, click Edit and to remove a contact type click Delete.

Contact Type Health Insurance




ADVANCED FEATURES

] contact Relationships

A relationship is the connection between a patient and a contact. For example:
referring doctor, case manager, account payee, parent, employer, etc.

To create a relationship, select Contacts from the System menu then select the
Relationship option.

Systemn | Reports  Window  Help

[8=] Contacts 3

& Relationship

To create a relationship, click Add.

i

E Contact Relationships

Relationship ~ Close

Friend Add
Medical Specialist

P |Parent

| Delete |

m

- | Help

Enter the Relation and the Merge Type for each relationship. The Merge Type is a
1-3 letter code used for creating standard letters and mail merges.

ﬁ Mew Contact Relationzhip [_?—E—J

Relation Case Manager

L

To rename a relationship, click Edit, to remove a relationship click Delete.




ADVANCED FEATURES

S Patient Contacts

Once you have created at least one contact type and one relationship, you can now
start adding contacts.

Select Contacts from the System menu then select the Contacts option.

System | Reports  Window Help

» Mavigate to..

Contacts » » Mavigate to..

ﬂ Contacts

To add a new contact, click New.

i * Search on Contact M1

Search Characters
Surnarne Mame Type o
glcoates ______eff | Medical Practitiong
Farnsworth Greg Parent -
Kyle Heather Case Manager
Smith lane School
4 [ b
ok ] [ Conce
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S Patient Contacts

Enter the details of the contact and select the type of contact they are from the drop-
down box labelled Type. To create a new contact type right click on the type field
and select Add Contact Type.

* Mew Contact -
Mame Dr »* lames
Address Smartsoft Medical Practice

o s 500
Burnside 54 5066
Phone Home 0883612666 Work
Mokile Fax
e lype Add Contact Type u

To view another contact click Search, to add another contact click New, and to
remove a contact click Delete.

Click Close to exit the Contact screen.

To set a contact for a patient, select the Contacts tab on the patient’s file.

J&, Patient - Mr John Smith =
| Appointments | Quotations | K-rays | Events | Motes | Recalisl Future Eiilingl Contacts L
|Contact Type Relaticnship Merge Type = [&]

m

Details |Nuts |Attachmenis

Relationship Merge Type Add
Mame Edit
Surname
Delete

Address
Phone Home Work
Mohbile/SMS| Fax

Ermnail Type

Help
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S Patient Contacts

Click Add. The following Search on Contact window will appear.

P' ™
* Search on Contact u
Search Characters
Surname MName Type =
glcoates _Ueff | Medical Praciitions
Farnsworth Greg Parent -
Kyle Heather Case Manager
Smith Jane School
<« [ 3
] (o)

To select a contact, highlight their name and click OK (or double click).

You will be prompted to select the relationship between the patient and contact.

i N
* Select Contact Relationship ﬁ

LEETG Tl Medical Specialist | -

15 New [ ok |[ cancel |

Use the drop-down box to select the relationship or click New to add one.

To add notes regarding the contact, select the Notes tab.

M, Patient - Mr John Smith = =R
| Appointments | Quotations | K-rays | Events | MNotes | Recalls | Future Biiiing| Contacts | 4t
Cls
Contact Type Relationship Merge Type = [;.se]
Medical Practitioner |Medical Specialist
| Details | Notes | Attachments
Dr Coates saw John on Movember 14th and referred him to us regarding his
lower back pain
Help
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S Patient Contacts

To add attachments to the contact, select the Attachments tab.

1, Patient - Mr John Smith o] = (=]
| Appointments | Quotations | X-rays | Events | Motes | Recalls I Future Biiling| Contacts il
Contact Type Relationship Merge Type # [&]
Attachments
Date Description Extension = L...a.ﬂi...i
Qosr1272012 [Refernal [ Microsoft
=1 Emnail
<[ ¥
Help

Click Add to insert a file. On the Add Attachment dialog, enter a description and
then click the browse button () to search for the File to attach.

Add Attachment 3|

Date 20/04/2016 =
Description Referral

File to attach  CiDocuments\Mew Patient Referral.dn;g
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i Patient Photos

Select the Advanced tab in System Information. The Patient Photos option should
be enabled if you wish to insert or capture and display a photo of the patient on the
General tab of the patient file.

ﬂ System Information E\'E'@
| MNetwork | Bar_kupl Messengerl SMS | Ermnail | Advanced o 2

Advanced | Health Fund / EFTPOS / Medicare |
Close

[7] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[T Medical Specialist Referrals
[7] Multiple Locations
[7] Stock Control

Manage Stock per Location
[7] Email Integration
[] SMS Integration
[7] Patient X-rays

Patient Photos <€ Patient Photos option

[7] Patient Contacts

[ Quotations

[7] Patient Events

[] Future Billing
Sales Processes

Defaults for Profession |"’

A new patient portrait icon will appear on the General tab, click this icon to attach or
capture an image.

J&, Patient - MrJohn Smith = @ |23
General |Additiona| | Billing Details | Medicare £ DWA | Transactions | Appointments | Ewents | ShAS
Full Marme | Mr John Semith % Receipt
Preferred G Search
=
Address 107 Flinders Street ) % Eill Pewy
ADELAIDE S&, 5000
o Delet
Q?:é anment
. — | [ Mailing List
Date of Birth 01/01/1080 | fge 36 L
Gender hdale |v File Mo 1151 [] Archive
Phone Home Work 1800 18 18 20
Mext Recall
Mobilef Sk Fax Mo Mest Recall
Mext Appaintment -
mal Wed 20 Apr 2016230 pm & Click to insert or
Practitioner  Susan Everrett - Adelaide | - Sl sy «“ capture an image
Last Appointment
Fee Category Standard |v Tue 19 Apr 2016 5:15 pm —
yesterday
0+ Days 0 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00




ADVANCED FEATURES

1 Patient Photos

Click Add on the Patient Photo dialog.

-

-

Patient Photo

oK

Cancel

i

Add

Clear

Capture

e

Search for the photo file from the Open file dialog and click Open.

W, Open EX5)

Laok jn: = [T~ Fit

Patient Photos -

T i
e £
RecentPlaces |
Desktop
=
Libraries
-
A

Computer

i i\ 4
L Smith_Johning |

JPEG Eitmap [IFG] YChCr
268 % 304 pixels. 16M Colars
87 KB (File], 238 KB (Mem]

l Cancel ]

Metwork

File name; Smith_John.jpg -

Files of tupe: Common Graphic: Files [* " git" jpg:" pex:” bm vl

Click OK on the Patient Photo screen to insert the photo.

M, Patient - Mr John Smith =] @ |
General |Additi0na| | Billing Details | Medicare / DA, | Transactions | Appointrnents | Events | ShAS 4 F
Full Marme | MrJahn Smith
Preferred ' a Search
=
Address 107 Flinders Street l \\ : Bill l Pewr
ADELAIDE 54 5000
S Delet:
& pamen
. 2 | [F] Mailing List
01/01/1980 - Age 36
Date of Birth  0L/01 | ge Maihing
Gender Iale |v File Mo 1151 [ Archive
Phone Hame Work 180018 18 20
Mext Recall
tobile/Sh5 Fax Mo Mest Recall
= Mext Appaintment
‘Wied 20 Apr 2016 2:30 pm
Practitioner  Susan Everrett - Adelaide |v APPOIMTST o,
Last Appaointment
Fee Category Standard |v Tue 13 Apr 2016 515 pm
| yesterday
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 oo |

Alternatively, click Capture to take a photo with a web cam or digital camera.
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1 Patient Photos

To edit or delete the patient’s photo, click on the photo and the Patient Photo screen
will appear.

Patient Photo

%

Click on the photo or click Add to change the photo, Capture to capture another
photo or Clear to remove the photo.

The default source for capturing patient photos can be set on the Attachments tab in

System Information. Some cameras will need the Use DirectShow option
selected.

E Systemn Information EI = @
| Front Desk Word Processor | Clinical Notes | Attachments | Bar Code | * | *
Attachments
Close
C:\Program Files\Front Deck 2000 E]

Attachment Size

Show warning when adding attachment over 500 KB

Scanning

Scanner Type

AIN -

Default Attachment Scanner
Default X-ray Scanner

WIA-HP L) M2727nf Scan =
:ﬁ”:: e ) { Eivee et Default device for

a capturing patient photos

=

Right-clicking on the Capture button allows the user to change the Default Capture

Source or to alter the Crop Edges setting, which by default will crop 15% off the
edges of photos.

Patient Photo &J ‘ 1y araren
u
[ cancer |
] = [~] Mailing List
) L Add [] Archive
b4
[ efoutt capture Source

©  WIA-HP Laser)et 2300
WIA-HP L M2727nf Scan

Crop Edges

60 Days 30 Days of (%
50.00 000 0 5%
= 1%
° 15%
20%
25%




ADVANCED FEATURES

2‘ Patient X-rays

Select the Advanced tab in System Information. Enable Patient X-rays if you wish
to import digital X-rays into patient files.

’E Systern Information EI’E'
| Networkl Backupl Messenger | SMS | Ernail | Advanced P

Advanced | Health Fund / EFTPOS / Medicare
Close

[T] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[] Medical Specialist Referrals
[] Multiple Locations
[] Stock Control
Manage Stock per Location
[T] Ernail Integration
[T] SMS Integration
Patient X-rays <€ Patient X-rays option
[] Patient Photos
[] Patient Contacts
[7] Quotations
[] Patient Events
[T] Future Billing
Sales Processes

Defaults for Profession | - Help

The X-rays tab will now be available in the patient file.

File System Reports Window Help
Al sMaes 382088 1/2O2L3 B sl

M, Patient - Mr John Smith
| General | Billing Details | Adaitional | Medical Referrals | Clinical Notes | Attachments | Medieare/ DVA |

Preview | Detail
: Add X-ray
'i 5 s 3 ' ‘ Report T
% ’ ' “ =
£ = 4 ‘ Add Report
B ¥
‘ Add Folder
l ‘ b i i

Edit

=)o s

| Tracking | Quotations | X-rays | Events | Notes | Recalis | Future Billing | Contacts|

01/11/2012 06/12/2012 06/12/2012 06/12/2012 06/12/2012 06/12/2012
Left Leg

Spine Report
pine ren Delete

View
Print
Export

Ab Invert

20/11/2012
42 Rotate

B
g R

Thursday 6/12/2012 10:55am

Admin - Burnside Smansoft Clinic
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1 Patient X-rays

To insert an X-ray image click Add X-ray. Locate and select the image you wish to
insert and click Open. To select multiple X-rays hold down the <SHIFT> key on the
keyboard whilst making your selection. You can import images in colour by selecting
the Include Colour when Importing (Default Greyscale Only) option.

f ‘5 Cpen ﬁ‘

Lookin: | Patient X-Rays Fit T

I

= "=
Recent Places " * ;-‘.

28

Deskt
" XRay0.jpg XRay2,jpg Kﬂaﬂjpg KRMJPQ
Libraries ,e. 1-
e ®
|- -

?’

Computer k

-
‘.ﬁ ray5,jpg

Network

!

File name: | - Open

Files of type: [.ngmpﬁcs v] [ Cancel ]

[7] Include Colour when Importing [Default Greyscale Ornly)

X-rays can be scanned directly into the X-rays section of a patient file. This
functionality is reliant on an X-ray digitiser or scanner being installed and working on
your computer prior to scanning X-rays in Front Desk 2018. Click Scan X-ray to
open the scanning dialog.

File System Reports Window Help

ORsaaes 3enddB i 2oOFsE8@B ool

M, Patient - Mr John Smith [=] = =
| General | Billing Details | Additional | Medical Referrals | Clinical Notes | Attachments | Medicare / DVA [ Transactions | Tracking | Quotations | X-rays | Events | Notes | Recalls | Future Billing | Contacts|
Preview | Detsil
R [l Add X-ray
= i‘ rerer s 44— §can X-ray button
§g 2 f = y
4 4 Add Report
& %
- Add Folder
01/11/2012 06/12/2012 06/12/2012 nmzxzmz 06/12/2012 06/12/2012 Edit
LeftLeg Spine Report
Delete
View
Print
Export
b Invert
29/11/2012
42 Rotate
Eswap
[ @& R
Help
Admin - Bumside Smarisoft Clinic Thursday 61202012 10:55 am
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3‘\ Patient X-rays

Select the scanner from the Select source drop-down box. The Colours option will
generally be set to Grey Scale but can be changed if required. Checking the
Advanced Scanner Options will allow you to directly use the X-ray scanner
software settings. A Comment regarding the X-ray can be entered and an X-ray
Report can be attached as required.

Click Scan to begin the scanning process.

Scanning @1

Scanner Type
Select source
| WIA-HP L M2727nf Scan |

Options

Colours | Grey Scale -

[T Advanced Scanner Options
Use Sheet Feeder
Double Sided Scanning
#-ray Options
Comment

Date of X-ray
06/12/2012 |-
Report

|-

[ f} Scan ]




ADVANCED FEATURES

L Patient X-rays

To create an X-ray report, click Add Report. Enter a title, the date and the report
details, click OK to save.

Add X-ray Report g

Title  Chest Xray [L]
Date 06/12/2012 |+

Report Detail
Mo rib fractures evident]

To associate a report with a particular X-ray, select the X-ray then click Edit. From
the drop-down box select the report you wish to link to the X-ray and click OK.

S5
A-ray Comment 0K

¥ -
k Date of X-ray

-
Edit X-ray

06/12/2012 |v
Report
’ Add ” Clear ] |v Report drop-down box

06/12/2012 Spine Report
06/12/2012 Chest Xray

PAGE 380 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM
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3; Patient X-rays

X-ray folders are used to logically organise a series of X-rays and reports into folders.

To create an X-ray folder, click Add Folder. Enter a Description and a Date and
click OK to save.

’New}{-ray Folder ﬁ

Ok

Descripiion  Spine

D ate 05/01/2016 | =

To add X-rays or reports either drag and drop onto the folder or double click on the
folder and add accordingly.

To close the folder, double click on the folder containing the green up-arrow to the
left.

File System Reports Window Help

HilsMaes BQ@L0dB 0 2a02AFE B0 50l

M2, Patient - Mr John Smith =l = ==
| General | Billing Details | Additional | Medical Referrals | Clinical Notes | Attachments | Medicare / DVA | Transactions | Tracking | Quatations | X-r2ys | Events | Notes | Recalls | Future Billing | Contacts|
Preview - Spine | Detail
) » T Add Xoray
/ O -
Scan X-ray
@ Add Report
Add Folder
06/12/2012 £l
Delete
View
Print
Export
dh lovert
42 Rotate
Bl Swep
BB R
Help
Admin - Burnside Smartsoft Clinic Thursday 61212012 11:37 am

Multiple X-rays can be exported from the Preview tab by highlighting the desired
X-rays and selecting Export.




ADVANCED FEATURES

3. Patient X-rays

Select the Detail tab for more X-ray functions.

Eile System Repors Window Help

AlsAaes 8vLcdEB i 2OidiBRrsol

M, Patient - Mr John Smith e =
General | Billng Details | Additional | Medical Referals | Clinical Notes | Attachments | Medicare / DVA | Transactions | Tracking | [ Quotations| X-rays | Events | Notes | Recalls [ Future Billing | Contacts|
[Preview| Detai
[
]
5 Print function
0 = Edit
[ elete .
2 —— Export function
7/
<
2 €&—— Invert function
L]
= [ =
L Rotate function
Swap function
Help

Admin - Bumnside Smartsoft Clinic Thursday 61122012 1138 am

The Print button will print the selected X-ray.

The Export button allows you to save the X-ray in another location.

The Invert button reverses the X-ray.

The Rotate button rotates the X-ray 90° clockwise.

The Swap button switches the position of the X-rays from left to right. This option is
only enabled when two X-rays are displayed.

The button displays just one X-ray on the screen. The button displays two
X-rays on the screen. The @ button displays the X-ray report attached to that X-
ray.

The icons on the left of screen allow you to insert lines, text and magnify parts of the

Fit to Width — maximises the width of the X-ray to fit the screen

Fit to Height — maximises the height X-ray to fit the screen

Full Screen — maximises the X-ray to fit entirely on the screen

Zoom - allows the view to be increased or decreased by percentage of magnification
Magnify — Allows you to enlarge certain areas of the X-ray

Negative — replaces the white areas with black and black areas with white

Contrast - adjusts the contrast level

Brightness — adjusts the brightness level

Restore Contrast / Brightness — returns the X-ray to the original contrast / brightness
Draw Line — Allows you to draw straight lines on the X-ray

Draw Freehand — Allows you to draw anything on the X-ray

Draw Angle — Allows you to draw any angle on the X-ray

Draw Text — Allows you to add text to the X-ray

Draw Ruler — Allows you to draw a line and measure the length of objects

Select - Allows you to highlight an object, text, or line that you have drawn or inserted
Scroll Image — Allows you to move the image around the screen, if it is maximized
Delete Image - Allows you to delete lines or text that you have added to the X-ray
Show Annotations — displays the icons from Draw Line and below

L (LYK L3
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1 Patient X-rays

To view two X-rays together hold down the <SHIFT> key on your keyboard and click
on the two X-rays you wish to view. Alternatively, drag your mouse over both X-rays
until they are both highlighted. Click on the Detail tab to view both X-rays.

File System Reports Window Help

DigMae s 30,088/ @OALE R R IOF

M, Patient - Mr John Smith \E@
| General | Billing Details | Additional | Medical Referrals | Clinical Notes | [ Medicare / DVA | ctions | Tracking | | Quotations| X-rays | Events | Notes | Recalls | Future Billing | Contacts|
= [ Addxeray |
[ scanx-ray |
=]
i [ Add Report |
Q, [ Add Folder |
_‘EI I

Kl

@xBs B> n 22"l s T@mu

ERI= RN EANEAN

M@ »

Admin - Burnside ‘Smartsoft Clinic Thursday 6(12/2012 11:43 am |

The Swap button will become enabled, this option allows you to switch the order in
which the X-rays appear.

PAGE 383 FRONT DESK 2018 - PRACTICE MANAGEMENT SYSTEM




ADVANCED FEATURES

L Patient X-rays

Angles

You can draw angles on X-rays using the on the left. An example is shown
below.

Right clicking on the line will display the Edit button. Clicking the Edit button opens
the Edit Object Properties dialog.

Edit Object Properties =

Pen Colour [N |LI
| o |

Pen'widh 1 %] Cancel

The width and colour of the line can be altered using the Pen Colour and Pen Width
options. Additionally, clicking the Set Font button allows the font, style and size of
the angle text to be altered.

Front Desk 2018 - Tip

The X-ray functionality in Front Desk 2018 can also be used by practices wishing to
store clinical photos or images. The X-ray tab can be renamed accordingly (e.g. to
‘Photos’ or ‘Images’). This option is available on the Options tab in System
Information.
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: SMS and Email Integration

Select the Advanced tab in System Information. The SMS and Email Integration
options should be checked if you wish to send SMSs and/or emails directly to a
patient’'s mobile phone and/or email address.

* System Information

Advanced | Health Fund / EFTPOS / Medicare|

[T] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[7] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[7] Medical Specialist Referrals

1 Multiple Locations

[] Stock Control
Manage Stock per Location

ol & =]
| Networkl Backup | Messengerl SMS | Email | Advanced o8 s

Close

Email Integration (
5M3S Integration
[[] Patient X-rays
[7] Patient Photos
[T] Patient Contacts
[ Quotations
[] Patient Events
[T] Future Billing
Sales Processes

Defaults for Profession | v

SMS and Email
Integration options

An SMS tab and an Email tab will now appear in System Information.

Select this option to receive a warning notification when

[ *4 System Information =] =
Medicare Online | M5 |Email | MailChimp | Advanced |17
Setti
I Close
Username smartsoft
sz P
Current Account Balance 3340 Get Balance
Motify when balance is 00| ¢——
DAutomatically add calendar link to SMS reminders (
Reply Options
[ Den't receive SMS replies on this computer (
[]Receive SMS replies via email
Reply Email Address
Sender ID
["]Show Sender ID option when sending SMS (
Use Sender ID by default
Sender ID
SMS messages will appear from this name, but replies will
not be returned to Front Desk. Help

the SMS balance reaches below the specified amount

Used to Automatically add a calendar link to SMS
reminders

Select this option to stop receiving replies on this computer.
This should be used for home / backup copies of Front Desk

The Sender ID determines the name or number (ID) that
appears on the recipient's phone when a message is
received. If a mobile number is entered, including dialing
code, all replies will go to that mobile and will not return to
Front Desk. If a name is entered (eg ‘Smartsoft’) the
patient will not be able to reply
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B

E System Information EI =

WorkCover Cueensland  SMS Email  MailChimp Advanced | *|*

SMS and Email Integration

Outgoing mail
() MAPI (e.g. Outlook)
(®) SMTP (Direct Email)

Server mail.internode.on.net

Close

Sender Marme |Smartsoft (Australia) Pty L

Sender Email  |frontdesk@smartsoft.com

Reply Email ntdesk@smartsoft.com.au| More

() Front Desk acting as a mail server (SMTP Relay)

Smartsoft Email Gateway

Statements/Invoices  Patient Booking Gateway

[] Send Statements/Invoices via Smartsoft email gateway

Sender Name
Reply Email

Settings

Default format HTMIL ~ Help

When using Microsoft Outlook as your email client select the MAPI option. With this
option users can choose to send on behalf of an alternative name and email address.

Alternatively, select SMTP (direct Email) and enter your email details as required. If
you are unsure of your email settings please contact your system administrator or
ISP (Internet Service Provider) for these details. To set up SMTP Authentication
click the More button and select Outgoing server (SMTP) requires authentication
and enter your User Name and Password.

-

SMTP Advanced Settings

Outgoing server (SMTP) requires authentication K

User Mame smartsoft@internode.on.net Cancel

Uil

Password

SMTP Port 25

Use the following type of encrypted connection: Mone

SMTP port and encryption can be used for the sending of emails through other email
services (e.g. Gmail, etc).
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SMS and Email Integration

The Front Desk acting as a mail server (SMTP Relay) option allows you to send
emails directly from Front Desk® without using an email server. For this functionality
to operate correctly your ISP must allow you to send traffic on port 25 (SMTP
protocol).

The Smartsoft Email Gateway can be used to assist with the bulk emailing of
statements, invoices and Patient Booking Gateway notifications.

Srnartsoft Email Gateway

Statements/Invoices  Patient Booking Gateway

Send Statements/lnvoices via Smartsoft email gateway

Sender Mame  |Smartsoft Practice

Reply Email info@smartsoft.com.au

This option can be used if your current mail provider has difficulty sending emails or
attachments in bulk.

Please note statements and invoices sent using this method will use the sender
email client@frontdesk.smartsoft.com.au. The Sender Name and Reply Email will
be as specified by the user.

To send SMS messages from Front Desk 2018, you need to purchase SMS credits
from the Smartsoft website. Select Purchase SMS Credits Online from the Help
menu to enter the Smartsoft secure purchase area. The SMS messaging system in
Front Desk 2018 is an Internet based system, so it requires you to be connected to
the Internet when sending SMS messages (similar to sending email messages).

Smartsoft will provide your practice with a SMS Username and Password. To find
out how many SMS credits you have available click the Get Balance button.
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Setting up Standard Messages

Standard SMS and Email messages allow you to send standard customised
messages to clients. To set up a standard message, select Standard Messages
from the System menu then select either Standard SMS or Standard Emails.

System E&p:rts Window Help

Standard Messages 3 Q Standard 5M5
=1 sStandard Emails

To create a new message template, click Add.

'*. Standard ShA% EI-’E-“
Description [=

Mizzed SAppointment Add
Mew Patient Welcome

m

Help

Enter the name of the message in the Description field and the contents of the
message in the Text field. Enter the appropriate Standard Letters tags for the
message.

P =

Mews Standard Shas

Description Appointrment Rerminder

Text Hi ==PrefHame>=. Your next appointment with

<fppointm entPraciame== i s on <<Appointm ent Tinpe:=>
If unable to attend please call 1500 18 15 20. From
Srartsoft Clinic

Click OK to save the template. Note that these tags are the same as the letter tags
used in Standard Letters.
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(=] Setting up HTML Email

Front Desk 2018 supports enhanced (HTML) emails instead of Plain Text emails,
which use standard fonts and contain no images. This feature is useful for patient
marketing campaigns, newsletters and practice updates. To create targeted emails,
Standard Letter Tags can be introduced to personalise each email sent.

Repeat the Setting up Standard Messages process as described above, and select
the Standard Emails option. The New Standard Email dialog will be displayed.

To send HTML emails select the HTML option at the bottom of the dialog and then
double click in the Message area to bring up the HTML editor.

Set your preferred Default Mail Format to Plain Text or HTML on the Email tab in

System Information.

P

Mew Standard Email

Descrption  Happy Bithday
Subject Happt Birthday

Meszage

B .
smartso/
Hi <<Prefnames>:

The staff at Smartsoft would like to wish you all the
best for your birthday.

Kind Regards

@ HTML ) Plain Text

0K

i

Cancel

‘

m

S

You can create HTML emails directly in the HTML Editor or by copying and pasting a

document from another editing program such

as MS Word.

B, Edit HTML Email

File Edit Font Paragraph Format Insert Table

> .
smartso/l
Hi <<Prefname==

The staff at Smartsoft would like to wish you all the best for your birthday.

Kind Regards

The Staff at Smartsoft

N2 2724

D & B oo RE-&|1
BrUuel|lAJALZIElz=SEE(FE(2
Aial ~ 10 -
E--W-w-2‘w-3---4---5-w‘E‘--7‘--8---9--‘1D‘w-11---12---13-

(—

Use the menus
and icons to create
the HTML email

To complete your HTML email template, close the HTML editor and click OK.
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option

Selecta
Message
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® Sending SMS and Email

To send an individual SMS or Email to a patient from their patient file, simply click
the Mobile/SMS button to send a text message or click the Email button to send an
email.

M2, Patient - Mr Justin Smith (== |=d
General | Biing Detalk | Addtional | Clinical Notes | Altschments | Medicare / DVA | Transactions | Appointmel ¢
N [ Do |
[Ful Name ] Mr Justin Smith ‘ % Receipt ‘
Preferred @ —— | [ Bhseach |
Zh
Address 100 The Parade ‘ 24 i ‘ ‘
= & Mew |
Nomood 54 5067 E—
> ‘
a7 Delte |
‘ & Papment
Dateof Bith D1/071987 | Age 43 Mailing List
Gender  Male = Fiet o |0 Active
Phone Home 2512521 Work
Send SMS [Miobie/Shis | 0456337888 Fan (bl e
Message [Email ] frontdesk@smansoh.com.au e . =
ddzys
Practitoner  Dr Robert Smith |v Last Appointment
Tue 12 2010 10:00 am
Fee Category Standaid Tl || T3 aoys ago
90+ Days 50 Days W Days Currert Balance
$0.00 $0.00 3000 $0.00 3000 Hel

You may wish to type a custom message, or you can select a pre-created message
from the Message Template list. The CC field allows you to carbon copy the email
to other addresses. The BCC field allows you to blind carbon copy an email, so
recipients cannot see the other email addresses.

M, Send Email X
Message Details
Cl
To... jehn@smartsoft.com.au |v IL/

(e E
Becu |v Preview

Subject
Happy Birthday!

MR & € View Merged Data button
> . (ABC button)
smartsof?

Dear <<FirstName>:>
M hahalf nf tha Smartenft Clinie and all aor ctaff we wenld lika
Attached:

P Template Birthday Email Promotion |+ Format HTML - —
Help

To Add file attachments, check the Attachment option and click the browse

buttonl--J. Navigate to the folder containing the file to attach and select the file. To
add multiple files hold the <CTRL> key while selecting the files.

To view the message as it will be sent, click the %) button to replace the tags with
your patient’s information. Click Send to send the message.

You can also send an SMS or Email from the Appointment Book. Simply right click
on the patient’s appointment and select Send SMS or Send Email from the menu
then follow the same process as above.

To send HTML emails, select HTML from the Message Format drop-down box.

To Edit an HTML template/message before sending your email, double click within
the Message area and make changes within the HTML editor.
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¥ Sending SMS

To send an individual SMS through Front Desk 2018, select Single SMS on the
Front Desk 2018 Toolbar

File System Reports Window Help

FiRsMmae s @BL0dB( 20148 R e ool
Single SMS|
or from the System menu
Systemn | Reports Window Help
| Send SMS »
2 Single SM5S

To search for a patient click the button, or manually type the number in the
Mobile Number field. Type the message you wish to send or select a pre-defined
message from the Message Template list.

Click Send to send your SMS.

) Send SMS

Message Details

Close
Mobile Number | 0400 000 000 Ch

Message (43 characters remaining until additional credit required) Send

Hi Jahn

You've left your wallet at the practice. We are open until 5:30PM if you
would like to pick it up today.

5MS length: 115 Credits required: 1

Temnplate <MNone> W
Help
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Z  Group SMS

To send text messages to a list of contacts from an imported CSV or Excel file, select
Group SMS located under the Send SMS option in the System menu.

On the following screen click Import List.

M Group SMS &J
Select - \&/
YR Al
None
E Send 3§
Import List || €——— Import List button
SMS Sent B SMS Failed
SMS Message Details — Account Details
Message 10 Ll Gl | | U
Current SMS Balance
Selected Sent: 0
Failed: 0
Balance after sending
Message Template Mobile Ne Field
- - Get Bal —
<Mone> | alance Help

Select the file you wish to import and click Open.

E Open
Look in: | Conkact List - @ ¥ £ M~
Marrie . Date rmodified Ty
3 Contact List,xlsx 28/072015 239 PR M
<[ [T r
File harme: Contact Lizt. sls=
Filez of type: IEm:eI [2007-2010] Dacunietts vl l Cancel I
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Z Group SMS

Front Desk 2018 will then import the contact list into the SMS dialog.

R Group Sh5: 12 selected @
7 Clase
Select FirstMame Surnarme k=~
M ] |lohn Leanis 04 Al
] |Mark Bailey 04
[¥] |Jane Convvay 04
| |kathy Egan 04
= Send
V] |Phil Alexander 04 :J
[¥] [Maria Sander 04 Import List (— |mport List button
il Anthony Davidson 04
[V] |Betty Davidson 04 -
4 F
ShAS Sent W SMS Failed
SMS Message Details e Account Details
@ .
Message IE IEHLIE“E] Current ShS balance 4975 (—_ Account DetaI|S
Hi <=Preflame==. The staff at Smarsoft 17
Clinicwould like ta wish vou all the best Selected :
or this Christmas and New Year. SMS credits required 17 E:ir::d' g
i 4963
Ternplate Maile Mo Field Ealenceiiapeiding
<Mone> [ [Mobile  ~ | Get Balance
Help

Data values in the imported list can be edited directly from the Group SMS window
by double clicking on the cell you wish to edit, and typing in a new value. Note that
this will not change the original source data.

Type the message that you wish to send or select a standard message from the
Message Template drop-down box. To view a message as it will be sent, click the

2 button to replace the tags with your patient information and use the left and right
arrows to scroll through your data. If you do not wish to send a message to a
particular contact, uncheck the box in the Select column next to their name.

Click Get Balance to calculate the current balance before and after sending the
messages. The Selected field will show you the number of contacts that have been
selected. Click Send when the message is ready. Front Desk 2018 will send each
message individually, highlighting each contact as they are sent.

In order for Front Desk 2018 to send SMS messages from your computer, Microsoft
Internet Explorer must be Working Online. If Front Desk 2018 detects that Internet
Explorer is currently Working Offline when attempting to send an SMS, the following
message will be displayed.

P N
Confirm I&J

Front Desk has detected that Internet Explorer is set to "Work Offline”.

Front Desk is unable to send SM5s while Internet Explorer is in this state,

Would you like to set Internet Explorer to Werk Online?

Click Yes to set Internet Explorer to Work Online, and continue sending SMS.
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=1 Group Email

To send email messages to contacts from an imported CSV or Excel file, select
Group Email, located on the System menu.

On the following screen click Import List.

rw\ Group Email l—J& )
Select - I&/
Yirm Al
Mone
£ Send =1
Impert List ———  Import List button
Emnails Sent M Emails Failed B Sending Email
Email Message Details ——— Email Details
Message Iﬁl ) == Subject
["] Attachrent Sent: 0
Failed 0
Message Template Email Field Message Format
<Nene> |- = HTML - Help
Select the file you wish to import and click Open.
W, Open 3]
Look ire | Conbact List - & ¥ e M~
Marne : Date modified Ty
b5 Contact Listadsx 2870772015 2:39 Pp B
€[ 1 b
File name: Contact List, slex
Files of type: | Excel (2007-2010) Documents v| [ Concel |

Front Desk 2018 will import the information from the file into the Group Email
recipient screen.

Data values in the imported list can be edited directly from the Group Email window
by double clicking on the cell you wish to edit, and typing in a new value. Note that
this will not change the original source data.

Type the message that you wish to send or select a standard message from the
Message Template drop-down box. To view the email as it will be sent, click the

E4 button to replace the tags with your patient information and use the left and right
arrows to scroll through your data. If you do not wish to send a message to a
particular contact, uncheck the box in the Select column next to the contact.
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? Postcode Maintenance

Select Postcode Maintenance from the System menu.

System | Reports  Window Help

‘9 Fostcode Maintenance

This will display the Postcodes window.

E Postcodes .4
Search || | Show |SA i
Suburhb State Postcode ~ Add
ABERFOYLE PARK SA 5159 =
ADELAIDE SA 5000
ADELAIDE SA 5001 Delete
ADELAIDE SA 5800
ADELAIDE SA 5810 Import List
ADELAIDE SA 5839 :
ADELAIDE SA 5880 EipoE
ADELAIDE SA 5888
ADELAIDE AIRPORT SA 5850
ADELAIDE BC SA 5000
ADELAIDE MC SA 5881
ADELAIDE MC SA 5882
ADELAIDE MC SA 5883
ADELAIDE MC SA 5884

il Help

From this window users can Add, Edit and Delete postcodes as required.

The Export List option can be used to export an editable list of all postcodes, which
can then be re-imported with the Import List feature after changes have been made.
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3‘ Appointment Reminders with SMS and Email

If you have enabled SMS and Email Integration, you can set default appointment
reminders for a patient in the patient card.

From the patient file select the Appointments tab. Under Remind Patient of
Appointment, select the type of reminder(s) the patient requires.

W&, Patient - Mr Iohn Sraith

[=®]=]

Appointments | Events | Notes | Recalls | Tracking | Attachments | Contacts | Clinical Nates [x-ra ¢

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

Clase

Time Graup ltem Code Appeintment Type Practitioner I 4

?‘lﬂlUl{lUlﬁ 0L15PM [ 500 Standard Consultat Jane Conway | 14,

n

<[ r

[¥] Future Appointrnents Only

Missed &ppointment

Rernind Patient of Appaintrment: [T Default Appointment Type

N

30 Days Current Balance
$0.00 40.00 $0.00

Reminder options

The selected reminders will now be set when making an appointment for this patient.

New Appointment - Monday 18 January 2016

Practioner Georgs Roger - Helwosd Pk
Patient  MrJohn Smith =]

Ttern 505 - <Al Schedules> |~
Time 1045 3m Intervals 2 31 Wide 1
Period 30 minutes

App. Made  15/01/2016 2:59 prm

Made By Admin &2
App. Type  Standard Consultation |~
Reminders  [SMS] =

[7] Recall on this appointrment
Recall Type [6 Month Appointrent

App. Status Patient Mot Arrived ‘.
Resource  <<Mo Resource Selected>> |~
MNotes

Patient's

Motes

Mext App: Monday 18/11/16 tthree days)

If you wish to change a reminder option after the appointment has been made, right
click on the patient’s appointment in the Appointment Book, select Reminder and
check or uncheck the different reminder types as required.

Mr Rick Underhill (5}
Miss Natalie Allan (5)

Clinical Motes

Mrs Rhonda Macfarlane (5]

Make Next Appointment
Appointment Scheduler W
Appointment Status [MrScott Maghca )
Reminders.. v Reminder 1
Receipt V| SMS Reminder
Bl V| Email Reminder
Patient File
Patient X-rays

Mrs Maureen Alexander ()

| Fdit Appointment Mrs Kay D Agasting N]
Lunch Change Appointment Mrs Glenice Daddow (5)
- Delete Appointment
v
Lunck Pack Appointments Mr Phil Alexander (5)
bt B
Lunch Send SMS... s Joanne Dale (W)
Send Email...
Mrs Joanne Dale (F]
| o gl Miss Kathryn Radbone (5)
Copy to Reminders (et
Copy to Cliphoard | -
| inch
|

Help
Mst Alexander Daloia IW)
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3‘ SMS Message Failure

To maintain the highest level of reliability when sending SMS through Front Desk, all
Australian SMS are sent directly from Smartsoft to each carrier— Telstra, Optus or
Vodafone. For most overseas clients Smartsoft also uses local carriers.
Unfortunately, even with using the best possible routing available, a small number of
SMS will not be received by your patients.

This document will help identify the different types of failure and what options you
have if a failure occurs.

Why did my SMS fail?

Invalid number - Front Desk will alert you before sending an SMS if the mobile
number does not have the appropriate number of digits, however Front Desk cannot
determine if a mobile number with the right number of digits is a valid mobile number.
For example, if the mobile number does not exist the carrier will reject the SMS.

Handset/Account issue — The patient’s handset may be out of range or turned off.
Most carriers will attempt to re-send the message, however if the handset remains
unavailable for an extended period, the carrier will stop attempting to deliver the
message. Further, the patient’s mobile plan or service may include restrictions in
certain circumstances. For example, some carriers will not allow clients to receive
business SMS if they do not have credit.

Network/Handset errors - The SMS has been sent from Smartsoft to the destination
mobile network, however the SMS has failed to be received by the patient. This could
be attributed to a technical error on the destination network or an error on your
patient’'s handset.

Have | been charged for the failed SMS?
SMS that have been sent by Smartsoft into the mobile network, regardless of delivery
success, will deduct from your SMS credit balance as a carrier charge will apply.

My SMS was not delivered, what can | do?

When Smartsoft receives confirmation from the mobile carrier that an SMS has failed
to be delivered, a notification will appear in the Messages tab on the Appointment
Book.

Messages
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4

SMS Message Failure

In the event of a SMS failing to send, your options are as follows:

Patient File

Resend SM5S

Add Warning to Patient File
Go To Appeointment

Why Do Messages Fail?

Mark as Unread
Clear Message

Clear All Read Messages

Check that the mobile number is correct. If you believe that the number is
correct you can attempt to resend the SMS by right-clicking the notification in
the Messages tab.

Add a warning to the patient file to update the mobile number on the
patient’s next visit by right-clicking the notification in the Message tab.

Attempt to call the patient (perhaps on an alternate contact number) or
email them to remind them of their appointment and confirm their mobile
number
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3‘ SMS / Email Appointment Reminder Reports

To generate a report of SMS and Email reminders, click the Reports & Utilities
button in the bottom left hand corner of the Appointment Book.

| Reports & Utilities

Reports & Utilities
Day List
Appointment Book
Appointments Report
Appointment Reminders
5MS/Email Reminders
Export To Excel
Future Appointments

Search Casual Appointments

B el B o) o Bl e Bl =

Edit Cancels / Reschedules

8| Appointment Book Rules

The SMS/Email Reminders option will enable you to send SMS messages or Emails
to patients with an upcoming appointment, with a reminder set.

SMEfEmail Reminders
Rerninders in Period
Clase
From ‘Wednesday, 25 Movermber 2015 |v
-Email €— Email button
To  Wednesday, 25 Movernber 2015 |v
S |———————— SMS button
Time Range
@ Al
) AM
- BM
7) Before | 34440
() After 844 40
Filter
[] By Practice
(@) Practice Group | Adelaide
Practitioner Snine Stmith
[] By Appointrent Type
Initial Consultation
& By &ppointment Status
Confirmed
Help

This can be filtered By Practice, By Appointment Type and By Appointment
Status.

To send appointment reminders via Email, click Email.
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2\ SMS / Email Appointment Reminder Reports

M. Select Email Recipients e S
Select Title Firstname Surname Email A - | Gloss |
M [#] [Mrs  Maureen Alexander frontdesk@smartsoft.com.aL 2 | All |
+/| [Miss Lauren Badcock frontdesk@smartsoft.com.au 1f -
V| |Mr  John Smith frontdesk@smartsoft.com.al P | None |
V| |Mr  Andrian Van Denbroek frontdesk@smartsoft.com.au 2 | Send 1= |
end =
V| [Mr  Damian W Young frontdesk@smartsoft.com.al 7 —
< 3
Emails Sent B Emails Failed M Sending Email
Email Message Details ——— — — — — Email Details
Message (52] [ra) ([ ][] Subject
Hi <<Prefnames>. - Appointment Reminder
Attachment Sent: 0
Your next appointment with Failed: 0
= eNavtAnnnintmantnrarNamas >
Message Template Message Format
[Appointment Remin G HML - (]

Type the message that you wish to send or select a standard message from the
Message Template drop-down box. To view the message as it will be sent, click the

&) button to replace the tags with your patient information and use the left and right
arrows to scroll through your data. If you do not wish to send a message to a
particular contact in the list, uncheck the box in the Select column next to the

patient’s name.

When the message is ready to send, click Send. Front Desk 2018 will send each
message individually, highlighting each contact as they are sent.

To send appointment reminders via SMS, click SMS.

* Select SMS Recipients

Select Title  Firstnarme Surnarne
P [@] |Miss Renne Empen
[@] |Mrs Moeleen hatthews
[#] [Mrs  Kathy Mazzacato
[¥] |Miss Kathryn McTaggart
] [mMr [Tim K Packer
] |Miss  Tracy Pascale
[@] |Mr  Charles Keith Pay
¥ [Mr  Leonard Pillans
=T
SMS Sent W 5MS Failed
ShS Message Details————
Message ’ Iﬁl EIEIE“E]

Hi <=Firstllame==, your next
appointmentis on
<AppointmentTime=> at Smartsoft
Clinic. Please reply Yes' to confirm

Ternplate &
[Tl &dd a calendar link to SMS remin

-~

:nt Re F|.l:1.'

ders

Mobile

0412 345 678
0412 345 678
0412 345 678
0412 345 678
0412 345 678
0412 345 678
0412 345 678
0412 345 678

Addressl o
12 Clearviewn 1
12 Justinian St =
42 Marelka Str
42 Blaciller &
3 Booth Court
3 Booth Court
4 Station Swer
22 8 Cedar i ~
b

Account Details
Current SMS balance
Selected
SMS credits required

1

Balance after sending

Get Balance

Close

&)

MNone

Tk

Send

=

Sent:
Failed:

=

Help

Type the message that you wish to send or select a standard message from the

Template drop-down box. To view the message as it will be sent, click the %2
button to replace the tags with your patient information and use the left and right
arrows to scroll through your data. If you do not wish to send a message to a
particular contact, uncheck the box in the Select column next to their name.
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3‘ SMS / Email Appointment Reminder Reports

Select Add a calendar link to SMS reminders to include a link at the end of the
SMS, which will allow the recipient to add the appointment to the calendar software
on their phone. The added calendar appointment will provide additional appointment
details and a second reminder closer to the booking. Further, on compatible
smartphones the location of your practice is available on a map with GPS direction
instructions.

1 Add a calendar link to SMS reminders

Please note iCalendar Integration must be enabled to use this functionality.

RSelect SMES Recipients @
Select Title Firstname Surname Mobile Address] & I&I
M [#] |Miss [Renne Ermpen 0412 345678 12 Clearview 1 all
& [Mrs  |Moeleen Matthews 0412 345 678 12 Justinian 5t[E
[#] |Mrs | Kathy Mazzocato 0412 3456708 42 Marelka Str Mone
[¥] |Mtiss  Kathryn fcTaggart 0413 345 678 42 Blaciller Av
: Send
¥ M [ Tim K Packer 0412 345678 3 Boaoth Court [:|
[ [Mdiss Tracy Pascale 0412 345 678 3 Booth Court
[¥] [Mr | Charles Keith Pay 0412 345678 4 Station Awer
V| [Mr Leonard Pillans 0412 345678 22 A Cedar & ~
‘ b
ShS Sent B SMS Failed
ShAS Message Details ——— Account Details
tdessage lﬂ/\l‘E”E Current SMS balance
Hi Renne, your next sppointmentis - 1
on 25/11,/2015 1245 pm at Smartsoft Selected :
Clinic. Please reply Yes' to confirm SMS credits required dent: 0
our booking, orcall us on 18001818 - Failed: n
Balance after sending
Template Appointrment Reminde
Add a calendar link to SMS reminders Get Balance Help

To view your SMS balance, click Get Balance. This will display your Current SMS
balance, the number of SMS currently Selected, the number of SMS credits
required and the Balance after sending.

Account Details

Current SMS balance 1373
Selected 11
SMS credits required 22
Balance after sending 1331

Get Balance

Click Send when the message is ready. You will be prompted to either send the
messages now, or to select a time and date in the future when your messages will be
sent.

Send SMS

@ send 11 messages now
") Delay Send
Send at | 25/11/2015 10:29 A

o [ e )

Front Desk 2018 will send each message individually, highlighting each contact as
they are sent.
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2‘ Standard SMS Replies

Standard SMS Replies can be setup to automatically update a patient’s
Appointment Status upon receiving a set reply to an appointment reminder
message. This relies on the patient responding in a specific way, which can be
prompted in the Appointment Reminder as seen in the example below:

“Hi <<FirstName>>, your next appointment is on <<AppointmentTime>> at Smartsoft
Clinic. Please reply ‘Yes’ to confirm your booking, or call us on 1800 18 18 20 to
reschedule.”

To setup this feature select Standard SMS Replies from the System menu.

Systemn | Reports  Window Help

EE Standard SMS Replies

Click Add to create a new Standard SMS Reply.

B Standard SMS Replies [ (]

Standard Replies
Close

SMS Reply Appointment Status ~
Cancelled Add

Edit

Delete

Enter the specific response you are expecting to receive, and the corresponding
Appointment Status this response will set on the appointment. Click OK.

Additional Appointment Status can be created from the Appointment Book tab of
System Information as required.

Edit Standard SMS Reply

When this SM5 reply is received 0K
e Cancel
change Appointment Status to

Appointment Confirmed v

It is recommended to add additional Standard SMS Replies for variations of the
expected response e.g. ‘Yes’, 'Y’, ‘OK’ etc.

Once configured, the appointment status will automatically update on the
appointment when receiving the corresponding SMS reply.
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z Sending SMS and Emails through Front Desk Reports

The following reports can be used to generate SMS and Email messages for a group
of patients.

Recall Patient List

Active/lnactive Patients

Birthday List

Patient Referrals

Patient List

Events Report

= GP / Medical Referrers List

[+

SR © 8

For Example:
Select Patient List from the Toolbar.

File System REeports Window Help
FiR s @eL0dB i 22 FdB e s 0@
Patient Listi

The Patient List function generates a list of patients with details that match a group
of selected options.

Rpatient List EI E
Patients Report Type E
@ Al | Mailing List @ Patient List ) Mailing Labels
[¥] Include linked patients [T] Shaws File Murmbers
Filter ~Transaction Filtering =
[7] Exclude Archived Patients [T Trans. between (0170172016 and | 31/01/2016
[] Archived Patients Only [7] ByTtem
[ By Default Practitioner 3) [tern Code 10960 hedicare Consultation Wil Merge
3) Group Hazelwood Park Schedule Mon-Service —
Practitioner George Rogers - Hazelwood Park Iterm Group Initial Consultation Codes
[] By Fee Category | Standard [T] Transaction with
[ By Health Fund LR @ Group Hazelwood Park Miailing List
[ Gender Practitioner George Rogers - Hazelwood Park ]
= & MailChirnp
[T &ge between 0 and 100 Appointment Filtering
[[] By GP [] Appoint between  |[01/01/2016 and |31/01/2016

Patient Tracking [C] By &ppaint Type

|| Patient Tracking [] Appointrnent with

Description |Inc. if any|Inc. if all |Exc|ude | A 3) Graup Hazelwood Park

D "
2t Practitioner George Rogers - Hazelwood Park

Do not contact

1

Help

e N[
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Z Sending SMS and Emails through Front Desk Reports

Click SMS and the SMS dialog will appear containing the clients selected in the
chosen report. This allows you to send the same text message to many patients.
Note: Only patients who have a mobile number recorded will appear on this
dialog.

JE, Select SMS Recipients (=)
Sel s Ficimame e mE
¥ @] |Ms  Dianne Adams 04 Al
7] |Ms  Corrine Adeock 04
4 | Shannan Alander w
7] |Mrs  Antoinette Alexander 04
Send
v] |Mr PRl Alexander 03
7] |Mrs  Delrene Allen 04
V1 |Mrs  Sharon Austin 04 -
« »
SMS Sent B ShiS Failed
SMS Message Details ficcaunt Detsils
Message (2] (s)fa](m)(ms] Current SMS balance
Hi <<Preflame:> - oleered 5
he staff at Smartsoft Ol inic would iy 0
SMIS credits required
like to advise thatwe are dosed this ~ Failed: 0
Balance after sending
Get Balance
Help

Type the message that you wish to send or select a standard message from the
Message Template drop-down box. To view a message as it will be sent, click the

(G2) button to replace the tags with your patient information and use the left and right
arrows to scroll through your data. If you do not wish to send a message to a
particular contact uncheck the box in the Select column next to their name.

Click Get Balance to calculate the current balance before and after sending the
messages. The Selected field will calculate the number of contacts that have been
selected. Click Send when the message is ready. Front Desk 2018 will send each
message individually, highlighting each contact as they are sent.

Click Email and a screen similar to the SMS dialog will appear. This allows you to
send the same customised email message to multiple patients. Only patients who
have email addresses will appear on this dialog. Follow the same process as
above.

Type the subject of the email in the Subject field.

M. Select Email Recipients &J
Select Title Firstname Sumame Ermail A= | luse |
P & |Mrs  Maureen Alexander frontdesk@smartsoft.com.ay 2 | All |
V| [Miss Lauren Badcock frontdesk@smartsoft.com.au 1/ -
Y| [Mr John Smith frontdesk@smartsoft.com.au P | None |
V| [Mr  Andrian Wan Denbroek frontdesk@smartsoft.com.ay 2 | - |
end =
V| [Mr  Damian W Young frontdesk@smartsoft.com.ay7
1] b
Emails Sent B Emails Failed B Sending Email
Email Message DetailsW ———— Email Details
Message [G2) (][ ](>](>1] Subject
Hi <<Prefnames>. - Appointment Reminder
Attachment Sent: 0
Your next appointment with Failed: 0
« sNevtAnnnintmentnrarNameas s
Message Template Message Format
rppviniment Remindd I8 WML - —

Click Send to begin sending the message. Front Desk 2018 will send each message
individually, highlighting each contact as they are sent.
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9] Quotations

Select the Advanced tab in System Information. The Quotations option can be
used to create quotations for products and services.

E System Information EIE @
| Neh-vorkl Backupl Messengerl SMS | Email | Advanced o 2

Advanced | Health Fund / EFTPOS / Medicare |

[T] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[7] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[ Medical Specialist Referrals
[] Multiple Locations
[ Stock Control
Manage 5tock per Location
[] Email Integration
[T 5MS Integration
[T] Patient X-rays
[] Patient Photos
[] Patient Contacts
Quotations € Quotations option
[] Patient Events
[T Future Billing
Sales Processes

Defaults for Profession | -

When setting this option you will need to restart Front Desk®. Once restarted, go
back to System Information and select the Printing Options tab.

'ﬁ Systemn Information EI E

Printing Options  Printing Layout  Mail Merge Front Desk Word Prc * | *

e : Quote
Inveoice/Receipt Statement App Sched Close

Quotation Page Size

® Ad (A5 () Custom

Printer Settings | (Custom Settings

Printing Options
[+] Lines

[+] Practice Mame
[+#] Column Headers

[ Alert user when Paper Size changes
] Mon-printer driver based A5 printing Help

A new Quote tab will now be available.

Click this tab and select your preferred paper size for quotations.
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@ Quotations Types

Before you can start using the quotation facility you will need to have at least one
Quotation Type.

Select Quotation Types from the System menu.

SIEEtEm Reports  Window Help

[ Q] Quotation Types

The following window will appear.

ﬁ Quotation Types E =] @
Default 12 month treatment | -
Description
4
Brace
Equipment Delete

:

Use the Add, or Edit or Delete options to manage the Quotations Types available.

. B
Mew Quotation Type ﬁ

Cancel

Quotation Type  Surg eyl

b

Select one of your quotation types to be the default from the Default drop-down box.
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@ Patients Quotations

Open a patient file and select the Quotations tab.

M. Patient - Mr John Smith o] @ (=3
_r General _;-Additional.jBiIIing Detailswi Medicare / DWia, Transactions ;Appointments Ewents sz«
gl
Quote Date  Quaotation Type Expiry Date  Total Quote e E
}|2IJ;‘D4;‘2016 Equiprnent Hire 30/06/2016 $52.95
Delete
= Process
[¥] Current and Unprocessed Quotations Only M Expired B Processed
90+ Days 6l Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help

To create a new quote, click New. The following window will be displayed.

Mews Quotation

Quatation

Type Standard Treatment | -

Expiry Date [ses[ ][ <] 200572016 |+ [>][>]>»]

Motes Fax quotation to lohn's work address, -

Details

Practitioner Susan Everrett - Adelaide |v

Item Code 505 |= <&l Schedules> |~ )
T Fee FT8.00 Include GST [

Description  Standard Treatrent “ Reduction $0.00

T MetFee $78.00

Itern Description Prac Met Fee =

505 Standard Treatment Susan E $78.00
GST Iern Tatals fre.00
Print [7]
[ Ok ] I LCancel I [ Help I

Select a Quotation Type from the drop-down box and enter any notes that are
required and an Expiry Date for the quotation.

Fill in the additional information as required, e.g. practitioner, item code, amount.
Click Add to add the item to the quote. If you wish to print the quotation make sure
the print box is ticked, and click OK.

The quote will be entered into the patient file under the Quotations tab and may be
edited or deleted as required.
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@ Patients Quotations

To convert a quotation into an invoice, highlight the quotation and click Process.

-

W& Pticnt - Mr John Smith (=] @ =
Quotations  Appointments Events  SMS Motes  Clinical Motes  Recalls  Tracking Attachn * | *
- - Close
Quote Date  Cuotation Type Expiry Date  Total Quote A
01/03/2018  |Standard Treatment 2870472018 §52.95 New
01/03/2018  |Equipment Hire 30/04/2018 §75.00 -
Edit
Confirm >
Delete
Process this Quotation?
: Process €— Process button
Make payment now
Account |F'rimar}r ~
Yes No
v
Current and Unprocessed Cluotations Only B Expired M Proceszed
90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 $0.00 §403.00 §403.00 Help

You will be prompted to Process the Quotation with the option to Make Payment Now.

If you select the Make Payment Now option it will take you directly to the Payment
screen. Otherwise, the Billing screen will appear as shown below.

Billing X
Patient | MrJohn Smith | Account [primary
Practitioner |Dr Robert Smith - Adelaide v]

Item Code |C005 ~ ||<AII Schedules> ~ Reduction

Description | Standard Consultation Met Fee §75.00 Include GST []
Payment Add
Date ltem  Description Prac Met Fee Payment  #
01/03/2018 |C005  |Standard Consultation Eob §75.00 50.00
GST Item Totals | 57500 | 9000 v
[] Accept Unallocated Payrment ¢ titicner | Dr Robert Smith - 4 unallo gile $0.00

Online Claiming
[] Medicare Easyclaim O Print
[ Bulk Bill [ Email Send now using template Invoice Template

Edit before sending

Help Cancel
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@ Patient Quotations

To view expired or processed quotes, uncheck the Current and Unprocessed
Quotations Only option.

If a quotation has been processed or it has expired, it will automatically change
colour. Expired quotations will be shown in red and processed quotes will be shown
in blue.

M2, Patient - Mr Jahn Srmith [ B =3

I General !f'l.dditional | Billing Details | kedicare £ DV | Transactions |f'l.ppointments | Events I ShAS 4 F

Cl
Quote Date  Quotation Type Expiry Date  Total Quote _

| »

z
-3

Equipment Hire

Standard Treatment ; fi 78,00
Edit

3 [ Delete

Process

Uncheck this

option to view —» [ Current and Unprocessed Quotations Only M Expired M Processed
past and
processed 90+ Drays B0 Days 30 Days Current Balance
quotes $0.00 $0.00 $0.00 $52.95 $52.95
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Stock Control

Select the Advanced tab in System Information. The Stock Control option should
be enabled to keep a track of stock levels and details of suppliers. If you are using
the Multiple Locations option, you can Manage Stock per Location by checking
this option, which will record individual stock levels at each location.

E System Information EI'E‘@
| MNetwork | Backupl Messengerl SMS | Ernail | Advanced o s

Advanced | Health Fund / EFTPOS / Medicare |

[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[] Medical Specialist Referrals
Multiple Locations

Stock Control p, Stock Control and
Manage Stock per Location Manage Stock per
[T] Email Integration Location options

[] SMS Integration
[T] Patient X-rays
[] Patient Photos
[] Patient Contacts
7] Quotations
[7] Patient Events
[T] Future Billing
Sales Processes

Defaults for Profeszion | A

You will need to restart Front Desk 2018 for the changes to take effect.
Go to Item Codes from the Toolbar or from the File menu.

Eile System Reports  Window  Help

FiRsMmaes BeL0dB (250293 B e s ol

tem Codes

Select an item code that requires stock control from the list.

Search on Item Cade M
Search Characters Schedule
< A== | -
Code Description -
Initial Consultation and Treatment

505 Standard Treatment 3
509 Leng Censultation |
510 Long Consultation - 2 areas

514 Extended Consultation

515 Extended Consultation - 3 areas

535 Standard Home Visit

555 Hydrotherapy -
[ Show archived ftem Codes

o) [on
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g Stock Control

The Item Codes screen will now have an additional Stock Control tab.

M, e Code - BB-SWL o] & ==
Ttern Details | Stock Contral
B 7his 2 stock e
Stock stlocation  Adelaide [
Ordering
Supplier Srartsoft Supplies [™]
Supplierltern Code SM-BB1  Unit Cost 52350
Order Quantity 15 Min Level 4
Stacktake
Date/Time 15/01/2016 01:38 pm \ -
Quantity 12 Current 12

Select This is a stock item.

To create a new supplier click browse (-] from the Supplier field and then click New.

i |
New Supplier @

Contact lames Black Delete

Address Po Box 500

Burnside SA 5066

Phone 0421561362 Fax

Mobile

info@smartsoft.com.au
www.smartsoft.com.au|

New suppliers can also be added from the File menu.

File | System Reports ‘."'_.'fin::l:\w .ﬂ.flp

@ [tern Codes 3

[l su peliers
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4

Stock Control

The following details are required for stock control:

Suppliers code is the code for this item which is used by your supplier and
may be required for ordering

Unit cost is the last price paid for one of these items

Order quantity is the number of these items generally ordered at one time
Minimum level is the level which the stock can reach before re-ordering is
required

Date/Time is the last time a stock take was done on this product

Quantity is the number of items present at the last stock take.

Current is the current number of stock items which should be available,
taking into account the number of items available at the time of the stock take,
number of items sold and number of these items purchased since the stock
take.

As new stock arrives it needs to be entered into the system in order to be able to
calculate accurate stock levels. Select the Stock Arrival option from the File menu.

Eile |

System Ef_lpsrts 1."'_.f.in::le'-w.' .ﬂ.flp

&5

[tern Codes r

é Stock Arrival

Click New to enter the details of new stock arrivals.

ﬂ\ Stock Arrivals

Date Fram 017122015« To  31/12/2015|» Location Adelaide |v Llose

.

Date/Tirne Motes Supplier &
191252015 145 prn | Arrived Late Adelaide Medical o
BE-5ML Smmall Back Brace 15

Edit

z
JUE

Delete

m

Help
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Stock Control

4

Enter the Date/Time that the stock arrived, any Notes regarding the stock, the
Supplier, Item Code and the Quantity. Click Add to add this item to the list of

arrived items.

Mewe Stock Arrival @
Date/Tirne  19/12/2015 01:45 pm Now|v Location &delaide |v
Motes Arrived Late Supplier Adelaide Medical Supply Co |v

Add
Itern Code  BB-3ML |+  Small Back Brace Oty 15 =
Itern Code Itern Description Quantity =
BB-SML  Small Back Brace 15
Total Quantity 15 -
[ DK I [ Cancel I ’ Help J

A Stock Adjustment function is available to adjust stock levels, e.g. for stock used in
the clinic, breakages or missing stock. Select the Stock Adjustment option from the

File menu.

Click New to enter the details of a stock adjustment.

Bewe Stock Adjustment

Date/Tirme 15012016 01:35 pm Now|v Location Adelaide

Reason Damaged

Itern Code  BBE-SMIL |+  Srmall Back Brace

Add

Sailable: 11 Qhy -1

ry

Itern Code Itern Description

BE-5ML  Srmall Back Brace

Quantity

2L

Total Quantity

o

-

m

-

o (o |

Help

|

Enter a Date, Reason, and Location (if applicable), select the stock item (Item
Code), quantity (Qty) and click Add to add a stock level adjustment.

Entering in the stock arrival or adjustment information will update the Stock Control
level under Item Codes or in the Stock Control Reports.
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@ Stock Control Reports
Stock control reports can be generated from the Reports menu.

Reports | Window Help

@’ Stock Control . @ Stock Order
=] Stock Levels Report

The Stock Order report will list items that have fallen below the minimum stock level
and require reordering.

’* Stock Order Report EE ﬁ

Filter

[ By Supplier ;
7 By e
(@ Itern Code | 10960 Medicare Caonst

sSchedule Maon-Serice

Itern Group |Initial Consultation Coc

[] Include archived itern codes

L

[ By Location | Hazelwood Park

To set the minimum level for a stock item, go to the Stock Control tab on the Item
Code screen and enter the amount in the Min Level field.

J&, Tterm Code - BB-SML == SR

Ttern Details | Stock Control
[¥] This is a stock itern

Stack at Location  Adelaide |v
Ordering

Supplier Smartsoft Supplies [

SupplierItem Code SM-BB1  Unit Cost $23.50

Order Quantity 15 Min Level 4 ( Min. Level field
Stocktake

Date/Time 15/01/2016 01:38 prn | -

Quantity 12 Current 12
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@ Stock Control Reports

Select Stock Levels Report from the Reports menu

Reports | Window Help

@ Stock Control .

Stock Levels Report

This report will provide the current stock levels for all stock items.

’ﬁ\ Stock Level Report E'E -'
Filter
O By Itern
@) e Code | 10960 Medicare Cons Erint
Schedule Mon-Serdice Prewien

Itern Group (Initial Consultation Coc Export

[ Include archived item codes

[[] By Location | Hazelwood Park

Help

The Stock Levels Report can be filtered by Item Code, Schedule or ltem Group.

Select Include archived item codes to include items that have been archived.




