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Patient Records

Opening a Patient’s Record

1. Click the B button at the top-left of the MedicalDirector Blue Chip window.

p
MedicalDirector Blue Chip
Eile Setup Reports

F & &

BCTools S5MS5 Window Helg

2. Begin typing the name of the patient you are searching for. The patient list is filtered dynamically as you type.

P

.
Open m
Search for List By
Patients v] [Na.rne v] Open
Mame Suburb - c
Andersarn, David MELBOURNE VTIE |
Anderson, Penny MELBOURNE YIC W
Andrews, Anna DACEYVILLE MSW Mew,
Andrews, Fred SETATLDA VIT
Andrews, Graham DACEYVILLE MSW
Andrews, Heather DACEYVILLE NSW Spedal... =
Andrews, Jennifer S DACEYVILLE MSW
Andrews, John DACEYVILLE MSW o
Andrews Tilis PARKVTI | F VT —  OpenPickList...
[ | Display Only Preferred | v pavid Andersan File 43 £0.00
Indude Inactive 61 Wallace Street Ph 9456 3245
ind o MELBOURME WVIC 3000 4111955
B nactive
M Deceased
| 119 files found.

'—

3. To open a patient’s record, either double-click their name or select them and click

4. Their record will open in the Patient Explorer.
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Other Methods for Searching for Patient Records

o

-
Dpen m

Search far List By

|P'a1jer1ts - ‘Name vi Cpen
Mame

s - File No Cancel

‘Anderson, David MELBOURME VIC

Anderson, Penny  MELBOURME VIC Date Of Birth

Andrews, Anna DACEYVILLE MSW | Nﬂ -

File Numbers

Click the ‘By’ drop-down list and select ‘File No’. Then, within the ‘Search For’ field, type the
file number of the patient you wish to search for.

Medicare Number

Click the ‘By’ drop-down list and select ‘Medicare No’. Then, within the ‘Search For’ field, type
the Medicare number of the patient you wish to search for. Remember to include spaces to
match the Medicare Number formatting.

This method is useful when you receive a Medicare cheque from someone who has torn off the
detailed information at the top.

Date of Birth

Click the ‘By’ drop-down list and select ‘Date of Birth’. Then, within the ‘Search For’ field, enter
the day/month/year. As an example, 3/3/1971 will display all patients born on this date.

Invoice/Receipt

Press " + to call the Locate dialog box.
i Ty
Locate M
arch for Find
@ Invoice | Batch (by Batch ID)
| Receipt " Batch (by M/C Number) Cancel
Quotation [ Account Ref
Mumber

—

This method is useful when an insurance company) sends a cheque that quotes the invoice but
not the patient’s name.

1. Select the required option.

2. Type the reference number.

3. Click __Find |

© 2017 Health Communication Network Limited 6
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Creating a New Patient Record

1. Click B at the top-left of the MedicalDirector Blue Chip window. The Open window appears.

-

L2 [ |

[ | Display Only Preferred
Indude Inactive
Indude Deceased

. Inactive

M Deceased

Open

Search for List By
Patients v] [Name v] Cpen

Mame Suburb - cancel
Andersorn, David MELBOLRNE VIC |
Anderson, Penny MELEOLURNE VIC I
Andrews, Anna DACEYVILLE NSW Mew
Andrews, Fred STRILDA VT
Andrews, Graham DACEYVILLE NSW
Andrews, Heather DACEYVILLE NSW Spedal... =
Andrews, Jennifer 5 DACEYVILLE NSW
Andrews, John DACEYVILLE NSW o
Andrewe Tilie PARKWTI I F W1 - Open Eld{ List...

Mr David Anderson
61 Wallace Street
MELEQOURME VIC 3000

File 49
Ph 9455 3245

£0.00

4/11/1955

| 119 files found.

—

2. Click e = The New Patient window appears.

Mew Patient

Title

Given

Initial

Surname

Date of birth

Fhone

Alt Phone

Mobile Phone

3. Complete details as desired. Although the ‘Given’ and ‘Surname’ fields are the only two required, it is
recommended to record the patient’s contact phone number(s) and Date of Birth to minimise the risk of creating
duplicate patient records.

4. Click ﬁ to confirm these details and close the window. The patient’s record is added to MedicalDirector
Blue Chip and is presented to you within the Patient Explorer, from where you can add more-detailed information.
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The Patient Explorer

€. David ) Anderson - 49 - Patient Details o= =]
Title Given Initial Surmame Status ) d f
Referals Iﬁ IDavid IJ IAnderson Active - panent etails
AT_{':lDI:LI'IjntES K Bill i Gender Salutation Date of hirth Age
ulk Bi
DS MEF [DS) | Male | |4/11/1855 |56 years
Private [BACMN]  peocidential Address |Pcs13| Address I Deceased Date
Motes [ | Deceased
Coespondence. | [+ yyaliace Street File Number
Bookings I 0
Fecallz I
IESt'mai‘.ES [MELBOURNE | [vic™ [3000 | Accounts nEw...
mEGELIE ¥ Defalt add add Line 1 and Suburb e Practitioner Class | Acct, Ref. Balance
v Default address (Address Line 1 and Suburb are required) BACN Priv 27 2%77.85

Residential/Postal Address

MedicalDirector Blue Chip allows for residential addresses to be recorded as per Medicare requirements and also
allows recording of postal addresses. The residential address defaults as the patient’s primary mailing address, but, by
entering a postal address, MedicalDirector Blue Chip changes the primary mailing address accordingly.

Three text boxes are provided for entering addresses. All addresses will require an entry in both the first and third box

(with the third being a combination of suburb, state and postcode). The ellipses button J indicates that there is a list
from which to choose. In this case, the list contains every suburb and postcode in the Australia Post index (which can

be updated periodically). After typing in the suburb name, press

@)

Tab

. A list of all suburbs will appear.

If the suburb name does not appear on the

list, then it is likely that it is a suburb from Select Suburb IE'
another state. Search for: ||
If the suburb You are searching forisin a Suburb State Postcode o
stat.e from.whlch lyou do not usually draw AARCNS PASS NEW 2850 |j
patlen’ts, tick the ‘Show Suburbs from all ABBEYARD VIC 3737
States’ check box, to ensure that the suburb ABBEYWOOD QLD 4513
is definitely not already in the database. ABBCTSBLIRY MW 21176 New...
ABBOTSFORD MSW 2046
ABBOTSFORD QLD 4570 Edit...
ABBOTSFORD VIC 3067
ABECKETT STREET VIC 28006 Delete
ABERCORN QLD 4627
ABERCROMELE NSW 2795 v Import...
[~ Show suburbs from all states
112,099 postcodes listed.
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Adding a New Suburb/Postcode

If you are certain that a suburb is not already in the database, you can add it by clicking ‘et Note that

MedicalDirector Blue Chip accepts international suburbs with
postcodes of more than 4 digits.

If the desired suburb does appear on the list, but you have not yet
found a unique match (e.g. you have typed Bondi, which finds

multiple matches such Bondi, Bondi Beach) the suburb dialog box will I

appear with the first match highlighted. Locate and select the
suburb, and then click Ok Your insert point moves to the
‘Phone’ field.

The suburb/postcode list can be updated for all states by
downloading a .CVS file from the Australia Post website. Please

[ New Suburb
Mame .
)¢ |
State Postcode cancel |

Comment

=

contact MedicalDirector Customer Care on 1300 300 161 Option 2 for assistance.

Comments

The ‘Comment’ field is designed as a quick-reference field for any general information regarding your patient.
Information entered here appears in the Details Summary section located at the bottom of the Open window, used
when opening patient records, and may assist in locating the patient whose record you wish to open.

First Visit Date

|Smithersd, Dottie H MANDOGALUP WA Open Pick List... |

| Display Only Preferred | Master Fred Smith File 74 £0.00
Incude Inactive 2 Kennedy Road Ph 9123 4567

M

Inchude Decemsed DACEYVILLE NSW 2032 Alt 93455739 23/08/1998

M inactive Patient Requires [nterpreter

The ‘First Visit Date’ field on the Patient Explorer is used to record the date that the patient has/had their first

appointment with the Practice.

Occupation and Email

If the ‘Email’ field is available, a patient’s email address can be recorded and used to send correspondence. If the
‘Occupation’ field is available, it will have an associated eIIipses:I button. This accesses a user-defined list (empty

when used for the first time).

Medicare/Veterans Affair Numbers

When entering a Medicare number, the ‘Valid To’ and ‘Ref’ fields

are also required. If you enter an invalid number it will be removed

automatically after exiting the field. To enter a Veterans’ Affairs
number select the ‘Veteran’ option instead.

Online Patient Verification (OPV)

(1 Medicare
@ Veteran

Mo
|ngu 14490 [ wihite Card

OPV uses an active Internet connection to check the identity credentials of a patient against data held by Medicare.

Last verified using Medicare Australiaf DVA: Mot yet verified.

[ | verify patient before invoidng.

Verify with Medicare Australia DVA. .. |
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File Numbers

The ‘File Number’ section appears below the Date of Birth text box. Date of birth Age

o If you have elected to disable file numbers, this section will be greyed-out. |23I02£1923 |ag LERE

o If you have elected to automatically generate file numbers, a number will Deceased Date
appear for each new patient based on the setup criteria. Examples include Deceased
1234, EC1234 or 06031234. Note that MedicalDirector Blue Chip will not File Mumber
accept zeros (e.g. 0001) when configured for automatic numbering. It is |91

recommended that the number length be kept to a minimum, especially if
interfacing with MedicalDirector Blue Chip’s Day Surgery module which has an eight-character limit to comply with
Government standards.

o If you have elected to manually generate file numbers, this field appears empty. Please note that the File Number
field accepts a maximum of 15 characters.

Patient Notes

The Notes module is a free-text area for storing general information about a patient. This can provide you with easily-
accessible and current information, saving you the need to constantly refer to physical files. It was designed with
general information in mind, such as whether or not the patient is a bad payer, or if they require an interpreter, or for
information regarding test results, etc.

Within the Patient Explorer, click ‘Notes’ within the Margin Menu of the patient’s record.

You can add a timestamp by clicking the associated button. To add a note, simply click within this window and begin
typing. To save it to the patient’s record, either press Ctrl+S or click the = button at the top-left of the
MedicalDirector Blue Chip window. Saving a note causes a red dot to appear next to the Notes entry in the Margin
Menu, as shown in the example above. This is a visual cue to alert you to the entry in the patient’s record. You can add
or remove as many text entries as you desire from within this window, all of which are considered one ‘note’ i.e. there
is only one Notes window.

@ David ) Anderson - 49 - Motes =B |
Patient Details

Feferals pa tient notes

Accounts
_ David will be changing his address soon
Corespondence
Bookings
Recallz

o

E ztimates
ImageLite

F3 - 5M5 Message

F9 - Medical Director

© 2017 Health Communication Network Limited 10
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Referrals

The referrals list shows all current and active referrals associated with the patient, and can be accessed via;

o The ‘Referring Doctor’ section within the Patient Details window.

Referring Doctor

Dr M Lobel [for BA, 2 curent] j
Ewpires 02/201 3 [24 month)

o The Referrals window (accessed via the Referrals menu item within the Margin Menu).

ﬁ David J Anderson - 49 - Referrals EI
Patient Details .
patient referrals
Accounts Hide Inactive Referrals
Motes Practitioner| Effective Referring doctor | Prov No | Letter date | Period | Expires | Current | Active
Conespondence BA 24/02/2011 |Dr Julie Kingsford 2054781W | 15/02/2011| 12 | 23f02/2012
Bookings Any 24/02{2011 |Dr Vincent Harrison 2054781W | 24/01/2010| 2 | 23/04/2011
Recals BA 11/02{2011 |Dr Mark Lobel 2054781W | 11/02/2011| 24 | 10/02/2013
Estimates BA 11/02/2011 |Dr Vivian Mortier 2121331w | 1/01/2011 | 12 | 10f02/2012
Imagelite
F3 - SMS Message |
Dr Julie Kingsford Ph 6252 3655
Fa - Medical Director 665 Monash Street 205473 1W
Mew. Delete Deactivate | |MONASH ACT 2904

Clicking w deactivates an active referral and hides it from view. Hidden referrals can be revealed by ticking
the Hide Inactive Referrals check box, as shown above. If a referral is deactivated by accident, it can be reactivated by

revealing it (as explained), selecting it, and clicking

A referral cannot be edited once it is entered into the system. If a mistake is made keying-in referral details, the
referral must be deleted and re-entered as a new referral. If a mistake is discovered after a referral has been
referenced, the referral must be deactivated and a new referral created containing the correct information i.e. a
referral cannot be deleted after it has been used.

Creating Referrals

1. Either;
o Via the Referrals window click lew... or

o Via the Patient Details window, in the Referring Doctor section, click j, and then click L

Referring Doctor

D b Lobel [for any, 2 curment] j
Expirez 11/2014 [12 month)

Martier, Vivian, Dr (any)
Expires 06/2014 {12 maonth)
Lobel, Mark, Dr (@ny)
Expires 112014 (12 month)

add... | [ ok | concel |

© 2017 Health Communication Network Limited 11
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2. The New Referral window appears, for you to complete.

-

[ Mew Referral
Practitioner oK
Dr Bevan Avyers -
Cancel
Referring doctor
IDr Julie Kingsford _I
Valid for Commending
| 12 months |z4,.ruz..rzn 11
Hint: Type 0 (zero) for an indefinite referral
Letter written Doctor's reference
| 15/02/2011 |EE342

o The Practitioner list allows the referral to be used by all practitioners or a specific practitioner.

o Type the surname of the referring practitioner in the associated text box then press - If the practitioner
is already entered into the system, their name will automatically be inserted. If the practitioner has a
surname identical to another, or they consult from a different location, you will be prompted to select the
specific practitioner.

pe

? ™y
Select referring doctor uﬂ
Search for
Open I
Mame Suburb - c |
Abbott, Harry BRISBANE QLD |_|
Browning, Mark MELBOURNE VIC New.
Elisson, Christoph KOGARAH NSW —
Harrison, Vincent KIPPA-RING QLD Special... =
Johnston, Eric RANDWICK MSW
Kingsford, Julie MOMASH ACT ~  Open Pick List...
|| isplay Only Preferred |, Harry Abbott
[ indude Inactive 1234 wiliam Street  Ph 3712 4568
El: o BRISBAME QLD 4000
. Inactive
M Deceased
| 9 files found.

b

If the referring practitioner’s name is not present, click lew...  |to enter their credentials.

3. Continue completing the referral information, and then click the OK button to confirm.

Notes:

o The Valid For text box is determined by the information contained in the referring practitioner’s record, but
can be overtyped as needed.

o The Commencing date is the date of the first appointment for this new referral. By default, the current day’s
date is used but can be overtyped if required.

o The Letter Written date is the date the referral was written. Pressing Tab sets this to match the commencing
date.

o The Doctor’s Reference refers to any identifying reference notation on the original hard-copy referral.

© 2017 Health Communication Network Limited 12
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Appointments

Scheduling an Appointment for a Patient with a Current Referral

Within the Appointment Book, select the day and time via the embedded calendar tools. All appointments recorded
for that day will be displayed.

- | Practitioners Dr Grant Kong,Dr Beva... ~

1/20r Bevan A... || 1f1 . Day Surgery

=

wENR o |E

ST - e [
e R B0 mln

mtﬂﬁﬁm
aBNE G
@ 0w
omESBw|n|

JumpTo:  (4-071-2012 '

1. Locate the column for the associated practitioner.
2. Locate any empty time slot for their schedule.
3. Then either;

o Double-click the slot, or

o Right-click the slot and select Add Appointment from the menu that appears.

4. The New Appointment Wizard appears.

P
MNew Appointment Wizard

iﬁnll

D Maortier [for any)
Ewpirez 11/2013 [12 month) j

J

‘i
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5. Type the patient’s name into the Patient text box.

6. Select the type of - -
appointment from the Mew Appointment Wizard m
associated dropdown list.

7. Click L ext > Create single appointment
A free comment space is =

Date :
provided to record any B |22f05,.f2012 Appointment book... | Find Slot... |
relevant information Time |3:UU pm ﬂ
regarding the patient’s
appointment. Priority [1 {Highest) v] * Indicates currently allocated column

Comment |Complete patient details sheet upon arrival. Meed to record and

8. Click M and scan referral,
then Srish to Blood work.

return to the
Appointment Book. Press Ctrl+Enter to add a new line

Cancel < Back Mext =
—

Scheduling an Appointment for a Patient with an Expired Referral

Within the Appointment Book, select the day and time via the embedded calendar tools. All appointments recorded
for that day will be displayed.

Appointment Book i'--x .
Today's Patients . —
Groups Al - | Practitioners |Dr Grant Kong,Dr Beva... - | | @07 | Find Slat | | SMS |
W aiting B
B;Ili?ngg o 1/4Dr GrantKong || 1/2Dr Bevan A... || 1f1 . Day Surgery ||& 4 January » 4 2012 B |
Bank Transfers | Wed, 4 January Wed, 4 January Wed, 4 January | M TwTTF S5 5
Batches 5 Y26 27 28 29 30 31 1
: ‘ 2 2 3l 5 s 7 8
Medmare.&ust@hq 100 () Ms (1) Mr Fred 3 a0 11 12 13 s 1
WF Deferred Printing | e 416 17 18 16 20 21 22
WE Review 15 Andrews (1:00 5| 23 24 25 25 27 28 29
Recalls ; (1:00 PM-2:00 PM) o 3 31
Wwiaiting List -1 PM-1:45PM)
MD Billng 45 | February w12 |
M TW T F 5 5
23 § 12 3 4 5
15 e 7 8 910 11 12
—| 8 13 14 15 16 17 18 19
T Ms E
B E,la’vi:(;;o o 20 21 22 23 24 25 3%
45 PM-4:00 PM) Wazwaw 102 3 4
333 W 's g 78 9101
(8]
E Today |
0 JumpTe: 04012012 [Elv
| 4
1. Locate the column for the associated practitioner.
2. Locate any empty time slot for their schedule.
3. Then either;

o Double-click the slot, or

o Right-click the slot and select Add Appointment from the menu that appears.

© 2017 Health Communication Network Limited 14
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4. The New Appointment Wizard appears.

5. Asthereis no current referral, click the j button and then click _ The New Referral window appears.
Complete the referral information, as explained in Creating Referrals.

,
it

6. Click _ A free comment space is provided to record any relevant information regarding the patient’s
appointment.

7. Click _ and then _ to return to the Appointment Book.

‘i

© 2017 Health Communication Network Limited 15 MedicalDirector®



MedicalDirector Blue Chip User Guide

Scheduling an Appointment for a New Patient

Within the Appointment Book, select the day and time via the embedded calendar tools. All appointments recorded
for that day will be displayed.

Groups Practitioners |Dr Grant Kong,Dr Beva... - |
=

1/4Dr Grant Kong || 1/20r Bevan A... || 1f1 . Day Surgery

&

=t

=

LBENE e (=

M

SEIHEEIEIEE

[

SwiREE alm
2 RE NG

S HEL .
aBHE
o BB oo [
om BB W

[
ey

W
=]

G

JumpTe: 04012012 [E-

i

1. Locate the column for the associated practitioner.
2. Locate any empty time slot for their schedule.
3. Then either;

o Double-click the slot, or

o Right-click the slot and select Add Appointment from the menu that appears.

4. The New Appointment Wizard appears.

© 2017 Health Communication Network Limited 16
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5. Because this is a new patient, and they do not yet exist in the MedicalDirector Blue Chip database, you will create

f e

b
their record now. Type in the patient’s surname into the Patient text box and then press *L:G-JJ The Open window
appears. This gives you another opportunity to check whether the patient record already exists.

6. If you need to create a new patient record, click “ The New Patient window appears.

5. Complete details as desired. Although the ‘Given’ and ‘Surname’ fields are the only two required, it is
recommended to record the patient’s contact phone number(s) and Date of Birth to minimise the risk of creating
duplicate patient records.

7. Click _ to confirm and save the patient’s record. You will be returned to the New Appointment Wizard.

8. Click _ to continue. Record any relevant information regarding the appointment, such as reminding the
patient to bring in their referral and a reminder to staff to ask the patient to complete a patient details form
(either paper based or electronic in MedicalDirector Blue Chip) by way of an Appointment comment.

e

9. Click _ to continue. You will be alerted to the fact that this patient does not have a referral.

» Mr Sterling M Barker does not have any referrals. Do you wish to
book anyway?

10. Click _ to confirm, and schedule the appointment.

‘i
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Double-book a Patient

1. Create the first appointment. See Appointments for more information.

2/4 Dr Grant Kong 2{2 Dr Bevan Ayers
Wednesday, 17 October Wednesday, 17 October

(1) Mr John Andrews (2:00 PM-3:00 PM)

4. Create the second appointment. Because you are attempting to book multiple appointments to the same time slot,
you will be alerted to this.

New Appointment Wizard | )

* The timeslot for this new appointment overlaps an existing
appointment. Existing appointment(s) will be changed to
accommodate this new appointment.

« Warning: The last referral from Dr Brenda Reed for Ms Jennifer S
Andrews expired on 21/03/2008.

5. If you were to click Finish at this point, MedicalDirector Blue Chip assumes that you want this new appointment to
take priority over the existing appointment; both appointments will be scheduled for the same time slot, but this
appointment will be flagged as 'Appointment No.1'". If this is what you want, click Finish now, and go to Step 8.
Otherwise, continue now to Step 6.

‘i
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6. Click M You will be returned to the New Appointment Wizard 9 [ |

previous window where you can modify the

priority of this appointment, via the drop- Create single appointment
down list provided. Date Iﬁ’ﬂﬂlﬂlz P——— | Find Sot... |

7. Select a different priority for this e [uoopm (3

appointment. Where an * appears next to a - _
o L. i L Priority 2 (Lowe w» | *Indicates currently allocated column
priority level, this indicates that the priority A

* (Highest
level has already been assigned to an existing Comment ’2 {Lowest) N

appointment.

8. When you return to the Appointment Book, Press Ctrl+Enter to add a new line
the multiple bookings will appear, as shown in
the following example.

If you wish to change the priority of bookings,

simply double-click a booking and modify the |
priority as explained. DR L
| Tuesday, 22 May
30
45
1 a0 (1) Master Graham (2) Ms Jennifer

—— || Andrews (1:00 Andrews (1:00

15 PM-1:30 PM) PM-1:30 PM)

30
Appointment Comments
These are self-explanatory; they allow information [ New Appointment Wizard -2 e |
relevant to the patient and/or their appointment to
readily seen. Appointment comments can be recorded B
at the time of making the appointment or added later Ost=  [p52012  [@]  Appeintmentbook.. | Find Slot... |
(see Modifying Appointments). -

Time IS:UU pm i ;i

When entering comments, the text will automatically Priority |1 (Highest) v| *ndicates currently allocated column
wrap to the next line when typing. If starting a new
. i . Comment |Complete patient details sheet upon arrival. Need to record and
line is required, hold Ctrl and press Enter to force the scan referral,
cursor to start a new line. Pressing Enter at this point Bloed werk.
is the same as clicking the OK button and the e ——_—

Appointment Wizard will exit.

Cancel < Back HW

The example below shows an appointment with an '\

included comment (the appointment is .
being edited — see Modifying an —

Appointment). The term ‘blood work’ -
has been started on a new line starting 3 E[ L} Master Raxc Andrus (00 BRE 3:30 ER1)
by pressing Ctrl + Enter. = Complete patient details sheet upon arrival.
After entering comments, click E
Next and continue the 45 Master Max Andrews (3:00 PM - 3:30 PM)
Appointment Wizard to complete the 4 E @ g?rzglsétBeD;:Eednt detailz sheet upon arrival. Need to
process to save the comment. The space 15 record and
taken for each appointment type will 0 ;T;;drif:rfl'
determine how much of the comment -
will be displayed on screen. To view the
entire comment, hold the mouse over Sk
the appointment and the appointment -
summary.
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Recurring Appointments via the Appointment Book

1. Select the practitioner whose appointment schedule you wish to display, using the Practitioners drop-down list.
You can also use this menu to display the appointment schedules for a group of practitioners. Note that after
electing a group to display, you can show or hide individual members of that group using the secondary Display
drop-down list. For example, the first image below shows that a group called Surgeons has been selected, and

from that group, only Doctor Kong's schedule is currently displayed. The second image shows the same group, but
with both Doctor Kong and Doctor Ayers displayed.

Groups | Surgeons Practitioners DrGrantKong

| (&) Day Yiew () Work Week () Week () Month |

2/4Dr Grant Kong 22 Dr Bevan Ayers
Wednesday, 17 October VWednesday, 17 October

1 PM

15|

0|

45
2o (1) Mr John Andrews (2:00 PM-3:00 PM)

15|

30|

25 A
2 00

2. Select which period of schedule(s) you wish to display, using the associated option buttons. You can select from:
Day view
Work Week view

Week view, and
Month view

O O O O

You can also use the calendar at the right-hand side to
show different time periods.

3. To add an appointment, locate an available slot, and
then either:

o Double-click the slot.
o Right-click on the slot and select New
Appointment.

4. The New Appointment Wizard appears.

5. Click the —I button to select a patient to record the
appointment for.

6. Select the purpose of the booking from the Type drop-
down list.

7. Enter an appointment duration time if necessary. The duration defaults to the default time recorded for the
selected Practitioner.

© 2017 Health Communication Network Limited 20
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8. The Referring Doctor field automatically displays the patient's most current Referral (if available) and Referring
Doctor. If necessary, you can create a new referral via this window, by clicking the drop-down arrow and then
clicking the Add button on the secondary window that appears.

9. Tick the Make Multiple Recurring Appointments check box.

uuraoon I"lU minutes

Referring Doctor | no current referral j

[/ Make multiple recurring appointments

Cancel | = B | THERISEE |
. . . MNew Appoint t Wizard G| [

10. Click _ 8% > 5 continue. The Create Recurring PROITETERE THEet

Appointments window appears. Create recurring appointments

. . ) i 24/02/2011 &

11. (Optional) If you wish to change the date of the first Date of first appointment 102/

appointment, enter a new date in the Date field manually, or Mumber of appointments |3

via the associated calendar button. Time between bookings |1 Weekis) -
12. Enter the number of appointments you wish to book. Best day/date in period Thursday
13. Stagger the appointments using the Time Between Bookings Best time |11=20 am ﬂ

fields; Allow double bookings IZ— columns deep
o Enter the number of days, weeks or months between

appointments. Cancel | < Back | Mext = I

o Select whether the increment will be based on days, weeks
or months using the associated drop-down list.

o (Optional) Enter a Best Day / Date in Period. If you selected Day(s) as your Time Between Bookings, this option
will not be available. Likewise, if you selected Week(s), the selection will default to the same day as that of your
chosen Date of First Appointment. If however, you selected Month(s), you will have access to a drop-down list
of day/date options such as specific days, or 'First Friday of Month', and so on.

14. Enter a preferred time for the appointment in the Best Time field, manually or via the associated clock button. '\3

15. Select whether or not you will allow double-bookings by enabling/disabling check box, and then how many
'double-ups' you will permit.

16. Click Mto continue. The Revise Recurring

. . Mew Appointment Wizard 2.3
Appointments window appears. PROTTETE Tt

Revise recurring appointments

Take a moment to confirm that this appointment's

Date Time Col |Type Duration |Comment
schedule is suitable. You also have an opportunity to Thu, 24/02/2011 |11:20am |1 [New 40 mins
. . . . Thu, 03/03/2011 |11:20am 1 Mew 40 mins
print the list from here. If you wish to make any edits, Thu, 10/03/2011 |1L20am |1 |New 40 mins
you can do so now, by clicking within the required cell

and manually making the change. Prht_ist...l Cancel | <Bak |[ Fosh |

17. (Optional) If MedicalDirector Blue Chip determines it necessary to present you with any warnings about the

appointments you wish to record, the __#8*£ > |hutton will be made available. Click this to reveal the Review
Appointment Warnings window.

18. Click & when you are ready to record the range of multiple appointments. You are returned to the
Patient Bookings window, where the appointment details are now available. The new appointments are also
entered in the Appointment Book.

Recurring Appointments via the Patient Explorer
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1. Ensure you have opened a patient's record, and are David Anderson - 49 - Booki
€ ngs

H H H Patient Detail . 5
viewing the Patient Explorer. ot heale patient bookings
. . . . Accounts
2. Select the Bookings margin menu item. The Patient Notes Date | Tme |Duraion [Fracktoner[Type B
. . Conespondence 1/05/2012| B8:20am|40min  |BA MNew
BOOklngS WlndOW appears' 3/05/2012| 10:40am |20 min  |BA Rev
Fiecalls 15/05/2012 8:00 am (40 min BA Mew
. . E stimat 22/05/2012 ) 10:40 am |40 min |EA Maw
3. Click __4®---  |The Create New Appointment e e i e i e
window appears. As you are recording a new =0 e
booking via a patient's file, the patient's name is F9 - Medical Director
B B = _—

automatically displayed in the Patient field. The

L= o]

Status field is initially disabled, with 'Booked'

selected by default. This field becomes enabled
when the patient arrives and the status is changed via the
Waiting Room.

4. Select a Practitioner from the Practitioner drop-down list.
Only practitioners recorded in MedicalDirector Blue Chip
will be available.

5. Select the purpose of the booking from the Type drop-
down list.

6. Enter an appointment duration time if necessary. The
duration defaults to the default time recorded for the
selected Practitioner, via the Appointments tab of
Practitioner Setup.

7. The Referring Doctor field automatically displays the
patient's most current Referral (if available) and Referring

New Appointment Wizard

Create new appointment

Practitioner
Patient
Type
Status
Duration

Referring Doctor

Dr Bevan Ayers

IAnderson, David, Mr _I

Booked

|4I.'J minutes

|| Make multiple recurring appointments.

Cancel | 2 Efzlels | Next >

ho curent referral J
-

Doctor. If necessary, you can create a new referral via this window by clicking the drop-down arrow and then
clicking the Add button on the secondary window that appears.

8. Tick the Make Multiple Recurring Appointments check box.

9. Click the Next button to continue. The Create Recurring Appointments window appears.

10. Enter a date for the first appointment in the Date field

manually, or via the associated calendar button.
11. Enter the number of appointments you wish to book.

12. Stagger the appointments using the Time Between
Bookings fields;

o Enter the number of days/weeks/months between
appointments, and select whether the increment will be
based on days, weeks or months using the associated
drop-down list.

o (Optional) Enter a Best Day/Date in Period. If you
selected Day(s) as your Time-Between-Bookings, this
option will not be available. Likewise, if you selected
Week(s), the selection will default to the same day as

that of your chosen Date of First Appointment (Step 10).

If however, you selected Month(s), you will have access
to a drop-down list of day/date options such as specific
days, or 'First Friday of Month', and so on.

i

Mew Appointment Wizard

Create recurring appointments

Date of first appeintment |24,.’02le11

Mumber of appointments I 3

Time between bookings |1

Best day/date in period

Best fime

Thursday

Week(s) -

|11:2D am ﬂ
Allow double bookings IZ columns deep

Ea"lceil{ﬂadtl

Next >

13. Enter a preferred time for the appointment in the Best Time field, either manually or via the '\3 button.

14. Select whether or not you will allow double-bookings by enabling/disabling check box, and then how many

'‘double-ups' you will permit.

15. Click M to continue. The Revise Recurring Appointments window appears.
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Mew Appointment Wizard
Revise recurring appointments
Date Time Col |Type Duration |Comment
Thu, 24/02/2011 [11:20am 1 Mew 40 mins
Thu, 03/03/2011 |11:20am 1 MNew 40 mins
Thu, 10/03/2011 |[11:20am 1 New 40 mins

P‘rht_ist...l Cancel < Back | Finish I

16. Take a moment to confirm that this appointments schedule is suitable. You also have an opportunity to print the
list from here.

17. (Optional) If MedicalDirector Blue Chip determines it necessary to present you with any warnings about the
appointments you wish to record, the Next button will be made available. Click this to reveal the Review
Appointment Warnings window.

18.Click __F@0 | when you are ready to record the range of multiple appointments. You are returned to the

Patient Bookings window, where the appointment details are now available. The new appointments are also
entered in the Appointment Book.

New Appointment Wizard

Review appointment warnings

* YWarning: The last referral from Dr Wincent Harrison for Mr David
Anderson expires on 17,/06/2009,
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Printing Appointment Reports (Lists)

1. Within the Appointment Book, use the calendar tool to select the day of the appointments you wish to print. You
can only select one day at a time.

File Setup Reports BCTocls 5SMS Window Help '

ﬁ'ﬁ &

JLE | e

Groups Al - | Practitoners Br Grant kong - | @O0 | [(Fndsiet | [ sMs ]
1/4 Dr Grant Kong = 4 May » 4 2012 »

hursday, 24 Man

2. Click the &¥ button. The Print Report window appears.

3. Select one of the Appointment reports.

4. Click _ to continue.

5. Select one or more practitioners and appointment types to print. You must make a select from both sections to
continue.

6. Click et > |

7. Set print options as desired and then click _ to print the list of appointments.

-
Print Appointment list (no comment)

Modifying Appointments

‘i
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There are many ways to edit existing appointments. The Outlook™ version of the Appointment Book allows users to
edit appointment times and durations directly on the screen as well as via the following procedure.

Overview of the Edit Appointment Wizard

When you first access the Edit Appointment Wizard (via one of the methods explained following), a __= Bs%  |putton
appears on it. Clicking this button will alter the window slightly, by adding a Practitioner field (as shown below), giving
you an opportunity to select a different practitioner should you wish to.

Practitioner Can be changed to another available Edit Appointment Wizard (o
from the drop-down list. Edit appointment details
Patient Can be changed by typing a new Fosie -
surname and pressing the Tab key or
P g y Patient |Barker, Sterling M, Mr _I

clicking the J button to open the
Search Patient facility.

N = —

Type Can change the type of Appointment.
- Duration ISO— minutes

Status Can change the patient’s status from e Dactor —

booked to waiting, in consultation, e o curent refers -

departed or no show (see Using the _ _ _

. ) ) Make multiple recurring appointments

Diary in Session).

Duration Can be extended if a longer appointment Cancel o Batt | Next >

is required. s

To Edit an Appointment using the Appointment Wizard
1. Left click to select the appointment.

2. Right-click the appointment to bring up the context menu.

3. Click Edt. The Edit Appointment Wizard appears.

e ™
Edit Appointment Wizard m

Reschedule appointment

Date 30/05/2012 Appointment book. .. | Find Slot... |

O Crr—

Priority 1* (Highest) » | *Indicates currently allocated column H |
Comment

Press Ctrl+Enter to add a new line

Cancel < Back Hﬁl

-

Here the date, time and priority can be edited as well as adding or editing an appointment comment. You can type
adjustments manually at this point.

Using the Appointment Book Button
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Clicking Anponent bodk. I on the Edit Appointment Wizard window displays a smaller windowed appointment book.
Use the calendar control to find a new suitable day (and time if required).

Display | Dr Grant Kong | SM5 November 2012 MW
Mon | Tue |Wed | Thu | Fri | Sat | Sun
onadd pvembe 1 013 1 7 3 a
5 6 7 8 9 10 11
GK (2/4) |
| 12| 13| 14| 15| 16| 17| 18
| 26 27 23 29 30
30

15 Today | Jump To: I 12/11/2012

10 Al
_ Details for Dr Grant Kong
i Location 1:

Using the Find Slot Button

The Find Slot feature will only work if the Practice has entered predetermined appointment times into its plan. For
example, a doctor may wish to see new patients on the hour and follow-ups in the remaining time of that hour, with
post-ops after lunch. Click on the Edit Appointment Wizard window to open the Find Free Appointment
Slot window.

Start date |2s;02;2ﬁ 11 i

Search results
|Date Time  |Pricrity|Location
Man, 28/02/2011 | 9:00 am Crows Mest

ity
1
Man, 28/02/2011 |10:00 am 2 |Crows Mest
Mon, 28/02/2011 |11:00 am 2 |Crows Nest
Man, 28/02/2011 | 1:00 pm 1|Crows Mest
Tue, 1/03/2011 9:00 am 1|Crows Mest
Tue, 1/03/2011  |10:00 am 1 |Crows Nest
Tue, 1/03/2011  |11:00 am 1|Crows Mest
Tue, 1/03/2011 1:00 pm 1|Crows Mest
Fri, 4/03/2011 9:00 am 1 |Lismore
Fri, 4/03/2011 10:00 am 1 |Lismare
Fri, 4/03/2011 11:00 am 1 |Lismaore
Man, 14032011 | 9:00 am 1 |Crows Mest

Click il to commence the search. The search may take a moment. After the search has completed, the first
twelve free slots will be displayed in the Search Results section. If these slots are unsuitable, click M to
display the next twelve free slots.

Select your desired appointment slot by either clicking the dates and times on the left panel and then the OK button,
or select an available time slot in the right-hand panel and then click the OK button. You will be returned to the Edit
Appointment Wizard.

Changing the Appointment Date with the Calendar Control

‘i
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Clicking the calendar 22 button at the end of the date field displays a mini calendar, showing open slots.

T Ty
Edit Appointment Wizard (2] = ]

If the time clashes with the new date a message similar to the following may appear (depending on how
MedicalDirector Blue Chip is configured).

At this point change the appointment time (if the day is still required).

Changing the Appointment Time with the Time Control

Click the clock 0 button at the end of the Time field to display the free appointment times for the date displayed in
the date field.

7P| X

-
Edit Appointment Wizard

Click to select an available time, and then OK to confirm. You will be returned to the Edit Appointment Wizard.

‘i
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Depending on how your MedicalDirector Blue Chip is configured, the appointment’s priority will automatically default
to 1 (Highest) if it does not clash with another appointment. If you manually place the appointment into the second
column, the Appointment Wizard will record the priority as 2 (Lowest).

2:00 am ﬂ ("Edit Appointment Wizard (B |

1 it Reschedule intment

ule a mn n
6:00 ppe
6:15 Date  [1/11/2012 E|  apponmentbook... | FndsSt... |
6:30 Time IQ:UU am ;?i
S P Pty “Indcates crenty located
| Tiori - NAICates curren alloca’ umn
7:00 |_|I owes ¥
7:15 Comment
T
745
—— S Press Ctrl+Enter to add a new line
Ok Cancel | Cancel < Back | Next > I
L

Click _Bext > |(andthen _ B8 |if there are no referrals associated with the appointment yet)

To Directly Edit an Appointment in the Appointment Book

Moving an Appointment

The drag-and-drop method will only work when moving appointments to either a different time slot or different
practitioner if these are displayed on the screen at the time. To move the appointment to a different date, please
refer to the Edit Appointment using the Appointment Wizard section above.

1. Left click and hold the mouse button down to select the appointment to move.
2. Drag the appointment to the required available time slot

3. Release the mouse button

Changing the Appointment Duration

This method allows the appointment’s duration to be changed directly on the Appointment Book. The duration time is
determined by the default unit of time as indicated on the Appointment Book’s timeline.

1. Left click to select the appointment

2. Hold the cursor over the bottom of the appointment so that the cursor changes to a double-headed arrow (see
below).

45
10 oo 10:00 AM-10:30 AM (1)
— || Ms Lubica Daoranowic

15 Iy
¥

30

45 Ms Lubica Doranovic {10:00 AM - 10:30 AM)

11 i

Hj'_,l Skatus: Booked

4

3. Drag to extend or contract the appointment’s duration as required.
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Finding an Appointment

A common occurrence is when a patient telephones the Practice when they have forgotten the date of their next visit.
Instead of searching the appointment book, the quickest and most efficient method is to use Bookings window in the
patient’s record.

& David Anderson - 49 - Bookings = =R
Fatient Detailz . .
Feferrals patient bookings
Accounts
Motex Date Time Duration |Practiioner |Type Comments
Correspondence 1/05/2012|  8:20am [40min  [BA New

3/05/2012| 10:40am [20min |BA Rev
Recalls 15/05/2012| 8:00am |40 min  |BA New
Eztimates 22/05/2012 | 10:40 am-40-min A Mawy
ImageLite 24/05/2012|  9:20am |40 min EA New
s B MBS SN
Edt.. | Cancelbookng | Deletebocking Print...

From this screen, the patient’s past and future appointments are listed, and they can be printed via M
located at the bottom-right of the screen.

Cancelling or Deleting Appointments

Following are the steps required to cancel an appointment. When an appointment is cancelled, a line will be drawn
through the patient’s bookings and the appointment book will free-up the previously-occupied appointment. This
process does not take into account any legitimate reason the patient may have had for cancelling. To accommodate
this, before going to Status, click ‘Edit Appointment’ and add the reason to the appointment comment. Then when the
appointment is cancelled, the reason appears in the patient’s bookings history.

1 07 [ (1) Master Graham Andrews (1:00 PM-1:30 PM) ]
15 Edit Appointment...
30 Delete Appointment
SIE
| Status D‘gl_l ¢ EBooked
00
2% View Patient Details Waiting
15
| View Patient Bookings Consulting
30
45 | Add Appointment... Departed
300 Send SMS Ne Show
15 | Cancelled
|

Locate and right-click the patient's appointment in the Appointment Book. A pop-up menu with a list of options is
displayed;

o Toindicate that a patient failed to turn up for their appointment, select Status > No Show from the pop-up menu.
This will not delete the appointment from the book, but will place an X in the appointment on-screen.

o To cancel an appointment, select the Status > Cancelled from the pop-up menu. You are prompted to confirm the
cancellation of the appointment. If you do not have permission to cancel an appointment, you will be notified
accordingly when you attempt the cancellation.

o To delete an appointment, select the appointment and press the Delete key. You are prompted to confirm the
deletion. The Delete appointment option should only be used if you have made a mistake and the appointment
does not belong in the appointment book. If the selected Practitioner is inactive (deactivated), you will be unable
to edit, change status of, or delete an appointment.
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SMS Reminders

SMS Reminders is a module that allows users to send SMS messages to mobile phone from within MedicalDirector
Blue Chip. Message transfer is managed by a third party, with whom you must register in order to send SMS
messages.

There are two components to upgrading your SMS registration:
o Initialising the new SMS registration from within MedicalDirector Blue Chip.

o Configuring your proxy in order to send scheduled SMS messages.

Initialising SMS Registration from within MedicalDirector Blue Chip
1. Ensure you have at least MedicalDirector Blue Chip 2.6.70
2. Ensure you log into MedicalDirector Blue Chip with a user who has permission to ‘Change SMS Setup’ in BC Secure.

3. Upon opening MedicalDirector Blue Chip you will be prompted to register for SMS reminders. Even if you had
registered for SMS reminders in a previous version of MedicalDirector Blue Chip, you must re-register to make use
of the new SMS messaging service.

-

SMS Registration
@B SMS reminders are now available in Blue Chip. To use thiz facility, registration and
WY =etupisz required. Would you like to perform these tasks now ?

[T Do not show this message again bo any user Tes Mo |

If this prompt does not appear, you can also register via SMS > Setup SMS Reminders > Register for SMS button.

4. Click ox The SMS Register prompt appears. SMS Register
5. Enter a new Username and Password and then click 5. The sEname:

registration information you enter will be validated immediately, and if |

invalid you will be prompted accordingly. Mew password:

6. Your Internet browser will open, and attempt to connect with the
Confirm new pazzword;

MedicalDirector Blue Chip / MessageNet web page for SMS registration. On
the registration form, the Practice ID and Practice Name fields should be I
automatically populated with your relevant data, as shown below. oK I

e
MessageNet «:74/

MessageNet/BlueChip Software Online Registration Request
* Please note a fieds are requrea

Cahcel

Practice Name: * Practice 10:

For Your Health 5747562093

Postal Address: State:
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7. Once you have completed the registration form, click “ You will be sent a verification email to the email

address you entered within the registration form (above).

Once you have received the verification email, return to MedicalDirector Blue Chip and click mto
verify and save your registration information. Upon successful verification, the Username field will automatically
be populated with your chosen user name, the Registration Completed check box will be ticked, and the

button will become available.

I [ EEqkiEtiem Eampleted)

—

9. You will also be prompted accordingly and presented with a request to setup your proxy settings.

10. Click - to close the prompt, and then click - in the SMS Reminders Setup window to complete

the registration process.

Configuring your proxy in order to send scheduled SMS messages.

1. Within MedicalDirector Blue Chip select SMS > Setup SMS Reminders.

2. Select the SMS Scheduler tab.

3. Tick the Use Proxy for SMS
Scheduler check box. The remaining . Registration Details I Standard Messagel Meszage 5chedule SMS Scheduler | Credit Status
fields will become available.

4. Enter your proxy details. Please
consult your System Administrator if
you need assistance obtaining this
information.

5. click L0 on the sms
Reminders Setup window to save P
your settings.
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Configuring Automated SMS Reminders

You can access the SMS Reminders Setup window at any time via SMS > Setup SMS Reminders, at which time you will
be able to select from four tabs as explained below.

Only users with Change SMS Setup permission (in BC Secure), can view the SMS Setup window. Any user with Change
Practice Setup permission prior to upgrading will automatically be granted Change SMS Setup permission following the
upgrade.

To Setup your standard messages for SMS Reminders:

You can create standard messages (templates) for each of the Practitioners in your MedicalDirector Blue Chip
database, as well as a default 'Practice-wide' standard message.

1.

2.
3.

5.
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From the MedicalDirector Blue Chip main window select SMS > Setup SMS Reminders. The SMS Reminders
window appears.

Select the Standard Message tab.

From the Message Template drop- SMS Reminders Setup
down box, select whether you wish to

edit the Practice-wide standard
message or that for one of the B

Practitioners in your MedicalDirector tMeszage Template:
Blue Chip database.

' Registration Details  Standard Message | Message Schedule | S5 Schedulerl Credit Statu3|

Characters remaining: 77

[PatGiven], you have an appointment with [PractName] on
Create the standard message. You can [AapptDate] at [ApptTime]

enter a maximum of 160 alpha-
numeric characters per message, as
indicated at the top-right of the
message body window. As you type,
this number will decrease. With 20 or
fewer characters remaining, this ok
number is displayed in red.

Cancel

By right-clicking in the message body you can access a menu of merge fields that you can then insert into your
message at the insertion point. These field codes act as place holders for information, and will be replaced
automatically when you send the message. For example, if you enter the field code [PatName], this will insert the
name of the patient for whom you are creating the message. Note that you must click where you want to place the
merge field before right-clicking and selecting it, to ensure that the field is inserted in the correct place.

Keeping in mind that there is a 160-character limit for each message, you must note that MedicalDirector Blue
Chip sets aside a number of characters for each field you add. You are still able to keep typing beyond what
MedicalDirector Blue Chip thinks the limit will be, but the text appears in red with a strike-through as an indicator
for you.

Press the a (preview) button at the top-left of the SMS Reminders Setup window to preview your standard
message. Press the =2l (revert) button to revert the text you've entered to the default SMS Reminders message,
which is "[PatGiven], you have an appointment with [PractName] on [ApptDate] at [ApptTime]".

Click 5. to confirm and save your standard messages.
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Scheduling Messages

Select the Message Schedule tab to configure automatic messaging.

Intervals This section allows you to set up the interval prior to patients' appointments at which SMS
Reminder reminders will be sent.

Scheduler Time Use the Run at (time of day) text box to enter a time at which you want your reminder
messages to be sent. Note that MedicalDirector Blue Chip must be running on the
computer you have selected at this time for the reminder messages to be sent.

Do Not Send Reminders...| When this check box is enabled, messages which would otherwise be sent on a closed or
check box absent day will be sent on the last working day before the closed/absent day.

Credit Status

Each SMS message that is sent incurs a charge, deducted from the number of credits on your account. The
button on this window is used to determine the number of credits you have remaining.

' Fegistration Detailsl Standard Messagel Meszage Schedule I SM5 Scheduler  Credit Status

When you click TediE | SMS Reminders will attempt to contact the SMS service provider in order to determine
the number of credits you have remaining with them. This functionality requires that you have active internet access
from the computer you are using. The application may appear not to respond momentarily while this request is in
progress. Note also that your credit quota is not stored with MedicalDirector Blue Chip. Therefore, whenever you
access the Credit Status tab your Credits Remaining will be 'unknown' (as indicated in the preceding image) until you

refresh this data by clicking
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Creating Accounts

Creating Multiple Accounts for Single Patient

Classification of invoices and receipts is performed at the Accounts level. Transactions pertaining to Medicare Bulk Bill
are separate to those where the patient is paying for their treatment, as are those where Worker’s Compensation is
paying. It is feasible and common for a single patient to have a range of accounts to accommodate a range of
circumstances (or who is paying for the treatment). For the Practice, it enables accurate reporting in terms of services
provided and financials.

Creating a Private Patient Account

1. From within the Patient Explorer, select the Accounts menu item.

P

Q; David J &nderson - 49 - Accounts EI
Patient Details L
Refenals patient accounts
HICO Bulk Bill [5K-C  |Practitioner Class Issued To Acct Ref Balance Status
0s MEF [DS] Dr Bevan Ayers - Crows Nest  |Private Patient 27 2377.85
Friveate [BA-CM] . Day Surgery D5 MEP Health Fund {from mer 28 0,00
Motes Dr Grant Kong - Crows Nest  |HICO Bulk Bl |Medicare Australia Dirg 29 0.00
Correspondence
Bookings
Recallz
E ztimates
ImageLite o
‘ Open existing account I
F3 - 5M5 Message |
Create new account... |
F2 - Medical Director |
Print labels... | Total Balance 2877 85
| 4

2. Click _ Seatenewaccount.. | The New Account window appears.

P "y
Mew Account M

Patient David Anderson aK
Banked to  Practitioner Dr B Ayers - CN "]
Cancel
Provider no. 2122361B
Account 5t Leonards
Class [F‘ri'n.rate - ]
lssueto  |Patient -

Account ref 27

—

3. Select the Practitioner from the associated drop-down menu.

4. Select the Class of account (Private) and to whom the account will be normally issued to.
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5. Click - to confirm and save the details. The Account Details window appears, on which you record
specific information about the account.

P
Account Details

IMC ECLIPSE account with
Dr Bevan Ayers
Issued to Patient

v

Entering Private Heath Fund Membership details
If the patient has Health Fund Membership, complete the following steps.

1. Select New from the Health Fund Membership drop down menu.

2. Type the Health Fund’s name where indicated and press Tab or click the —I button to select a name from the list.

CBHS Health Fund Ltd
Locked Bag 5014 Fh 1300 654 123
PARRAMATTA NSW 2124

L
L |

b= |

3. Click to accept the Health Fund name. You will be returned to the Account Details window. If the
required Health Fund’s name doesn’t appear in this list, refer to Entering a New Health Fund. Complete the

remaining details into the Health Fund Membership section.
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4. Tick the Default Membership check box. This displays the patient’s Health Fund Membership summary on the
Patient Details window.

Account Mame I

Membership Ma. I Ref Ma. I Expiry Date

Level of Cover I Default Membership

5. Next of Kin account contacts can be entered (see Parents database)

ontacts

Mext of Kin

6. Click 5. You will be returned to the Accounts window in the patient’s record.

7. Select the Patient Details menu review the Health Fund Membership Summary section at the bottom-right of this
window.

@ David Anderson - 43 - Patient Details = ol
_ Title Given Initial Surname Status | :
Referrals IMr IDavid I Iﬁ\nderson Active - meent details
ﬁccfjunts Gender Salutation Date of birth Age
Private [BA-CH] Vial 3/11/1955 =
Motes I ale I I 11/ I years
Eorre_spondence Residential Address | postal Address Deceased Date
Bookings || Deceaszed I
Recals IEl Wallace Street File Number
Estimates qu
ImageLite I
Accounts New... |
IMELEDURNE —I I."IC ISUUU Practitioner | Class | Acct. Ref. Balance
Default address  (Address Line 1 and Suburb are reguired) BA-CM Priw 27 707.65
Ds DSMEP 28 0.00
Phaone Alt Ph Mobile Phone GK-CM Priv 29 0.00
[(03) 1234 5678 [(03) 1234 5678 [0411234567
Email [ Do not send 5M3
Idavid.anderson@demotownpolyte&nic.edu.au
Comment First visit date Referring Dactor
I I Dr i Lobel [far any] j
- Expires 09/2074 [12 manth)
Qecupation © Medicare  CardNo validto  Ref
ITest Engineer I = Veteran ISEUU 26512 1 |12j2014 Il_ Health Fund Membership Summary
— Health Fund Expiry Date
Last verified using Medicare Australia; Mot yet verified, ICBHS Health Fund Ltd I21!01;‘2316
[ | verify patient before inveicing. Verify with Medicare Australia. .. | Membership MNo. Level of Cover
IMHF1‘23456?8 I'I'op
|| Patient's name is different on the DVA Card
Alias Given Wame Alizs Surname
F3 - Medical Director | I I
Patient deaf in left ear Alerts. ..
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Creating a Private Health Fund Account

The following procedure outlines how to create an account for an insured Inpatient (where the Health Fund will pay
for treatment). This procedure assumes the patient already has a private account, with all the relevant Health Fund
details entered.

1.
2.

From the Patient Explorer select the Accounts menu item. The Accounts window appears (as shown above).

Click the Create New Account button. The New Account window appears.

Select the Practitioner from the associated | yew Account =)
drop-down menu.

Patient David Anderson I
Select the Class of account (Health Fund in oK
this case), and to whom the account will be Banked to  Practitioner | Dr B Ayers - CN -] Cancel |
normally issued to. Provider no. 21223518

Account 5t Leonards

Click ___9% The Account Details
window appears. Complete other details as Class [Private v]
desired. lssue o |Health Fund (from membership)  ~ |
Click 5. You will be returned to the Accountref 27
Accounts window. ||

Creating a Third Party Account

N
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From the Patient Explorer select the Accounts menu item. The Accounts window appears (as shown above).
Click the Create New Account button. The New Account window appears.
Select the Practitioner from the associated drop-down menu.

Select the Class of account (Third Party in this case), and to whom the account will be normally issued to. In this
case it is a solicitor.

Click 5 The Account Details window appears, displaying information for the solicitor.

ra T
Account Details m

Third Party account with Acct ref |29 oK
Dr Bevan Avyers
Issued to Solicitor 0.00 Status IHDrmaI _I
- Contacts Reset balance
Insurer I

= = P

Solicitor |

~Other details

Claim Mo Injury Date

. To enter the account’s contacts, click the J button, and select an Insurer from the drop down list. If the Insurer

does not appear in the list, you can add them (see Adding New Contacts).

Enter other relevant information in the Other Details section. These fields will vary between account classes. In
this case, enter the Claim Number and Injury Date.

Click oK You will be returned to the Accounts window.
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Creating a Medicare Bulk Bill/DVA Account

These accounts are very similar in their creation, with the only major difference being that DVA has differing levels.
For instance, DVA Gold Card holders are fully-repatriated for their health care, whilst DVA White Card holders are only
partially covered. With the latter, a Practice may elect to record the patient’s Health Fund Membership details.

1. From the Patient Explorer select the Accounts menu item. The Accounts window appears (as shown above).

2. Click _ The New Account window appears.
F=
oo

Medicare Australia Direct Bill -

3. Select the Practitioner from the associated drop-down menu.

4. Select the Class of account (MA Online BB, MA Online DVA, or MA Online PC). As the claim will be electronically
lodged, the Issue to field is automatically completed and inaccessible.

5. Click - The Account Details window appears.

,
o

HICO Bulk Bill account with 27
Dr Bevan Ayers
Issued to Medicare Australia Direct Bill 0,00

6. In most cases the account contacts will not be required or preset. Click - to close this window.

‘i
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Adding a New Health Fund

For convenience, ensure you have done the following first;
o Created a Fee List for your Health Fund.

o Setup MedicalDirector Blue Chip to
associate Health Funds with an Address
Type of 'Health Fund', as shown in the
following image. This is done in the same
way you configure Company Groups.

1. From the MedicalDirector Blue Chip main
window, either:

o Click the Open i' button,
o  Press Ctrl + O on your keyboard, or

o Select File > Open.

2. The Open window appears.

3. From the List drop-down list, select Health
Funds. From here you can search for and
select an existing Health Fund record, and
then view/edit the record by clicking the
Open button.

To create a new record, continue to Step
5.

[ I I[EfEfE

Locked Bag 5014
PARRAMATTA MSW 2124

4. Click — The New Company window appears. As a Health Fund is considered a subset of 'Companies’, the

same window for creating new Companies is used.

gl

=)
it |
Filoriz Sllieiton
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5. Enter details as appropriate, including selecting 'Health Funds' as the Company Group (selected by default), and
the associated Fee List you created at Step 1, for the Health Fund.

6. Click - to confirm. The new record is added to the list of Health Funds and you are presented with the
Company Details window.

DHF - Defence Health Limited -

From here you can also manage the Health Fund's Representatives.

7. If you are using the Health Fund for Inpatient Medical Claiming then:
a. Select the Fund ID (Insurer Code).

b. Select the default Claim Type for
the Health Fund (either 'Scheme'
or 'Agreement’).

c. Click Setup practiioners claim type |

By default all your Practitioners
will appear in the 'default' Health - Day Surgery

i D1 Bevan Ayers
Fund Claim Type. D Grant Kong

d. Click on the < or > buttons to move
your practitioners between
'Scheme' or 'Agreement’

‘i

MedicalDirector®
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Parent’s Database

The Parent’s Database is used to hold details of people related (in some way) to an individual patient but are not
necessarily patients themselves (for example, the child is the patient and the parent is responsible for the child’s
account). The database can also be used to hold emergency contact details. There are numerous ways to enter details
into the patient database, but generally the procedure begins on the Accounts Detail window.

1. Within the Contacts section enter the contact’s surname and press Tab or click the _I button. The Select Next of
Kin window appears.

o If the surname was typed, select
the appropriate name from the

list and click L2281 or .

o Ifthe —I button was pressed,
type the surname in the Search
for field, and then click

_ to associate the

name with the patient.

o If the surname doesn’t exist in
either instance, see below for
adding a new Next of Kin
record.

2. Click _ to return to the Account Details screen.

3. Click _ to return to the Patient Details screen.

Adding a New Next of Kin Record

1. On the Select Next of Kin window, click —

2. Enterin the Parent’s/Next of Kin’s details as
applicable. Clicking the From Patient opens the
Patient Explorer. Type the patient’s surname to
associate them to the related patient (i.e. Medicare
numbers, addresses, phone numbers and
relationship). Remember these fields can be
overtyped and the comment (relationship type) can
be edited to include extra detail.

3. Click _ to confirm and save this record.

Changing the Addressee for the Account
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= el |

Health Fund Membership |1. CBHS Health Fund Ltd - My Health Fund Account {#MHFlZSﬂEG?;I Reset balance |
¥ Tick if name appears differently on Health Fund card

Health Fund

| -l

ICEHS Health Fund Ltd

Pisl=ts

Account Details
Private account with Acctref IZ? oK I
Dr Bevan Ayers
Issued to Patient 0.00 | Status [Normal

1. On the Account Details window, click _Addressee... | The Change Account Addressee window appears.

2. Select the account addressee to issue to via the associated drop-down list. Click L to confirm your
selection. This results in Invoices/Receipts being addressed to the person(s) selected.

Entering Account Contacts

The following procedure is valid for entering new account contacts. Typically, account contacts are specified during
the initial program configuration (performed by MedicalDirector). Contact data can be entered via the Patient
Explorer by clicking the EF button to call the Open window, and then change the List from Patient to Solicitors or

Companies.
Tl ™
Cpen m
Search for List By
‘Paﬁarlts vl Name A | Open I
Patients
Mame Subur Doctors - Cancel |
T iy Companies | (4
Anderson, Penny MELE( Parents
Andrews, Anna DACE Debt Callectors Mew... |
I
o Fred =T k) (MSUrers

Alternatively, via the Account Details window. click the _I button at the end of the contacts field.

-
Account Details

=)

Third Party account with Acctref IZ?'
Dr Bevan Ayers
Issued to Solicitor .00 f Stetus [Normal

~Contacts

N
- —

R_Esetbalancel

Insurer ISID {Parramatta)

=] |
Gl

)
)

Solicitor

Delete

If the Account Contact does not appear in the Select Solicitor window, click L to create a new record.

-
Select Solicitor

Search for

I unt & Hunt Solicitors|

MName Suburb
Hunt & Hunt Solicitors SYDMEY NSW

|| pisplay Only Preferred
["1indude Inactive
Indude Deceased

. Inactive

M Deceased

| 1fie found.

Hunt & Hunt Solicitors
123 Macquarie Street
SYDMEY NSW 2000

Ph 92333313

Printing Account Labels
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1. Open the record of the patient for whom you wish to print account labels.

2. From within the Patient Explorer, select Accounts from the margin menu.

Dr Grant Kong - Crows Nest  |HICO Bulk Bill |Medicare Australia Dirg 29

5. Enter the number of labels you wish to print, and then click _
6. Ensure that the correct printer and tray are selected and click _ again.

Deleting Accounts

‘i
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If an account has been created in error (i.e. wrong practitioner, class or location), provided no transactions have been
attributed to the class, it may be deleted.

1. Open the record of the patient for whom you wish to delete an account.

2. From within the Patient Explorer, select Accounts from the margin menu.

3. Locate and select the account, and then click —

. Day Surgery
Dr Grant Kong - Crows Mest  |HICO Bulk Bl |Medicare Australia Dirg 29

2877.85

Third Party account with
Dr Bevan Ayers
Issued to Solicitor

5. Click _ This is only available when no transactions have been recorded in the account.

Estimates

‘i
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Estimates can be accessed via the associated margin menu within the Patient Explorer. Tip: Setup the account class for
the invoice before setting up the estimate.

€. David ) Anderson - 49 - Estimates e
Fatient Detailz ) ) = )
Referrals Show estimates added since: IlG,."UBf?.UlU i estimates
Accounts [T Show fee estimates that have been used to areate an invoice
Mgz Expires  |Practitioner Class Estimate Name Service Items Amount
ol 15/03/2011 |Dr Bevan Ayers - Crows Nest |Lismore Base 15245, 15260 218.30
Bookings 16/03/2011 |Dr Bevan Ayers - Crows Mest  |Lismore Base |Initial Consultation |110 121.10
“ 14/04/2011 |Dr Bevan Ayers - Crows Mest  |Lismore Base |Mew Estimate 34103, 44, 45564, 1  2354.45
ImageLite
F3 - 5M5 Message |
F9 - Medical Diectorl View... Clone... Print... Create Invoice...
Vi
Mew... To create an Estimate.
View. .. To view the details of the selected Estimate.
Clone... | To copy the selected existing Estimate — useful for editing an existing Estimate like adding

items, changing gap calculations (known to standard).

Print... To print the Estimate.

Create Invoice... | Use the stored Estimate information, converting it into an invoice.

As with a traditional invoice, any details supplied automatically can be manually edited and additional items added if
required. As the Practitioner and Class details have already been entered at the time of generating the Estimate, the
invoice is automatically attributed to those details.
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Create an Estimate for a Private Patient

Completing an estimate is similar to completing an Invoice for a patient.

1. Within the Estimates screen, click _ The New Estimate of Fees window appears

Hazpital -

2. Nominate the Hospital where the operation will take place, by either typing the hospital name and pressing Tab, or
clicking the —I button and selecting the hospital from a list.
3. Check the Practitioner and Account class details are correct.

4. Type in the Service Item Number and press the TAB key. Details will be automatically applied to the corresponding
columns. As with invoices, the fee can be manually replaced, but the rebate and gap amounts cannot. Repeat this
process for the remaining Service Item(s) you wish to add.]

5. Name the estimate for your reference, and give it an expiry date if desired. Click - to complete the
estimate. This will then appear in the patient’s record.

‘i
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Create an Estimate for a Private Patient (known gap)

This is applicable where the patient pays the gap between a doctor’s fees, less (Medicare rebate @ 75% + health
fund’s published rate).

i~ ™y
Mew Estimate of Fees @lﬂ

I Hospital Services IBUﬂhul}' Private Hospital _I Practitioner [Dr E fpers - TN ']

Health Fund Medicare LClasz [F'ri\-'ate v]

[ Multiple procedure scaling |lzsue to [F'atient ']
Dizcount [BOELET |

[ | Invoice message BIMEEGTTTE | H/F Rebate bazed on [Health Fund Service v]
Item Dezcription Fee Medicare |Health Fund|  Gap Tatal

32090 | Fibreophic colonoscopy examination of colon beyond the hepatic flexure..| 45000 221.55 157.20 71.25 450.00

E stimate will expire on I25#"| 242013 i Total (Incl G5T) 450.00

[ Wiew GST Detail:

E stimate M ame 5T 0.00

|
g e el T | Gap total 71.25
|

—I E:Eg%sgtel j ok | Cancel |

HEREstiE EiEIEer

1. Set up the estimate as outlined above for a Private Patient.
2. Ensure you tick the Health Fund check box to display the Heath Fund column.
3. Viathe H/F Rebate drop-down list, select the required Health Fund’s price list.

Disclaimer: refer to contractual arrangements with your health fund, as circumstances vary from practice to
practice.

Create an Estimate for a Private Patient (standard gap)

This is applicable where the patient pays the gap between a doctor’s fees, less (Medicare rebate @ 75% + health fund
rebate @ 25% of the MBS rate).

1. Set up the estimate as outlined previously.
2. Ensure you tick the Health Fund check box to display the Heath Fund column.

3. Viathe H/F Rebate drop-down list, select the Medicare rebate.
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Invoicing

There are two main types of invoices covered in this section, with the most common being the Invoice/Receipt
combination (where the patient pays for the consultation at the conclusion of the appointment). The second is the
Standalone Invoice (where the patient pays for the consultation later, or a third party is being invoiced and will pay at

a later date).

Combined Invoice/Receipt

This section assumes an account has been created. To create a new account, refer to the Creating Accounts section.

1. Open the account you wish to invoice to and select the Invoices tab, as shown in the following image.

€ David Anderson - 49 - Private (BA-CN) =n Noh|
Patient Details — — .
Ftioreds Show records for: | All - | From: |21_.-u33_.-2u31—1 | e |21_.-u33_.-2n14 | [Clshow audit trai
Accounts Invoices | Receipts | Refunds History | Wirite offs History | Account Debtors | Account Credits |
Motes Issue Date  |Invoice Mo. |Transaction Type |Reversed |Invoice Items BatchID |Sundry |Amount |Paid Write off |Discount |Owing
Cormespondence 21032014 |41 Invoice 459530, 49539, 49558 3384.40 3384.40
Bookings
Recalls
Estimates
ImageLite
Mew Invoice | Open | Write off |
75 || [7]show reversals Debtors Balance:| 3384.40 | Credits Ealance: Balance: 3384.40
F3 - Medical Director
Account Transaction I_isﬁngl Account Details | Close |

2. Click _MewInvaice | A hew invoice is generated for you.

Q David Anderson - 49 - New Invoice

Patient Detailz

Fractitioner: Dr Bevan Ayers - Crows Mest

f=l-E

Refarrals o invoice
P MD Biling: | (None) =
Private [BA-CH] Date Iterm Fee Itern Description Gap Tatal
21/03/2014
MHotes
Correzpondence
Bookings
E;Tn?gfes [ | Muliple procedure [ | Wiew GST Details Sub total 0.00
ImageLite Dizzount [BOEEETT | + G5T 0.00
[ | Invoice message [BUBEETT | Balance
|| Pravided by locum [ v]
Gap total 0.00
|| Hospital services I _I
Digtance Traveled[km] I
s fhite Card Tezt |
FHequesting Pravider, I _I
Fequest | ssue [Mate I I Self Deemed e [e] Bl =ieiz it |00 WEfEr, LCancel

3. Press Tab to accept the current date (Service Date) and move to the next field, or manually change the date of

service and then press Tab.
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Enter a Service Iltem Number and then press Tab. The Item Description will be populated automatically, but can be
edited. Press the Tab key.

Although the fee will automatically populate, this can still be - 2 ™,
replaced if required Issue Invoice uﬂ

Click M You may be prompted to select a referral. Do you want to issue the invoice now?
This is optional. The Issue Invoice window appears.

. . L . Date of issue: |21 32014
You will be prompted to issue the invoice with an Issue Date. 103/

Click ﬁ to accept. Tip: Date of Issue can be different
to Service Date (e.g. invoicing operation billing for previous

dates). You will be shown the Receipting Module where a new { 4
receipt will be generated for you, ready for your input.

oK Cancel |

€. David Anderson - 49 - New Receipt [ @ ==
Fatient Details Mew receipt i
Referrals r'e'f'e!pt
Accounts Payment method
Private [BA-CH] Type Mame BankfCard Branch Details Amount Eftpos Status
Motes
Corespondence
Bookings
Recall:
ImageLite Allocations
Pract Patient Service Date | Item | Total Fee Gap Discount Owing Allocate
BA  |Anderson, David Priv|21/03/2014 |49530 2096.60 349.45| 2096.60|
BA |Anderson, David Priv|21/03/2014 |49539 998.35|  166.40| [] 938,35 ]
BA |Anderson, David Priv|21/03/2014 |49558 289,45 48,25/ O 289,45 [
oS s Add itemns. .. Prepayment... Overpayment...
F3 - Medical Director |
[~ Message Lz Cancel

Double-click the Type field within the Payment Method section, and then select from a list of available payment
types, or simply start typing the name of the payment type.

Payment options are self-explanatory. However ‘Credit Card’ refers to the mercantile system involving credit card
slips. ‘EFTPOS’ covers both EFTPOS Auto and EFTPOS Manual using Visa/Master Cards and Debit Cards (referred to
as Other). Debit/Visa/Master Cards are recorded as EFTPOS Manual type transactions. If Tyro EFTPOS is installed,
the option EFTPOS Auto should be chosen.

a. Enter the payment type and the name of payer. If paying by card choose from Visa, MasterCard or Other
(savings or debit cards).

Enter the Branch/Details (if required). Press the Tab key.

It is recommended for audit trails that cheque branch or cheque numbers are recorded. TIP: Anything typed in
here will be printed on the invoice. Therefore, please do not record Credit Card Details as this may lead to
fraudulent activities.

Enter the required amount and press the Tab key.

To determine which service items will have payment allocated them, locate the invoice item within the Allocations
section and tick its associated Allocate check box.
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If a TYRO transaction is declined, MedicalDirector Blue Chip will not complete the receipt. You will be returned to
the New Receipt window. The first line of the receipt will still display the original information except for the
amount (which will be $0). This line cannot be edited. On the second line of the receipt, try receipting using an
alternative payment method. If the patient does not want the decline information appearing on the receipt, the
receipt must be abandoned and a new one started.

Click __!¥%48  |vou may be prompted to select a referral. m*

This is optional. The Issue Invoice window appears. Issue Invoice

Do you want to issue the invoice now?
Click g The Print Report window appears, pre- _
selected with receipt options. Date of issue: |214’034'2U14

Click After printing the receipt, the Invoice tab

will display the invoice’s Service Iltem Number(s) and the N ——————

amount paid. The Receipt tab will show the amount paid, its
allocation and the payment method. Print Report

Select report

tandard receipt Description
Std Rec + Medicare Claim Form

Report type
IR.ece'pt

<gad<| Emtl

=

Standalone Invoice

1.
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Open the account you wish to invoice to and select the Invoice tab, as shown in the following image.

€. David Anderson - 49 - Private (BA-CN) = ===
Patient D etails — — .
Fieferals Showrecords fors(al = From: [2103/2014 | Tes [21/03/2014 | [ClShow audt trail
Accaunts Invoices | Receipts | Refunds History | Write offs History | Account Debtors | Account Credits |
Motes Issue Date |Invoice No. |Transaction Type |Reversed |Invoice Items BatchID |Sundry |Amount |Paid Write off |Discount |Owing
Carrespondence 21/03/2014 |41 Invoice 49530, 49539, 49558 3384.40 3384.40
Bookings
Recalls
Estimates
ImageLite
Mew Invoice | Open | Write off |
= || [¥]show reversals Debtors Balance:|  3384.40 | Credits Ealance: Balance: 3384.40
F3 - Medical Director
Account Transaction Listing | Account Details | Close |

Click _Mew Inwdice | A hew invoice is generated for you, ready for your input.
Press the Tab key to accept the current date and move to the next field, or type the date of service and press Tab.

Enter the required Service ltem Number and press the Tab key. The associated information for the Service Item
will be completed automatically, but can be edited. Although the fee is automatically added, this can be replaced.
Repeat this process for other Service Items you may wish to record.
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Patient D etailz
Referrals
Accounts
Frivate [BA-CM]
hew [mvaice
Maotes
Caorespondence
Bookings
Recalls
Estimates
ImageLite

Q David Anderson - 49 - New Invoice

Fractitioner. Dr Bevan Ayers - Crows Mest

o]

F - Medical Director

S
MD Billng: | (None) - A
Date Item Fee Itern Description Gap Tatal
210342014 |23 38.52 | Professional attendance at conzulting rooms [not being a service to .. 6.45 3855
210352014 (43005 482 52 | Photodynamyic therapy, one eye, for patients who commenced phot. . 140,75 482 55
21/03/2014 1437 93.84| Infuzion of verteporfin for discontinued photodynamic therapy, wher... 27.35 9385

21035204
[] Multiple procedure [ | Wiew GST Details Sub total 614.95
Discaunt +GST 0.00
[ rwoize message Balance 614.95 I
[] Provided by lacum l v]
Gap total 174.55

[ Hospital services

| =

Self Deerned Add Receipt ssue ‘ Defer ‘ Cancel |

- T
5. Click %28 |you may be prompted to select a referral. Issue Invoice @Iﬂ—hj

This is optional. The Issue Invoice window appears.

6. Click g The Print Report window appears.

Date ofissus:  [21/03/2014
7. Click You will be prompted to select a printer

destination and settings.

Do you want to issue the invoice now?

oK Cancel |

—

8. Click to print your invoice. You will be returned to

the Invoices tab where the new invoice appears. Notice that no payment has been made against it (the Paid

column is blank).

Patient Details
Fieferals
Accounts

Frivate [BA-CM)
Maotes
Corespondence
Eookings
Recalls
E stimates
ImageLite

F3 - Medical Director

Q David Anderson - 49 - Private (BA-CN)

Shaw records for: | al ~| From: |21/03/2014 | Te: |21f03/2014 | [C]Show audit trail

SR B (=)

Invoices | Receipts | Refunds History | Wirite offs History | Account Debtors | Account Credits |

Issue Date  |Invoice No. |Transaction Type |Reversed |Invoice Items Batch ID |Sundry  |Amount | Paid
21/03/2014 |41 Invoice 23, 43005, 43017 514,95
< [l '
Mew anoice| Open ‘ Write off |
[#] Show reversals Debtors Ealance: Credits Balance: Balance:
Account Transaction Listing‘ Account Details | Close ‘

Multiple Procedures — In Rooms (outpatient)

1. Create an invoice as shown previously.
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e David Anderson - 49 - New Invoice E\@
Fatient Details Practitioner: Dt Bevan Ayers - Crows Mest ) .
Eszﬁfs MD Billing: | (Mane) - QRvoice

Private [BA-CH] Date Item Fee Itern Description Gap Total

Mew lrvaoice 21/03/2014 459530 2096.58 | Knee, total replacement arthroplasty of, revizsion procedure, requirng... VBE.20 2096.60
Motes 2170352014 | 49839 998,34 | Knee, reconstructive surgery of cruciate ligaments [open or arthrose. .. 7435 933,35
Conespondenice 21/03/2014 | 43558 289,44 | Knee, arthrozcopic surgery of, invalving 1 or more of. debridement, ... 108.55 289.45
Baoaokings 21/03/2014
Recalls
E stimates Multiple procedure = [ | Wiew GST Details Sub total 3384.40
ImageLite

[ | Invoice message

Dizcount + GST 0.00
Balance 3384.40 l

Gap total 1269.10

[ ] Provided by locum [ v]

Hoszpital zervices |F|:|r Your Health J

li
e |
F3 - Medical Director |

Self Deemed Add Receipt lssue CDiefer LCancel

2. Tick the Multiple Procedure check box (as shown above). This enables scaling to be applied when billing multiple
surgical items. This scaling can be adjusted. It is the Practice’s responsibility to ensure the correct item number(s)
are scaled.

Enter in the item numbers in any order and MedicalDirector Blue Chip will re-order them based on Medicare
Operation Ruling when the invoice is issued (providing they are based upon the Medicare item list). If item
numbers are consultation-based then the fee value will only be added.

Select Issue or Add Receipt depending on circumstances and the following screen will appear, displaying the
scaling calculations.

% Multiple Procedure Scaling Iﬁ

Date Item Mo Description MES Fee Fee Gap Scale  [Met Amount| Service Text

21/10/2013 | 49530 Knee, total replacement arthr... | 1747.15( 2096.58 786,20 | 100.00% | 2095.50

21102013 | 49539 knee, reconstructive surgery ... 831.95 998.34 187,20 | 50.00% 499,20

21102013 | 49558 kKnee, arthroscopic surgery of...| 241.20| 289.44 27.15| 25.00% 72.40
Sub total 2668.20
+ GST 0.00
Balance 2668.20

(04 | Cancel |

3. Click ﬁ to continue. Issue the invoice as prompted, or complete the receipt as described previously.

Hospital Services - Inpatient
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e David Anderson - 49 - New Invoice EI@
Patient Details Practitioner: O Bewvar Ayers - Crows Nest ) !
Referrals e muvowce
Accounts D Biling: | [Mone) -

Frivate [BA-CH) D ate Ibem Fee Itern D escription Gap Tatal
28M1/2013 (43005 482 52 | Photodynamyic therapy, one eye, for patients who commenced phat... 48255 43255
Mates 25M1/2013 (4307 93,84 | Infuzion of verteporin for discontinued photodynamic therapy, wher... 93.85 93.85
Correspondence 2515203 |23 38.52| Professional attendance at conzulting rooms [not being a service to .. 3355 38,55
Bookings
Recals Multiple procedure [ | Wiew GST Details Sub total 614.95

Estimates Discount [EONBHET | + GST 0.00
ImageLite
|| Invoice message Sample [y Mag (OBt | Balance 614.95 I

|| Provided by locum [ v]
Gap total 614.95
Hospital services ISt Wincents Private Hospital _l
[ietance Traveled k) I
DA /hite Card Test |
F3 - M5 Messzoe Fiequesting Piovider I [
F8 -Medical Director | | /=717 [soe DAl I j self Desmed Add Receipt | Issue Defer Cancel

The Hospital Services check box (located at the bottom of the example image) indicates that the services provided are
performed in a hospital. The rebate amount will reflect 75% of the schedule rate as required. If Health Fund classes
are used, then the gap amount can change to reflect 100% as different pricing rates may be used.

TIP: Tick the Hospital Services check box before adding any Service Item numbers.

1. Tick the Hospital Services check box.

2. Type in Hospital name or select one via the J button, to indicate where the services were performed. If the
hospital doesn’t exist in MedicalDirector Blue Chip you will be prompted to create a new entry for it.

3. Enter a service date (this may need to be backdated to the date of the surgery).
4. Complete the invoice as normal.

When the Invoice is printed, an * will appear after the item indicating it was an inpatient procedure listing the
Hospitals’ name on the invoice.

Receipts

s

o
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Receipting a Pre-Existing Invoice

The following section covers invoices that have already been issued and are listed in the patient’s account. In this
scenario, the receipt will be created from within the Patient Explorer.

1. Select Accounts from the margin menu.

@ Jennifer S Andrews - 52 - Accounts EI
Fatient Details 5
Peferrals patient accounts
Mates Practitioner Class Issued To Acct Ref Balance Status
Correspondence Dr Bevan Ayers - Crows Nest |HICO Bulk Bl |Medicare Australia Dirg 7 64.30
Bookings
Recalls
Estimates
ImageLite
| Open existing account I
F3 - 5SMS Message |
Create new account... |
9 _Medical Brecto I Bala 64.30
Print | Total Balance .

| 4

2. Select the account you wish to issue a receipt for.
3. Click the Open Existing Account button.

4. Within the open account, select the Receipts tab.

5. Click [NewReceit |

@ David J Anderson - 49 - Mew Receipt =l ===
Patient D etails Mew receipt A
Referals receipt
Accounts Payment method

HICO Bulk Bill [GK-C Type [ Mame | Bark/Card | Branch/Details | Amount | Eftpos Status

05 MBF [DS)
Private [BA-CH)
Motes Total Received 0.00 l
Cormespondence
Bookings
Recalls Allocations
Estimates Pract| Patient | service Date | Item |Total Fee Owing Allocate
ImageLite

Add items. .. | Erepayment...l gverpayment...l

F3 - 5M5 Message |
FS - Medical Direchorl I Message |

TIP: for explanations of the various payment types, please refer to the Combine Invoice/Receipt process.

6. Double-click within the Type field to display a drop-down menu of acceptable payment types, or simply type the
payment type.

7. Press the Tab key. Enter the name of the payer. If paying by cash, the name is automatically inserted.
8. Press the Tab key. In the Bank/Card field, select from Visa, MasterCard or Other.

9. Press the Tab key. Enter the Branch/Details (if required).

10. Press the Tab key. Enter the required amount.

11. Press the Tab key. Indicate which Service Item(s) will be allocated payment, by ticking its associated Allocate check
box, as shown in the following example.
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@ David Andersen - 49 - New Receipt = ===
Fatient D etails Mew receipt J"ECEI:pt
Referralz
2 ; Payment method

chpun s AN Type Marme Bank/Card Branch/Details Amount Eftpos Status

& Cash Mr David Anderson 614,95 NJA
Motes
Conespondence X m
R . Total Received
Recalls Allocations
E stimates Pract Patient Service Date | Item | Total Fee | Gap | Discount Owing Allocate
eacel i BA |Anderson, David Priv[14/11/2012 |23 33.55 O 33.55 33.55
ragetite BA |Anderson, David  Priv|14/11/2012 |43005 482.55 O 482.55 432,55

BA  |Andersan, David Priv|14/11/2012 43017 93.85 O 93.85 93.85
Add items. .. Prepayment. .. Qverpayment. ..
F9 - Medical Director |
[~ Message Issue Cancel

12. Click M to issue the receipt, and then follow the remaining standard procedure for printing a receipt.

Receipting Multiple Patients

MedicalDirector Blue Chip allows you to receipt multiple patient invoices with one payment.

It is not recommended that split receipts be performed for invoices that require claiming from Medicare. This method
is widely used when receipting third party statement payments i.e. the payment (direct debit, cheque) pays multiple
patients, and a receipt is not required to be given to the patient.

1. Open the first patient's record, and select their Accounts window.

2. Select an account and click _2Penexstngaceount [y, 5o presented with the details of the account. Select the
Receipts tab, as shown below.

@ David ) Anderson - 49 - Private (BA-CIN) = R
Patient Details P — S,
. : 02/ : 02/ sh dit trail
i Show records for: |n|| | From: |14, o2/2011 | T |14, 022011 |/ T Show audit i
Accounts In\toioesl Receipts lF‘.eﬁJnds Histary | Wirite offs History I Account Debtors | Account Credits I
HICO Bulk Bill [GK-C
D5 MBF [DS] Issue Date  |ReceiptMo. |Transaction Type |Reversed |Amount |Allocation Payment |Credit Payment |Discount
14022011 |3 Receipt 2877.85 2877.85 0.00 0.00
Maotes
Comezpondence
E‘Doklll;gs Details: IPay’l‘nent methods 'I Heverse Credit Alocaton | Refund Allocation Payment | New Receipt Open
ecalls
Estimates
. Payment methods |
Payment Method |Name BankfCard |Details Banking Slip No. | Amount
Credit Card Mr David Anderson | Visa StEeorge 1000,00
AMEX Mr David J Anderson 1000.00
EFTPOS Manual | Mr David J Anderson | Bankcard 800.00
Cash Mr David J Anderson 77.85

F3 - 5M5 Message | [~ Show reversals Debtors Ealance: Credits Elalance: Balance:
F9 - Medical Direchorl

| 4

3. Click MThe New Receipt window appears.

Account Transaction Listing | Account Details | Close |
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4. Enter a payment as in the standard fashion.

5. To find outstanding items for the remaining patients, click _ The Select Invoice Items window appears.

Dr Bewan Ayers - Crows Nest (Priv): Balance $2877.85

41 49530 Knee, total replacement arthroplast...| 2306.25 2306.25
11/02/2011 |41 49539 Knee, reconstructive surgery of cru...| 499,20 499,20

6. Click — to search for and open the next patient's record. The Select Invoice Items window will now
display the newly-selected patient's name, along with their outstanding invoice items.

Dr Bevan Ayers - Crows MNest (HBB): Balance $584.30 -

WL KA

7. Select the items that you wish to allocate payment to by ticking the related check boxes at the far right of this
window, and then click - to confirm your selections.

8. Continue adding items using the instructions from Steps 5-8 (above) until you have allocated the receipt to all of
the patients you need to. You will know that the receipt is balanced and ready to issue, when the Issue button
becomes available.

9. lIssue the receipt and print or file it. The Receipt screen for each patient shows that payment has been received for
each outstanding amount, with the same receipt number.

Manual Receipting of Online Claims

‘i
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You may find it necessary to manually-receipt an online claim. This can occur if for example;

o The claim processing gets delayed at Medicare's end, with no processing details returned to MedicalDirector Blue
Chip.

o Medicare pays the claim, and payment is made to your bank account, but the processing details are not retrieved
by MedicalDirector Blue Chip.

1. Conduct an online claim, as normal. After you have submitted the claim you will be returned to the Medicare
Australia window.

Dr Bevan Ayers - Crows Nest (2122361E)
Dr Grant Kong - Crows Nest (21223714)

2. To begin manually-receipting a claim, locate the claim you wish to receipt, and either;

o Double-click the claim.

o Select the claim, and click _

The View Medicare Australia Claim window appears.

. _
View Medicare Australia Clai X

Anderson, Penny
Frankie, Alfornso

3. click I O
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4. You will be prompted to confirm that you wish to manually-receipt the claim, after which the New Multi Patient

Receipt window appears.

@ David Anderson - 49 - New Multi Patient Receipt [ [-E |
Patignt Details Mew receint . . .
Referals Claim ID :F:!.UUU i@ Multi Patient Recezpt
Accounts Payment method

& Online Bulk Bill [BA-CH) Type MName Bank/Card Branch/Details Amount

Direct Debit 0.00

Maotes

Correzpondence

Bookings

Recalls

Estimates Total Received

ImageLite
Allocations
Pract Fatient Service Date | Invoice Item Total Fee Owing Receipt Allocation| Option Difference
BA |Anderson, Penny MABB |28/11/2013 |43 23 32,10 32,100 0.00
BA |Anderson, Penny MABB |28/11/2013 |43 104 75.60 75.60 | 0.00
BA |Anderson, Penny MABB |28/11/2013 |43 33 32,10 100 0,00
BA |Anderson, Penny MABB |28/11/2013 |43 332 110.20 110.20 |[J 0.00
BA |Anderson,David MABB |28/11/2013 |42 23 32,10 32100 0,00
BA |Anderson, David MABE [28/11/2013 |42 105 37.95 37.95 |0 0.00
BA |Anderson,David MABB |28/11/2013 |42 59971 57.30 57.30 |0 0,00
BA  |Frankie, Alfonso MABB |28/11/2013 |41 23 32,10 32100 0.00
BA |Frankie, Alfonse  MABB |25/11/2013 |41 104 75.60 75.60 (O 0,00

3 -2l BA  |Frankie, Alfonso MABB |28/11/2013 |41 43014 482,60 432,60 |1 0.00
F2 - Medical Director
|- e e A B Eressymen EVErPEYTIE IEEUE Cancel
5. Complete the payment details as you would a normal receipt.

@ David Anderson - 49 - New Multi Patient Receipt ==
Patient Details MNew receipt . . I
Referrals Claim ID :?‘-\000 i@ Multi Patient Recezpt
Accounts Payment method

I Onling Bulk Bill [BA-CH] Type Mame Bank/Card Branch/Details Amount

Cheque David Anderson CBA MEL 129.00

Motes Cash Penny Anderson 250,00

Correspondsnce AMEX Alfonso Frankie NAB MEL 592.00

Bookingz

Recalls

Estimates Total Received

ImageLite Allocations
Pract Patient Service Date | Invoice Item Total Fee Owing Receipt Allocation Option Difference
BA |Anderson, Penny MABB |28/11/2013 |43 23 32.10 32.10 32.10 |Accept
BA |Anderson, Penny MABE |28/11/2013 |43 104 75.60 75.60 75.60 |Accept
BA |Anderson, Penny MABE |28/11/2013 |43 33 32,10 32.10 32,10 |Accept
BA |Anderson, Penny MABE |258/11/2013 |43 33z 110.20 110,20 110,20 (Accept
BA |Anderson, David MABB |28/11/2013 |42 23 32,10 32,10 33.00 (Sundry Invoice 0,90
BA |Anderson, David MABB |28/11/2013 |42 105 37.95 37.95 38.00 [Sundry Invoice 0.05
BA |Anderson, David MABB |28/11/2013 |42 59971 57.30 57.30 58.00 [Sundry Invoice 0.70
BA |Frankie, Alfonso  MABE |28/11/2013 |41 23 32,10 32.10 33.00 |Sundry Invoice 0.90
BA |Frankie, Alfonso  MABB |258/11/2013 |41 104 75.60 75.60 76.00 |Sundry Invoice 0.40

| BA |Frankie, Alfonso  MABE |23/11/2013 |41 43014 432,60 452,60 433,00 |Sundry Invoice 0,40
FS - Medical Director
- Aelelit=nis | Brep=yme | QVErE=yTE Issue Cancel

o Payments can be recorded for multiple patients.

o You can use multiple payment types, indicating which patient has made which payment, as shown in the
Payment Method section of the window.

o Inthe example above, patients Marcy Abdul and David Anderson elected to round their payments up to the
nearest dollar, resulting in their accounts being in credit, as indicated in the Option and Difference columns.

o Ensure that you tick the receipt allocation check box for each service item that you allocate payment to. All

check boxes must be ticked, and you must have a positive payment balance in order to issue the receipt.
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When you are ready to proceed, click M The Issue Receipt window appears.
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i B
Issue Receipt m

Do you want to issue the receipt now?
Date of issue: |28f11f2013

oK Cancel |

—
The date of issue defaults to the current date, but can be modified if desired.

7. Click 5. to confirm issuing the receipt. Notice that the Medicare Australia - Online Claims window now
indicates that the claim was finalised by being manually receipted. You must un-tick the Exclude Finalised Claims
check box on this window to view finalised claims.

EE Medicare Australia EI@
Today's Patients
Appoitment Boak Medicare Australia - Online Claims
“w'aiting Foom — Claim Selection:
Banking
Bl Tremeiers From Date: |1411112013 i :EIYEE ) Dr Bevan Ayers - Crows Nest (21223618)
00Mms: Dr Grant Kong - Crows Mest (21223714)
Wi o [FC
WP Defemed Printing ; .
WP Raview Claim Type: | Bulk Bill -
Recalls [| Exclude Finalised Claims
W aiting List
MD Billing Date ™| ClaimID | Claim Type Room Vouchers Total Status
28/11/2013 |AD002@* |Bulk Bil Dr Bevan Ayers - Crows Nest (212235 18) 2| 128.60 |Awaiting Authorisation
28/11/2013 (A0001@  |Bulk Bil Dr Bewan Ayers - Crows MNest (212236 1B) 3 967.65 Finalised (Manually Receipted}]
MEW. .. Open... [ElEtE Transmit. .. HElECtEd... HEEETe | Log... | WpdetEshy |
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Part Payments
Part payments occur when only a portion of the invoice is paid, and may include:
o The gap amount paid at the time of consultation

o Receipting part payments on surgical procedures (i.e. Medicare and Health Fund portion only)

Part payments can be made at the time of consultation (Combined Invoice/Receipt) or as payment of pre-issued
invoice.

For a Combined Invoice/Receipt, select the Add Receipt button after billing the patient (see Combined
Invoice/Receipting process), after issuing, jump to step 15

For a previously Issued Invoice;
1. Open the patient's record.

2. From the Margin Menu, select Accounts. The list of accounts is displayed.

€ David ) Anderson - 49 - Accounts =N el

Patient Details

Referals patient accounts
HIEO Bulk Bill [GK-C |Practitioner Class Issued To Acct Ref Balance Status
D5 MEF D3] Dr Bewan Ayers - Crows Nest  |Private Patient 7 2877.85
Privvate [BA-CH) . Day Surgery DS MEF Health Fund (from mer 25 0.00
Motes Dr Grant Kong - Crows Mest  [HICO Bulk Bill  |Medicare Australia Dirg 25 0.00
Correzpondence
Bookings
Recalls
Estimates

ImageLite .
F3 -SM5 Message
—_——— Create new account... |
F9 - Medical Director
—_ 1 Print | Total Balance 2877.85

Vi

3. Select the account and click __2Penexistngaccount |y, are presented with the details of the account. Select the
Receipts tab.

€ David ) Anderson - 49 - Private (BA-CN) = |

Patient Details — P D
Feferals Show records for: [ Al x| From: [1402/2011 | To: [14/02/2011 | I~ Show audit trai
Accaounts Invoices Receipts | Refunds History I Write offs History I Account Debtors I Account Credits I

HICO Bulk Bill [GK-C

DS MBF [DS] Issue Date |ReceiptMo. |Transaction Type |Reversed |Amount |Allocation Payment |Credit Payment |Discount

14022011 |3 Receipt 2877.85 2877.85 0.00 0.00

Motes
Comespondence

E‘oeil;iﬁ;gs Details: [payment methods = | Refund Allocation Payment | New Receipt Open
E stimatgs Payment methods |
ImageLite

Payment Method | Mame Bank/Card |Details Banking Slip Mo. | Ameount

Credit Card Mr David Anderson Visa StiGeorge 1000.00

AMEX Mr David J Anderson 1000.00

EFTPOS Manual | Mr David J Anderson | Bankeard 800,00

Cash Mr David J Anderson 77.85

F3-SMSMessage || [ showreverssls  Debtors Elalance: Credits Ealance: Balance:

FS - Medical Director

Account Details | Close |

VA
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4. Click wThe New Receipt window appears.

€. David Anderson - 49 - New Receipt EI@
Patient Details fre e receipt
Referrals Payment method
Accounts Type Mame Bank/Card Branch /Details Amount Eftpos Status
Frivate [BA-CH]
Mew Receipt
Motes
Comespondence Total Received 0.00 I
Bookings Allocations
HEF:BHS Pract Patient Service Date | Item | Total Fee Gap Discount Owing | Allocate
Es“mat?s BA  |Anderson, David Priv|25/05/2012 31515 452,50 O 452,50 [J
ImageLite BA |Andersom, David  Priv|25/05/2012 |23 38,55 O 3855
BA  |Anderson, David Priv|25/05/2012 (49530 20596.60 O 2096.60 [
BA  |Anderson, David Priv|25/05/2012 [49539 998.35 O 993.35| [
BA  |Anderson, David Priv|25/05/2012 [49558 289,45 O 283.45| [
Add items... Prepayment... ‘ Qwerpayment... |
F3 - Medical Director
[ |Message Cancel

5. Double-click in the Type field to display a drop-down list of acceptable payment types, or start typing the payment
type to display the name.

6. Enter the name of the payer (Cheque or Card). If paying by cash, the name is automatically inserted.

7. In Bank/Card choose from Visa, MasterCard or Other.

8. Enter the Branch/Details (if required).

9. Enter the amount received (which will be less than the required amount of the invoice, because in this instance

you are only recording a part-payment).

10. In the Allocate column indicate which service items the part-payment should be allocated to, as shown in the
example below. You can either tick an associated check box to allocate a full amount to an item, or you can over-
type the allocated amount with another, lesser amount.

& David Anderson - 49 - New Receipt EI@
Fatient D etails Mew receipt I’E’CE’IIpt
Referalz Payment methaod
Aceaunts Type Mame Bank/Card | Branch/Details Amount | Eftpos Status

Frivate [B&-CN] AMEX David Anderson CBA EDB 3000.00 NJA
Mew Feceipt

M otes

Comrezpondence Total Received 3000.00

Bookings Allocations

Recalls Pract Patient Service Date | Item | Total Fee | Gap | Discount Owing Allocate

Estimates BA |Anderson, David Priv|25/05/2012 |31515 452,50 O 452,50 452,50

ImageLite BA  |Anderson, David Friv|25/05/2012 |23 38.55 0 35,55 38,55
BA  |Anderson, David Priv|25/05/2012 49530 2096.60 Il 2096,60 2096.60
BA  |Anderson, David Priv| 25/05/2012 |49539 998,35 O 998,35 402.35
BA  |Anderson, David Priv|25/05/2012 49558 289.45 O 289,45 [

Add items. .. Prepayment... | Qverpayment... ‘
F3 - Medical Director [ Message — Cancel

11. Click M to issue the receipt as normal. The Invoice screen displays the partial payment, and the Account
Debtors screen displays the amount outstanding alongside the original invoice and receipted amounts.

b

g
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Overpayments

Overpayments may arise from time to time. How the Practice deals with overpayment is defined by the established
business process within the Practice. This section is designed to show how to use MedicalDirector Blue Chip to record
some scenarios.

A typical scenario has patients pre-paying (the gap as defined in the estimate provided earlier), to find later that the
rebates from the Health Fund or Medicare have increased on that particular Service Item.

1. Open the patient's record.

2. From the Margin Menu, select Accounts. The list of accounts is displayed.

e David J Anderson - 49 - Accounts EI
Patient Detalls N
R patient accounts
HICO Bulk Bill [GK-C [practitioner Class Issued To Acct Ref Balance Status
D35 MEF [D5] Dr Bevan Ayers - Crows Mest  |Private Patient 27 2877.85
Private [BA-CN) . Day Surgery DS MEP Health Fund {from mer 28 0.00
Notes Dr Grant Kong - Crows Mest  |HICO Bulk Bill |Medicare Australia Dirg 29 0.00
Corespondence
Bookings
Fecalls
Estimates
ImageLite .
F3 - 5MS Message
_— Create new account... |
F9 - Medical Director
Print | Total Balance 2877.85
Vi
3. Select the account and click __@Penexstngaccount | select the Receipts tab.
4. Click Q A new receipt is generated, ready for your input.
€ David Anderson - 49 - New Receipt =R
Patient Details MEnrEE receipt
Fieferalz Payment method
Accounts Type I Name [ BarkjCard | Branch/Details | Amount | Eftpos Status
Frivate [BA-CN) | | | | ‘
Notes
Correspondence _
. Total Received
Bookings .
Recalls Allocations
Bl Pract Patient Service Date | Item | TotalFee | Gap | Discount Owing | Allocate
ImageLite BA  |Anderson, David Priv|14/11f2012 (23 38.55 O 33,55
= BA  |Anderson, David Priv|14/11/2012 |43005 432,55 O 432,55
BA  |Anderson, David Priv| 14112012 (43017 93.85 O 93.85
Add jtems. .. | Prepayment... Qverpayment...
[ Message IssUE | Cancel

5. On the Receipt window, click _Sverpayment... |The Overpayment window appears.
(E Overpayment M\

" Patient Details

Arderson, Davd, Mr
51 Walace Sireet Change... |

MELBOURME VIC 3000

— Allocation

Account:
Account
Dr Bevan Ayers - Crows Nest (Priv)

Balance

;

Amount:
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6. Enter the amount over-paid by the payer. This amount becomes the unallocated amount under the Total
Received.

7. Click ﬁ to confirm.

@ David Anderson - 49 - New Receipt =N =R ==
Patient Dietails T receipt
Referals Payment method
Aecounts Type [ Name [ Bank/Card | Branch/Details | Amount | Eftpos Status

Private [B&-CH] | | |

Motes
Correspondence i [ — m
Bookings
Recalls Allacations
Etfilizs Pract Patient Service Date | Item | Total Fee | Gap | Discount Cwing Allocate
el BA  |Anderson, David Priv|14/11/2012 |23 38.55 O 38.55

BA  |Anderson, David Priv|14/11/2012 (43005 432,55 O 432,55 [

BA  |Anderson, David Priv|14/11/2012 |43017 93.85 O 93.85 [

BA  |Anderson, David Priv Cverp... 700.00
=

Add items... Prepayment... Qverpayment. ..

FS - Medical Director

["|Message Gl SsliE Cancel |

The Allocate section (in the example above) records the extra amount as an overpayment, allowing the receipt to
be issued.

8. Click M and issue the receipt as per normal. The Account Credits screen will indicate that the patient is in
credit for the amount of the overpayment. The printed receipt will also show this.

@ David Anderson - 49 - Private (BA-CN) = R ==
Patient Details P — ]
i Show records for: | Al - | From: |14_,-11_,-2.312 | e |14_.-11_.-2u312 | [Clshaw audit trai
Acounts [ Invoices [ Receipts | Refunds History | Write offs History | Account Debtors | Account Credits |
Motes Issue Date | Transaction Mo. | Transaction Type |Reversed |Amount |Running Balance
Coarrezpondence 1411/2012 |15 Receipt 700,00 700.00
Bookings
Hepalls Reverse Gred it Al oEEtion | Allocate/Refund Credit Payment
Estimates

ImageLite Details

Credit Type Amount

Overpayment 700.00

Show reversals Debtors Balance: Credits Balance: 700.00 | Balance: {85.05)

Account Transaction Listing | Account Details | Close |

In the event that the rebate has increased, the invoice can be adjusted so that the items reflect the new fee value
and the overpayment applied to the account.

Alternatively, a sundry invoice can be created for the amount overpaid and have the amount applied to the sundry
invoice.

N.B. An overpayment cannot be written-off.
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Pre-Payments

1.
2.

Open the patient's record.

From the Margin Menu, select Accounts. The list of accounts is displayed.

Select the account and click _ You are presented with the details of the account. Select the
Receipts tab.

Click n A new receipt is generated, ready for your input.

BA |Anderson, David  Priv|14/11/2012 |23
BA |Anderson, David  Priv|14/11/2012 |43005
BA |Anderson,David  Priv|14/11/2012 |43017

5. Within the Payment Method section, enter the method by which the prepayment is being made, and the amount.

6. When you are ready to indicate that this is a prepayment, click _ The Prepayment window appears.
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Enter the amount that you wish to allocate to prepayment in the associated text box.

Click - to return to the receipt, after which you can issue and print or file the receipt. Note this receipt
type does not contain the referral details and makes no mention of the medical item involved. This receipt is not
claimable from Medicare.

‘i
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Discounts

MedicalDirector Blue Chip allows you to offer a conditional discount to your patients, which might be seen as an
incentive to settle their debts quickly. This is done by offering a percentage discount off the cost of the invoice,
provided that the debt is settled within a given number of days. A typical scenario might be to offer a discount of 10%
if the debt is paid within 7 days. This then rewards patients who pay their debts quickly, but enables you to still charge
the full fee to patients who pay outside the stipulated period. A discount is offered when you create an invoice, as
explained below. You cannot offer a discount when raising invoices to send to Medicare.

Standard Discounts

1. Ensure you have first specified a discount payment period. This is configured via the Payment Options tab of your
Practice's Class settings. Without this configured, the Discount check box on the invoice window will not be
available when issuing an invoice.

2. (Optional) You can specify that particular Service Items are discounted by default. This discount is per item, per
practitioner, and configured via the Fees tab of the Practitioner Setup window.

3. (Optional) You can print a message about the discount and its terms on the invoice you issue the patient. A default
message is supplied with MedicalDirector Blue Chip, and you can create your own customised messages via the
Discount tab of the Message Setup window.

4. Create the invoice. During the invoicing process, tick the Discount check box to display the Discount column.

e David Anderson - 49 - Mew Invoice EI
Patient Dietails Fractiioner. Dr Bevan Ayers - Crows Nest . )
Refemnals _— muvoice
jra—— MO Billirg: [[None] b

Frivate [B&-CM) Date Item Fee Discount Itern Description Gap Total
25M11/2013 | 34521 83760 50.00 | Intra-abdominal artery or vein, cannulation of, for infusion.. 837.60 83760
MNotes 251172013
Conespondence
Bookings
Recalls "] Multiple procedure [ View GST Details Sub total 837.60
Estimnates .
E4 g + G5T 0.00
[e—— Dizcount [10 H i
[] Invoics message [EOEEETTe Balance 837.60
|| Provided by locum [ V]
Gap total B37.60
|| Hospital services I _I
Wistance Traveled (ki) I
D wifbite Card Tiest |
= s s Fequesting Frovider I J
F4 - Medical Director Eeguest (ssue [ate I l Self Deemed Add Receipt | T | Bt | [e— |

o If you enter a Service Item with a pre-defined discount applied to it, the value of that discount will
automatically appear in the Discount column.

o If you wish to enter a customised discount, double-click the Discount field and enter a dollar value. The
example above shows that a $50 discount has been manually applied to Service Item 34521.

5. (Optional) To the right of the Discount check box is a drop-down menu that allows you to select from any pre-
defined Discount Messages you might have, which when selected will appear on the invoice you issue the patient.

For example, the default message ('10%', as shown in the image above) states: "A discount of $[DiscAmount] will
be granted if the discounted total ($[DiscTotal]) is received by [DiscPayBy]." When printed, this reads "A discount
of $50 will be granted if the discounted total ($450) is received by dd/mm/yyyy", dependent on the actual value of
the invoice.

From this drop-down list, choose either the default message, or one of your customised messages. You can also

click % to further customise any selected message.
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6. When you are ready to issue the invoice, click the Issue button. Complete the invoice as normal. The printed
invoice example below shows the discounted amount, and associated discount message.

Invoice No: 41
Duplicate TAX INVOICE
Services Performed Provided by: Dr Bevsn Ayers,
21223818
Fee G5T Fee Total

25/05/2012 34521 83760 000 837 60
25/05/2012 23 38.55 0.00 238.55
25/05/2012 342 5235 000 5235
A discount of $30.00 will be granted if the discounted toral (3378.50)
is received by 1/06/2012.

INVOICE TOTAL: 928.50 0.00 928.50

BALANCE OF ACCOUNT: 967.05
Ealspi L D20 Anderson Mdigarz o2 0 i

7. When issuing a receipt, notice that the Discount column (shown below) automatically displays any discounts you
have offered. If you are satisfied that the discount should be applied, tick the associated check box, and it is then
that the fee for the given Service Item is adjusted. If you do not tick the Discount check box, the discount will not
be applied. Note also, that you can override any discount value by double-clicking the value and manually
adjusting it.

Non-standard Discounts

MedicalDirector Blue Chip also enables you to apply a discount after the invoice has been issued, even if no discount
was offered when the invoice was originally created. In the Allocations section towards the bottom of the Receipt
window, locate and tick the check box in the Discount column for a given service item and enter the discount that you
wish to grant to that item. You can enter a specific dollar amount, or type in the percentage that you wish to apply,
remembering to include the % sign. The balance for that item will be automatically allocated.
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Adjustments

There are numerous situations where an adjustment is required for either an invoice or receipt. Note that not all users
may be authorised to reverse transactions or to give refunds. Please check with your Practice Manager. User settings
are configured via BC Secure.

The most important question to ask when adjusting/reversing a receipt is “Has the banking being settled?”

o If the adjusted receipt occurs on the same day as the original transaction, before banking is settled, then the
receipt can be reversed. In this way the banking reflects the correct monies taken.

o If the banking has been settled then adjustments become complicated, as only those with sufficient permissions
are able perform these, due to monthly close-off functionality, backdating and refunds. These actions will typically
involve the Practitioner or Practice Manager as such adjustments will affect reporting accuracy.

Adjusting a Receipt

For Practices that don’t use Integrated EFPTPOS, a situation may arise where they generate a receipt from within
MedicalDirector Blue Chip prior to the EFTPOS transaction being approved. In this scenario the patient may have gone
to pay by EFTPOS and had their card declined, and must now pay by cash.

This information refers to adjusting MedicalDirector Blue Chip only, and does not provide for reversing an EFTPOS
transaction on an EFTPOS machine (including Tyro).

The following scenario deals with adjusting a receipt, in particular the Payment Type.

1. Open the patient's record.

2. From the Margin Menu, select Accounts. The list of accounts is displayed.

& David ) Anderson - 49 - Accounts E’
Fatient Detailz .
Feferrals patient accounts
HICO Bulk Bill (GK-C |Practitioner Class Issued To Acct Ref Balance Status
DS MEF [DS) Dr Bevan Ayers - Crows Nest  |Private Patient 27 2877.85
Private [BA-CN] . Day Surgery DS MEP Health Fund (from men 28 0.00
Notes Dr Grant Kong - Crows Nest  [HICO Bulk Bl |Medicare Australia Dirg 29 0.00
Correzpondence
Bookings
Recall:
Estimates
ImageLite .
| QOpen existing account I
F3 - SMS Message |
Create new account... |
F3 - Medical Director
Print labels. . | Total Balance 2877 85
| 4

3. Select the account and click __2Penexstngaccount |y, are presented with the details of the account.

4. Select the Receipts tab, and then select the receipt you wish to adjust.
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5. Click You will be presented with the details of the receipt.

-

€ David Anderson - 49 - Receipt 15 fo-a -
" Patient Detals Receipt 15 : 4
Refenals tssued by Mr Edward Carstairs 15/11/2012 8:36 am view receipt
LiECTs \Payment type  |Paid by |Branchjcard type Details Amour View hanking |
S L Cash |Mr David Anderson | 614.9
i AdjustReverse |
Bm i j 3 wm
Recalls )
25 Paid to:
ImageLite |Pract  Patient Service date | Item Description Type Amt Paid
BA ].nmu-m, David, Mr |15/11/2012 | 23 [Inv 41] Professional attenda.. 38.55
BA  |Anderson, Dawvid, Mr |15/11/2012 | 43005 [Inv 41] | Photodynamyic ther.. 432.55
B BA  |Anderson, Dawid, Mr |15/11/2012 |43017 [Inv 41] | Infusion of vertepor... 93.35
e L R View jmvoie | Close Receipt total 61495 I

6. Click M The Adjust / Reverse Receipt window appears.
- ™
Adjust f Reverse Receipt M

@ Adjust the receipt Ok,

| Reverse the receipt

Cancel

Reversal date: |15f11f2912

Enter Reason: IIn::orrect payment type entered

—

7. Enter a reason for the adjustment, and then click 5, Note that this is that same window you use to reverse
a receipt.

8. You will be presented with the Adjust Receipt window. In this example, the payment type is being adjusted. Make
adjustments as necessary.

€. David Anderson - 49 - Adjust receipt 15 =l ==
Patient Details Mew receipt |
Referals r‘ecezpt
Accounts Payment method
Frivate [BA-CH] Type Mame Bank/Card Branch/Details Amount Eftpos Status
Cash| | Mr David Anderson 614,95 NfA
Moates AM -
Cash gy
gorr:spondence Cheque
QakIngs Collector Fee =
Recallz Credit Card
Estimates Debt Collection Total Received m
ImageLite Diners Card
Direct Debit -
—
Allocations
|Pract Patient Service Date | Item | Total Fee | Discount | Owing | Allocate
BA |Anderson, David  Priv 21/03/2014 |23 38.55 38.55 38.55
BA |Anderson, David Priv 21032014 (43005 432,55 432,55 432,55
BA |Anderson, David Priv 21/03/2014 (43017 93.85| O 93.85 93.85
s S S ESEE e | Add items. .. Prepayment. ..
F3 - Medical Director :
["|Message Issue | Cancel
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9. Click w to confirm the changes. The Issue Receipt window appears.

Issue Receipt

Date of issue:

@ Do you want to issue the receipt now?

14/02/2011

Cancel |

10. Click oK After printing the receipt you will be returned to the Receipts tab of the account. Tick the Show
Audit Trail check box for full details of the adjustment.

Patiert Details
Referals
Accounts

Motes
Conespondence
Bookings
Recalls
Estimates
ImageLite

F3 - Medical Director

Q David Anderson - 49 - Private (BA-CMN)

: -IEI -FH
Show records for: | All = | From: |15,-"11,r'21312 _I To: |15,-"11,f'21312 _I [¥/] Show audit trail
| Invoices | Receipts |Reﬁ..|nd5 History I Write offs History I Account Debtors I Account Credits|

Issue Date |Receipt |Transaction Type Reverse |Amount |Allocation |Credit  |Discount | User Entry Time R
15112012 |15 Receipt 'S ©914.95 514.95 0.00 0.00 EC|15/11/2012 8:36 am
15/11/2012 |15 Receipt (reversal) (614.95) | (614.95)| o0.00|  o0.00 EC|15/11/2012 9:13am |R
15/11/2012 | 18 Receipt (adjustment) £14.95 61495 0,00 0.00 EC|15/11/20129:13am |R
Details: ’Pament methods '] Feveree Coecit Sloc=ton | Refund Allocation Payment | New Receipt Open
Payment methods
Payment Method | Mame BankfCard |Details |Banking Slip No. |Amount
Cheque Mr David Anderson 614.95
Show reversals

Debtors Ealance: Credits Ealance: Balance:

Account Transaction Listing | Account Details | Close |

Notice that the receipt now shows the adjustment;

o The original receipt reference is retained (on line 1), and shown as having been reversed.

o Line 2 shows the reversal (in red).

o Line 3 shows the adjusting of the receipt. The payment method (in the lower section of the window) now reflects
the change made to the payment type (cheque) as opposed to the original payment method (cash).

By scrolling to the far right of the window, you can reveal the audit trail.

Allocation | Credit | Discount |User Entry Time Reason
614,95 0.0a 0.00 EC|[15/11/2012 8:36 am

(614.95) 0.00 0.00 EC|15/11/2012 9:13 am |Reversing Receipt Mo 15 - Incorrect payment type entered
514.95 0.00 0.00 EC|15/11/2012 9:13 am | Replacing Receipt Mo 15 - Incerrect payment type entered
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Adjusting a Paid Invoice / Receipt

Scenario: A patient has been invoiced for an initial consultation which should have been a follow-up (which is a lesser
amount); the patient has paid the invoice and banking has not been settled for the day.

The workflow is as follows:

1. Theinvoice is adjusted to reflect the intended service item.

2. The receipt is adjusted to match the invoice’s adjusted amount.
3. The difference is paid to the patient.

The above workflow should be used if the patient is still present. It does not describe how to alter EFTPOS transactions
on an EFTPOS terminal (including a Tyro terminal) - it ensures MedicalDirector Blue Chip correctly reflects the accuracy
of the account. If the patient has left the surgery, you should perform a refund after banking has been finalised.

1. Open the patient's record.

2. From the Margin Menu, select Accounts. The list of accounts is displayed.

Q; David J Anderson - 49 - Accounts El@
Fatient Details L
Referals patient accounts
HICO Bulk Bill [GK-C  |Practitioner Class Issued To Acct Ref Balance Status
D3 MEP D3] Dr Bevan Ayers - Crows Nest  |Private Patient 27 2377.85
Private [BA-CN] . Day Surgery DS MBF Health Fund {from mer{ 28 0.00
Motes Dr Grant Kong - Crows Mest  |HICO Bulk Bill  |Medicare Australia Dirg 29 0.00
Corezpondence
Bookings
Recalls
Estimates
ImageLite | .
Open existing account I
F3 - 5M5 Message |
Create new account... |
F3 - Medical Directar |
Print labels... | Total Balance 2877.85
| 4

3. Select the account and click __@Penexstngaccount |y, gre presented with the details of the account.

4. On the Invoices tab, select the invoice you wish to adjust and click You are presented with the details
of the paid invoice.

& David Anderson - 49 - Invoice 41 =n =R =
Patient Details Practitioner. Dr Bevan Ayers - Crows Mes view invoice
Refernals Invoice no:

Accpunts Date Itern Dezcription Fee Amaunt
Private [BA-LN) 1812012 23| Profeszional attendance at congulting rooms [not being a ser.. 3055 3055

18112012 43005 | Photodynarnyic therapy, one eye, for patients who commenc...| 48255 45255

Motes 1812012 43017 | Infugion of verteporfin for discontinued photodynamic therapy,. 9385 9385

Conespondence

Blaallieps Multiple Procedure: Mo Sub total 614.95

Recalls )

E stimates Discount Message: <No Messager +GST 0.00

ImageLite Invoice Message: <Mo Message: Balance

o = Provided by: [ir Bevan Apers

—— | Hoszpital Hame: <[ut af Hazpital: - -

F4 - Medical Director Referring Doctor: Mo Referral iefernal Amendments Adjust... | Print | LCloze |

s

o
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5. Click M The Adjust / Reverse Invoice window appears.

s "y
Adjust / Reverse Invoice m

@ Adjust the invoice

() Reverse the invaoice

Enter Reason: IIn::orrect Service Item Mumber entered

Reversal date: |15a’11f2012

—

6. Enter a reason for adjusting the invoice. In this example it refers to the use of an incorrect Service ltem Number.

7. Click L. You will be returned to the Invoice window where you can make the necessary adjustment(s).

8. Click __!#48 |The Issue Invoice window appears.

9. Click 5. to confirm the date of issue, and continue. The Allocate Credit Amounts window appears. You do
not need to perform any actions at this window. Click 5, to print/issue the invoice.

10. Select the Receipts tab. Select the receipt to adjust and click

11. Click Adust/Reverse | 1o Adjust / Reverse Receipt window appears.

Adjust / Reverse Receipt

(@ Adjust the receipt

|| Reverse the receipt

E)
I
_conl |

Reversal date: |15/11/2012

Enter Reason: |Ir1correct payment type entered

12. Enter a reason for adjusting the receipt and then click ﬁ

€ David Anderson - 49 - Receipt 15 == SR %
Patient Detals Recept 15 fon i
Ereferak Issued by Mr Edward Carstairs 151172012 10: 12 am S i“'{’(‘ﬂpf
Arcounts Paymenttype |Padby Branchjcard type Detals | AmOE e banking I
Private [BA-LH) Cash Mr David Anderson | 6149
Adjust/Reverse
Mot _chstRevere |
Commespondence . N Duplicate receipt I
Bockings
Recalls Paid to:
Edinales Pract  Patient Sﬂ'ﬂ-‘_ﬂmlm Desarption Type Am? Paid
Imnagelite BA Anderson, David, Mr 15/11/2012 |Prepayment | 38.55
EA Arderson, David, Mr 15/11/2012 IPfEH'pfha'lt 432.55
=g e BA Anderson, David, Mr 15/11/2012 | Prepayment 93.85
e e[ )

13. Adjust the receipted amount to match the corresponding invoice (allocations section of the receipts screen).

14. Deselect the Prepayment section of the receipt and allocate the payment to the corresponding invoice.
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15. Click .L] and then .LI Print the receipt as normal.

16. Repay the patient the difference. Now the patient’s MedicalDirector Blue Chip account reflects the change in
service (and associated charges), and the banking accurately reflects the repayment. See below how all the
relevant tabs reflect this workflow:

Invoices I

Issue Date  |Inwvoice Mo. |Transaction Type Reversed |Invoice Items Batch ID |Sundry  |Amount | Paid Write ol
15/11/2012 |41 Invaice v 23, 43005, 43017 514,95

15112012 |41 Invoice {reversal) 23, 43005, 43017 (614.95)

15/11/2012 |42 Invoice (adjustment) 23, 43005, 105 595.10| 596.10

< [ 3

Line 1: the original invoice being flagged for reversal.
Line 2: the invoice being reversed.
Line 3: the new, adjusted invoice.

Receipts .

Issue Date |Receipt Mo. |Transaction Type Reversed |Amount | Allocation Payment |Credit Payment | Discount

15/11/2012 (15 Receipt v 614,95 0.00 614,95 0.00
15/11/2012 (15 Receipt {reversal) (614.95) 0.00 (614.95) 0,00
15/11/2012 (16 Receipt {adjustment) 556,10 596,10 0.00 0.00

Line 1: the original payment for the original invoice flagged for reversal
Line 2: the original payment allocation being reversed,

Line 3: the now unallocated payment now being held as a credit payment.
Line 4: shows the credit payment being reversed

Line 5: shows the new adjusted invoice being paid from some of the credit payment. The balance is returned to

the patient.
Issue Date | Transaction Mo. |Transaction Type Reversed |Amount |Running Balance -
15/11/2012 (41 Invaice v 614.95 614.95 D
15/11/2012 |41 Invoice (reversal) (614.95) 0.00
15/11/2012 |15 Receipt v (514.95) (614.95)
15/11/2012 |15 Receipt (reversal) 614.95 0.00
15/11/2012 |42 Invoice {adjustment) 596,10 595,10
15/11/2012 |16 Receipt (adjustment) (596.10) 0.00| -

Lines 1 and 2: the original invoice and corresponding receipt being flagged for reversal
Lines 3 and 4: the actual reversal of the invoice and receipt (in red).
Line 5: the newly created adjusted invoice

Line 6: the newly adjusted invoice being paid for with the new adjusted receipt.

Account Credits

Issue Date | Transaction No. |Transaction Type |Rewversed |Amount
15112012 |15 Receipt v 514.95
15f11/2012 |15 Receipt {reversal) (614,95)

The Account Credits tab shows the original receipt being reversed, placing the said amount into credit. When the
credit payment is used to pay the adjusted invoice and the difference repaid to the patient, it is displayed as a
reversal of the credit payment.
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Adjusting a Standalone Invoice

Compared to the Paid Invoice/Receipt, adjusting a standalone invoice is rather straightforward. As no money has been
paid, the timing (before or after banking has been finalised) is not so important. Timing does become important when
an adjustment needs to be performed after a month has been closed off. In this instance, the Practice Manager or
someone with appropriate permissions may need to reopen the month in order to apply the adjustment. In the
following scenario, an item has been omitted from the invoice. It requires an adjustment in order to incorporate the
extra service item.

1. Open the patient's record.

2. From the Margin Menu, select Accounts. The list of accounts is displayed.

@ David ) Anderson - 49 - Accounts EI
Patient [ etails A
Referrals patient accounts
HICO Bulk Bill [GK-C  [Practitioner Class Issued To Acct Ref Balance Status
DS MBF [D5] Dr Bevan Ayers - Crows Nest  |Private Patient 77 2877.85
Private [BA-CM) . Day Surgery DS MBP Health Fund (from mer 25 0.00
Motes Dr Grant Kong - Crows Mest  |HICO Bulk Bill  |Medicare Australia Dirg 29 0.00
Cornespondence
Bookings
Recall:
Estimates
ImageLite .
| Open existing account I
F3 - SMS Message |
Create new account... |
F9 - Medical Director
Print | Total Balance 2877.85
| 4

3. Select the account and click _2Pen existing account |You are presented with the details of the account.

4. Select the Invoice you wish to adjust and click

it h'
€. David Anderson - 49 - Invoice 41 =R =
Patierd Detais Fracitiones: [ Bevan Apers - Crows Nes view invoice

Fefenial: Irveoice nee 41
L Date ftem Desciphon Fee | Amount
Frivate BALN) | 13577 /2012 23| Profestionsl altendance &t consulling fooms [not being a ser,| 3855, 3355
Plovoies IS | 151172012 | 43005 | Protodymemysc therapy, one eye, for patierss who commency.| 48255 48255
Holes 15/11/2012 | 43017 | Infusion of vestepodin foe disconinued pholodynamic Heraps. 3285 2385
Conmeped . |
Wﬂ : Multiple Procedure: Mo subtotal 61495
Estimstas Discount Message:  <No Messages + GST 0.00
Ibigalite Invoice Mezzage: Mo Mezzage: Balance
g T Provided by: Div Bevan Ayess
Hoszpital Hame: 0t of Hospital: -
F$ - Medkal Director Relening Doctos: No Refensl isfenal __menGmenis &dst/Re lll“l Erirt | Close I

5. Click Adust/Reverse | 110 Adjust Invoice window appears.
Adjust / Reverse Invoice m\

@) Adjust the invaice

| Reversze the invoice |

Reversal date: |15.|r11.|'2012

Enter Reason: IInmrrect Service Item Number entered
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6. Enter a reason for the adjustment, and then click #

7. When you are returned to the Invoice window, make the desired adjustment(s) to the invoice.

8. Click __!#2® |The Issue Invoice window appears. Issue and print the invoice, as normal. When you are returned
to the Invoices tab you will see the adjustments. Tick the Show Audit Trail check box to view and audit trail of the

adjustment. The Account Debtors tab reflects the adjustment. In the details section, the invoice is itemised.

Account Debtors I

Issue Date | Transaction Mo. | Transaction Type Reversed |Amount |Running Balance |User |Entry Time |
15/11/2012 |41 Invoice v 614,95 614.95(EC 15112012 11:27 am
15/11/2012 |41 Invoice {reversal) (614.95) 0.00(EC 15/11/2012 11:36 am |l
15/11/2012 (42 Invoice (adjustment) 704.95 704.95|EC 15/11/2012 11:36 am ||
<« [ »
Service Item | Amount

104 150.00

23 38.55

43005 432,55

43017 93.85

Refunds and Write Offs

A refund is an adjustment to a receipt performed after banking has been settled. The types of refunds described in
this section are: Allocation Refunds and Credit Payment Refunds. An Allocation Refund scenario would be when a paid

invoice/receipt is required to be adjusted to a lower amount after banking. This scenario is identical to the paid

invoice/receipt adjustment described earlier. The essential difference is that in this case, banking has been finalised.

Allocation Refund

1. Open the patient's record. From the Margin Menu, select Accounts. The list of accounts is displayed.

P

Q David J Anderson - 49 - Accounts EI
Fatient Dretails i
Referals patient accounts
HICO Bulk Bill [5K-C |Practitioner Class Issued To AcctRef Balance Status
D5 MEF (D3] Dr Bevan Ayers - Crows Mest  |Private Patient 27 2877.85
Private [BA-CH] . Day Surgery Ds MBEP Health Fund (from mern 23 0.00
Motes Dr Grant Kong - Crows Mest  |HICO Bulk Bill  |Medicare Australia Dird 29 0,00
Correspondence
Bookings
Recalls
E ztimatez
Imagelite .
| DOpen existing account I
F3 - 5M5 Message |
Create new account... |
F3 - Medical Director
Print | Total Balance 287785
| 4
2. Select the account and click __@Penexstngaccount |y, gre presented with the details of the account.
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3. Select the invoice you wish to adjust and click

" "

& David Anderson - 49 - Invoice 41 =N oy =<~
:::‘:J:m F’rac.tiiorm: D Bewan Apers - Crows Mest s e
Irwoice no: 41
Private [BA-CH) Date Item Description Fee Amount
1511/2002 104 | Irdtial Corsultation 150.00 150,00
Motes
me
:m Multiple Procedure: Mo Sub total 150,00
Estimates Dizcount Message: <No Message: + 65T 0.00
et jog 1 Invoice Message: <Hao Message:r Balance
—— 1| Provided by Dr Bevan Ayers
FS -Medical Director || oo oiral Name: <0ul of Hospitab>
Refeming Doctor: Mo Refenal refenal Amendments wml Erint | Llose |

4. Click M The Adjust /Reverse Invoice window appears.

i h
Adjust / Reverse Invoice m

@ Adjust the invoice Ok

[ Reverse the invoice S

Reversal date: |15f11a’2012

Enter Reason: IInmrrect Service Item Mumber entered

'—

5. Enter a reason for the adjustment, and then click Ok

6. When you are returned to the invoice window, alter the data (in this example, Item 104 was changed to Item 105).

7. Click M The Issue Invoice window appears. Click 5. to continue.

The invoice and receipt has been reversed. With the receipt reversed, the money taken is now unallocated and is
recorded in MedicalDirector Blue Chip as a Credit Payment.

-

Allocate Credit Amounts

L2 [
Date Receipt Type Unallocated Allocate oK I
15112012 15 Prepayment 150,00 | 0.00
_ o |
Payment amount available 0.00
Date Item Mo Fee Discount Allocate
1511/2012 105 7500 O 000l O 0.00
et [
* A
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8. Allocate the credit amounts to the service Allocate Credit Amourrts

items. This allocates the money now held in bae | et | Ty | Undloed | Ao
credit to the newly adjusted invoice. Ensure 15/11/2012 | 15| Prepayment| 150.00| 75.00
the top amount (money in credit) equals the
bottom amount (invoice amount). To allocate
credit, tick the check box for the service item Fevment et
you wish to cover, and then (if required) type Date  [ItemMo| Fee | Dscount | Alocate

in the amount to allocate. wiymiz | 0] 75.00] [1 0.0} e

Total allocated 75.00

9. Click % A

10. Print the invoice.

11. Select the Account Credits tab.

€. David Anderson - 49 - Private (BA-CN) =2 EcH ===
;Z‘[‘::;EE‘@"S R b | Al ~| From: [15/11/2012 | To: [15/13/2012  _| [[]Show audittrai
Accaunts | Invoices | Receipts I Refunds History I Write offs History I Account Debtors ‘ Account Credits |
Notes Issue Date | Transaction Mo. |Transaction Type |Reversed |Amount |Running Balance
Carrespondence 15/11/2012 |15 Receipt 150.00 150.00
gﬂ:’:’;‘”“sgs 15/11/2012 |16 Credit Alocation (75.00) 75.00
E:;;’:ﬁ: Reverse Credit Allocation | Allacate/Refund Credit Payment
Issue Date  |ReceiptMo. |Credit Type |Invoice No. |Service Item | Allocation Amount |Discount
15112012 |15 Prepayment |42 105 75.00 0.00
FI- S0l iezzage | Show reversals Debtors Ela\ance: Credits Ea\ance: Balance:
F9 - Medical Director

Account Transaction Listing | Account Details | Close |

12. Click _Mocate/Refund CreditPayment | The Allocate Credit Amounts window appears.

-
Allocate Credit Amounts M

Date Receipt Type Unallocated Alloc o
15/11/2012 15|  Prepayment 75.00 75.00

Refund...
Payment amount available 75.00 l;l

Date Item Mo Fee Discount | Alloc

Total allocated 0.00 I

13. Click m The Refund window appears. Enter a reason for the refund and the method of refund.
T Ty
Refund 9 [

Total prepayments available: 75.00 Ok

Refund |:r'5.uu Cancel

Reason IIn::orrect Service Item charged

Method Practice cheque

—
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14. Click L|

The Account Credits tab shows the original receipted amount credited. It then shows the allocation of $75 to pay the

adjusted invoice. Finally it shows the amount refunded.
Account Credits .

Issue Date | Transaction Mo. | Transaction Type |Rewversed |Amount |Running Balance

15112012 |15 Receipt 150,00 150,00
15f11/2012 |16 Credit Allocation {75.00) 75.00
15/11/2012 |43 Refund (75.00) 0.00

HEVERSE Gren it Allo et Al et Hetnn GreditPEyment

Details

Credit Type |ReceiptMo. |Amount
Prepayment |15 75.00

The Account Debtors tab shows the original invoice and receipt (flagged) and their subsequent reversals (in red). The
tab then shows the adjusted invoice being paid by the amount held in credit from the receipt reversal.

Account Debtors .

Issue Date  |Transaction Mo, | Transaction Type Rewversed |Amount |Running Balance

15/11/2012 |41 Invoice v 150.00 150.00
15/11/2012 (41 Invoice (reversal) (150,00} 0,00
15/11/2012 |15 Receipt v {150.00) {150.00)
15/11/2012 |15 Receipt (reversal) 150,00 0,00
15/11f2012 (42 Invoice {(adjustment) 75.00 75.00
15/11/2012 |16 Credit Allocation (75.00) 0,00

Details

Service Item | Amount
105 75.00

The Refunds History tab records details of the refund.

Refunds History .

Issue Date |Refund Mo. |Refund Type |Transaction Type |Reversed |Amount |Refund Method |User |Entry Time
15/11/2012 |43 Credit Refund 75.00 | Practice cheque 15/11/2012 2:18 pm

< [ r

__Reverse |

8

Refund Details

Credit Type |ReceiptMo. |Amount
Prepayment |15 75.00
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The Receipts tab shows original receipt and its allocation reversal. It also shows the amount as a credit payment
before finally showing $75 allocated. Details of the credit allocation are shown in the lower portion of the screen.

Receipts '

Issue Date |Receipt Mo, |Transaction Type |Reversed |Amount |Allocation Payment |Credit Payment |Discount
15/11f2012 |15 Receipt v 150,00 150,00 0.00 0.00
15/11/2012 |15 Receipt (reversal) {150.00) {150.00) 0.00 0.00
15/11f2012 |15 Receipt 150,00 0.00 150,00 0.00
15/11f2012 |16 Credit Alocation 75.00 75.00 0.00 0.00
Details: [Credit allocations - Reverse Credit Allocation | Ferond Aloczton Pavment | New Receipt Erl=p]

Credit allocations

J

Issue Date |Receipt Mo, |Credit Type |Invoice Mo, |Service Item |Allocation Amount |Discount
15/11/2012 |15 Prepayment |42 105 75.00 0.00

The Invoices tab shows the original invoice and its reversal. Lastly, the adjusted invoice is displayed.

Invaoices '

Issue Date | Invoice Mo, | Transaction Type Reversed |Invoice Items Batch ID |Sundry  [Amount | Paid Write off |Di
15/11/2012 |41 Invoice v 104 150,00

15/11/2012 |41 Invoice {reversal) 104 (150.00)

15/11/2012 |42 Invoice (adjustment) 105 75.00) 75.00

1 [ 3

The Accounts Refunds window displays details of the refund. This is located in the Practitioner’s bank account within
the Banking module, within the Practice Explorer.

101l King Ayer Pty Ltd - Refunds = ol <=
Bark deposit account refunds
EE;P Siitw Show records for: [CurrentMonth > | From: [15/11/2002 | 7e: [18/11/2002 | [¥]Show audit trai

Issue Date |Refund No |Refund Type |Transaction Type |Patient Reversed | Amount |Refund Method |User |Entry Ti
16/11/2012 |43 Credit Refund David Anderson 75.00 | cash EC |18/11/2
<« [ r
Show reversals
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Credit Payment Refund

In this scenario, a patient has paid a prepayment which has been banked, but now would like the prepayment
refunded.

1. Open the patient's record. From the Margin Menu, select Accounts. The list of accounts is displayed.

2. Select the account and click _ 2PN existing account |You are presented with the details of the account.

3. Select the Account Credits tab. Note the prepayment of $200 in the example below.

@ David Anderson - 49 - Private (BA-CN) = R
Patient D etails —— —— ) ’
Feferrals Show records for: [All—v] From: Ilo,fll,r2012 _I To: |1o,f11,r2012 _l [ show audit trail
Accounts | Invoices | Receipts | Refunds History | Write offs History | Account Debtors | Account Credits |
Motes Issue Date | Transaction Mo. |Transaction Type |Reversed |Amount |Running Balance
Comespondence 16/11f2012 |17 Receipt 200.00 200.00
Boaokings
Hepalls Heverse Gred el | Allocate fRefund Credit Payment
E stimates

ImageLite Details

Credit Type | Amount

Prepayment 200.00

Show reversals Debtors Balance - Credits Balance: 2I]I] 00 | Balance: (2I]I] 00}

Account Transaction Listing | Account Details |

4. Click Alocate Refund Credit Payment |

-
Allocate Credit Amounts

Date [ Receipt [ Type | Unallocated | Alloc
16/11/2012 | 1}'| Prepayment| 200.00| 200,00

Payment amount available 200.00

Date Item No Fee Discount | Alloc

5. Click _Befmd. | The Refund window appears.
i [’
Refund [P S

Total prepayments available: 200,00 Ok

Refund |mu.uu Cancel

Reason IPatient changed their mind

Method Practice cheque
—

6. Enter a reason for the refund and the method of refund.
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7. Click ﬁ You will be returned to the Account Credits tab where the receipt for the reimbursed prepayment
is now displayed.

€ David Anderson - 43 - Private (BA-CM) =N =R
Patient Details e — e — o
Referals Show recards for: u From: I 16/11/2012 J To: I 16/11/2012 J [ show audit trail
Accounts | Invoices I Receipts | Refunds History I Write offs History I Account Debtors | Account Credits |
Notes Issue Date  |Transaction Mo. |Transaction Type |Reversed Amount |Running Balance
Corespondence 1611/2012 |17 Receipt 200.00 200.00
Buookings 16/11/2012 |44 Refund (200.00) 0.00
Recall:
Estimates
ImageLite
Details
Credit Type |ReceiptMo. |Amount
Prepayment |17 200.00

F2-LilSdezzge | Show reversals Debtors Ealance: Credits Ealance:| 0.00 I Balance: | 0.00 I

Account Transaction Listing | Account Details | Close |

The Refunds History tab shows the details of the refund.

Refunds History '

Issue Date |Refund Mo. |Refund Type | Transaction Type |Reversed |Amount |Refund Method |User Entry Time
16/11/2012 |43 Credit Refund 75.00 | cash EC 16/11/2012 8:53 am
16/11/2012 |44 Credit Refund 200.00 | Practice cheque |EC 16/11/2012 10:22 am
< 3

Reverse |
Refund Details

Credit Type |Receipt Mo, |Amount
Prepayment |17 200,00

The Receipts tab shows details of the original receipt.

Receipts '

Issue Date |ReceiptMo. |Transaction Type |Reversed |Amount |Allocation Payment |Credit Payment |Discount
16/11/2012 |17 Receipt 200.00 0.00 200.00 0.00

Details: [Pament methods 'l

Refund Allocation Payment | Mew Receipt Open
Payment methods
Payment Method |Mame Bank/Card |Details |Banking Slip Mo. |Amount
Cash Mr David Anderson 200,00

The Account Refunds window in the Banking module shows details of the refund. Details of past refunds can be
displayed via the ‘Refund Audit Trail’ reports found in the Reports module of MedicalDirector Blue Chip.

1L King Ayer Pty Ltd - Refunds [E=5 ol =<
Bark depasi account refunds
EFTPOS 16/11/2012 16112012 i i
At History Show records for: |CurrentMonth | From: I 611/ J To: I 6/11f J Show audit trail
_ Issue Date Refund Mo |Refund Type | Transaction Type |Patient Reversed |Amount |Refund Method |User |Entr
15/11/2012 |44 Credit Refund David Anderson 200.00 | Practice cheque |EC | 16/1
4 |:| b
Show reversals
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Write-offs

A write-off is when the Practice is accepting a loss. Only MedicalDirector Blue Chip users with the appropriate
permissions may write-off an amount.

Note: Although it might seem convenient to use the write-off functionality to administer discounts, or to avoid
performing an adjustment, this is not what it was designed for and may lead to misleading reports.

1. Open the patient's record. From the Margin Menu, select Accounts. The list of accounts is displayed.

2. Select the account and click __0penexistng aceaunt | yo, are presented with the details of the account.

€ David Anderson - 49 - Private (BA-CN) [= | ===
Patient Detailz — T o
: : |16/11/2 : |16/11/20 Show audit trail
s Show records for: | All + | From |1a, /2012 | To |1a_ /2012 | [0
Accaunts Invoices | Receipts | Refunds History | Write offs History | Account Debtors | Account Credits |
Mites Issue Date |Inwoice Mo. |Transaction Type |Reversed |Invoice [tems BatchID |Sundry |Amount |Paid
Correzpondence 16/11/2012 |41 Invoice 30061 24.90
Bookings
FieF:aIIs { |—| o
Estimates =
ImageLite NewLnuoicel Open | Wirite off |
2= il [¥] Show reversals Debtors Ealance: Credits Ealance: Balance:
F9 - Medical Dwectorl
Account Transaction Listing | Account Details | Close |

3. Click __Writeoff |The Write Off window appears.

Y
Write off M
Reason for write off: E

Patient moved - cannot locate them.
Date Ttem Mo Fee Owing Wirite-off Cancel |
16/11/2012 30061 24.50 24,50 24,50

Total write off 24.90

4. Enter a reason for the write off.

5. Enter the amount to write off — either the entire amount (by ticking the associated check box), or part thereof (by
manually entering a value).

6. Click oK to confirm.
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The Invoices tab registers the write off. By ticking the Show Audit Trail checkbox, the user, time/date and reason can

be viewed.

Invoices ‘

Issue Date

Invoice Mo,

Transaction Type

Invoice Items

Batch ID

Sundry

Paid

Write off | Disc

16/11/2012

41

30061

24.90

24.90

™

The Write Offs History tab shows the audit trail (always). In the details (lower) part of the screen, the associated

invoice is listed. The write off type will always read ‘Bad Debt’ because essentially that is what it is; an amount that
will not be recovered.

Write offs History I

Writeoff Details

Issue Date  |Writeoff Mo. |Invoice Mo. |Writeoff Type |Transaction Type |Reversed |Amount |User Entry Time
16/11/2012 |15 41 Bad Debt Wirite off 24.90|EC 16/11/2012 11:32 &
1 [ 3

_Reverse |

Service Item

Amount

30061

24.90
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Medicare / DVA Online

The recipient is Medicare (Bulk Bill) or Dept of Veterans’ Affairs, and is sent online in real time. Processing time is
around 48 hours for Bulk Bill amounts and a little longer for Veterans’ Affairs. The following outlines processing the
actual online claim (batch) and receipting it. Invoicing for Medicare online is similar to invoicing a patient privately
except that:

o Descriptions are not transmitted to Medicare. M‘
Mew Account
o Bulk Bill and DVA print-outs differ to other R S S ITI
classes.
Banked to  Practitioner Dr B Ayers - CN V] z |
. . ancel |
o Veterans’ Affairs requires a hard copy of each Provider no. 21223618
signed voucher sent to Veterans’ Affairs for Account StLeonards
assessment before the batch is paid.
Class MA Online BB -
In the example at right, the clas.s is called MA B Vedicare Austraia Direct Bi
Online BB but may be named differently at your
Accountref 28

Practice. Create an invoice as normal. If
necessary, to advise Medicare of specific
information (such as “Not Normal Aftercare”), after entering a Service Iltem Number, right-click the Description field
and select ‘Add Service Text’. Type in a message or use the drop down option to select from preset messages. This
field can accept up to 30 alphanumeric characters.

i

Click the Issue button to issue to invoice, as normal. Note that the Practice is no longer required to print a copy for its
records. In accordance with Medicare’s directive, the patient should still sign for service. When the Invoice is issued, it
appears as a standard invoice.

Sending the Claim

1. From the Practice Explorer, select Medicare Australia. The Medicare Australia — Online Claims window appears.

EB Medicare Australia [=mEem=<=]
Tatdgfs Pt Medicare Ausiralia - Online Claims
Appaintment Book | — Claim Selection:

Wwiaiting Froom From Dater [gi0sjz01z Payee |[|v| Dr Bevan Ayers - Crows Nest (21223618)

Banking Rooms: % Dr Katrine Ing - Default (24090413

Bank Transfers . = ¥ Dr Grant Kong - Crows Hest (21223714)
ToDate:  [20/11/2012

Batches o b i ¥ Or Brenda Reed - Default (20547614) (Deleted)

WP Defened Printing

N =— Sl el s eih

Recalls

\wiaiting List Date ~| ClamID | Claim Type Foom Wouchers | Total Status

WD Billng 21/05/2012 [MCO0007 |Ecipse Dr Katrine Ing - Default (24030417 1 45.20 | Awaiting Submission
21/05/2012 EADOO0S | Bdlk Bl D Katrine Ing - Default (24090413) 2| 519.90 Awaiting Process Report
21/05/2012 |PCODO0S |Patient Claim |Dr Bewan Ayers - Crows Nest (212... 1 75.60 |Pay Doctar vis Claimant
15/05§2012 |IMC00004 | Eclipse Dr Bevan Aysrs - Crows Mest (212, 1 194,45 |Awaiting Payment Repart
14/05/2012 |PCODDO3 |Patient Claim | Dr Bevan Ayers - Crows Nest (212... 1 75.60 |Successful
14/05/2012 | IMCODODZ |Eclipse: Dr Bevan Ayers - Crows Nest (212... 1| 866.50 |Awaiting Process Report

Hsw. . Open... Befers Transmite., | | Refestedl, | | Receib.. Log... Wz,

2. Click L to display the issued invoices waiting for processing.

New Medicare Australia Claim ﬂ
- Claim Details:
Claim 1D: New Claim Claim D ate: 26 Now 2013
Claim Type: Claim Total: $467.40
Payee Floom: [Dl Bevan Ayers - Croves Nest (2122361B) v] Authorised Date: Mot Authorised
Prachtioner/ ocum | Di Bevan Ayers [21223516) v]  Submited Date: Not Submitted
Service Type: Receipted D ate: Mot Receipted

Service Location: | Out of Hospital -

- Invoice Selection

Lyailable [rvoices: Wiew Invoice ltems Selected Invoices (Maw=80): 2 Wiew Invoice ltems
Date [ InvhNo | Patient | Amaunt Date Inv No Patient Amourt
21/03/2007 | 12 ‘JDHES, Marlanna—Luu\s{ B4.30 B 25/11/23 4 Anderson, David 40310

ll 21/03/2007| 11 | Andrews. Jennifer 64.30
<
<«

Send I Store LCancel
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3. Click the single > or double headed >> arrow buttons to move invoices from the Available Invoices section to the
Selected Invoices section.

4. Click Serd The Medicare Australia Claim Authorisation window appears.

Medicare Australia Claim Authorisation - New Claim [25a]

s . Authorisation of a Claim must occur before storing or transmitting. The digital
é" signature for the daim must correspond to the Doctor seeking the payment for the
- services or to the allocated location.

Authorisation Method: IDr Bevan Ayers (HCI Token) (2122361E) LI

Passphrase: | FEE———

Practitioner Dedaration: [# I have read and agree to the terms of the dedaration

View...

HCI Token: [v 1 have inserted the correct iKey token into my computer.]

CK I Cancel |

You can select to use a location certificate or individual certificate when sending claims. The example above shows
the latter option.

5. Click ﬁ

Medicare Australia - Authorising Claim (|

Proceszing Details:

 Starting Medicare Online
Q/Authorising Claim: ADDOB®@ (Processing Completed)
[ Submitting Claim: A0008@ (Processing...)

Save ToFile.. | Abart | Cloze

When the claim has been sent without errors, its status becomes ‘Awaiting Process Report’.

.

Claim Status

To check on any claim, access the Medicare Australia Online Claims window within the Practice Explorer.

EE Medicare Australia EI@
Today's Patients Medicare Australia - Ondine Claims
Appointmert Book  Claim Selection:

Wa'“hg Room From Date: |6{05(2012 Payee Dr Bevan fyers - Crows Mest (21223616)
Banking Rooms: D Katrine Ing - Defaulk (240204173
Bank Transfers To Date: 20/11j2012 D Grank Kong - Crows Nest (21223714)

Batches Dr Brenda Reed - Default (2054731W) (Deleted)

‘WP Defered Printing

WP Feview Exclude Finalised Claims izl

Fiecalls

“waiting List Date 7| Claim ID | Claim Type Room Wouchers Total Status

WD Billing 21J05/2012 |IMC00007 |Eclipse Dr Katrine Ing - Default (2409041713 1 45,20 | Awaiting Submission
21j05/2012 EADOODGE  |Bulk Bill Dr Katrine Ing - Default (2409041713 z 519,90 | Awaiting Process Report
21J05{2012 |PCO000S  [Patient Claim | Dr Bevan Avyers - Crows Mest (212, 1 75.60 |Pay Doctor via Claimant
15/05/2012 [IMC00004 |Eclipse Dr Bevan Avyers - Crows Mest (212, 1 194,45 |Awaiting Payment Report
14/05/2012 |[PCO0003  |Patient Claim |Dr Bevan Avers - Crows Mest (212, ., 1 75.60 |Successful
14/05/2012 [IMC00002 |Eclipse Dr Bevan Avyers - Crows Mest (212, 1 866,50 | Awaiting Process Report

Mew, .. | Qpen. .. | [VE[EtE: | Transnmit. .. | HEfEcted iy | HECEEt Log... Edates

o Click the Status column header to sort the data by type of Status.
o Click the Refresh button to reformat the data.
o Click the Claim Type column header to sort entries by DVA and Bulk Bill (after hitting Refresh).

Note that the Claim ID column (formerly known as Batch Number) is called the ‘PMS Claim ID’ when communicating
with Medicare.

s
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Buttons on the lower section of this window:

o NEW: prepare and authorise vouchers to be sent in a claim.

o OPEN: claims that have not been transmitted can be opened individually and edited.

o DELETE: claims that have not been transmitted can be deleted. Their associated vouchers will be available to select

within a new claim. Claims that have been transmitted can be deleted on the same day that they were sent
provided the Practice notifies Medicare by phone on 1800 700 199, that the claim is being deleted.

Notes:

e Medicare may provide a reference number to be keyed in to the reference panel.

e The deleted claim will sit in the list.

e Invoices released from the deleted claim will appear in the New section

Receipting Claim Payments

It is important that receipts are processed expediently because the takings are deposited directly into the Practice
bank account(s) once the transmission is sent to MedicalDirector Blue Chip.

Delays in processing the receipts can make it difficult to reconcile MedicalDirector Blue Chip revenue reporting against

the Bank Statements. Therefore it is recommended that this process be performed daily.

1. From within the Practice Explorer, select the Medicare Australia menu item.

2. Select a claim whose status is ‘Awaiting Process Report’.

3. Click the Transmit button. If the screen below appears, the batch is ready to receipt. Note that claims will usually

take 24 hours to process after being sent

4. Click the Close button.

5. Click the Receipt button when the claim now shows ‘Ready to Receipt’ in the Status column.

EE Medicare Australia

Today's Patients

[E=8(E=R =
Medicare Australia - Online Claims

Appointment Book | — Claim Selection:

WEI iz Fraom Date: [6/05(2012 Payes |[w] Dr Bevan Ayers - Crows Nest (212236 1B)

Banking Rooms: | [w] Dr Katring Ing - Default (2409041 7)

Bank Transfers = Dr Grant Kong - Crows Mest (21223714)
To Date: 200112012

Batches ohee 1 Dr Brenda Reed - Default (2054751 (Deleted)

WP Defered Printing

WP Review Exclude Finalised Claims el

Recalls

“Waiting List Date 7| ClaimID | Claim Type Room Youchers Total Status

MD Eilling 21/05/2012 |IMZ00007 |Eclipse Dr Katrine Ing - Default (24090411} 1 45,20 |Awaiting Submission
21/05f2012 |[EA00006  |Bulk Gill Dr katring Ing - Defaulk (24090411) 2 519,90 |Awaiting Process Report
21/05/2012 |PCO000S  |Patient Claim |Dr Bevan Avyers - Crows Nest (212, 1 75.60 |Pay Doctar via Claimant
150512012 |IMC00004 |Eclipse Dr Bewan Ayers - Crows Mest (212, 1 194 .45 | Awaiting Payment Report
14/05/2012 |PCO0003  |Patient Claim |Dr Bevan Avers - Crows Nest (212, 1 75.60 |Successful
14/05/2012 |IMZ0000Z |Eclipse Dr Bevan Ayers - Crows Nesk (212, 1 866,50 [Awaiting Process Report

Mew... Qpen... DE(EEE Transmit. .. FeiEctedly FEGEE . Log... ez,
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6. The Medicare Australia Claim Receipt window appears.

7. Click -

In the Patient’s file, the invoice indicates it has been paid, and the sundry invoice is listed beneath it with a flag in the
Sundry column.

Show records for: v From: [2/08/2011 :
Invoices | Recepts | Refunds History | Write offs History | Account Debtors | Account Credits

The Receipt tab (below) shows the total receipted (invoice + sundry), and the payment method displays that it has
been directly debited.
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The Account Debtors tab shows the original invoice, then the receipt for the benefit. The sundry invoice is shown on
the 3rd line which locks in the overpayment so it can’t be used by the patient in future treatment as the money
belongs to the practice.

-

ﬁ Paula Choy - %8 - MA Bulk Bill (BA-CN)

Patiert Details — N ey

Refenals Show records for: | Al v | From: |2/08/2011 J To: |_-_-03.-

Accounts Invoices | Receipts | Refunds History | Write offs History Account Debtors |A1:cu.nt‘.".‘redt=|
M Bulk Bill (BA-CN

Mates Issue Date | Transaction No. |Transaction Type |Reversed |Amount |Running Balance

Corespondence 01082011 |56 Invoice 34.55 34.55

:ﬂn"';'ﬂ* 02/08/2011 |24 Receipt (35.19) (0.60)
ecalls :

E stimates 02/08/2011 |57 Invoice 0.60 0.00

Imagelite

Recalls

You can create a Recall reminder for a patient either via the Patient Explorer, or via the Practice Explorer.

You must however first create different types of Recalls and associated templates to help identify whether the
patients will be contacted via phone or via Mail.

Creating Recall Templates

1.

Within MedicalDirector Blue Chip, select Setup >
Templates > Recalls. The Recall Template Setup window
appears.

Click __Me¥-.-  [The New Recall Template window
appears.

Name the template (e.g. Pap Test 24 months).

Click 5. A new blank template for your recall is
generated. Add your letterhead, content, and required

patient fields that you would like automatically brought
into the document (for more information on how to create
a template see creating WP templates).

Save and close when you have finished editing the
template.
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Creating Recall Types

1. Within MedicalDirector Blue Chip, select Setup > Practice > Recall Types. The Recalls Setup window appears.

3. Name the recall type.

4. Click - You will be returned to the Recalls Setup window.

5. Define your recall type by specifying the Default Period (in weeks), and the Type of recall via the two options
available (Phone or Print). If you opt to contact the patient via Print (mail), you must make a selection via the
associated drop-down.

‘i
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Assigning a Recall to a Patient via the Patient’s Record

1. Open the patient's record. From the Margin Menu, select Recalls. The Patient Recalls window is displayed.

i

& David Anderson - 49 - Recalls

Patient D etailz
Referrals [ ] view old View |Allrecalls  «| From I

[= ][O )

patient recalls

F3 - Medical Director |

‘ _, ........... &d dlll._I | Emmct#xmtl B I R_Er_ncve

Accounts
Maotes Due Practitioner Comment Type Complete
Correspondence 25/01/2013| BA-CM GK-3mth
Bookings 1/11/2013| BA-CN BA-12mth
sRecals | |3110/2014| DS GK-2yr
E stimates
IrmageLite

In this window, all current recalls are listed. Old recalls can be viewed by ticking the View Old check box.

2. Click __Add... to create a recall notification for this Add Recall
patient. Notice that as you have created this recall via

the patient’s record, the Patient field is pre-populated Patient: I.ﬁ.ndrews, Graham, b azter _I
with the current patient’s name, and cannot be altered.
Type: | BA-3mth |

3. Select the Type of recall via the associated drop down

list menu Practitioner: IDr Bewvan Syers - Crows Mest ;I
4. Select a Practitioner via the associated drop down list. Referral: |Nu:u Referral _I

This automatically copies the referral details associated

with the selected practitioner’s accounts and can be Due: |12 weeks, Le. IEJDE!EDH

used to display within the recall letter.

5. The number of weeks and date will be automatically
calculated, as defined by the recall type you selected.
These can be modified if necessary, although it is
recommended you accept the defaults.

Comment: I

O, Catizel |

6. Click # to record the recall. The recall will appear in the patient’s record.
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Assigning a Recall to a Patient via the Practice Explorer

1. Open the Practice Explorer.

2. Select the Recalls menu. The Recalls window appears.

B Recall B
Today's Patients ) )
Appointment Book [ View cld View | All recalls j mel 'l T‘E’CG.HS
WWaiting R oom
Banking Due Practitioner Patient Type Complete add
Bank Transfers 18/05/2011| GK-CN |MrDavid J Anderson | GK-3mth —
Batches 18/05/2011| BA-CN | Mr Fred Nerk EC-3mth .
) . Conta t...
Medicare Australia 18/05/2011| BA-CN | Ms Papacosta X Tamara | BA-3mth Contact/prin
W Defered Frinting 22f02f2012 Ds Ms Heather Andrews BA-12mth Print all listed. ..
WP Review —
Recalls Remove
W aiting List
MDD Billing
Open patient
3. Click L_Add | i
. Click The Add Recall window appears. Add Recall 2 [
4. Enter the patient’s name (either type the Surname and press the Tab Batient: | =
key or click the J button and select the patient from the search Type: | -l
facility). Practitioner: | ﬂ
5. Select the Type of recall via the associated drop-down list. Referal: | =]
6. Select a Practitioner via the associated drop-down list (this is a list of Due: weeks, i.e.
registered practitioners). Gt ‘
7. The Referral field will be automatically-populated if it is current. If the
patient has multiple referrals, click the =1 button to select the ‘ Coel |
correct referral for the recall.

Select Referral @
Referral Tvpe | Practitioner Referring doctor | Provider Ma | Letker date | Effective Expires
Diockar EA Dr Mark Brawning 2054781% | 2/01/2005 | 2/01/2005 | 2/01/2009
Dockar BA Dr Mark Label 2054781 | 6/12/2007 | 6/12/2007 | 6/12/2005
Losk Ay <Mone = - - - -
Emergency Ay <Mone = - - - -
Hospital Ay <Mone= - - - -
Self Deemed Arvy <Mone= - - - -
Mo Referral Ay <Mone= - - - -
Cancel

The date of the referral is displayed as with the letter date, effective date and expiry date.

8. The Due Weeks and associated Date field are linked; changing the number of weeks automatically re-calculates

the date field and vice-versa. Add a comment if desired.

9. Click 5 The Recall is added to the list within the Practice Explorer. It will also appear in the record of the

associated patient.
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Enacting a Phone-based Recall Program

1. Open the Practice Explorer.

2. Select the Recalls menu. The Recalls window appears.

i

B Recalls =N EoR (===
Today's Patients
.&ppn-ilrlntment Book oo View | Al recalls d RAE I _I T’ECGHS
W aiting oo
Banking Due Practitioner Patient Type Complete
Bank Transfers 18/05/2011| GK-CN | MrDavid ] Anderson | GK-3mth LI
Batches 18/05/2011| BA-CM | Mr Fred Merk EC-3mth
Medicare Australia 18/05/2011| BA-CMN | Ms Papacosta X Tamara | BA-3mth — =
WP Deferred Printing 22022012 03 Ms Heather Andrews BA-12mth Prink gl i=t=d... |
WP Beview —
Recall: Remove
"Waiing List —
MO Billing

Open patient |
| /4

3. Filter the list if necessary to locate and select the recall you wish to enact.

4. Click Sontactiprint... | The Phone Recall window appears.
Note the advice on this window.

o |f_ Cancel |isc|icked, the Recall window appears
unaltered.

o |If Ok |is clicked, the name is removed from
the Recall window (having been contacted). The

Recall information still appears in the patient’s file.
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Phone Recall

Phone Mo I[EIS] 1234 5E&7

Al Phiore: I[EIE] 5763 3645

i clile: I 0411123456

Comment; I

Click OK if the patient was contacted successiully,

Othenwize, click Cancel to by again later.

Cancel
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Enacting a Print-based Recall Program

1. Open the Practice Explorer.

2. Select the Recalls menu. The Recalls window appears.

Recalls E=3[ECR =<2
Today's Patients
Appointment Baok I~ view ald Wiew IAJI recalls LI From I —I recalls
‘Wwaiting B oom
Banking Due Practitioner Patient Type Complete
Bank Transfers 18/05/2011| GK-CN |MrDavid 1 Anderson | GK-3mth 4|5dd =
Batches 18/05/2011| BA-CM | Mr Fred MNerk EC-3mth -
. . Contactfprint...
Medicare Australia 18/05/2011| BA-CM | Ms Papacosta X Tamara | BA-3mth =
WP Deferred Printing 22022012 Ds Ms Heather Andrews BA-12mth print al listed
WP Review —
Remove
‘whaiting List
D Billing
QOpen patient
| /4

3. Filter the list if necessary to locate and select the recall you wish to enact.

4. Click Sontactiprint... | The print Recall window appears.

5. Enter a comment if desired. The check box indicates that Print Recall m
once the letter is .prlnt.ed, it will be sent and delivered Comment E
therefore the patient is deemed to be contacted. [

Cancel
6. Click 5. to continue. You will be prompted to [¥ Mark recall as contacted 4|

print the recall letter.

Afterwards, the patient’s name is removed from the Recall window in the both the Practice Explorer and Patient
Explorer, and details are placed in ‘old recalls’ in the recalls section of Patient Details.
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Correspondence

Creating a Medical Report for a Patient

1. Open the patient's record.

2. From the Margin Menu, select Correspondence. The Patient Documents window is displayed.

@ David Anderson - 49 - Correspondence E’
Patient Details patient documents
Reterrals

Lecounts Date Tite Status
10/02/2011| Anderson, D AttaCert New letter... |

Mates
_ 10/02/2011|Anderson, D Ins Review Duplicate. . |
Brint... |

Bookings 10/02/2011|Andersan, D OpReport |Print

Recalls

Estimates

ImageLite Status...
Import...

F3 - 5M5 Message | Export... |
F9-Med<3ID'recbor| Edit letter Delete e |

| Y

3. Click m The New Document window appears.

-
New Document - Mr David Anderson m
Base on template ’ v] )i |

Assodated account ’Non-speciﬁc '] Cancel |

Document Title I

Automatically mark for  [~| Deferred printing

Practitioner review

4. Select the template from which the letter will be based via the associated drop-down list. You can create new
templates via Setup > Templates > WP.

Letters can be associated with an account, enabling account-specific information (such as Insurer, Claim Number,
Date of Injury etc.) to be imported into the document from within MedicalDirector Blue Chip. It also provides
access to the practitioner for electronic review.

o Type a suitable document title for future reference (this can be automatically inserted within Setup).

o Tick the Deferred Printing check box (optional and allows users to print all of the day’s documents at a later
time).

o Tick the Practitioner Review check box (optional and if associated with an account) if the practitioner wishes to
review the document before printing.

5. Click g to continue.

At this point, Microsoft Word will open and the document content is able to be edited and added to. Any pre-
defined fields (previously created within setup) are merged into the document (the referral doctor’s name and
address for example).
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Saving Letters
Press Ctrl + S to save any unsaved work. You can also click the disc icon. E

Click the button (at the top right of an open letter) to exit the document. You will be prompted to save your
document if you haven’t already done so.

Printing Correspondence

Correspondence is printed via the Print button on the Correspondence window within a patient’s record - Microsoft
Word printing options are not available.

Printing from within a Patient’s Record
1. Open the patient's record.

2. From the Margin Menu, select Correspondence. The Patient Documents window is displayed.

3. Select the item of correspondence and then click

Deferred Printing
1. Open the Practice Explorer.

2. Select the WP Deferred Printing menu. The Deferred Printing window appears.

¥4 WP Deferred Printing e[ ]
Today's Patients -
Appointrment Book, deferredprmnng
Waiting Room
Banking Date  |Title Status Selected ;
Bank Transfers 20/03/2007|Boyes, 5 Quote Print O Ll
Batches 25/02/2011|Andrews, F AttaCert Print O

. ) " Remove selected

Medicare Australia 25/02/2011|Dsouza, L CpReport Print O i

| WP Defened Frirting | 25/02/2011(Tavener, B Solicitor Print 0
W Review —
Recalls
W aiting List Select All |
MO Billing

Clear Al

3. Select the items you want to print by ticking their associated Selected check box.

4. Click M The Print Report window appears. Print the documents.

5. After printing, reselect the items that were just printed and then click Bemove selected| +, romove the items from the
print list. You will be prompted to confirm this action.

WP Review

When you create a new document, you can specify that it must

T ™y
be reviewed. This is done by ticking the Practitioner Review e Do e
check box on the New Document window, as shown below. Base on template |Attendance Certificate = | oK |
This check box becomes available only after you associated the Associated account  [BA-CNPriv 27 o |
document with a particular account in MedicalDirector Blue Document Title |Andersen, D AttaCert
Chip (selected via the Associated Account drop-down list). Automatically mark for [ ] Deferred printing

Pracﬁtior'ler review
!
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1. Open the Practice Explorer.

2. Select the WP Review menu. The WP
Review window appears.

3. Select a practitioner via the associated
drop-down menu.

4. Click the Review button to open the
document in Microsoft Word for editing.
Upon closing the document, it will be
moved to the WP Deferred Printing
window.

o Click the Print button to print
immediately (without reviewing)

4 WP Review

Today's Patients
Appointment B ook,
‘wiaiting Foom
Banking

Bank Transfers
Batches

Medicare Australia
WP Deferred Printing

Recalls
‘wéaiting List
WD Billing

Practiioner IDr Bewvan Ayers - Crows Mest ;I
Date Title Status
24/02/2011|Anderson, D AttaCert Review
24022011 Anderson, D MedicalCert Review
24022011 Andrews, ] Letter to GP Review
24/02/2011|Boyes, 5 Quote Review

il

wp review

Print
review

Defer print

i

o Click the Cancel button review to cancel printing the document altogether. The item remains in the patient’s

correspondence file.

o Click the Defer Print button to move the item to WP Deferred Printing without opening it.
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Banking

It is recommended that the Practice settle its banking transactions on a regular basis irrespective of whether the
deposit slips are used. Daily Settlements provide users with a means to ensure that correct reconciliations are
maintained. It is also recommended that daily takings are reconciled against your Day Sheet to ensure that your
banking transactions are correct. Settling your banking on a regular basis will help prevent small errors escalating.

Your EFTPOS machine, whether TYRO-based (EFTPOS Auto) or bank-based (EFTPOS Manual), will provide a daily tally
of processed transactions. It is far easier for a Practice to reconcile on a daily basis when multiple staff are involved in
the data entry, than to wait until the end of the week. The printing of settlement slips within MedicalDirector Blue
Chip is not necessary. However, it is recommended that you settle the EFTPOS section of MedicalDirector Blue Chip
banking.

Cash and Cheque (Physical Banking)

1. Open the Practice Explorer. Select the Banking menu. The WP Review window appears.

EB Banking =% EoR ==
Today's Patients .
Appaintrment Baok bankmg
‘whaiting Foomn

Account name Bank details Unbanked

Bank Transfers Kong Pty Ltd WEC, 5t Leonards 3524.75
Batches King Ayer Pty Ltd RBA, 5tLeonards 439,90
Medicare Australia HCN Day Surgery CBA, St Leonards £90.50
WP Deferred Frinting
WP Review
Recalls
Wwaiting List
MD Biling Open I Kong Pty Ltd

WEC

Users... | StLeonards
060214-000111
4

2. Select the account you wish to perform banking on, and then click You will be presented with the Bank
Deposits window.

m King Ayer Pty Ltd - Bank deposit EI
EETREE [Receipt Summary bank deposits
Acct Histary ] Draft

Chedues (2) 359,95 (0.00) Brought forward 0.00 This deposit 2396.60

Credit Card Slips (0) 0.00 (0.00) _ Finalice Received 2396.60 Cash dranings 0.00

Total received 2768.55 Carry forward 0.00

GST inlcuded in Total 0.00 2396.60 2396.60
Received Paid by Amount

1/02/2007 Mr Armond B Tavener 150.00

10022007 | Ms Valerie T DOE 75.00

17/02/2007 | Ms Valerie T DOE 75.00

9/02/2011 Mr David Anderson 2096.60

Total received 2766.55

less Cash drawings -0.00

less Carry forward - 0.00

et | E=rre | CaTy e | Total to be banked 2766.55

| 4

The Amount column represents the physical takings (cash and cheques) that will be deposited at the bank. This
defaults to Cash and shows the cash transactions. By selecting Cheques in the Receipt Summary section you can
display Cheque transactions.

3. Click ﬂ to print a draft deposit slip. When satisfied, click E to print the banking deposit slip and to
reset the daily balances to zero
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2. Select the Banking menu. The WP Review window appears.

Banking [ ]l-=- ]
Today's Patients .
Appaintment B ook bankmg
‘wiaiting Foom

Account name Bank details Unbanked

Bank Transfers Kong Pty Ltd WEC, Stleonards | 3524.75
Batches King Ayer Pty Ltd RBA, 5tLeonards 499,90
Medicare Australia HCM Day Surgery CBA, 5t Leonards £90.50
‘WP Deferred Printing
WP Review
Recalls
‘Wiaiting List
MD Billing Open I Kong Pty Ltd

WEBC

Users. St Leonards
060214-000111
y

3. Select the account you wish to perform banking on, and then click You will be presented with the Bank
Deposits window.

4. Select the EFTPOS menu. The EFTPOS window appears.

I King Ayer Py Ltd - EFTPOS oo
Bank deposit
EFTPOS type e ﬂp 05
. AMEX 0 -
Acet History Diners Card 0N
Refunds Direct Debit 0 | = | Brought forward 495,90 This settlement 499,30
EFTPOS "o Processed 0.00 Carry forward 0.00
Meddaims o= 200,00 200,00
This setiement
Received Type MName Amount Carry Fwd
1022007 EFTPOS Manual Ms Mortimer 94.50 O
21/03/2007  |EFTPOS Manual Ms DSouza 330.00 O
23/03/2007  |EFTPOS Manual Ms V Doe 75.00 O
Total of
View receipt Settle... | Draft print... | settlement 493.90

All the EFTPOS transactions are listed in the settlement. These include EFTPOS Auto if you have a TYRO machine
for Integrated EFTPOS.

5. Click & to settle the day’s transaction. The EFTPOS Settlement window appears.

EFTPOS settlement M

Credit to

King Ayer Pty Ltd 0K

Amount 203.25

Settlement date |z?m?fzn 11

Settlement no |354TF‘.

T ———————————

6. Enter the settlement number as printed on the EFTPOS terminal settlement summary (not all machines have
them). The EFTPOS settlement summary will be printed to a nominated printing destination.
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Account History

1. Open the Practice Explorer.

2. Select the Banking menu. The Banking window appears.

2 Banking [F=5[ECh =
Today's Patients R
Appointment Book bankmg
W aiting Room

Account name Bank details Unbanked

Bark Transfers Kong Pty Ltd WEC, St Leonards 3524.75
Batches King Ayer Pty Ltd RBA, St Leonards 499,90
Medicare Australia HCN Day Surgery CBA, St Leonards 690,50
WP Deferred Frinting
WP Review
Recalls
‘whaiting List
MD Eilling Open I Kong Pty Ltd

WEC

Users. St Leonards
060214-000111
A

3. Select the account you wish to open, and click The Bank Deposits window appears.

4. Select the Acct History menu. The Account History window appears, displaying all bank deposits and EFTPOS
settlements recorded.

m King Ayer Pty Ltd - Acct History

(= )E =)

account histor
view: [l ts - )
EFTPOS Fon | o paymen
Show records for: | Al +| From: |19/11/2012 To: |19/11j2012 Show audit trail
Deposit Slip - 1 I _I I _I Ol
Diepasit Slip - 2 Date Finalised |Payment Amount Reversals (After Banking)
EFTPOS - 12223 —
Refunds 21/03/2007  |Depositslip 2 395,00 0.00
21/03/2007 | Depositslip 1 150.00 0.00

5. Select the required entry, and click _¥¥EW payment

[l King Ayer Pty Ltd - Deposit Slip - 1 =3 [EEH =
Bank deposit Bz ol view bank deposit
EFTPOS Finalized by Mr Edward Carstairs 21/03/2007 12:02 pm
Acct History B 150.00]  Reprint | Brought forward 0,00 This deposit 150.00

Cheques 0.00 Received 150.00 Cash drawings 0.00
Depozit Shp - 2 Credit Card Slips 0.00 Carry forward 0.00
EFTPOS - 12223 | 1012 barked T 150,00 150.00
Refunds . .
Adjustment (after banking) 0.00
[ show audit trail
Issue Date Transaction Ne | Transaction Type Reversed |Paid By Amount
21j03/2007 |1 Receipt Ms Lubica Doranovic 150.00
Shaow reversals after banking VIEWGE View receipt Close
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Refunds

Because a refund is performed after banking has been finalised, it does not change an issued invoice or receipt, nor
does it change a day’s takings. A refund is usually drawn from the Practice’s bank account, so this section has been

included in the Banking Module. The Refund screen displays all refunds given in the current month by default. Not

shown in the screen capture is the reason for the refund, and the date and time.

11 King Ayer Py L2 - Refunds oo e
Bark deposit
EFTPOS account refunds
Acct Histary
Show records for: |CurentMonth = | From: [31/05/2012 | Ta: [31/05/2012 | [¥]Show audit trail
Issue Date |Refund Mo |Refund Type |Transaction Type |Patient Reversed | Amount |Refund Method |User
31/05/2012 |42 Credit Refund David Anderson 300.00| Cheque EC
< [ G
[7] Show reversals

End of Day / Session Process

Medicare electronic claims should be transmitted and checked daily to ensure that payments are processed promptly
for reconciliation. Medicare processes transactions seven days a week, therefore it is possible that transmissions on a
Friday may be paid by Monday. Not processing these transactions on a daily basis could make bank statement
reconciliation more difficult.

No-shows or Did Not Attend (DNA) type letters should also be considered in the End-of-Day process to ensure the
patients and referring doctors are kept informed, and to maintain the Patient/Practice legal requirements.

The complete list of MedicalDirector Blue Chip reports (except Banking) is located by clicking on the printer icon =
found in the MedicalDirector Blue Chip toolbar.

MedicalDirector recommends the following reports to be printed at the end of each day to ensure that any
discrepancies can easily be identified and rectified.

Day’s Appointment List

The Appointment List reflects who is expected to attend the practice today. Either use the existing sheet printed at
the beginning of the session (tally sheet) or print a fresh copy. Ensure that this new list reflects any ‘walk-ins’ or
emergency appointments.

Day Sheet

This is a transactional report that can be printed for (a) specific practitioner(s), and displays all transactions processed
on the day. The report can display transactions based upon either entry date or issue date.

Surgical-type invoices with an issue date in the past will appear on a Day Sheet report based on the Issue date or the
Entry date the invoice was keyed in.

The Day Sheet will reflect the following;

Invoices created and issued or deferred or adjusted.
Monies received for banking.

Patient transactions, adjustments, deletions (section 2)
Appointments made & cancelled (Section 3)

Bank Deposit Slip: (See banking in this document)

o O O O O

© 2017 Health Communication Network Limited 99



MedicalDirector Blue Chip User Guide

Understanding the Day Sheet

Invoices created — Section 1. Check that all patients who appear on the appointment list or tally sheet have had an
invoice created. The invoices are itemised and differentiated by their invoice number. The service date is included on
the report enabling easy identification of ‘catch up’ invoices.

Invoices
Audit
Invoice  Transaction Service Amount User
Account Class Issue Date  Patient Name No Type Item No  Date {incl G ST) GST Initials Audit Date  Audit Reason
Private 271072011 Anderson, David, Mr 57 Invoice 46867 27072011 285.20 0.00 EC 2707201
imc 27/07/2011  Andrews,Fred, Mr 59 Invoice 32073 200052011 209.30 0.00 EC 27072011
Private 270072011 (ndrews. Heather 54 Invoics 30061 2770 26.65 000 EC 2700712011
Private 27072011 Andrews,John, Mr BB Invoice 104 2707201 150.00 0.00 EC 27072011
Private 27072011 Andrews,John, Mr 55 Invoice(Rev) 104 27072011 (150.00) 000 EC 27072011 Reversing Invoice
Private 27072011 Andrews,John, Mr B8 Invoice (Adj) 106 2707201 75.00 0.00 EC 27072011 Replacinglnvoice
. MacDonald, .
Private 7T o ne, Ms 61 Invoice 30061 27070 26.65 0.00 EC 2TI0TROM
Private 27072011 MacDanald, 61 Invoics 46513 27070 64.10 000 EC 2700712011
Private 27072011 ‘Watts, Gregory: Mr B8 Invoice 106 27072011 75.00 0.00 EC 27072011
Private 271072011 Watts, Gregory, Mr 62 Invoice 32500 270712001 124.60 0.00 EC 27070
Totals Invoices 871.50 0.00
Invoices (Rev) (150.00) 0.00
Invoices (Adj) 75.00 0.00

895 50 0.00

Deferred Invoices created or updated — Section 2. This section of the Day sheet lists the invoices that have been
deferred or updated and deferred again.

Receipts and Credit Allocations — Section 3. Patients are listed alphabetically and the invoices and allocations are
listed on the same line. The receipted amount is listed first, then invoices total.

Receipt Audit
Receipt Amount User
Account Class Issue Date Name No Transaction Type (incl G ST) Credit Invoices Disc__Initials Audit Date Audit Reason
I
Private a7ioTigo11  jldrews. Heather, 21 Receipt 176,65 0.00 17665 000 EC 2710712011
ime 277011 TS Heather 22 Receipt 40230 000 40230 000 EC 27R07/2011
Private a7ioTzont  fldres.Jennfers 23 Receipt 653.25 0.00 65325 000 EC 2710712011
Private 271072011 Andrews,John, Mr 25 Recesipt 150.00 0.00 160.00 0.00 EC 271072011 o
Private 270072011 Andrews,John, Mr 25 Recsipt(rev) (150.00) 000  (15000) 00D EG 27072011 Allocatedimvoice
Private 271072011 Watts, Gregory, Mr 26 Receipt 75.00 0.00 75.00 0.00 EC 271072011
Private 271072011 Anderson, David, Mr 27 Receipt 29520 0.00 29520 0.00 EC 271072011
Private 2710772011 Andrews, John, r 25 Recsipt 150, 180.00 000 000 EC 2710772011
Private 270701 Andrews John, Mr 25 Receipt(rev) (150.00) (150.00) 0.00 000 EC 271072011 wrungs_v[:itam i
Private 27072011 Andrews, John, Mr 28 Receipi(adj) 75.00 0.00 7500 000 EC 27072011 E\fgi';%”g':‘e””’
Private 27701 ppacRenald Comne 29 Recsipt 2075 000 2075 000 EC 27072011
Tofals  Receipt 198315 15000  1,64376 000
Creditalloc NiA 0.00 000 0.00
Receipt (Rev) (300.00) (15000}  (150.00)  0.00
Receipt (Adj) 75.00 0.00 7500 0.00
178515 500 17855 0.00

Receipts by Payment Method - Section 4

Receipts are listed in number order and itemised. The total in this section should equal the physical count of cash,
cheques and EFTPOS takings for the day. If the totals don’t balance, refer back to Section 3 to check for discrepancies.
Take special note of adjustments and check that the final invoice/receipt is the correct outcome.

iyment Method

Receipt  Transaction User
Payment Method _ Issue Date No Type Drawer / Payer Bank / Card Amount _Initials Entry Date Audit Reason
Cash 2700712011 21  Receipt Ms Heather Andrews 150.00 EC 2700712011
Cheque 27072011 21 Receipt Ms Heather Andrews WBC 2665 EC 270712011
27107201 22 Receipt MedibankPrivate cBA 402.30 EC 270712011
Cash 270701 23 Recsipt s ennifers 45000 EC 270701
EFTPOS Manual 27107201 23 Receipt J Andrews Mastercard 20325 EC 270712011
Cash 271072011 25 Receipt MrJohn Andrews 180.00 EC 270712011
271077201 25 Receipt(red) MrJohn Andrews (15000} EC 2707201 Sllocatedimvoice adj
2700772011 26 Receipt Mr Gregory Watts 75.00 EC 2710712011
EFTPOS Manual 2710772011 27 Receipt d aNDERSON WVISA 28520 EC 270712011
Cash 27/07/2011 25 Receipt MrJohn Andrews 15000 EC 27H072011
2710712011 25 Receipt(rev) MrJohnAndrews (150.00) EC 2700712011 wrongsvcitem
271077201 28 Receipt(ad) MrJohn Andrews 7500 EC 2707201 SRVEEJ{;?;”QRE“"" N
EFTPOS Manual 2700712011 29 Receipt Corrine Macdonald Mastercard 80.75 EC 2700712011

Total: _1788.15
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These 2 areas list the write offs and refunds performed in the day. A write off may correspond to an invoice created
that day. A refund will almost certainly correspond to a transaction from a previous Banking period.

Write-offs
Write-
Write  Transaction Write-off  off Invoice  Service  Alloc User
AccountClass  Issue Date Name off No Type Type Amount No Item amount Initials Entry Date Audit Reason
Private 2710772011 }"v“"rﬂ“-'“ Gregory, 30 Write-off Bad Debt 124.80 62 32500 12460 EC 27/07/2011  EC:Leg amputated
Totals 12460
Invoice/
Transaction Refund Refund Refund Receipt Service Alloc User

Class Issue Date Type No Type Name Amount No Item amount Initials Entry Date Audit Reason
Private 270772011 Refund 24 Allacation ﬁ";d rews,Jennfers  yi30p a3 51300 9400 EC 27/07/2011  Procedure not succe
Private 27072011 Refund 24 Allocation  fMATEWSENATETS, yq360 43 32075 19.80 EC 270072011 Procedure not succe

Totals Credit 0.00

Allocation 113.80

If any errors have been made, correct them before banking has been settled. If required, print off another day sheet
after corrections have been made to ensure all figures add up; then settle the banking.

The day’s appointments — Section 6

The last table on the day sheet lists the appointments made during the day (regardless of when the appointment is
actually for) and lists any cancellations received. There are additional reports available under BC Reporter that can
display statistical information on appointments not found in the reporting module.
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Printing Appointments

Prior to ending the day, the next session’s appointment list can be printed.

1. Select the required day using the calendar control on the right-hand side of the Appointment Book.

File Setup Reports BCTools 5MS Window Help '
=

|

Groups Al - | Practiioners Br GrantKong -] | @00vOr | [Fndsir | [ sws |

1/4 Dr Grant Kong

afs

2. Click the printer icon & to call the Print Report
window.

3. Select the type of Appointment list for the
required day.

4. Select the practitioner and appointment types (or
choose select all). Set the date to the required
date (be sure to set the end date first-see below Paston
for the preferred format). Theatre

Medical Rep
Medico Legal

Review

5. Set the printer destination and conduct the print.
The printout of the Appointment List can be used
to remind patients of their appointment.

Dr Bevan Ayers
Wednesday 27/07/2011
Appe Time Appe Tipe Pasient & DOB Dursdion  Phone Na Fils No
qu i & Ref Drnamel (& alt Telme)
7:00 am Thir ‘Katrina Slazenger DOB 231211671 60 86
o RefDr:
5:00 am Thtr Als Heather Andrews DOB 12051563 &0 98451234 51
) RefDr
9:00 am. Thir Mr Lachlan J ©'Connor DOB405/1535 60 089586 4174 a7
[m} Raf Dv: Do Fvian Morrier
2000720600
12 monghs
10:20 am Rev Als Papacosta X Tamara DOB13121330 20 9467 6663 1
o RefDr: 9467 6663
10:30am  Rev w Simpleton DOB 5 08/1557 20 9789 4545 82
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