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FOREWORD

Dear Front Desk User

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

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

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

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

We look forward to our long term professional relationship.

Yours faithfully

A7

Tony Taddeo
Managing Director
Smartsoft Pty Ltd
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INSTALLING FRONT DESK 2021

Main Licence Installation

To install the Front Desk 2021 - Practice Management System you will require the
Front Desk 2021 CD, which will be supplied by Smartsoft Pty Ltd.

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

Front Desk 2018 - Practice Management System Installer

™ Front Desk’

Practice Management System
Demo Version

Full Version

Network Client Version

Web Appointment Book

DEMO VERSION
Manual

FULL VERSION e
Upgrades

NETWORK CLIENT VERSION
© Smartsoft (Australia) Pty Ltd 1996-2018
107 Flinders Street, Adelaide SA 5000
Free Call (Australia) 1800 18 18 20
International +61 8 8361 2666

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

WEB APPOINTMENT BOOK ’
smartsoft

MANUAL

UPGRADES

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

w Favorites w
B Desktop

& Downloads

%] Recent Places

S Libraries
3 Documents
(J"f Music <

>

CD Drive

] 5 ]
\_/\J [+ Computer » - | 44| [ Search Computer ol
File Edit Wiew Tools Help
Organize ~ AutoPlay Eject Burn to disc Properties System properties > =~ M @

4 Hard Disk Drives (1)

< Devices with Removable Storage (2)

c_y Fleppy Disk Drive (A:)

DVD RW Drive (D:) Smartsoft Space free: 0 bytes

Local Disk (C:)

48.6 GB free of 144 GB

m

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

. CDFS o

File system: CDFS

Total size: 642 MB

Select Full Version from the left hand side menu and then select the Front Desk
2021 Installation option.

Front Desk 2018 - Practice Management System Installer

MENU

DEMO VERSION

FULL VERSION

Front Desk 2018 Installation

NETWORK CLIENT VERSION
WEB APPOINTMENT BOOK
MANUAL

UPGRADES

[~ |
Front Desk”

Practice Management System

Front Desk 2018 Installation

© Smartsoft (Australla) Pty Ltd 1996-2018
107 Flinders Street, Adelaide SA 5000
Free Call (Australia) 1800 18 18 20
International +61 8 8361 2666

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

A\

Smartsoft

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

Congratulations, you have successfully installed Front Desk 2021.
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INSTALLING FRONT DESK 2021

Network Licence Installation

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

Insert the Front Desk Installation CD into your CD-ROM. Select Network
Client Version from the left hand side menu and then select Front Desk 2021
Network Installation.

Front Desk 2018 - Practice Management System Installer n

MENU

DEMO VERSION ‘ F Fon t D es k®

‘ Practice Management System

FULL VERSION

Front Desk 2018 Network Installation
Network Setup Utilit

NETWORK CLIENT VERSION

Front Desk 2018 Network
Installation

Network Setup Utility

© Smartsoft (Australia) Pty Ltd 1996-2018

WEB APPOINTMENT BOOK ‘ 107 Fiinders Street, Adelaide SA 5000
Free Call (Australia) 1800 18 18 20 > »
AT ‘ International +61 8 8361 2666 t '
Free Fax (Australla) 1800 18 18 30 smar SOT (

e ‘ International Fax +61 2 8006 5205

This will install the network version of Front Desk 2021.

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

Front Desk - Network Setup Utility &l

Connectto

() Local Database

@ Metwork Database SERVER] Cancel

Test

ik

"] Advanced Settings

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

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

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

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

Congratulations, you have successfully installed the network version of Front
Desk 2021.
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SETTING UP FRONT DESK 2021

Now that the operating system settings are correct and Front Desk 2021 has been
installed we can proceed with customising the system to suit your clinic
requirements.

Customising Front Desk 2021 involves the following main areas:

v/ Starting Front Desk 2021 for the first time
v' System Information

v' Item Codes

v Practitioners

Starting Front Desk 2021 for the First Time

Installation of the Front Desk 2021 - Practice Management System introduces a new
icon to your desktop.

B w

Front Desk

2021

Installation also inserts Front Desk 2021 onto the Windows start menu. This can be
found selecting the Start button, then navigating to the Smartsoft folder in the
Programs list.

. Smartsoft
Booking Gateway Web Setup
Front Desk 2021 Practice Manage...

Front Desk Office Messenger

= Front Desk Registration

Front Desk Web Setup

To open Front Desk 2021 either double click the Front Desk desktop icon or use the
start menu to select Front Desk 2021 - Practice Management System as above.

A login screen will be presented.

Front Desk Login

User name Admin |‘r

Password

[ ok || cancel |

The default password is Admin. Click OK or use the Enter key to continue.




SETTING UP FRONT DESK 2021

System Information

Select System Information from the Toolbar

File 3System Repors Window Help

A6 s d

@2 BRL0EB I AOAPER® S0E

or from the File menu

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

Practitioner Clueue
Cash Book

Practitioners
[tem Codes *

GP / Medical Referrers

Wi 2 & = @ Bl o= [

System Information

Patient Booking Gateway Configuration

Printer Setup

B 4

Exit

System Information

Front Desk 2021 - Tip
Front Desk 2021 is designed to be flexible and easy to use. Often there is more than
one way of performing the same function. Use the method that best suits you.




SETTING UP FRONT DESK 2021

System Information - Clinic Information

The following System Information dialog will be presented.

"3 System Information

E=R{ECR 5

Clinic Information EST | Groups | Standard Accounts I Practice L * | *

Name Smartsoft Clinic

Address 107 Flinders Street
Adelaide S4 5000

Phone 1800 18 18 20 Fax 18001818 20
ACN, State S& [+
[ Use Graphic Header [Import| [ Clear

. Close

‘ Import '

' Help

Import Name File

To enter the clinic details, users need to request a name file from Smartsoft. This

can be done by clicking Import.

The following dialog will appear. If you have received your Smartsoft name file click

Import, otherwise click Request to request a name file.

-

Import or request Smartsoft name file

o |

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

[ Import ] [Eequest] [ Cancel ]

b

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

addresses.

Front Desk 2021 - Tip

To move to the next field in a Front Desk 2021 window, simply use the <TAB> key

on the keyboard.




SETTING UP FRONT DESK 2021

System Information - Clinic Information

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

Users wishing to use this functionality will need to submit an image in an Adobe
lllustrator® (CS3 compatible), EPS, PDF® or EMF (Enhanced Metafile) format of less
than 2000KB in size and with a width/height ratio of 3:1. Smartsoft will then provide
you a logo file for you to import into Front Desk 2021.

W System Information =nRc @

Clinic Infarmation [gGST I.Groups‘lkStandardAccountsllkpracticeL [

' Close
Import

Name Smartsoft Clinic

Address 107 Flinders Street
Adelaide S4 5000

Phone 180018 13 20 Fax 180018 18 20
ACN, State S& v
_ Vil Select Use Graphic Header
|| Use Graphic Header Import |€Ctest then click Import
» Smartsoft Clinic

107 Flinders Street Adelaide SA 5000

Telephone: 1800 18 18 20  Facsimile: 1800 18 18 30
Emal: info@smartsoft.com.au  Web: www.smartsoft.com.au

Help

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

Import or request Smartsoft logo file [&J

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

[ Import ] [ﬁequest] [ Cancel ]

L

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

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




SETTING UP FRONT DESK 2021

System Information - Clinic Information

George Rogers » Smartsoft Clinic

107 Flinders Street Adelaide SA 5000
Provider No: 123456AF

Telephone: 1800 18 1820  Facsimlie: 1800 18 18 30
i

Email: com.au Web: www.smartsoft.com.au
Mr John Smith Medicare No: 4950-08754-1 1
107 Flinders Street
Adelaide SA 5000
Printed: 18-Sep-2018 Tax Invoice / Receipt
ABN 12 345 678 910
Date Item Description GST Payment Fee
18/09/2018 ABO1 Standard Consultation $68.00
Payment Received 18/9/2018 $68.00
18/09/2018 P007 Lumbar Support 1 $50.00
Payment Received 18/9/2018 $50.00

1 ABN: 12 345 678 910 GST Total: $4.55

Cash $118.00
If less than 24hrs notice is given when cancelling, a fee will apply.

Total Amount Outstanding $57.00 Paid $118.00 Billed $118.00
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SETTING UP FRONT DESK 2021

System Information - Clinic Information

You can close a window in Front Desk 2021 by either clicking the Close button or
clicking the X in the top right of the window.

[ Confirm [i_:hr

b

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

Click Yes to save changes or No to cancel.




SETTING UP FRONT DESK 2021

System Information - GST

Select the GST tab from the System Information window.

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

billing.

ﬁ\ Systern Information

(o] @ ==

| Cliniclnformationl GST

|PracticeGroups StandardAccountle Aol

Display GST eptions when billing
GST Rate | 10.0 %

ABN 12 345 678 910

Close

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

Enter your Australian Business Number into the ABN field.

Practitioner IGeorge Rogers v ’

Item Code |SM-BB1

v | [<A|| Schedules> |+ |

Description | Small Back Brace

Receipt X
Name IMrJohn Smith ’
Account Primary
Date 18/09/2018 |v

Fee $41.80| Include GST <&
Net Fee §41.80
[ Print
[JEmail Send now using template
NEW
Edit before sending
Cancel Help

PAGE 17

Include GST option will be
visible if selected

FRONT DESK 2021 - PRACTICE MANAGEMENT SYSTEM




SETTING UP FRONT DESK 2021

System Information - Practice Groups

Select the Groups tab from the System Information window.

r* Systern Information = H;El’ ||&|‘

’ Clinic Information I GST l Groups IStandard Accounts I Practice L * 5

Practice Groups [ Reporting Groups! Sl

Description o Add

godeice

Edit

Delete

m

Help

1

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

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

To create a new practice group, click the Add button.
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=] System Information - Practice Groups (Banking)

The New Practice Group dialog will be displayed.

New Practice Group

Banking Header GST Account Messages Members Appoir ¢ | *

Practice Group Name Close

\Front Desk Clinic

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

Bank Account Direct Deposit BPAY

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

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

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

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

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

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

Cards on Banking Sheet X

VISA
Master Card
American Express

[] Diners
[ other
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System Information - Practice Groups (Header)

Select the Header tab from the New Practice Group dialog.

New Practice Group

Use a Custom Header for this Practice Group

Banking Header GST  Account Messages Members Appoir ¢ | *

Name ]Front Desk Clinic

Address |PO Box 500

Burnside SA 5066

Phone |1800181820 l Fax ‘1800181820

ACN. | |

[[] Use Graphic Header Import | | Clear

Close

Import

Help

Only check the Use a Custom Header for this Practice Group option if the practice
group requires their own custom header details to be displayed on invoices, accounts

and receipts, which differ from the details on the Clinic Information tab.

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

Smartsoft.

This can be done by clicking Import.

The following dialog will appear. If you have received your Smartsoft name file click

Import, otherwise click Request to request a name file.

Import or request Smartsoft name file

X

r‘o-i |  If you do not already have a Smartsoft name file click "Request" to request one online.

Cancel

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

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

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

Smartsoft will then provide a logo file to be imported into Front Desk 2021.

New Practice Group
Banking Header GST  Account Messages Members Appoir ¢ | *

Use a Custom Header for this Practice Group Llose
Name ]Front Desk Clinic Import
Address |PO Box 500

Burnside SA 5066
Phone |18001818 20 l Fax ‘18001818 20 l
ACN. | |
Use Graphic Header Clear

Help

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

Import or request Smartsoft logo file X

"0‘ | |f you do not already have a Smartsoft logo file click "Request” to request one online.

Request Cancel

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

Select the GST tab from the New Practice Group dialog.

New Practice Group
Banking Header GST  Account Messages Members Appoir ¢ | *
: Close
Use Practice Group ABN
ABN  [987654321 |
[JInclude GST by Default
Help

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

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

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

New Practice Group
GST  Account Messages Members Appointment Book b e

Invoice/Receipt Statements Other Close

Receipt Message

lThank you for your payment. ]

Invoice Message

[Please pay within 14 days. l

Payment Message

[Thank you for your payment. ‘

Remittance Message

[PIease pay within 30 days. l

Help

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

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

= Receipts

= Invoices

= Payments

= Statements

=  Appointment schedules
= Quotations

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

og.

Select the Members tab from the New Practice Group dial
Edit Practice Group
Banking Header GST  Account Messages Members Appoir| ¢
[ Close
Name A
gpeterBrown
v
Help

[*]

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

covered at a later stage.

=

Practice Group

nominated in each
practitioner’s file

g Practitioner - Peter Brown =
General Provider Numbers Default ltems Appointment Book Reminders | ¢ ‘ 5
al
Name IPeter Brown l ~ose
Title I Podiatrist I Search
Qualifications IB App. Sc. (Podiatry) ' New
Practice/Location | ] Delete
Short Description [ Aschive
Email |peter@smartsoft.com.au |
Practice Group lFront Desk Clinic % Il(
~Default Email Templates
Receipts <No Default Email Template> |+
Invoices <No Default Email Template>
Statements <No Default Email Template> |+
Help
PAGE 24
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(2] System Information - Practice Groups (Appointment Book)

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

New Practice Group

Account Messages Members Appointment Book TimeZone ¢ |*

Close
Override Appointment Book Times =

Time Interval |15 Minutes v ’
Appointment Start Time ’0.7:00 am v \
Appointment End Time ' 07:30 pm v l

Show Titles in Appointment Book

Please Note:

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

Help

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

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

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

Front Desk 2021 - Note

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

Select the Time Zone tab from the New Practice Group dialog.

New Practice Group

Account Messages Members Appointment Book TimeZone | ¢ [»

Close
Override Time Zone ==

Time Zone I(UTC+09:30) Adelaide v

[]Show all time zones

Please Note:

Time zone overrides only apply to Calendar Links
added to SMS Reminders and the Add To
Calendar function in the Patient Bocking
Gateway.

This setting is only required if you are using the

functionality above and have practitioners in
different time zones.

Help

This allows users to apply a time zone override to the group, specifically for use with
Calendar Links added to SMS Reminders and the Add To Calendar function in the
Patient Booking Gateway.

This is used to ensure calendar links are accurate to the practice time-zone. This is

only required if you are using the functionality above and have practitioners in
different time zones.
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System Information — Reporting Groups

Select the Reporting Groups tab.

W System Information o] @ ==

‘ Clinic Information l GST l Groups ‘Standard Accounts l Practice L| * |~

A‘M Reparting Groups I— Close

Name s Add

Edit

KT8

[7] Show archived Reporting Groups [

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

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

Add Reporting Group @
Name  Hazelwood Park
Auwailable Practitioners Practitioners in this Reporting Group

Practitioner Practice Group i Practitioner Practice Group 2| | [ Archive
Anne Smith - Norwood Norwood Anne Smith - Hazelwood Park Hazelwood Park o

Jane Conway - Dulwich Dulwich Dale Gribble - Hazelwood Park Hazelwood Park

Robert Jones - Dulwich Dulwich George Rogers - Hazelwood Park  Hazelwood Park s

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

Susan Everrett - Dulwich Dulwich Heather Brown - Hazelwood Park Hazelwood Park

m

?) B &[]

Trevor Phillips - Hazelwood Park | Adelaide Jane Conway - Hazelwood Park Hazelwood Park

Robert Jones - Hazelwood Park  Hazelwood Park

Show Practice Group  <<ALL>> |v -

Enter the Name of the reporting group being created.

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

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

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

Select the Standard Accounts tab from the System Information dialog.

" System Information E=a(EC] Ilﬁl‘

Standard Accounts Fee Categories Account Messages Defaults ¢ ¢ | *

Primary Account  Accounts Cloce

~Print on Accounts
[]Claim / Injury details
[[]Hospital / Facility details
[[]Medicare Number
[]Health Fund Number
[JPension Number
[] pvA Number
[[] Referring Doctor
[] Date of Birth
[[]Don't Print Patient Name
[[] Don't Print Next Appointment

Update

Help

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

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

Confirm X

Update all Primary Accounts to use these options?

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

Select the Accounts tab.

W System Information = | B |23
Standard Accounts | Fee Categories !Account Messages I Defaults | it A
(PrimaryAccaunt: Accounts ‘ Close

Account Name Auto 4 [ Add
gvorkeover | W —

Medicare ] Edit

Delete

- Help

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

To create a Standard Account click Add.

New Standard Account X

oK
Account Name  |DVA

Cancel
Billing Details
Bill to third party O Individual (@ Linked
Name Department of Veterans Affairs =

Address PO Box 100

Adelaide SA 5000

Home Ph | workph|

Email

Print on Accounts Statement/Invoice Preference
[ Claim / Injury details
[]Hospital / Facility details .
[ Medicare Number [ Override invoice settings Automatically creates
[[] Health Fund Number Invoices in separate PDFs
Dpensen tumber Fiit e atachvens the Standard Account
DVA Number R . . .
[ClReermngDoetor 0 in all new patient files
[] Date Of Birth Consolidate invoices
[]Don't Print Patient Name
[]Don't Print Next Appointment

Other
[[] Auto-create for new patients

<
<

Enter an Account Name which describes the billing account.

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

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

Select the appropriate Statement/Invoice Preferences for the account.

Click Auto-create for new patients to have this billing account automatically added
when creating new patient files.
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[£] System Information — Practice Locations

Select the Practice Locations tab from the System Information dialog.

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

'ﬂﬁystemlnformation EI (=] @“

| Standard Account5| Practice Locations | Fee Categories | Account My 4 | ¢

. - - Close
Description Code Medicare Location =

4 Adelaide ApL | | [ |
Nerth Adelaide NA —

Barossa Valley BY

m

Your Location

Adelaide |v

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

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

Click Add to create a new location.

r 5
Mew Location w
Location
-OK
Name Sydney -
Code SYD Cancel

Medicare Location Details
Lecation ID

Certificate [D

%

Enter the location Name and the Code to be used.

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

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

Select the Fee Categories tab from the System Information dialog.

E. System Information EI = | @

| GST I Practice Groups | Standard Accounts| Fee Categories | Acco| ! | *

Fee Categories  Include GST Payon  Gap Close

by default Billing Only

. Standard
. Concession

. Workcover v W

m

. Medicare
DA
VIP 7

. Mo Charge

[T R T T

ail
12,

= Help

Enter the different fee categories for your practice.

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

Each patient within Front Desk 2021 needs to be associated with a Fee Category.
For example, Mary may be a Concession patient and thus gets charged concession
rates. Frank on the other hand is charged the full rates because he is a Standard full
fee paying patient.

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

Billing
Patient Mr John Smith Account |Primary
Practitioner George Rogers - Hazelwood Park ‘v
Date 14{01{2016' v 505 v <All Schedules> ‘ v —
ftem Code Schadule Fee $78.00 Include GST [}
Description  Standard Treatment Z| padiictian $0.00 [ Add ] Payment defaults to
~ MNetFee $78.00 00| 280 if the Pay on
Billing option is not

selected
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System Information - Account Messages

Select the Account Messages tab from the System Information dialog.

M. System Information leconl|l & I|ﬁ|
Account Messages Defaults Statement / Invoice Defaults Options| ¢ E

Invoice/Receipt Statements Other
Close

Receipt Message

|Thank you for your payment. ]

Invoice Message

|Please pay within 7 days. l

Payment Message

[Thank you for your payment. l

Remittance Message

|Please pay within 7 days. |

Help

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

= Receipts

= Invoices

= Payments

= Statements

» Appointment schedules
= Quotations

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

Select the Defaults tab from the System Information dialog.

W, System Information EI =] @

Defaults  Invoice / Statement Defaults  Options  Banking  Xero 1t

Default Practitioner | Anne Smith " Close
Recall Type Appointment W
Cancellation Recall <«<Mone Selected> > w

Default Appointment Reminders for Mew Patients

[ Reminder Update Existing Patients
[]5MS Reminder

] Email Reminder
Remowve Reminder (5M5/Email) when Reminder sent

File Numbers

[+] Custam file numbers [] Generate next | 1,031

Gender Options
Extended Gender List

Help

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

The Recall Type is the recall type selected by default when making an appointment
or when creating a recall in the patient file.

The Cancellation Recall is the recall type used automatically when deleting an
appointment and enabling the Set Recall option.

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

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

Update Existing Patients allows users to set reminder defaults for existing patients
and appointments.

Extended Gender List allows users to select from an extended list of genders on the
patient file.
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=] System Information — Defaults

e =

Patient Reminders

Reminder

[ Set default Rerninders for all patients
Add Reminders to all future appointments
[V Rernove default Reminders from all patients

[V Rernove Reminders from all future appointments

ShS
[V] Set default SMS Reminders for all patients with a mobile number

[V] Add SMS Reminders to all future appointments
"I Removwe default SMS Reminders from all patients
Remowve SMS Reminders from all future appointments
Email
[] Set default Email Rerinders for all patients with an email address
Add Ernail Reminders to all future appointments
[¥] Remove default Email Reminders from all patients

[¥] Remowve Email Reminders from all future appointments

[ QK J [ Cancel

File Numbers
A file number is associated with every patient file created.

Select this option

for Front Desk to File Numbers

generate the next Custom file numbers Select this optiofn to edit and
file number in your - enter your own file numbers and
y Generate next file number 1,050 € senter the number to use for the

series e
next new patient file
Custom file numbers allows you to enter your own file numbers. The file number
field on the patient file will be blank unless you manually type one in. If you want
Front Desk 2021 to automatically generate file numbers, check Generate next file
number and enter the next file number to use.
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[£] System Information — Statement / Invoice Defaults

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

ﬁ System Information
Statement / Invoice Defaults  Qptions

Printing and Ernailing

[ Print Invoices/Receipts

Receipt Template Receipt Template

Invoice Termplate Invoice Template

Staternent Template | Statement Template

Update Accounts
[] Generate a separate PDF for each invoice

Send no more than 0

Consolidate invoices that have not been issued

==

Banking Appointment Book ¥ | *

Email Invoices/Receipts

S

S

S

Close

Help

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

payments are printed by default.

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

payments are emailed by default.

Pe o

Receipt @
Name Mr John Smith
Account Primary
Date 18/08/2015 |~
Practitioner Susan Everrett - Adelaide l v

Itern Code 505 |v  <All Schedules> | v

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

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

If this option is selected, receipts and bills

Description  Standard Treatment -

Fee $85.80 Include GST V] <
Medicare PCI

Reduction $0.00 ,I e = U
Email (V|

MNet Fee $85.80 Print V]

will be selected to print by default

OK I[ Cancel ] l Help
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System Information — Statement / Invoice Defaults

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

Receipt Template Receipt Template -
Invaice Template Invoice Template =
Statement Template | Statement Template v

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

System | Reports Window Help
| =| Standard Messages > | Standard SMS
=1 standard Emails

Additional options are available for invoice management:

Generate a separate POF for each inveice

Send no more than attachments per email

Consolidate invoices that have not been issued

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

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

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

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

Staterment/Invoice Preference
|F'rir1t5-'.EmaiI v

Override invoice settings
[ Invoices in separate PDFs

Limit ernail attachments

[]Consolidate invoices
[ ]Hold statement
[ |Hold inveice | Advanced
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System Information - Options

Select the Options tab from the System Information dialog.

’n System Information Efﬁ"ﬂ

Options \ Banking l Appointment Book | \ifaiting List I Clinic Shifts I P [

[~ Show \Warnings
[¥] On opening patient card
[V]\¥hen making or cancelling appointment
[V \When patient arrives
[¥] On Day List
[7] On \Web Appointment Book
[ Other
[¥] Last &pp on Patient File shows Last Billed App
[V] Next &pp from Sppointment Book
[¥] Print App Schedule from Appointment Scheduler
[¥] Round amounts to nearest $0.05 {(by default)
[¥] Reason required for edit / delete of transactions

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

[¥]W#arn when billing if outstanding for lGU days v

MNext/prev app range shown as [Months,Weeks,Days ']

Duplicate Patient Check [First Name, Surname V]

PatientImage Tab Name X-ray

Close

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

”

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

Patient Warning/Reminder

eS|

Left watch behind and must pay the $50 outstanding

Close
A
Remove
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System Information - Options

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

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

~Other

Last App on Patient File shows Last Billed App

Next App from Appointment Book

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

Reason required for edit / delete of transactions

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

Next/prev app range shown as | Months,Weeks,Days v
Duplicate Patient Check | First Name, Surname v

Patient Image Tab Name | X-ray v

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

Appointments

Appointment Scheduler - Mr John Smith

To be Processed

Thursday, 31 March 2016

Wednesday, 6 April 2016
P|Friday, 22 April 2016

< |

Processed Appointments

4

Cancel ] [ Help

Time A Add

12:00 pm -

12:30 pm [E
»

Time i

m

-

The appointment schedule will

Print Schedule  [V] ¢————— automatically print if this option is
selected

<< Back H Process ]
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2] System Information - Options

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

|| Round amounts to nearest 50.05 (by default)

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

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

n\NewPatient |l:'| = |§3|

General | Billing Details | Additional | Clinical Notes | Attachments | Medicare / DVA | Transactions | a1

oK
Full Name ‘é Receipt
Preferred - Elu | | | a Search
Address Full Name ﬁ
_EUU . . . .
s Depending on which option is
Title Ml |- < DeleiE | selected, the cursor will either start
_ in the Title field or First Name field
Cancel - .
Date of Birth| | | [ otheme [ goncel ] Mailing List
Middle Mame Archive
Gender D
Surname i
Phone Homi
— & Preferred
Mobile/SMS

Email '
‘ M . e
Mest Appaintment &b
Practitioner  Robert Jones | - Ho Mext Appointment

Last Appointment
Fee Category Standard | - No Last Appointment

90+ Days 60 Days 30 Days Current Balance

50.00 50,00 50,00 50.00 50,00 Help

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

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

= Months, Weeks, Days

=  Weeks, Days

Duplicate Patient Check - select one of the following options so Front Desk 2021
can search for duplicate patients when entering new patients.

= First Name, Surname

= First Name, Surname, DOB or

= Don’t Check

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

Select the Banking tab from the System Information dialog.

nSystemInformation El =] @

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

Close
Use Banking Sheets ;J

Include Credit Cards on Banking Sheet m
Include Cash on Banking Sheet

Include Cheques on Banking Sheet

[7] Use Money Drawer Settings

Bank Account Details
MAcc WMame Smartsoft Clinic

BSE 123456
Aeoc, Mo, 123456729

Direct Deposit Details | BRAY Details

As Above

Acc Mame

BSB

Acc. Mo. —
cc. No. Help

To use the banking sheets produced by Front Desk 2021 select the Use Banking
Sheets option. All payments made will now require a payment type method i.e.
cash, cheque, credit card, EFTPOS etc.

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

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

Cards on Banking S... L&J

[¥] visA

Master Card

[ American Express
Diners

Other

[ ok || canca |

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

A Money Drawer which opens automatically when accepting payment can be
integrated with Front Desk 2021. Please contact Smartsoft for more information.
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System Information - Banking

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

option under Printing Options.

* System Information

Invoice/Receipt Statement App Sched Quote

~Invoice / Receipt Page Size

(O A4 Portrait (O A4 Landscape
(O Custom 1 Part () Custom 2 Part

Printer Settings | Custom Settings

Printing Options
Lines
Practice Name
Column Headers
Practitioner Name (Top Left)
Print Outstanding (A4 Only)

[[] Direct Deposit Details

Printing Options  Printing Layout Mail Merge Front Desk Word Prc ¢ | *

(® A5 1 Part (O A52 Part (O A5 Portrait

Credit Card Section Credit Card Options

ol & /(3]

Close

BPAY Details €
[]Include Payment Page when Billing

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

Help

Enable BPAY or Direct Deposit
Details

When turning on this function for the first time, Front Desk 2021 will automatically

generate unique BPAY reference numbers for your existing patients.

v -
Information w

As you are using BPAY for the first time,

numbers for existing accounts.

the number of accounts in the system.

Generate BPAY numbers now?

Yes l ’ Cancel

Front Desk needs to generate BPAY Reference

This may take several minutes depending on
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System Information - Banking

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

W System Information o] B (=3
| Fee Categories | Account Messages | Defaults | Options | Banking & « [+

, |l
|| Use Banking Sheets liJ

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

“| Use Money Drawer Settings
Bank Account Details
Acc Name Smartsoft Clinic
BSE 123456
Acc.No, 123456789

| Direct Deposit Detals | BPAY Detals |

Biller Code 123456 € BPAY / Biller Code
MNext CRM 112979
Check Digit Routine |Mod 101 [ Edit |

A [V Accept Credit Cards ) ‘m

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

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

Front Desk 2021 - Note

Practitioners have the option to either bank to the clinic account, their practice group
account or to their own accounts. For example, Front Desk 2021 can group the
banking of several practitioners into one account (through Practice Groups), while
other practitioners can bank separately to their own individual accounts.
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System Information - Appointment Book(General)

Select the Appointment Book tab from the System Information dialog.

W System Information =R
Appointment Book | Waiting List I Clinic Shifts [ Paper Size I Printing | * |

General Warnings | Practitioners [ Columns ] Groups

!

Close
Calendar

Time Interval 15 Minutes ‘v Prac. Days ‘
Appointment Start Time  08:00 am ‘ v [7
- Rules

Appointment End Time 08:00 pm ‘v

]

First Day of Week Monday ‘ v Holidays

Appointment Book Appearance Statuses ‘
V| Show Titles Show Middle Names

Use Colour in Reports [V New Style

V| Show Privacy Option || Dates on Week View e o
V| Show patient notes on Appointment Book S ‘

Colours ‘

Show available resources on Appointment Book Class Types
Display Name First Name (Preferre ‘ v ﬁ‘
R £sources
Mouse \Wheel Scrolls By | Row N7 ‘

WWeb Appointment Book

URL lﬁﬂelp

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

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

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

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

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

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

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

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

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

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

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

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

rﬂ System Information E' = @ﬁ

Appointment Book  Waiting List  Shifts  Printing Options  Printin| * | *

General Warnings Practitioners Columns  Groups
Cloze

Warnings & Messages

[+] Reason Required for Deletion Prac. Days
Reason Required for Casual Appointment Deletion Rules
[ ] Reason Required for Reschedule =
Future Appointment Exists Heolidays

[] Drag & Drop of Appointments

- o ] Statuses
Billing and Receipting Future Appeintments
] Mo Appointment for & months Celours
[] Appointment Made For Mon-Default Practitioner
App Types
Cancellation Motifications
Class Types
Show Email Practitioner option when cancelling
appointments Resources
Help

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

Reason Required for Casual Appointment Deletion — prompts for a reason when
cancelling appointments.

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

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

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

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

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

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

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

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

E Systern Information E =] @

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

| e | Warnir‘lgS| Practitioners |Co|ur‘r‘|r‘|s | Groups| Close

i@ Show All Practitioners Prac. Days
Show Practitioner Tabs
Show Practice Group Tabs

() Show specific Practice Group only Holidays

(") Show specific Practitioner only Status

M| Colours

App Types

Resources

Help

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

Option 2: Show specific Practice Group only

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

Option 3: Show specific Practitioner only

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

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

Front Desk 2021 - Note

In a multi-user networked environment these options need to be set on each
computer. This allows the flexibility of different views of the appointment book on
different computers in different areas of your practice.
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Each practitioner may have one or more columns in the Appointment Book. To insert
a column for a practitioner simply select the Column tab and click Add.

E System Information EI = @
| Defaults | Options | Banking | Appointment Book | Waiting List | Clir + | *
| General | Warnings I Practitioners| Columns Groups
Col Name Override « Add
#| 1 Robert Smith ]
2 Robert Smith
3|Heather Brown B -
Delet Holidays
4 George Rogers E |5
-§tatus
Col
< Used to change the order of
App Types a practitioner column
4 2

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

Mew Column

Practitioner m| » | Adv.

i1
o
5 o
ol =
m

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

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

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

Advanced Settings [&J

Can make appointment for another

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

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

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

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

E System Information

(o] & [

Options | Banking | Appointment Book | ‘waiting List | Clinic Shifts | Paper iz ¢

-

General | W arnings | Practitioners | Columnz | Practice Gruupsl

Calendar
Time Interval 15 Minutes | -
Appointment Start Time 0%:00 am | -
Appaintment End Time 07:00 pm | -
Firzt Day of Week Monday | -

Appointment Book, Appearance
Show Titles [ Show Middle Names
[T Use Colour in Feparts Mew Style
Show Privacy Option

Digplay Mame Firzt Mame [Prefered] |v

Mouse wheel Scrolls By [F'age vl

Close

Prac. Daps
Rules
Huolidays
Status
M| Calours
App Types

Resources

Help

Prac Days

The following screen will be displayed. Select the days when each practitioner is

available and click OK.

George Rogers ]
Heather Brown
Robert Jones
Robert Smith

EEOE
HEEE

FEEE

ooOoE

F |
M Practitioner Days I. = ﬁl
Select the days when practitioners are available
Practitioner Monday Tuesday Wednesday Thursday Friday Saturday Sunday = Cancel

m

5 o

If a change is made to Practitioner Days while the appointment book is open, a
message will be displayed and the Appointment Book will be closed and then

reopened.
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[£] System Information - Appointment Book (Rules)

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

3 Appointment Book Rules =
[]EffectiveDate  14/09/2015 Practitioner / Practice Group | <<All Practitioners>> v Slose
Description  Display Affects Duration Frequency App Sch Repeat A Add
e T 115 asoam-taoptatmeee 1 el
fonch—Jroner o iz500m T30piaiwess i [Twec
Fnch—Jronch o i2500m T30plawess a1 wccd
incr— i po iz am - ioiploiven W [Twens

Anuai eave [Arnual {8l sy Joor1/2015-06/1/2075 M [ ||

S Mieting Sttt estindCirie_Ja20 500t | [ 1o
*
¢
v
< >
[_]Show Archived and Expired Rules Help

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

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

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

Front Desk 2021 - Note

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

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

Edit Rule [ x |
General
oK
Description | Lunch \_‘
Display Text |Lunch v Cancel

Colour|MPurple | v | Text Colour| (] White | v [ Archive

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

Apply to
() Clinic

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

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

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

(Color ‘
Basic colors:
IE]I_I_F'[_-I_I_
HMMFENFENEN
EFNFEEEEN
ENEEEEEN
EEEEEEEN
EEEENTNEN

Custom colors:

EEENT~TN
FEEENERE

[ Define Custom Colors >>

| 0K H Cancel J

B

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

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

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

Apply to
1 Clinic
) Practice Group

@ Practiticner George Rogers -

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

the browse button [ select the required days.

Frequency
[V] Date Range 14/09/2015  |v o 20/09/2015 |«
V| Particular days  all week ... ¢————— Browse Button

The Day Selector dialog will be displayed as below.

[ Day Selector l&r
@ Select Days
Sunda
v Mond:;r | Eancl |
Tuesday
V| Wednesday
Thursday
| Friday
Saturday
All Week
Weekdays
Weekends

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

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

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

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

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

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

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

Repetition
[VIRepeatrule every 1% week(s)
@ Forever
Until 14/01/2016

The Expiration section allows users to select a date for the rule to automatically
become archived. This option is unavailable if the rule is set to repeat forever.
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To rule out times in the Appointment Book to indicate public holidays, go to the
Appointment Book tab in System Information and click the Holidays button. The
Public Holidays dialog will appear, as shown below.

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

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

Public Halidays
General

Colour DYeIIow[v Text Colour Il Nawy |v Sample

I

Close

[¥] Can make manual appointments in this period

Dates-

Date Description - Add  G+—— -||-|0|Fdreate anew
; oliday

Fri 1/1/2016 MNewy Year's Day m

Tue 26/1/2016 Australia Day -

Mon 14/3/2016  March public holiday

Fri 25/3/2016 Good Friday

Sat 26/3/2016 Easter Saturday

Mon 28/3/2016 Easter Monday
Mon 25/4/2016 Anzac Day \
Mon 13/6/2016 Queen's Birthday }
Mon 3/10/2016 Labour Day ‘
\
\
\
|

m

Sat 24/12/2016 Christmas Eve Holiday
Mon 26/12/2016 Christmas Day Holiday
Tue 27/12/2016 Proclamation Day

glsat 31/12/2015

Help

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

Enter the Description and Date for the holiday.

o

Add Holiday

Date | 0K
Sat 3171242016 | v l:

Description

Cancel

New Year's Eve|
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[£] System Information - Appointment Book (Appointment Status)

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

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

&

Appointment Status

Status | Defaults

Description - Close

I\ Patient Mot Arrived Add anew
Patient Arrived Appointment
Status

m

AN

Completed Edit

Delete

Use these arrows to order the
status. This adjusts the order
they appear in the appointment
status list

B
A

[] Show Archived Help

;:

L

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

To create a new appointment status, click Add.

The Add Appointment Status dialog will appear.

Add Appointment Status &J

Description  Patient Did Not Attend
Colour B Fuchsia |v

In-Queue Status [] Archive

L

Enter the Description and Colour for the appointment status.

Enabling the In-Queue Status option will add the patient to the Practitioner Queue
when this appointment status is selected on an appointment. The Practitioner Queue
allows a practitioner to view patients that have arrived and are waiting to be seen.
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The Defaults section allows for a default appointment status to be set. These
defaults ensure that the correct status is selected from the initial booking to the final
processing of a patient after their consultation.

Appointment Status [ﬁj

Ctatus | Defaults

Default Appointment Status
Patient Mot Arrived | -

Arrived Status
Patient Arrived | -

Processed Status

Completed | -

Change Appointment Status on Billing

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

L

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

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

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

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

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

N Patient Completed

Mr John Smith (5]

Patllent Mrs Antoinette Alexander (5)
Arrived

Ms Dianne Adams (5)

Patient Not Arrived
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System Information - Appointment Book (Colours)

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

E Appointment Book Colours

-

Appointment Type

Casual Appointrment

Rule Cut

F|Patient Processed

Remind Patient

Appointment Motes y
Pirthday

P

Close

Edit

Default

Help

L

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

dialog will appear.

-

Edit Appointment Colour

Description

Patient Proceszed

Colour

Background Dm |v Text M Green |v

Sample

-

b

=,

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

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

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

treatment will take place.

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

Appointment Types
Appointment Types “Iie.faul{s‘&ﬁﬁIlov;;ipg‘)ripp‘obi.n&her&;g ] ’ Close
Description Code  ~ ’ Add
P|Standard Consultation S ‘ e
- Edit
Initial Consultation IC = ’#
Fallow Up f ’ Delete
Extended Consultation EX
(2)
(#)
[] Show Archived Appointment Types { Help

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

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

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

Edit Appeintment Type =
Settings  Patient Booking Gateway QK
Description Code Cancal
Stamdard Consultation |S
[] Archive
Colour
Background | CRrGE: 153,/ % | Text M Elack o | Sample
Defaults
Practitioner Interval Width ltem Code A Add
¥|2nne Smith - Hazelwood Park 2 1505 -
Anne Smith - Norwood 2 1505 Edit
Bob Smith - Hazelwood Park 3 1305 Delets
George Rogers - Hazelwood Park 2 1/509
Gerald Riviera - Hazelwood Park 2 1505
Hal Jerdan - Hazelwoed Park 2 1/505 w
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Default Practitioner Intervals allow for appointments to default to a certain time
interval required for that appointment. For example, New Patients may require two
intervals.

To set these time intervals click the Add button and either select a practitioner from
the list or leave it as All Practitioners. Set the time intervals as necessary, and
select a default item code if appropriate. The wide option only applies to practitioners
with more than one column.

Set the time intervals as necessary for a particular appointment type for a practitioner
or all practitioners. The wide option only applies to those practitioners who have
more than one column and sets the appointment for more columns.

Add Practitioner Defaults pod

Practitioner | << All Practitioners == |«

[tem Code |503

R
Intervals : Wide :

Period 13 minutes

Cancel

Select the Defaults & Following Appointments tab.

Appointment Types @
{ji@iintmena'zpisj Defaults & Following &ppointments K i Tlose i 2;;1?:&%2?%?;2;

Default Appointment  Standard Consultation |v l &dd

Default New Patient  Initial Consultation |~ [ Edit
Default Group Booking Group Appointment |v I—
Delete

Appointment Type Following Appointment #

Initial Consultation Standard Consultation
Standard Consultation  Rewview

m

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

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

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

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

Class Types &J
Default  Group Physictherapy |v \ﬂ/
Description - Add
F| Group Physiotherapy e
Edit

| Delete

Show Archived Class Types Help

e

Click Add to create a Class Type.

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

Add Class Type @
Description  Pilates Class [ oK
Max Class Size 20 5

Description for Patient Booking Gateway [T Archive

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

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

Information L&J

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

%

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

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

To add or edit a Resource, click the Resources button on the Appointment Book
tab in System Information.

% System Information EI

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

General |Warr1ings| Practitionersl Columnsl Groups|

—Calendar |
Tirme Interval 15 Minutes -
- L1ays
Appointment Start Time  08:00 am | -
Appointment End Time  10:00 pm | -
First Day of Week Monday | - Holidays
—Appointment Book Appearance
[¥] Show Titles [¥] Show Middle Names
[¥] Use Colour in Reports  [¥] Mew Style
Show Privacy Option
Display Mame First Name (Preferre| - TS

4

Mouse Wheel Scrolls By [Page Class Types

Resources € Resources

-

g lF |

Resources
| Description » Close
Ultrasound fdd
Massage Table

K-ray Machine

|

+E)
. EH
N

m

1

[7] Show Archived Hel
p

]
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System Information - Appointment Book (Resources)

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

I N
Edit Resource g
Resource Description OK
[X-ray Machine] " Concel |
Cancel
—Pract.\tioner Acce: ] [l Archive
Practitioners without access to resource Practitioners with access to resource
George Rogers Select which Practitioners
Heather Brown 4 .
> | |peter Brown have access to this
Robert Jones
>=| Robert Smith Resource
<

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

New Appointment - Thursday 14 January 2016

Practitioner Jane Conway - Hazehwood Park 2K
Patient  Mr John Smith ()
Iten v <AllSchedules> |~

Time 1:00 pm Intervals 2 = Wide 1 |-

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

Made By  Admin | v
App. Type  Standard Consultation |~
Reminders  [None] E]

[ Recall on this appointment
Recall Type |6 month recall

App. Status Patient Not Arrived | v
Resource I Select Resource
Notes <<No Resource Selected>>

Massage Table
Ultrasound
Patient's Gait Analysis Machine
Notes

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

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

Mr John Smith (S)

Appointment Details

1:30 pm ‘ Mr John Smith [S)
- - File No; 1151
1:45 pm | Item Code:
” App Made: 14/1/16 11:32am
2:00 pm ‘ Made By: Admin
2:15 pm ‘ Resource: ¥-ray Machine <€ Selected Resource
2:30 pm ‘ Next Appointment: Thu 14 Jan 2016 1:00 pm [Jane Conway)
2 45 ) Previous Appointment: Tue 12 Jan 2016 1:00 pm (two days ago
45 pm
R Status: Patient Not Arrived

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

Select the Waiting List tab from the System Information dialog.

nﬁystemlnformation EI [=] @

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

Options | Practitioner Defaults | Item Code Defaults|

Default Practitioner View

(@ Selected Practitioner

(71 All Practitioners

Default Day View
@ Current Day

(1 All Days

Settings

Default waiting time 2 weeks -

[] Wait until next appointment

This computer should check for available appointments

every 30 mins «

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

Default Practitioner View

@ Selected Practitioner

1 All Practitioners

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

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

Select the preferred Default Day View:

Default Day View
@ Current Day

All Days

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

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

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

em Information [=]
W&, syt

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

Practitioner Defaults | ltemn Code Defaults
o]

Existing Patients
@ Patient's default practitioner

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

() Practitioner Anne Smith

Select the preferred Practitioner Defaults for Existing Patients.

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

Existing Patients

@ Patient's default practitioner

(") Practice Group of the patient's default practitioner
() Any practitioner

(©) Practice Group | Anne Smith

(71 Practitioner Anne Smith

Select the preferred Practitioner Defaults for New Patients.

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

Mew Patients

i@ Patient's default practitioner

~) Practice Group of the patient's default practitioner
() Any practitioner
(@) Practice Group |Anne Smith

(7 Practitioner Anne Smith
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2] System Information - Waiting List

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

J&, System Information =]
Waiting List | Clinic Shifts | Paper Size | Printing Layout | Mail Merge | * | *

| Options | Practitioner Defaults | Item Code Defaults

Existing Patients

@ Itemn Code of previous appointment

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

(0) Schedule Non-Service

MNew Patients

@ Default ltem Code for patient's default practitioner

(") Item Code 10960

) Schedule Mon-Service

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

Existing Patients

i@ Item Code of previous appointment

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

(71 Schedule Non-5ervice

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

Mew Patients

i@ Default Itern Code for patient's default practitioner
(71 e Code 10960

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

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

%System Information EI [=] @
Front Desk Word Processor | Clinical Motes | Attachments | Bar Code | * | *
o |Label
Close
Default Paper Size
[ )
Width: |21.00 cm = Height: 29.70 cm

Default Margins

Left: 254 cm = Right: 254cm =
Top: 254ecm £ Bottorn: 254 cm |2
Header 0000 cm |5 Footer 0.000 cm =

Default Orientation

@ Portrait () Landscape
Default Font
% Arial > 1 -

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

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

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

ﬂ Systemn Information EI =] @
Frant Desk Word Processor | Clinical Notes Attachmentsl BarCode ' |*
e [0
Close
Left Margin 000cm =
Top Margin 000em =
Herizontal (Column) Margin 000ecm =
Vertical (Row) Margin 000cm =
Columns 3 o
Rows 7 -

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

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

Select the Shifts tab from the System Information dialog.

M. System Information =] & -
Shifts  Printing Options Printing Layout Mail Merge Front Desk | ¢ | *
Description From To A Close
4 Mon &:00 p Add
Tuesday Tue 7:00 am Tue 8:00 pm
Wednesday Wed 7:00 am Wed 8:00 pm Edit
Thursday Thu 7:00 am  Thu 8:00 pm
3 2 < Delete
Friday Fri 7:00 am  Fri 8:00 pm
3
.
X Help

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

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

New Shift X
Description ISaturday{ ]
From ‘Saturday ~ ] ’08:00 AM ‘ Cancel
To ‘Saturday v ] ’01:00 PM ‘

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

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

Front Desk 2021 - Tip

Front Desk 2021 can automatically synchronise a computers time to the same time
as the database server by using the Set Time of this machine from Database Server
feature on the Network tab in System Information.
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System Information — Printing Options

Select the Printing Options tab from the System Information dialog.

W, System Information [E=R|E
s

Printing Options  Printing Layout Mail Merge Front Desk Word Prc

Invoice/Receipt Statement App Sched Quote
Close

Invoice / Receipt Page Size

® A5 1Part (O A52Part (O A5 Portrait
OA4Portrait (O A4 Landscape

(O Custom 1 Part O Custom 2 Part

Printer Settings | Custom Settings

Printing Options
Lines

or
[] Credit Card Section
Direct Deposit Details
[C]BPAY D
Includ

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

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

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

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

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

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

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

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

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

The Non-printer driver based A5 printing option can assist Front Desk 2021 users
who have a printer that does not fully support A5 printing.
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=]

System Information - Printing Layout

Select the Printing Layout tab from the System Information dialog.

n System Information ol E @

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

Statement |nvoice/Receipt Mailing List Labels

n System Information ol E @

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

Statement Invoice/Receipt Mailing List Labels

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

Statement Invoice/Receipt Mailing List Labels
Close

Mailing List Left Margin
Mailing List Top Margin
Mailing List Column Margin

N

Mailing List Separation

[y 4D 4

Mailing List Columns

=

Mailing Label Default Settings
Custom Size

Please Note: The settings above may need to
be tuned for specific printers.

Help

Close Close
Statement Top Margin & Invoice / Receipt Left Margin D =
Statement Bottom Margin % Invoice / Receipt Top Margin El o
Report / 1 Part Statement Margin [0 |+ Invoice / Receipt Bottom Margin [0 |+
2 Part Statement Margin 0 l = [E=] Address Offset 0 l =
EI Address Offset 0 W Z
Help Help
‘ System Information ol E n System Information ol E

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

Statement Invoice/Receipt Mailing List Labels

Close
Patient File Label Left Margin E
Patient File Label Top Margin El o
Appointment Label Left Margin D 5
Appointment Label Top Margin \Z] 5
Help

Printing layout accommodates minor changes to the printer alignment setup.

Adjustments to margins can be made for Statements, Invoices/Receipts, the Mailing

List and Labels.

We recommend using A4 mailing labels with 3 columns across and 14 rows down.
Front Desk 2021 can accommodate most label sizes on A4 paper, however some
mailing labels are designed specifically for ink jet or laser printers, so choose the

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

Select the Mail Merge tab from the System Information dialog.

’E\ Systemn Information El (=] @ﬂ

| Clinic Shifts | Paper Size | Printing La},rc-ut| Mail Merge | Front Desk W * | *

Data Format

@ Text (with Header)

(") dBase

Data Files Location

C\ProgramData‘\Smartsoft\Front Desk E] & Browse Button

M5 Word
Return Address

Front Desk 2021 is capable of generating mail merge data for use in Microsoft Word or
within the Front Desk Word Processor.

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

The default save location of this data can be found below.
For Windows 7, Windows 8/8.1, Windows 10, Windows Server 2008, Windows

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

If you wish to change the Data File Location click browsel-.

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

Select the Clinical Notes tab from the System Information dialog.

M System Information = B
Mail Merge | Front Desk Word Processor | Clinical Notes | Attachrnen * | »
Revisions
Close
Edit / Revision Period 12 ‘v hour(s) gl
Clinical Notes Order
Most Recent on Top @ Oldest on Top

Options
Auto Complete is case sensitive
Allow background saves every | 1 minute(s)
|¥] Check spelling as you type
V| Spell check form fields
[V|Enable Clinical Notes Conditions
[V] Preview Microsoft Word documents
[¥] Show Practitioner Queue in Clinical Notes
Auto Fit Chart images by default
Appointment Book Information
[¥] Show Clinical Notes Status on Appaintment Book
Rich Text Settings (affects old-style Clinical Notes only)
@ Use advanced RTF (better table handling, etc.)
Use standard RTF {for compatibility) ‘ Help l

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

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

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

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

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

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

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

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

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

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

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

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

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

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

E Systern Information El [=] @
| Front Desk Word Processor | Clinical Notes| Attachments | Bar Code ' | *

Attachments

Default Path
C\Program Files\Front Desk 2000 E]

Attachment Size
Show warning when adding attachment over 500 KB

Scanning

Scanner Type

TWAIM hd

Default Attachment Scanner

| WIA-HP L) M2727nf Scan  ~ |

Default X-ray Scanner

|WIA-HP L M2727nf Scan  ~ |

Default Patient Photo Camera

| WIA-HP Laserlet 3390 ~| [FlUse Directshow

The default folder for Front Desk 2021 to look in when adding attachments can be set
using the Default Path on the Attachments tab.

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

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

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

Click Auto Detect and while the Scan Bar Code to Auto Detect Settings progress
bar is displayed scan a test bar code and the bar code scanner’s settings will
automatically be read and set in Front Desk 2021.

mSystemInformation [= = [=]

| Clinical Notes I Attachments| Bar Code Scanning | Netwark | Backup * | *

[¥] Enabled Listening for Bar Code Scanning -
Close

Preceding Characters (Header)

@%* (maximum & characters)

Test

Terminating Characters
(7) Carriape Return

@ Specia | 5can Bar Code to Auto Detect Settings
%

) Length < —— —

Billing Options
@ Automatically Add tem () Select tem Only

Receipt Options
() Automatically Receipt Item @ Select Item Only

Ttemn Search Options

@ Automatically Openltem () Select Item Only

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

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

J& Itern Code - B-1 = B

Itern Details (mi

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

B-1 5706991002354
Schedule
Non-Service v

New

Description

Small Back Support - Delete
b Copy fees

GST

V|Include GST by default [V] Round to nearest $0.05 [ Special GST rate (0] Archive
Medicare / Tyro

[TINon-HealthPoint e [ Medicare / DVA Item Diagnostic Imaging Service
Fee Category Fee  Reduction (EIOGt;‘I'I') ﬂrloéaSl,‘D Rebate
Standard $50.00 $0.00  $50.00 $55.00 $0.00
Concession $50.00 $0.00 0o $0.00
Wiorkcover $50.00 $0.00 $0.00
Veteran Affairs $50.00 $0.00 $0.00
Medicare $50.00 $0.00 $0.00
VIP $50.00 $0.00  $50.00 $0.00
No Charge $50.00 $0.00  $50.00 $0.00
Pre pay 10 $50.00 $0.000  $50.00 $0.00

Help
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System Information - Bar Code Scanning

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

F B
Search on [tem Code w
Search Characters Schedule
L [ | -
Code Dezcription -
Initial Consultation and Treatment
505 Standard Treatment 3
509 Long Consultation N
510 Long Consultation - 2 areas
514 Extended Consultation
515 Extended Consultation - 3 areas
535 Standard Home Visit
555 Hydrotherapy -
[] Show archived Item Codes
o) (o)

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

( Receipt ‘

MName Mr John Smith

Account Prima ry

Date 14/01/2016 |+
Practitioner Jane Conway - Hazelwood Park |v
Itern Code  B-1 |v  <All Schedules> |
Description  Small Back Suppory -
Fee $55.00 Include GST (V]
Medicare PCI

ti $0.00
Reduction Ernail &
Met Fee $55.00  Pprint ]

[ 0K J[ Cancel ][ Help ]
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(2] System Information - Bar Code Scanning

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

Billing
Patient Mr John Smith Account | Primary
Practitioner Jane Conway - Hazelwood Park |v
Date 14/01/2016|» B-1 ‘v <Al Schedules > |v _
s Cods o Fee $55.00 Include GST [V]
Description  Small Back Support “  Reduction $0.00 Add |
~  NetFee $55.00 55.00 | »
Date Itern  Description Prac Net Fee Payment
14/01/2016 B-1  Small Back Support $55.00 $55.00
GST Item Totals $55.00 $55.00 ~
[] Accept Unallocated Payment Susan Everrett - Ad
DVA Claim[ | Bulk Bill[ | Medicare PCI []
Email
Print [}
[ Help ‘ oK ] ’ Cancel '

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

Select the Network tab from the System Information dialog.

ﬁ Systemn Information EI [=] @
Bar Code Scanning | MNetwork | Backup | Messenger | HICAPS/EFTPO| * | *
|—Close | To synchronise the date and time of
Set time of this machine from Database Server € = all C.ompUterS in a multi-user .
environment, select the Set Time of
V] Automatically Refresh Appointment Book th'f machine from Database Server
option
Rate (sec) 20 P
| Help |

Only select the following settings if running Front Desk 2021 in a multi-user
networked environment.

Select Set time of this machine from Database Server if this computer is to be
synchronised with the server. This date and time synchronisation is performed when
starting Front Desk 2021 on your machine.

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

View Current Users will show the computers and logins currently connected to the
Front Desk 2021 database.

Front Desk 2021 - Tip

It is important that the time in your system is set to the correct date and time for the
banking and shift reports to work correctly. If running Front Desk 2021 in a multi-user
environment, each computer running Front Desk 2021 should be set to the same
date and time. Front Desk 2021 can automatically synchronise a computers time to
the same time as the server by using the Set time of this machine from Database
Server feature (as above).
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System Information - Backup

Select the Backup tab from the System Information dialog.

P

E System Information [=]
| Bar Code Scanning I Network| Backup | Messenger I HICAPS/EFTPO| * | ¥

Metwark Back

[] Owerride Backup Path

Backup Warnings

Warn if a backup using Front Desk has not been run
for more than 3 day(s].

[] Warn if a backup using the external FDBackup utility
has not been run for maore than |7 day(s].

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

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

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

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

ﬂﬁystemlnformation E =] @

Metwork Backup Messenger  Shs Email  MailChimp  Adwa * | ¢

Messenger Suto Complets

Beplace: ith: Close
| | Add
npr MNext patient in room ~

pEm Flease see me when free Delete

Messenger Settings

Run Front Desk Office Messenger on Startup
(Multi-user Enviranmernt Only

Messenger Mode
(®) Local {local network anly)

() Global flocal and remote networks, mobile dewvices)

Local Channel

Authorised i05 / Android Users

Messenger for 05 Messenger for Android Help

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

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

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

Autharising global channel. Please wait...

Authorising global channel. Please wait...

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

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

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

Authorising global channel, Please wait...

Authorising global channel. Please wait...

Select Authorised iOS / Android Users.

Front Desk Messenger Users -

Add users for the Front Desk Messenger iOS / Android apps

Email Address Display Name A Add User

Edit User

Delete User

Click Add User to create a new mobile device user.

Add Front Desk Messenger User ﬂ

; . oK
Display Name | Tim

= Cancel
Email Address 'timothy@smartsoft.com.au

‘M**ttt‘l

Password

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

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

Select the Advanced tab from the System Information dialog.

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

. — .
'3 System Information o] @[]
Medicare Online | SMS | Email | MailChimp | Advanced o s
Advanced | Health Fund / EFTPOS / Medicare al
Close
[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title
Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details
[] Medical Specialist Referrals
[] Multiple Locations
Stock Control
Manage Stock per Location
Email Integration
SMS Integration
[] Patient X-rays
Patient Photos
[] Patient Contacts
[] Quotations
Patient Events
[] Future Billing
[] sales Processes
Defaults for Profession v Help
Medical Practitioner A=
Medical Specialist
Optometrist
Orthodontist
Osteopath
Physiotherapy
Podiatrist
Psychologist v

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

Options that are selected will only take effect once you have restarted Front Desk
2021.

F -
Information Iﬁ

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

%

The features in the Advanced tab will be covered in more detail later in this manual.
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Before creating Item Codes you will need to create one or more Schedules. A
schedule is used to group and categorise Item Codes, such as by service, product
type or profession. This can be useful when more than one health professional is
using the system.

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

| vigate
’@ [tem Codes 4 | Navigat
- I@ Schedules

You will be presented with the following screen.

W, Schedules =R

Close

Descripticn o

4
Mon-Service
Edit

Delete

-

m

Help

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

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

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

Select Item Codes from the Toolbar.

File System Reports Window Help

iR sdaes BEoLo0dB @2 OLFE 805 0H

or from the File menu.

_E_ilrei“ System Reports Window Help

4F  tem Codes 4 Navigat
@ ltem Codes

A Search on Item Codes dialog will be presented.

Search on Item Code w

Search Characters Schedule
<<l |v

Code Description -
EE- 1
505 Standard Treatment ‘E ‘
509 Long Consultation i
510 Long Consultation - 2 areas

514 Extended Consultation

515 Extended Consultation - 3 areas

535 Standard Home Visit

555 Hydrotherapy -

[ Show archived Item Codes

o] [om)

(%

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

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

To view the details of an item code either double click on the code or highlight the
code and click the OK button.
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The Iltem Code dialog will be presented as below.

Y tem Code - 505 ==

ltem Details | Stock Control

Item Code  HICAPS Code Medicare/DVA Code Extended Code (Bar Code) Close

Schedule B search

5 Special GST rate
Description = -

Standard Treatment Delete

Copy fees | — Copy Fees button

GST
[] Archive

[Jinclude GST by default [V]Round to nearest $0.05 [ ] Special GST rate

Medicare / HICAPS

[INon-HICAPS ltem [ Medicare / DVA ltem Diagnostic Imaging Service
Fee Category Fee Reduction (EIOG“:T) “J:é‘"’s'n Rebate Gap -
Standard §52.00 $0.00 $52.00 $0.00 §52
Maintenance 5200 5000 S 5000 55200
Concession s52.00 5000 55200 5000 $52.00
Family §5200 5000, $5200 5000 §520
Child 55200 5000 552.00 5000 $52.00
seic 55200 5000 552,00 $0.00 $5200
Workcover 55200 5000 552,00 5000 55200
Veteran Affairs 5200 s000, 52 5000 552

v

Iz
o
<

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

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

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

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

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

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

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

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

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

Front Desk 2021 - Tip

Use the <TAB> key when advancing to the next field. There is no need to enter the
dollar sign ($) when keying in currency amounts.
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To view a different item code, click the Search button.

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

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

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

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

Front Desk 2021 - Note

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

[ Confirm [—th1

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

Are you sure you want to edit this Itern Code?

| Yes | | Mo

L%

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

Reports | Window Help

|@ [tem Codes
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The Iltem Codes Report dialog will be presented as below:

ltem Codes Report

Filter
(®) Schedule <<All Schedules> >
(O ltem Group  No Item Groups Available

[ ] Include Archived ltem Codes

: Close | Schedule drop-
- down box
Print
Preview

Export 61—

Help

Export to Excel or
CSV file

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

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

Save icon

Acrobat icon

S

W& Item Codes Report.

[Pagewidth  ~|

LNR |

roios (D)0 @ (2 (@) 13 (@ (@) [on )

Item Codes Report
Printed: 15 January 2016 2:19 pm
tem Code Description ior |Workcover |Veteran Aff ([Medicare |VIP No Charge |Prepay 10
Service Schedule
109860 Medicare Consultation $52.95
Fee Reduction
NetFee $52.95
Rehate
500 Initial Consultation and Treatment $104 .50 $93.50 $82.50 $82.50 $60.50 $60.50
Fee Reduction
NetFee (Inc. GST) $104.50 $9350 $82.50 $82.50 $60.50 $60.50
Rebate
505 Standard Treatment $78.00 $78.00 $55.00 $55.00 $45.00 $65.00
Fee Reduction $10.00
NetFee $78.00 $68.00 $55.00 $55.00 $45.00 $65.00
Rebate
509 Long Consultation $40.00 $35.00 $40.00 $40.00 $35.00
Fee Reduction
NetFee $40.00 $35.00 $40.00 $40.00 $35.00
Rebate
510 Long Consultation - 2 areas $45.00 $40.00 $45.00 $45.00 $40.00
Fee Reduction
NetFee $45.00 $40.00 $45.00 $45.00 $40.00
Rebate
514 Extended Consultation $50.00 $45.00 $50.00 $50.00 $45.00
Fee Reduction
Net Fee $50.00 $45.00 $50.00 $50.00 $45.00
Rebate
515 Extended Consultation - 3 areas $60.00 $55.00 $60.00 $60.00 $55.00
Fee Reduction
Net Fee $60.00 $55.00 $60.00 $60.00 $55.00
Rehate
535 Standard Home Visit $40.00 $35.00 $40.00 $40.00 $35.00
Fee Reduction
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To report on different combinations of ltem Codes, Item Groups can be created.

Select Item Groups from the File menu.

[sttem Reports Window Help

Appointment Bock Ctrl=A
Patient Ctrl=P

Eile
|

2

[ Practitioner Queue
@ CashBock

2

Practitioners

Item Codes

ltem Codes

GP / Medical Referrers
System Informaticn

Patient Booking Gateway Configuration

Printer Setup

2V S0 &

Exit

Schedules

ltem Groups

Suppliers
Stock Arrival

W T P (%0 &

Stock Adjustment

Click Add to create a new Item Group.

Iltem Groups

<
[ Show Archived Iltem Groups

|Name Codes A

Help

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

Add ltem Group

Name ‘[Massage Items 2
Available ltem Codes Item Codes in this ltem Group Cancel
Code Schedule Description A Code Schedule Description A | [ Archive
505 Service Standard Treatment M-001 Service Massage- 40 Mins.

B-1 Non-Service  Back support sml M-002 Service Massage- 60 Mins.

B-2 Non-Service  Back support Ige >

C002 Service Initial Consultation

C003 Service Initial Consult-After Hours »

C005 Service Standard Consultation <

C006 Service Extended Consultation

C007 Service Standard Consult -After Hours «

COoT5 Service Consult & Treatment

C100 Service Other Consultation Y

< > ¥
Show Schedule | <<ALL>> v < >

Click OK to save the Item Group.

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

ltem Codes Report ﬂ

‘WF,”.ter Close
() Schedule <<All Schedules>> ==
(®) ltem Group | Massage ltems v Print
[T Include Archived ltem Codes Preview
Export
Help

The generated report will then be filtered to only include the Item Codes within the
group.

Item Codes Report

Printed: 21 October 2015 4:42 pm Item Group: Massage Items

ftem Code | Description Standard Family Child SGIC (Workcover |Veteran Aff |VIP No Charge

Service Schedule

M-001 Massage- 40 Mins. $25.00 $25.00 $2500 $25.00 $25.00 $25.00 $25.00 $25.00 $25.00
Fee Reduction

Net Fee $25.00 $2500 $25.00 $25.00 $25.00 $25.00 $25.00 $25.00 $25.00
Rebate

M-002 Massage- 60 Mins. $35.00 $35.00 $35.00 $35.00 $35.00 $35.00 $35.00 $35.00 $35.00
Fee Reduction

Net Fee $35.00 $35.00 $35.00 $35.00 $35.00 $35.00 $35.00 $35.00 $35.00
Rebate
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Select Practitioners from the Toolbar.

File 3System Repords Window Help

SLOdB 2 DEAFEERe s 0E

or from the File menu.

i_ExIe_ System Reports Window Help

| R Practitioners ‘

A Search on Practitioner dialog will be presented.

F N
Search on Practitioner @

Search Characters

Marme =
4

Heather Brown =

Peter Brown

Robert Jones

Robert Smith

[ Show archived Practitioners
’ E. MNew ] [ 0K l [ Cancel l

|

To create a practitioner, click the New button.

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

Characters’ field.

Select the Show Archived Practitioners option to view archived practitioners, who

are otherwise hidden from the list.
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After clicking the New button the new Practitioner screen will appear.

’ﬁ Practitioner - George Rogers El [=] @-‘

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

Mame |Genrge Rogers | Close
Title | Physiotherapist | Search
CQualifications |M.App.SC.Ph}rsiutherap}r{Orthapa| -~

Practice/Location |HEZE|WDDI:| Park |

Delete
Short Description =

Mobile/SMS 0411222 333 | [ Archive
Email |genrge@smartsn1‘t.cnm.au |

Practice Group |Hazelwu:u:u:| Park v|

Default Email Templates

Receipts |<Nc: Default Ernail Ternplate> |« |

Invoices |<Nc: Default Ernail Ternplate> |« |

Staternents |<Nc: Default Ernail Ternplate> |« | Help

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

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

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

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

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

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

If the practitioner is no longer with the practice you can archive them by checking the
Archive box.
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3\ Practitioners - Provider Numbers

Select the Provider Numbers tab from the Practitioner file.

‘\ Practitioner - George Rogers EI =} @
General | Provider Numbers | Default ltems | Appointment Book | Clinical Moty * | *
Cl
Default Provider Mumber 123456AF | - E
Override Provider Number Add
Fee Category Health Fund Provider No  »
T || [ )
Workcover < <Anys > T715624Q @
S Help

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

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

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

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

Mew Provider Number l&J
Provider Mo BE54124A
Health Fund  BUPA |-

To set up health funds in Front Desk 2021, select Health Funds from the System
menu. To create a health fund click Add, to change a health fund click Edit and to
remove a health fund click Delete.

Medibank Private

J&, Health Funds = =
Description -
>
MEF

H
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Select the Default Items tab from the Practitioner file.

ﬁ Practitioner - George Rogers EI (=] @

| General | Provider Numbers| Default tems |Appointment Bookl Clinical Mot * | *

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

Item Code Item Code

Standard 505 500
Concession 505 500
Workcowver WC100 WC10$ L
Veteran Affairs 505 500 |
WIP 505 500

Mo Charge 505 500

Medicare BB 10960 10960
Medicare PCI 10960 10960

Dva Sh20 SML0

-

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

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

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

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

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

To set each fee category to the same item code as the first, click Copy to all.




SETTING UP FRONT DESK 2021
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Select the Appointment Book tab from the Practitioner file.

* Practitioner - George Rogers [ = | E |ﬁ|
Appointment Book \Reminders l Clinical Motes [ Tyra l Medicare! 1 [t

Close

Default Appointment Type Standard Consultation ‘ v
Default New Patient Initial Consultation ’ v

Default Class Type Pilates Class ’v

| Email practitioner when an appointment is cancelled

“iCalendar Integration
Requires a Web Appointment Book installation

| Enable iCalendar for this practitioner

MNew LIRL
Email Copy to Clipboard Setup Instructions

How many appointments should be synced to iCalendar

e

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

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

The defaults selected will take precedence over any clinic based defaults set within
System Information when making appointments with this practitioner.

Email practitioner when an appointment is cancelled can be selected to send an
email to the practitioner when an appointment is cancelled.
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Select the Reminders tab from the Practitioner file.

| Appointment Book | Reminders LCIinicaI Motes l Tyra l Medicare |

& Practitioner - George Rogers =0 |EC] ‘
4 3

SMS Appointment Reminders,

Appointment Description
@ Default ) Custom

George Rogers - Physiotherapist

Address
@ Clinic ) Practice Group () Custom

107 Flinders Street Adelaide S& 5000

Appointment Notes

These settings affect the appearance of calendar entries sent with Close

o]

o

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

sent with SMS Appointment Reminders, when using calendar links.

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

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

displayed.

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

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

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

at the time of sending.

V] Add a calendar link ta SMS reminders
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#~ Practitioners - Clinical Notes

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

General tab.

B Practitioner - George Rogers

General | Security | Templates
Default Fonts

Clinical Notes Type A~ | Edit
Reminders / Warnings / Contraindications

Treatment

History

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

<<None Selected>> | v

Appointment Book | Reminders = Clinical Notes | Tyro | Medicare R 14

le] ®

Close

Help

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

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

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

the type.

Access to a practitioner’s clinical

notes can be set from the Security tab.

Appointment Book | Reminders = Clinical Notes | Tyro | Medicare

General Security | Templates

Clinical Notes entered by this practitioner will
be available to:

(®) All Users

() No Users

() Practitioner

() Practice Group

O User

B Practitioner - George Rogers o ® =)

“«

Close

Help

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

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

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

3 Practitioner - George Rogers =R
Appointment Book | Reminders | Clinical Notes | Tyro | Medicare A
General | Security | Templates Close

Default Templates

Treatment SOAP Notes v

History History template v

Chart Body Chart v
Options

() Always replace current Clinical Note with template

() Always append template to end of Clinical Note

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

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

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

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

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

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

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

Ask to replace or append (append by default) will ask if the user wants to replace
or append the existing clinical note with the selected template, with the append
option selected by default.
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B\ Practitioner - George Rogers = | D] @ n Practitioner - Gearge Rogers || SE) @
| Appointment Book l Reminders | Clinical Notes | HICAPS 1Medicareif «|» || || &ppointment Book | Reminders | Clinical Notesri Tyro | Medicare | gl
7] No HICAPS claims for this practitioner | Close | ] No Tyro HealthPoint claims for this practitioner | Gese |

Clinical Codes are currently used for HICAPS billing in the
following professions: Dentistry, Psychology, and Occupational
Therapy.

Profession [Dentist (General [v

Do not set this option for other professions, Acupuncturist -
[“lInclude Clinical Code when Billing Chiropractor
Profession Dental Technician =
[Dentist Dnt {General)
Dietician
: - Endodontist
Occupational Therapist NOOeonas s
P 3 Exercise Physiologist
sychologist %
Massage Therapist o

[ e ] [ e ]

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

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

To include a Clinical Code when billing for a practitioner, select the HICAPS or Tyro
tab. If using HICAPS, check the Include Clinical Code when Billing option then
select the practitioner’s profession from the Profession drop-down list. A profession
must be selected when using Tyro, whether Clinical Codes will be used or not.

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

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

Clinical Code

Billing
Patient Mr John Smith Account |Primary
Practitioner George Rogers - Hazelwood Park !v
Date 14/01/2016|v 505 |v [ | <&l schedule|» .
¥ ftem Code  Cal Clinical Code Fee $78:00 ginclude GSTHIE
Description  Standard Treatment | Cognition “  Reduction $0.00 L_A_“i‘i_J
Net Fee $78.00 78.00 | v
Date Item  Description Code Prac Net Fee Payment »
GST Itern Totals $0.00 $0.00 -
[} Accept Unallocated Payment Susan Everrett - Ad
DVA Claim Bulk Bill Medicare PCI
Email [}
Print ]
Help OK ] | Cancel
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If you are setting up Front Desk 2021 for the first time return to System Information
and select the Defaults tab. Set the Default Practitioner to one of the now
available practitioners.

. System Information onlinEl :@
Defaults  Statement / Invoice Defaults Options Banking Appointi ¢ | *
Default Practitioner | Peter Brown v == Setthe Default Practitioner
Default Recall Type | Appointment v

Default Appointment Reminders for New Patients
[JReminder Update Existing Patients
SMS Reminder

[ Email Reminder

Remove Reminder (SMS/Email) when Reminder sent

File Numbers
[] Custom file numbers Generate next

Help

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

nﬁystem Information E' =] @

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

-

| General | Warnings | F'ractitioner:-l Columns | Groupsl

Col Name Override = Prac Da Add practitioner
4l 1Robertjones | H | : - columns
2 Anne Smith | Edit Bules
3 Heather Brown [ Delete Holidays
4 George Rogers HERIE

Status

dja X
=
A

& 2
7l

1o

=} E
E 3
L5

App Types
Class Types

Resources

Help

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

Congratulations! You have now set up System Information, Item Codes and
Practitioners in the Front Desk 2021 - Practice Management System.




WORKING WITH THE FRONT DESK 2021 TOOLBAR

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

File System Reports Window Help

AE 3‘ E) s ﬂﬂ =5

”‘ System Information
Toolbar handle |

Tool tip

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

Many features within Front Desk 2021 require a date entry. To make the selection of
a valid date easier, Front Desk 2021 features the following date dialogs.

14/01/2016 | » 14/01/2016 |~

4 January 2016 4 4 2016 4

Mon Tue Wed Thu Fri  Sat Sun
2 20 30 31 1 2 3 Jan Feb Mar Apr

+ 5 6 7 8 g9 10

11 12 13 15 16 17 May Jun Jul Aug
18 19 20 21 2 23 24
25 26 27 28 29 30 31 Sep Oct Nov Dec
1 2 3 4 5 6 7
] Today: 14/01/2016 Today: 14/01/2016
14/01/2016 | = 14/01/2016 |~
< 2010-2019 > < 2000-2099 »

1990- 2000- 2010- 2020-

2009 2010 2011 2012 1999 2009 2019 2029

2030-  2040-  2050- 2060-
2013 2014 2015 2016 2039 2049 2059 2069
. 2070-  2080-  2090- 2100-
2017 2018 2019 2020 2079 2089 2009 109
Today: 14/01/2016 Today: 14/01/2016

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

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

An alternative method involves individually selecting the day, month and year number
itself with the left mouse button, and then using the arrow keys on your keyboard.

The up M arrow increments and the down \ arrow decrements. This method is also
used to select a time, i.e. individually select the hour, minute and time of day.

0LO01/2016 [ 0%00AM to 31012016 [v 07:00 PM
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WORKING WITH PREVIEW

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

& Preview

A preview screen will be presented.

2 [gewicn <) (M| 4] pagerorr (b (& [ @) (A (=] [2) [ gose |

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

Week Beginning Monday 11/1/2016 - Invoices

Printed: 14 January 2016 12:29 pm

Item Description Fee  Reduction GST Net Fee No
Non-Service Schedule
Susan Everrett - Adelaide

B-1 Small Back Support

Standard $55.00 $5.00 $55.00 1

$55.00 $5.00 $55.00 1

Susan Everrett - Adelaide Total $55.00 $5.00 $55.00 1

Non-Service Schedule Total $55.00 $5.00 $55.00 1

Service Schedule

Jane Conway - Hazelwood Park
10960 Medicare Consultation

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

1 V1 1

prawian ] (W4 roecz (MO0 (@] (B @) (& [ () (e
T T T 1M

Page width First page Last Open Email  Help
page

Fit to window

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

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

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

To open a previous saved report click the Open button.

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

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

Front Desk 2021 - Note

A Front Desk 2021 Report Viewer Utility is available on the Front Desk 2021 CD
under the Utilities directory. This is helpful to redistribute your reports to other users
who do not have Front Desk 2021 installed on their PC.




FRONT DESK 2021 SECURITY

@@ Setting up Users

A valid username and password is required to access Front Desk 2021.

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

User access can be limited within Front Desk 2021 for increased security or to make
the system less overwhelming for novice users.

Front Desk 2021 - Note

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

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

The following Security dialog will be presented.

Security
Username -
admin [ Ak |
o | Add |
Trevor
3 Access
[ Show Archived Users
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@6 Setting up Users

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

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

When creating a User the password for that user needs to be entered twice, once in
the Password field and once in the Confirm Password field. Passwords must be at
least 6 characters long and contain at least one uppercase letter, one lowercase
letter, and one number.

After signing in, users can also change their password by selecting Change
Password from the System menu.

If the user is no longer active, Archive can be checked. This ensures that the user
no longer has access to Front Desk 2021.

. N

Uzer

Username m

ik

Password

Confirm Password =
Archive
User s a Practitioner

George Rogers

QK H Cancel |

b A

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

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

Front Desk 2021 - Tip

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

To set the access rights for a user highlight their name then click the Access button

from the Security screen.

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

f Security ]
User name i
¥|Admin
s .
Heather
Rober B
Access Access Rights
[ Show Archived Users

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

Access - John

Clinical Notes Practice Groups / Locations Patient Tabs

Web App Book  Appointment Book  Booking Gateway  Insights
General Reports / Exports

~System Setup
Front Desk Login Health Funds
System Information Letters
Practitioners Occupations
Item Codes Patient Tracking
Stock Control Recall Types
Printer Setup Events
GP / Medical Referrers Postcodes

Patient File- Appointments

Patients Appointment Book
Delete Patients Edit Appointments
Delete Attachments Add / Edit Casual Appointments

Add / Delete Rule-Outs
Pack Appointments

Transactions

Delete Transactions Banking Sheets

Edit Transactions Statements

Edit Transaction Entry Date Receipt / Bill / Payment
Edit Cheques Show Balances

Write Offs

Refunds Medicare / DVA Claims
Search Statements & Invoices

Advanced Features-

Cash Book Backup

Cash Book Setup Attachment Security

Group Email View Database Logins
Send SMS [] Restore from Backup

[] Audit Log Change Password

Front Desk Office Messenger

oK
Cancel
All

None

Help

Select the ALL button to give access
rights to all the functions

Select the reports and exports available to that user and then click OK.
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ac: Setting up Users

Access - John

Clinical Notes Practice Groups / Locations Patient Tabs oK
Web App Book  Appointment Book Booking Gateway Insights =
General Reports / Exports Cancel

Allow Access to Reports
Transaction Log
Billings Report None

Select the ALL button to give access
rights to all reports

Trend Analysis

Recall Patient List
Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

Time Management Report
Treatment Plan Report
Patient Visit Report

Item Codes Report
Inter-Practitioner Report
GP / Medical Referrers List
Medicare / DVA Report
GST Reconciliation Report

Future Income Report

MailChimp
Allow access to MailChimp configuration (System Information)
Allow access to MailChimp segments via Front Desk reports

Help

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

Access - John

General Reports / Exports oK
Web App Book  Appointment Book Booking Gateway Insights =
Clinical Notes Practice Groups / Locations Patient Tabs Cancel

Practice Groups~
Access to All Groups

FHECUCE QIO o Add
4
v
Locations
Access to All Locations
Locatior A Add
4
ete
v

Help

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

Select Practice Group w
praciceGroup ([T -
[ oK ] [ Cancel ]

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

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

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

Select Location Iﬁ

Location | -

1 = T

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

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

Access - John

General Reports / Exports
Web App Book ~ Appointment Book  Booking Gateway  Insights
Clinical Notes Practice Groups / Locations Patient Tabs Cancel

View

Add / Edit
Edit after Edit / Revision Period
Edit Clinical Notes practitioner
Copy Note

Delete

Print

Edit Clinical Notes Templates

Edit Clinical Notes Types

Edit Clinical Notes Conditions / Regions / Stages

Edit Quick Buttons

Help
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@6 Setting up Users

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

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

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

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

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

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

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

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

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

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

Front Desk 2021 - Tip

The Edit / Revision Period can be set on the Clinical Notes tab in System
Information. Additional restrictions for clinical notes are available on the Clinical
Notes ->Security tab of the Practitioner file.
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L Setting up Users

To set the user’s access to different tabs in the patient file, select the Patient Tabs

tab.

Access - John

General
Web App Book
Clinical Notes

Appointment Book
Practice Groups / Locations

General (Always accessible)
Additional

Billing Details

Medicare / DVA

Medical Referrals
Transactions

Future Billing

Appointments

Events

SMS

Notes

Recalls

Tracking

Attachments

Contacts

Clinical Notes (see Clinical Notes tab)

[~Patient Privacy Options

Show Address

Show Phone Numbers
Show Email Address
File Label Printing

Reports / Exports
Booking Gateway

Cancel

Insights
Patient Tabs

Click the ALL button to give access

All ’ .
rights to all Patient Tabs

None

Help

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

section.

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

information in the patient file.
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@6 Setting up Users

To set access to the Web Appointment Book select the Web App Book tab.

Access - John

Clinical Notes Practice Groups / Locations

General
Web App Book

Appointment Book

Reports / Exports
Booking Gateway

Patient Tabs

Insights

Web Appointment Book Access

oK
Cancel

All

(O Do not allow access to Web Appointment Book

s ; N
® Allow full access (all Practitioners and Practice Groups) Ll

(O Allow access to Practice Groups

(O Allow access to Practitioners

Access Level

@® Full () Read Only

Options
Allow direct URL linking
Copy to Clipboard

Example:
http://practice.com.au/frontdesk/secure/default.aspx?user=rx8pwd=32

Help

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

= Do not allow access to Web Appointment Book will restrict any access to
the Web Appointment Book.

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

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

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

Appointment Book. This setting allows users to access the Web Appointment Book
without the need to manually enter a username and password.
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@6 Setting up Users

To set access to the Appointment Book select the Appointment Book tab.

Access - John

Clinical Notes Practice Groups / Locations Patient Tabs oK

General Reports / Exports

Web App Book ~ Appointment Book  Booking Gateway  Insights Cancel
“Appointment Book Access Al
(® Allow full access (all Practitioners and Practice Groups) =

- None
(O Allow access to Practice Groups D

(O Allow access to Practitioners

Appointment Book Sections

Practitioner Queue
Reminders / Notes
Waiting List
Messages
Practitioners
Reports & Utilities

Help

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

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

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

= Allow access to Practitioners gives access to certain Practitioners.

The Appointment Book Sections allows users to restrict access to particular
sections of the Appointment Book.
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@6 Setting up Users

To set access to Patient Booking Gateway features select the Booking Gateway
tab.

Access - John
Clinical Notes Practice Groups / Locations Patient Tabs oK
General Reports / Exports =
Web App Book  Appointment Book =~ Booking Gateway  Insights Cancel
Allow user to process patients
Allow access to Patient Booking y Config \ e
User has Admin access to website ol
Help

To set access to the Insights reporting dashboard select the Insights tab.

Access - John
Clinical Notes Practice Groups / Locations Patient Tabs oK
General Reports / Exports =
Web App Book  Appointment Book ~ Booking Gateway ~ Insights Cancel
“Insi: A
Insights Access Al
(O Do not allow access to any Dashboards
® Allow access to all Dashboards Hons
(O Allow access to selected Dashboards
Add
Delete
Access Level
O Full (® Read Only
Help
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@ Audit Log

The Front Desk 2021 system records events such as
= Jog in and log out times of users
» deletion and / or editing of transactions, appointments and patient files
» previewing / printing / exporting of reports

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

System | Reports Window Help

[ﬁ Audit Log

The Audit Log dialog will be displayed as below.

W AuditLog =l o =
Date User  Action Comment 4 [790” \

1d115/01/2016 01:32 Edit Group Chegue/Deposit: Old: $1156,Department of Veterans Affairs, 84127541 [EUEEESwaww. |

15/01/2016 01:06 George Edit Group Cheque/Deposit: Old: $1156,Department of Veterans Affairs,, 9412754 [

15/01/2016 01:06 George Edit Group Cheque/Deposit: Old: $156,Medicare Australia,, 157942 New: $156,Mec 5 Brint \
15/01/2016 01:00 George Del Trans: Miss Rachael Dangerfield, Unallocated Payment, 10/01/16, $485.00 _—————

: = & Pgewewl
15/01/2016 12:55 George Del Trans: Miss Rachael Dangerfield, Unallocated Payment, 15/01/16, $430.00

15/01/2016 12:53 George Del Trans: Miss Rachael Dangerfield, Unallocated Payment, 15/01/16, $200.00

15/01/2016 12:48 George Del Trans: Mr John Smith, Standard Treatment, 18/06/15, $78.00

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

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

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

< »
Filtering
[ Between |01/01/2016 and |31/01/2016 [T] Containing Text
[T User Adrin [7] ShowLogins [ Show Appointments [ | Show Reports
Help

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

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

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

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

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

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

Front Desk 2021 - Note

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

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

Desk 2021.

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

previous backup.

Backups can also be used to transfer data between two independent computers
running Front Desk 2021. Front Desk 2021 offers a built in backup to make this task
easier. To follow are the commonly available backup media types and their suitability

for Front Deske backups.

Flash Drives

O,

a3

External HDD
USB or Ethernet

Cloud Offsite Backup

CD / DVD Writers

RECOMMENDED

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

RECOMMENDED

External USB / Ethernet Hard Disk Drives are a good way to
back up your data in Front Desk 2021. They are safe, fast and
easy to use, especially in a networked environment.

RECOMMENDED WITH CAUTION

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

NOT RECOMMENDED

We do not recommend CD / DVD writers, as backing up and
managing your CD / DVD media is not a trivial process. Further,
they can be easily damaged if not handled correctly. Many
hardware suppliers will unknowingly recommend this type of
backup not completely understanding how it will be used. Our
experience has shown that this is a poor choice for backing up
data in Front Desk 2021.
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Backup

Front Desk 2021 has an integrated backup feature to help users backup their data.
This backup feature uses the industry standard ZIP format to compress and backup
data.

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

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

Front Desk 2021 - Note

In a multi-user environment with more than one workstation, Front Desk 2021 can be
backed up on one machine while being used concurrently on other machines.

To perform a backup select the Backup icon from the Toolbar

File Systemm Reports Window Help
FAiR smaei @ L,0dB  2DLFBE x4 0@
Backup|

or from the System menu.

System | Reports Window Help
| Backup

The Front Desk Backup dialog will appear.

Front Desk Backup
Backup to Location Close
IG:\Backups\fd_211016_1 607_07.bak ool | | Adv. Backup

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

Click the browse button L=/ to search for the location to save the backup.

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

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

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

Advanced Backup Options X

[[] Auto-generate Unique Filename

Use Temp Directory (for "Use compression” only)

l C\Temp [:”

0K Cancel

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

The Front Desk 2021 backup has a facility to back up to a temporary local drive and
then copy the backup file to another location that is generally on another drive such
as a flash drive. This feature can both speed up and improve the reliability when
backing up to certain types of removable media or over slow networks.

To use this feature, select the Advanced button and check the Use Temp Directory
option. To select an alternate directory for the creation of the temporary file use the
browse button found at the end of the line containing the directory path.
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Backup

Please ensure the Temp Directory selected has been allowed read and write access
for the Windows user Everyone. This will allow SQL Server to write to the directory
without issue.

Front Desk 2021 will automatically remember which drive you last backed up to.

To begin a backup click the Backup button and follow the on-screen prompts. The
Front Desk 2021 backup will only backup your Front Desk database, and specifically
will not back up other information or data on your computer.

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

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

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

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

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

System | Reports Window Help

|E§ Restore from Backup

The Front Desk Restore dialog will appear.

Front Desk Restore

Restore from Location ] Close
CATernp\FD.zip (J e

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

To begin the restore click the Restore button and follow the on-screen instructions.




WORKING WITH PATIENTS

3\ Patient - Creating a patient file

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

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

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

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

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

File System REeports Window Help

B s hae s AR 0ER I R2OLIBDR 2 G O

Patient [Ctrl+F)

or from the File menu.

n

ile | System Reports  Window Help
Appointment Book Crl+A

Patient Ctrl+P

Practitioner Clueue
Cash Book

Practitioners
[tem Codes *

GP [/ Medical Referrers

W b2 & = @ Bl\p=|[d]!

System Information

Patient Booking Gateway Configuration

Printer Setup

B

Exit
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2., Patient - Creating a patient file

The Search on Patient window will be displayed.

r* Search on Patient g
Search Characters Search on Total Patients 1211
‘ 3
Surname Mame Address Practitioner Ph =
Balchin Maria 45 Main Avenue Frewville  |Robert Jones ZB.D
Balestrin Tyson 1/20 Duthy Street Unley 54 5( Robert Smith
Ball Patricia 32 Mawson 5Street Mailsworth Robert Jones 23
Barkley Alan 350 Greenhill Road Glenside |Robert Jones 33
Barkley Wendy 20 Portia Street Flagstaff Hill |Robert Jones 25
Barron Kain 90 Crozier fvenue Daw Park |Robert Jones 32
Barron Marion 50 Tallack Street Windsor Ga Robert Jones E]
Barton Crystal 90 Crozier Avenue Daw Park |Robert Jones
4 mmm -
*
[] Show Archived Patients
Show All
o) o) (oo ]

To create a new patient file click the New button.

A new patient file will appear.

r‘ MNew Patient -E - El .V-.ﬂ

General lAdditionaI | Billing Details | Clinical Notes I Medicare / DVA I Transactions |Appointment:v‘ { &

oK
Mr John Smith @ Receipt
[ @ Search |

Preferred [2le— Person/Entity button
Address 107 Flinders Street ‘ \@ Bill New
Adelaide SA 5000
Py let
@ Payment
. | [[IMailing List
Date of Birth 01/01/1980 | Age 36 ——————— ClMaiChimp
Gender Male |~ File No 1214 [ Archive
Phone Home Work 1800 18 18 20
Mobile/SMS  Fax
R |
helpdesk@smartsoft.corm.au ﬁ::tmi:;" O
5 R Next Appointment Y
Practitioner Bobert]ones Hazelwood Park [v N A
Fee Category Standard [. Last Appointment
No Last Appointm ent
90+ Days 60 Days 30 Days Current Balance

$0.00 $0.00 $0.00 $0.00 $0.00 Help
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3. Patient - Tab Order

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

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

& Patient - Mr John Smith IE]‘ =) ,I
General | Additional | Rillina Netails | Clinical botes | Medicare / DVA | Transactions | Appointments « | »
= 1 Edit Patient Tab Order —

L -Q_Iose
Full Name | MrJohn Smith % Receipt -
Preferred Eﬂ‘]; (@ Search
‘ =
Address 107 Flinders Street \(% Bill New
Adelaide S& 5000 —
P 3
@ anment
Date of Birth 0L/01/1980 |+ Age 36 — = :":::'r"a::t
Gender Male ‘v File No 1151 [ Archive
Phone Home Work 1800 18 18 20
Mext Recall
Mobile/SMS Fax Mo Nest Recall
Next & inti t
helpdesk@smartsoft.com.au Theu 14 hpnpzoj;r; ln;;r;m O
Practitioner  Robert Jones - Hazelwood Park [v PRI SrE 1o, e
Last Appointment
Fee Category Standard [v The 124202016100 pm
2daysago
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00

The following screen will appear

Patient Tab Order

ré'Genenj:_.l o
Additional —
Billing Details
Clinical Notes Cancel
Medicare / DVA
Transactions
Appointments
Ewvents

MNotes

Recalls
Tracking
Attachments
Contacts =

m

=& I
©
~

&

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

Click OK to save these settings.
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3‘ Patient - General Information

When editing the Full Name field, a Full Name dialog will open with the cursor
positioned in the appropriate field. This enables Title, First Name, Middle Name,
Surname and Preferred Name to be entered. The Full Name dialog can also be
opened by clicking on the Full Name button.

M, Patient - Mr John Smith (o] =@ [==]

General | Billing Details I Additional I Clinical Notes | Attachments I Medicare / DVA | Transactions | o 28

- =
Full Name option —— [Faii Name ] Mr Jahn Smith
mll — !

a Search

Preferred

-
Address Full Name @

oK
. T 2
Dateof Birth| | | FretName  John | Concel | | Mailing List

Middle Mame

Surname Smith
Phone Homi

- Preferred
Maobile/S|
Email l ' '
T VT @
. 4 days o
Practitioner  Robert Jones | - Last Appointment

Mon 12 Mov 2012 2:45 pm
Fee Category Standard |v 1 wk 4 days ago

Gender

90+ Days 60 Days 30 Days Current Balance

$0.00 $0.00 $0.00 50.00 $0.00

A patient Title can either be typed in, or selected from the drop-down box.

Use the Person/Entity button @ to enter details for an entity rather than a person,
e.g. 'Department of Veteran Affairs' or 'WorkCover'. This option will provide one
name field rather than the separate fields title, first name and surname fields.

Enter the patient’s details such as address, phone numbers and date of birth; use the
<TAB> key on your keyboard to move to the next field.

To set preferred contact number, right click in the Home Phone, Work Phone or
Mobile/SMS fields and select Preferred Contact Number. To clear this selection
simply select another field or right click and select Clear Preferred Number.

Phone Home YWork 1800 18 18 201 - :
e { Preferred Contact Number
Mobile/ShMS Fax
| Clear Preferred Number !
Ermail helpdesk@smartsoft.com.au )
| Undao 1
Practitioner Robert Jones - Hazelwood Park £ I
Fee Category Standard . Ut
Copy
90+ Days 60 Days 0Days | [
$0.00 $0.00 $0.00 Delete
- ] Select &ll

To enter the patient’s Suburb and Postcode, double click or press enter on an
address line. This will display the Select Suburb screen.
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Select Suburb B
Suburb e

JACELAIDE] 5000w SA  |w Cex)
ABERFOYLE PARK 559 - [ Cancel

ADELAIDE AIRPORT 5950
ADELAIDE BC 5000
ADELAIDE MAIL CENTRE 5860

ADELAIDE MAIL CENTRE 5861 X

Start typing the suburb in the Suburb field to reduce the list to only those suburbs
starting with the characters entered. Alternatively, click on the drop-down box and
scroll down to the suburb you require. Click on the State drop-down box to search
for suburbs in other states.

Select the patient's Practitioner, Fee Category and Health Fund. To set up
standard health funds select Health Funds from the System menu. Click Add, enter
the name of the health fund and click OK.

The patient’s gender can be set by selecting a gender from the Gender field.

& New Patient ===
General Additional  Billing Details Medicare / DVA Transactions Quotations Appointments | * |~
Full Name | [Mr John Smith % Receipt =
Preferred # — B Search
Address | 107 Flinders Street ’é Bill NEW
Adeleide SA 5000 —
{3':‘\ Payment Delete
Date of Birth [01/01/2000 |~ Age[n | Dm:::gi;‘:t
Patient Gender v FieNo[1031 || [JArchive
e ~ | work[1200 1813 20
Gender Mobile/S Unspecifid Fax

Mext Recall

-au No Next Reca e
» Next Appointment vy
No Next Appointment

Fee Catego| Genderqueer ~ Last Appointment
No Last Appointment

Email

90+ Days 60 Days 30 Days Current Balance

50.00 50.00 $0.00 $0.00 50.00 Help

If using custom file numbers you will be able to enter a number in the File No. field.
Select the Mailing List option to put the patient on a selected mailing list. Click the
Close button or the [X] button to close the patient file; a prompt to save will appear if
data has changed within the patient file.

To import a picture of the patient into their file, left click on the photo diagram and
click the Add button and locate where the picture file has been saved.

|
Patient Photo =

Alternatively, patient photos can be captured using a camera or webcam connected
to your computer by clicking on the Capture button. Right click on the Capture
button for additional capture options.
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Select the particular image to insert and click Open.

M Open ==
. B

Lookin Patiert Photos R < N =4

Recent Places

Deskiop *
=
Libraries \ o
a £
Computer 2104 220 pivel
ca 16777216 Colors 24 5}
@
72072 cpi
Network
Fil pame: patiertphoto pg -
Files of fype: Common Graphic Files ["gf."ipg ;" pex.”bm = | [ canea |

JPEG Bitmap [JPGIVCHCH
File: 72KB Mem: 135 KB

The picture will automatically decrease or increase in size to fit the photo section on
the patient file. Click OK to insert the file.

r b |

Patient Photo

K

Cancel

Clear

kg

Capture

The patient photo feature is an optional advanced feature which can be disabled from
the Advanced tab in System Information.

3 System Information E=REch @

Medicare Online | SMS | Email | MailChimp | Advanced A I

Advanced | Health Fund / EFTPOS / Medicare Clace

[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[] Medical Specialist Referrals
[] Multiple Locations
Stock Control

Manage Stock per Location
Email Integration
SMS Integration
[] Patient X-rays
Patient Photos <€ Patient Photos option
[] Patient Contacts
["] Quotations
Patient Events
[] Future Billing
[] Sales Processes

Defaults for Profession v Help
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When in a patient file click the Search button to view another patient’s details. This
will close the current patient file and open a new one.

To create a new patient, click the New button and then select Normal Patient from
the New Patient dialog as shown below. If the new patient is to be linked to the
current patient then select Patient Linked to this patient option - all bills will be sent
to the current patient.

Mew Patient l—s:hj

@) Mormal Patignt

() Patient linked to this patient

[ 0ok l l Cancel ]

b

The Delete button is used to delete a patient file.

Front Desk 2021 - Note

Patient files can only be deleted if the patient has a zero balance and the Front Desk
2021 user has the user access rights to use this function.

When adding a new patient, Front Desk 2021 will check, by default, for existing
patients with the same name and date of birth, to avoid adding duplicate patient
details. This checking feature can be modified to check for different criteria when
detecting duplicates and is located under the Defaults tab in System Information.

If a patient who is already in the system is created you will be prompted with the
following screen.

W& New Patient (o @ | =]
General | additional | Billing Details | Clinical Notes | Medicare / DA | Transactions | Appointment: |+

—
Full Name | Mr John Smith ’ % Receint l '
l m Search

Preferred ‘;’

Address Existing Patient Found J m

There is already a patient in the database with the following details: N D

elete

Name Mr John Smith | Mailing List
Date of Bith | p.ve of birth |01/01/1980 MailChimp
Gender Address 107 Flinders Street [l Archive
Phonhe Hom ADELAIDE S& 5000
Mobile/Sh
(Mobileishis Would you like to use the existing patient, or create a new patient?
Email O [
Bractiioner Use Existing | [ Create New ‘ [ Cancel } W
Fee Category Standard |v Last Appointment

Mo Last Appointm ent
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help |

Click the Use Existing button to use the patient file already in the system or click the
Create New button to add a second file for this patient. Click Cancel to terminate
this process.




Bill to )., Patient - Mr John Smith =] ®
Third General Additional Billing Details Medicare /DVA Transactions Quotations Appointments [ ¢ |*
Party ] Silotaectony ® Individual O Linked Statement/Invoice Preference Close
option Billing Smartsoft Insurance ‘Email v .

Address |GPO Box 107 [[] Override invoice settings Eile Label
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Third Party Billing
Patients may require their accounts to be sent to a third party, e.g. WorkCover,
Department of Veteran Affairs, an insurance company or a family member.

Front Desk 2021 allows for 2 types of third party billing:
= Individual or
= Linked

The Individual option should be selected if a separate statement is required by the
third party for each patient. For example, commonly each patient billed to
WorkCover will have a separate statement. It is important that statements be kept
separate, as several claims officers may handle the claims submitted. In this case,
one statement containing all WorkCover patients would not be suitable. When
selecting Individual third party billing, either enter the billing details manually or if the
party has been entered into Front Desk 2021 as a patient then click the browse

button L=/ and search for that entity.

The Linked option should be selected when dealing with Department of Veteran
Affairs, a small insurance company, an employer or family. In this instance all
patients will be grouped together and will appear on the one statement. When
selecting Linked third party billing the browse button l.] must be used to enter the
billing details. You cannot enter the billing details manually with this option.

Select the Billing Details tab from the patient file.

If the patient has a third party responsible for the account, check the Bill to Third
Party option and select either Individual or Linked.

te PDFs

il attachments

Invoices in sef

ADELAIDE SA 5000 Letter

Limit e

Treat. Plan

Phone ‘ Fax ‘ Consolidate invoices

Email insurance@smartsoft.com.au [JHold statement Print Options
[[]Hold invoice

Other details

Account No. Claim No. Client ID Hospital / Facility

Employer Injury Injury Date

Referring Doctor

90+ Days 60 Days 30 Days Current Balance
§0.00 $0.00 $0.00 $0.00 $0.00 Help

Front Desk 2021 - Tip

If Multiple Accounts for each patient file is required for your practice, refer to the
Advanced Features section at the end of this manual.
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If an email address has been entered in the Bill to Third Party details, this address
will be used by default when emailing Invoices or Statements for the billing account.

Primary I Workcover ]

Betsa: e Rarty @ Individual O Linked Statement/Invoice Preference

Billing Smartsoft Insurance lEmaiI v
Address |GPO Box 107 [[] Override invoice settings
ADELAIDE SA 5000 Invoices in separate PDFs

Limit email attachments

Phone Fax Consolidate invoices

Email insurance@smartsoft.com.au (] Hold statement
[JHold invoice |Advanced

The Statement/Invoice Preference drop-down is then used to set the patient’s
preference for receiving statements and invoices — whether they should be printed,
emailed or both.

Statement/lnvoice Preference

[Email v|
Print
Print & Ernail
The preference selected here will determine the action taken when generating bulk

statements and invoices. This can be adjusted for all patients from the Invoices /
Statements area of Reports.

Additional Override invoice settings can also be applied to the account.

Statement/Invoice Preference

|Emai| v

Override invoice settings
Invoices in separate POFs
Lirnit ernail attachrments

attachments per email

[+] Consclidate invoices
Hold staterment
Hold invoice | Advanced
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If the referring doctor's name and provider number needs to be printed on accounts,
click Print Options and enable Referring Doctor from the available option.

Print Options X

Print on Accounts
[] Claim / Injury details
[[]Hospital / Facility details
[ Medicare Number
[ Health Fund Number
[]Pension Number
[] pvA Number
Referring Doctor
[] Date of Birth
[]Don't Print Patient Name
[C]Don't Print Next Appointment

This enables the Referring Doctor field in the bottom left of the Billing Details tab.

[~Other details
Account No. Claim No. Client ID Hospital / Facility
Employer Injury Injury Date

Referring Doctor

‘ More...

When entering a referring doctor there are two options:

Option 1 - Click the browse button [.] and search for the doctor's name. If the
doctor’'s name is not found click the New button. This option will add the doctor to the
GP Referrer list.

Option 2 - The referring doctor’'s name can be manually entered and not registered
with Front Desk 2021. In this case the doctor will not added to the GP Referrer list.
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Click the More... button if you wish to add a Date of Referral and/or Referral Expiry
Date with this referring doctor. On occasion medical referrals may be approved for
indefinite periods, at which time the Indefinite Expiry Date option should be
checked.

Referral Dates x

Date of Referral ~ |01/01/2018 | v oK
Referral Expiry Date |02/01/2018 |~
[]Indefinite Expiry Date

To enter additional information such as Account Number, Claim Number,
Employer, Injury or Injury Date check the appropriate options in the Print Options.

Printing of the patient name can be suppressed on invoices and statements for
privacy reasons, by using the Don’t Print Patient Name option .

Some general accounting information can be found in Last Paid, Last Statement
and Total Billed fields. If the printing of a patient's statement or invoice needs to be
held for some reason, such as when waiting for a claim number, select the Hold
Statement or Hold Invoice option.
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File Label
To print the patient's details onto a label, click the File Label button.

Select Sheet Labels to print directly onto Avery Laser Label paper, model number
AV95-9031 (L7173).

Select DYMO® Label Printer to print via a DYMO® printer. Please note this requires
version 8.7 or above of the DYMO® software installed and configured.

The Label Contents can be adjusted to determine what information appears on the
label by selecting the appropriate option.

File Label will print the clinic name, patient name, date of birth, address, phone
numbers, email address and associated health fund.

Patient Address will print only the patient’s primary address details.

Billing Address will print the billing address as listed under Billing Details.
Next Appointments will print up to three future appointment details.

GP / Referring Dr will print the patient’s referring doctor details.

Custom will allow the user to enter customised text.

Label Printing X

Print to
(®) Sheet Labels (O DYMO® Label Printer

Label Contents
(@ File Label

(O Patient Address

(O Billing Address

(O Next Appointments
(O GP / Referring Dr
O Custom

Close

Preview

Smartsoft Clinic

Smith, Mr John

DOB: 1/7/1967

Address: 100 The Parade
Norwood SA 5067

Phone: (H) 08 8361 2666
Mobile: 0411 222 333

Email: john@smartsoft.com.au
Health Fund: BUPA

Card 1 Card 6 gt il
Clear All

Card 2 Card 7 Default

Card 3 Card 8

Card4 Card 9

Card 5 Card 10

Avery Laser Labels (AV95-9031) (L7173) Help
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When printing to Sheet Labels more than one label can be printed by holding down
the <CTRL> key on the keyboard and selecting the required labels. To print out all
10 labels for the same patient, click the Select All button.

To clear a selection of the labels, click the Clear All button and to reset the labels

back to the original settings select Default.

Printto

al
O Sheet Labels ose

~Label Contents | -.
(®) File Label Arial = Preview

(O Patient Address

(O Billing Address

(O Next Appointments
OGP/ Referring Dr
(O Custom

Smartsoft Clinic

Smith, Mr John

DOB: 1/7/1967

Address: 100 The Parade
Norwood SA 5067

Phone: (H) 08 8361 2666
Mobile: 0411 222 333

Email: john@smartsoft.com.au
Health Fund: BUPA

(® DYMO® Label Printer

Settings

Help

Label Printing X

When printing to a DYMO® Label Printer, click settings to select the appropriate

DYMO® printer and label size.

DYMO® Label Printer Settings

Printer ‘\\Admin\DYMO LabelWriter

v

Label Type 99012 - Large Address (36 x 89 mm)

30332 - Square (25 x 25 mm)
30334 - Medium (57 x 32 mm)

11352 - Large Return Address (25 x 54 mm)

OK

Cancel

30374 - Appointment Card / Business Card (51 x 89
99010 - Standard Address (28 x 88 mm)

99014 - Shipping / Name Badge (54 x 101 mm)
99015 - Diskette / Large (54 x 70 mm)

99017 - Suspension File / File Folder (13 x 51 mm)

99019 - Large Lever Arch (59 x 190 mm)

Click OK to confirm your selection.

To print an individual DYMO® Label click Print.
Click Preview to view the label prior to printing.
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To use the standard letter function, click the Letter button. The following Patient
Letter dialog will appear. Letter templates can either be in Front Desk Word
Processor or Microsoft Worde format.

Patient Letter [
Search Characters

Description

4 Birthday Latter B
GP Refenal Letter FAE
Thank vou for 1eferting 3/
welcome Letter |

Select the appropriate letter from the Description box or if you are writing a
personalised letter use the Quick Letter option. Use the Search Characters to
narrow down your search when working with a large number of standard letters.
To add a standard letter, select Standard Letters from the System menu.

‘S;,;stem Reports Window Help

|=1 Standard Letters

Click New to create a new standard letter, or click Add to import an existing standard
letter.

r*StandardLeﬁers =| = ..E:a'..w

Description Cloze

[ ] Birthday Letter
aFP Referral Letter
Thank wou for referring
W'elcome Letter

1]

WA

2

CL
L

[Ebeseill

m

Edit

Delete

E dit Letter

E =port

Help

For more details on setting up Standard Letters please refer to the Front Desk
Word Processor or Integration with Microsoft Word® section in this manual.
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The Treatment Plan feature allows you to track and manage the number of
treatments/consultations with a patient from a set date.

To start a Treatment Plan for a patient, go to the Billing Details tab of a patient file
and click the Treat. Plan button.

M, Patient - Mr John Smith [ 2 =

General Additional Billing Details Medicare / DVA  Transactions Quotations Appointments [ 1| *

Prirmary l Close

]
Billto Third Party ® Individual O Linked Statement/Invoice Preference =
Billing Smartsoft Insurance Agency |Print ~ Sls sl
Address | 107 Flinders Street [ Override invoice settings Letter
Invoices in separate PDFs
Adelaide 54 5000
cace Limit email attachments Treat. Plan {— Treatment Plan button
Phone | Fax | Consolidate invoices Hi Ol
Email Lk et Total Billed
[JHold invoice | Advanced 50,00
1 act Daid

Check the Treatment Plan Active option and set the following options:

= By Number - Will calculate the number of treatments that the patient has had
from the start date.

= By Value - Will calculate the amount billed for each consultation from the
start date.

= Start Date - The starting date of the current treatment plan for this account.
= Expiry Date — The expiry date of the current treatment plan for this account.
= No. of Treatments - Total number of visits approved.

» Alert After - Alert (display warning message) after this patient has had this
number of transactions.

= Only track the following items - Allows you to track particular ltem Code,
Schedule or Item Group for a treatment plan.

= Current Treatments — Will calculate the number of transactions the patient
has had from the start date OR will calculate the total value of current
treatments from the start date.

» Calendar Year — Will calculate the number of transactions the patient has
had within the current calendar year OR will calculate the total value of
transactions the patient has had within the current calendar year.

= Distinct Days Only — causes the treatment plan to only count a one
treatment per day, regardless of the number of transactions on that day.

= Treatment States — can be created for any purpose, with any description,
and assigned to active treatment plans. For example with DVA treatment
cycles this can be used to track when a Patient Care Plan has been created
or when the Allied Health Report has been sent.
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Treatment Plan *

Account |Primary v|

Treatment Plan Active
(®) By Numnber () By Value

Start Date 17/03/2021 ~

[ Expiry Date 16/03/2022
MNo. of Treatments 105
Alert After =
Current Treatments 0
Calendar Year 0
[ Distinct Days Only

[] Only track the following items

ltern Code 500

Schedule MNon-Service

Itern Group Mo ltem Groups Av
[ Treatment State

Cancel

When transacting a patient with an active Treatment Plan, a warning will appear if
the Alert After limit has been reached. This will detail the total number of treatments
available on the plan, and the current amount reached.

rWarning @

The treatment plan alert trigger of 5 has been reached for the Primary account,

i N

No. of treatments since 20/11/2015: 5
Allocated treatments: 10

Returning to an active Treatment Plan later will allow you to see the number of
Current Treatments since the start of the plan, along with the amount in the
Calendar Year.

Current Treatments 5

Calendar Year 1

This information will also be displayed in the tooltip when hovering over a patient’s
appointment.

am| M Andrew Smartsoft S

Appointment Details

Mr Andrew Smartsoft (S)

: File No:
12:00 pm Phone: 1300 18 18 20
12:15 pm Item Code:
12:30 pm App Made: 14/1/16 9:06am

Z Made By: Admin

14!
12:45 pm SMS Reminder
1:00 pm
115 pm Mext Appointment: Thu 14 Jan 2016 11:00 am [Jane Conway)
1:30 pm Previous Appointment: Mon 11 Jan 2016 12:00 pm [three days ago)
1:45 pm
2:00 pm Treatment Plans:

o P Primary 5/10 treatments Calendar year: 1

2115 pm |
2:30 pm Status: Completed
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To generate a treatment plan report, go to the Reports menu and select the
Treatment Plan Report option.

Reports | Window Help
$ Banking Sheets [ Shift Reports

Transaction
Statements / Invoices

Billings Report

Trend Analysis

Recall Patient List
Active / Inactive Patients
Birthday List

Patient Referrals
Patient List

Events Report

Time Management Report

Treatment Plan Report

[termn Codes

Inter-Practitioner

GP / Medical Referrers List
HICAPS Report

Medicare { DA Repaort

Stock Control 3

NBPpoB& HPelBebY

g

GST Reconciliation

The following window will appear.

’ﬁ Treatment Plan Report EI = @

Filter 0
Exclude Archived Patients =I0sE
Use Alert Trigger Print
| By Practice

Group Anne Smith Preview

Practitioner Anne Smith Export
L] By Itern

ltem Code 300 Initial Consultation and

Schedule Mon-Service

[term Group Mo ltemn Groups Available

[] By Account
[] By Treatrment State

[] Patient Tracking Help
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The following options can be selected:

= Exclude Archived Patients - lists those patients who have not been
archived.

= Use Alert Trigger - will only show patients with an active treatment plan who
have reached their predefined alert after number of treatments.
Select By Practice and the relevant Practice Group or Practitioner if a particular

practitioner or practice group is required.

Select By Item to list only those patients that have been billed under a particular
Item Code, Schedule or Item Group.

Select By Account to filter the treatment plans by the patients separate accounts.

Select Patient Tracking to list only those patients that have a particular tracking
category set in their patient file

= Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.

» Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.

» Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.
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Select the Transactions tab from the patient file.

M, Patient - Mr John Smith o] @ (3]
Transactions Quotations Appointments Events SMS Notes  Clinical Notes Recalls Trac * E
Account | <<All Accounts>> v Close
Invoice # Service Date Prac Debit Credit ~ Owing Description " Delete ltem
(& 68370|02/06/2017 Bob §32.00 Payment Receive
68116/15/06/2017 |Bob $32.00 $0.00| Standard Consult Edit ltem
P " & 68371/15/06/2017 Bob $32.00 Payment Receive
At i 68164 17/06/2017 |Bob | $32.00 $0.00 Standard Consult Reprint
| = 68372 17/06/2017 Bob $32.00 Payment Receive
> [eFtPos $32.00 7 St
68165|01/07/2017 |Bob $32.00 $0.00| Standard Consult T
& 68416/01/07/2017 Bob $32.00 Payment Receive st
68166 04/07/2017 Bob $32.00 $0.00| Standard Consult Write Off
& 68373 /04/07/2017 Bob $32.00 Payment Receive
68167/11/07/2017 Bob §32.00 $0.00/ Standard Censult Refund
& 68417/11/07/2017 |Bob $32.00 Payment Receive
69079|23/02/2018 |Bob §52.00 $0.00 Initial Consultatic Export
v
< >
I—-) [[] Show Outstanding Only []Show as Account |
bU”?he?k thiﬁ 90+ Days 60 Days 30 Days Current Balance
ox to view al sl
transactions 50.00 $0.00 $0.00 $0.00 $0.00 Help

By default only the outstanding transactions will be seen in the transaction grid. To
view all transactions uncheck the Show Outstanding Only option.

This view can be sorted by Service Date, Invoice # or Name (for linked patients
only) by name by clicking the appropriate column header.

To view the method of payment, click the plus (+) located on the payment line, as
displayed above.

Patient transactions can be exported to CSV or Microsoft Excel by clicking the
Export button.
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M Patient - Mr John Smith @@
Transactions Quotations Appointments Events SMS Notes  Clinical Notes Recalls Trac * ‘ L
Account | Primary v Qqse
Invoice # Service Date Prac Debit Credit ~ Owing Description A Delete ltem
69081/01/02/2018 |Bob | $§128.00 $128.00| Consult & Treatn
| 69082|03/02/2018 |Bob $75.00 $0.00 Standard Consult Edit Item
& 69082 03/02/2018 Bob §75.00| Payment Receive
& 69083 23/02/2018 |Bob $100.00, -$100.00 Unallocated Payr Reprint
69084 06/02/2018 |Bob |  $100.00| ‘ §0.00 Extended Consulf
| 69084/06/02/2018 Bob | $50.00 Fee Reduction e
2] 69087 06/02/2018 Bob $50.00 Payment Receive ooy
6908507/02/2018 | Bob $75.00 $0.00| Standard Consult —
&= 69085 07/02/2018 Bob | §75.00 Payment Receive Write Off
69090|23/02/2018 |Bob | §75.00| Refund
69088/23/02/2018 |Bob §75.00 §0.00| Standard Consult Refund
| 69089/23/02/2018 |Bob §75.00 Write Off 23/2/2C '
Export
v
< >
[] Show Outstanding Only [] Show as Account
;Primary —
90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 $0.00 §28.00 $28.00 Help

Transactions in Front Desk 2021 are colour coded. Please refer to the table below

for transaction types and associated colours.

Transaction Type Colour
Unpaid Items Red
Paid items Blue
Payments Black
Credit Payments Brown
Reductions Purple
Refunds Aqua
Write Offs Green
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To view transactions in an account format select the Show as Account option.

M, Patient - Mr John Smith o] B =2
General Additional Billing Details Medicare /DVA Transactions Quotations Appointments | ¢ | *
Account  Primary Close
Invoice # Service Date Prac Debit Credit  Owing Description A De
Delete ltem
69092|01/02/2018 |PB §52.00 $0.00| Initial Consultatic
[+ 69092/01/02/2018 $52.00 Payment Receive Edit ltem
69093/05/02/2018 |PB §75.00 $0.00 Standard Consult
#| 69093 05/02/2018 $75.00 Payment Receive Reprint
69094 07/02/2018 |PB §75.00 $0.00 Standard Consult
69095 10/02/2018 |PB $75.00 $0.00 Standard Consult et
69096|15/02/2018 |PB $65.00 $65.00 Extended Consuli
e = = s Trans. Log
69097 PB §52.95 §52.95 Medicare Standai
2] 69094 23/02/2018 §75.00 Payment Receive Write Off
& 69095 23/02/2018 $75.00 Payment Receive
Refund
Export
v
’—y < >
[[] Show Outstanding Only Show as Account
Scroll Primary
bar 90+ Days 60 Days 30 Days Current Balance
§0.00 $0.00 $0.00 §117.95 §117.95 Help

Scroll across the bottom of the transaction screen to view more information on the
transactions, such as Iltem Code, Type, Invoice / Payment Time, Issued Status,
Modified Time and GST, if applicable.

Delete Item
To delete a transaction, select the transaction and click the Delete Item button.

When you delete or edit a transaction from a patient file, you will be prompted to give
a reason for doing so.

Type in your reason and click OK.

Reason for Deleting Transaction

Incorrect patient file »

| ok | | canca |

Please note that multiple deletions are not permitted, with only one item able to be
deleted at a time.
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If you have HICAPS or Tyro integration, when deleting an EFTPOS payment you will
be asked if you would like to process a refund through the terminal.

7 -
Confirm @

This transaction includes an EFTPOS amount of 562.25

Would you like to refund this amount through the EFTPOS terminal? (This will require the patient's EFTPOS card)

If you try to delete an item which was entered and paid for with other transactions
and includes multiple payment types, the following Manual Payment Reconciliation
dialog will appear.

Manual Payment Reconciliation

You wish to delete a transaction {or transactions) that was entered with other
transactions and paid for with more than one payment type,

In the following steps you will need to enter the new payment type {or types)
for the remaining transactions on the system.

In Step 2 you will be shown the transactions remaining.
In Step 3 you will be required to enter the payment type for these transactions.
MNote that the total of the payment type must equal the total for the remaining

transactions.

Click Next to continue,

Cancel | << Back

Click Next to continue with the reconciliation, Back to go to the previous screen or
Cancel to cancel the operation. The following Manual Bank Reconciliation: Step 2
dialog will be displayed.

Manual Bank Reconciliation: Step 2

View Transactions

All transactions below were paid for at the same time as the transaction that
you wish to delete,

Press Next to indicate how payments will be adjusted after this deletion,

Date Prac  Item Code Description Debit Credit Owing  GST -
}|14r‘01/2l]16 Robert Payment Received 14/1/201 $78.00

Tatal payment for outstanding item(s) $78.00

Cancel << Back “ Next »> J
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This dialog details the additional transactions that were paid for at the same time as
the item you wish to delete.

Click Next to continue with the reconciliation, Back to go to the previous screen or
Cancel to cancel the operation.

The following Manual Bank Reconciliation: Step 3 dialog will be displayed.

Manual Bank Reconciliation: Step 3 Total Payment: $78.00
A SEIL Dwer Bank  Banch Chaque No.
Cheque(s) $0.00
$0.00
$0.00
$0.00
Grp Chq/Deposit $0.00 [ Register... |
Card $0.00 ©) Visa Master Card ~ American Express Diners  Other
EFTPOS $46.00
HICAPS $32.00
Medicare / DVA $0.00
Direct Deposit $0.00
Total $78.00| <- This total should equal $78.00 by setting the payment amounts
‘ Cancel l << Back J l Process ]

Edit the payment type fields so that the new total is equal to the Total Payment
shown in the title bar of the Manual Bank Reconciliation window.

Click the Process button to continue.
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Edit Item

The Edit Item function is available to edit transactions and/or payments.
Transactions can only be edited if you have appropriate user access rights.

M Patient - Mr John Smith ol @ ==
General Additional Billing Details Medicare / DVA Transactions Quotations Appointments [ ¢ |*
Account Primary Close
Invoice # Service Date Prac Debit Credit ~ Owing Description A Delete ltem
69092|01/02/2018 | PB §52.00 $0.00| Initial Consultatic
| 69092/01/02/2013 PB $52.00 PaymentReceive | | Edititem [1——  Edit ltem
69093/05/02/2018 |PB $75.00 $0.00 Standard Consult
B 69093 05/02/2018 |PB §75.00 Payment Receive Reprint
69094, 07/02/2018 |PB §75.00 $0.00 Standard Consult
@] 69094 23/02/2018 PB $75.00 Payment Receive Statement
69095/10/02/2018 PB §75.00 $0.00 Standard Consult
: Trans. Log
2] PB §75.00 Payment Receive
18 |PB $65.00 $65.00 Extended Consuli Write Off
69097|19/02/2018 |PB §52.95 $52.95| Medicare Standai
Refund
Export
v
< >
[[J Show Outstanding Only []Show as Account
Primary -
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $117.95 $117.95 Help

This function can be used instead of deleting and re-entering the transaction and/or
payment.

For outstanding amounts (red) you may edit the Date, Practitioner, Item Code and
Fee.

For items that have been paid (blue) only the Date and Practitioner fields can be
edited. If patients are grouped together then the patient's name can be edited, but
you will need to be in the main biller’s file to change these details.

If the date of an invoice is changed then any transactions associated with it will also
be updated accordingly by including reductions, payments etc.

-

Edit Transaction

Name hr John Smith

Account | Primary

Date 14/01/2016 | -
[T Tl s an Everrett - Sdelaide v € Select the Practitioner

from the drop-down box

Robert Jones - Hazelwood Park

B Susan Everrett - Adelaide
Description |5, can Everrett - Dulwich
Trevor Phillips - Hazelwood Park  ~

Itern Code

Fee $76.00 Include GST
Reduction
Net Fee $78.00

OK ] [ Cancel I [ Help
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When editing a transaction, you will be prompted with the following dialog for a
reason why the transaction has been edited, click OK when complete.

-
Reascn for Editing Transaction

Wrong Practitioner -

To edit a payment, highlight the payment line (black) and click the Edit Item button.

(‘ Patient - Mr John Smith E][E@
General Additional Billing Details Medicare / DVA Transactions Quotations Appointments | ¢ |*
Account Primary Close
Invoice # Service Date Prac Debit Credit ~ Owing Description A Delete ltem
69092/01/02/2018 |PB $52.00 $0.00  Initial Consultatic
@|  6909201/02/2018 PB $52.00 Payment Receive
69093 05/02/2018 |PB §75.00 $0.00 Standard Consult
B 69093 05/02/2018 PB §75.00 Payment Receive Reprint
69094 07/02/2018 |PB $75.00 $0.00 Standard Consult
®| 69094 23/02/2018 PB $75.00 Payment Receive Statement
69095/10/02/2018 |PB $75.00 $0.00| Standard Consult o
] 69095 23/02/2018 PB $75.00 Payment Receive =
69096/15/02/2018 |PB $65.00 $65.00 Extended Consuli Write Off
69097/19/02/2018 |PB $52.95 $52.95 Medicare Standai
Refund
Export
v
< >
[ Show Outstanding Only [ Show as Account
;Primary —
90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 $0.00 $117.95 $117.95 Help

The Payment Type screen will appear. Change the method of payment to the
correct payment type and click OK.

Payment Type - Amount to Pay $75.00

Drawer Bank Branch Chegus No.

Cheque(s) $0.00
$0.00
$0.00
$0.00
Grp Chq/Deposit $0.00 Register...
Card $0.00( ¢ Visa Master Card American Express | ) Diners () Other
EFTPOS
HICAPS $0.00

Medicare / DVA
Direct Deposit

Total $75.00
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Edit Invoice

An existing invoice can be edited by right-clicking the transaction line and selecting
Edit Invoice.

Account Primary

Invoice ID Service Date Prac Debit Credit ~ Owing Description ~
68517/01/01/2018 |Bob §52.00 $52.00|Initial Consultati
68517|03/01/2018 |Bob §75.00 §75.00 Standard Consul
68517/08/01/2018 Bob S ltati
- : ———— Reprint =
68519/08/01/2018 |Bob hsul

Delete ltem
Edit ltem
Edit Invoice

Edit Invoice / Payment Time
Edit Location
Un-issue Invoice

Medicare Online >

This will display the Billing window, which can be used to add or remove items.

Billing - Outstanding Amount $239.00 X
Patient | | Account Primary
Practitioner |Dr Robert Smith - Adelside v
tem Code [C100 v |[<All Schedules> v Reduction 50.00
Description | Other Consultation Net Fee $37.00 | Include GST []
Payment Add
Date Iltem  Description Prac NetFee  Payment A
01/01/2018 |C002 | Initial Consultation Bob §52.00 $0.00
172018 |CCO5 | Standard Consultation Bob §75.00 0.00
08/01/2018 |C100 |Other Consultation Bob §37.00 $0.00
GST Item Totals |  $164.00] $0.00 v
[[J Accept Unallocated Payment ¢ titioner | Dr Robert Smith - £

~Online Claiming 1
Medicare PC| [ Print

Bulk Bill [JEmail Send now using template Invoice Template
DVA Claim Edit before sending
Help Cancel

As per the usual billing process, double-clicking an existing transaction line will
remove it from the invoice. Items with a payment cannot be removed in this way and
must be deleted from the transactions tab.

Items can be added to the invoice by entering the desired date, item code, fee and
payment and clicking Add.
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Edit Invoice / Payment Time

To edit the date and time an invoice was entered, right click on the invoice and select
Edit Invoice / Payment Time from the menu.

-

0 —
M, Patient - Mr John Smith = e= @
Transactions Quotations Appointments Events SMS Notes Clinical Notes Recalls Trac * | *
Account Primary Close
Invoice # Service Date Prac Debit Credit  Owing Description Delete ltem
69092|01/02/2018 PB $52.00 $0.00 Initial Consultatic —
[+ 69092/01/02/2018 PB $52.00 Payment Receive Edit ltem
69093 05/02/2018 PB $75.00 Regimt _
£ 69093 05/02/2018 |PB Poh Reprint
60094 07/02/2018 PB | $75.00 seeTem
5 69094 23/02/2018 |PB Edit ltem Statement
69095 10/02/2018 |PB $75.00 Edit Invoice
= : g Trans. Log
e 69095/23/02/2018 |PB Edit Invoice / Payment Time
89096 15/02/2018 |PB §65.00 Medicare Easyclaim > Write Off
8903719/02/2018 |PB §52.95
Reset Columns Refund
Export
v
< >
[[]Show Outstanding Only [[]Show as Account |
Primary
90+ Days 60 Days 30 Days Current Balance
§0.00 $0.00 $0.00 §117.95 §117.95 Help

Enter the new Invoice / Payment date and time. If you wish to update the date on
other associated transactions, select Update all transactions associated with the
selected invoice(s).

Edit Invoice / Payment Time X

New Invoice / Payment Date and Time
(19/02/2018 |+ | [11:00 AM|

[] Set to date and time of invoice

] Update all transactions associated with the selected invoice(s)

0K Cancel

Front Desk 2021 - Note

This option is only accessible if you have user access rights to Edit Transaction
Entry Date.
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Moving Transactions

To move a transaction from one patient file to another, simply highlight the
transaction and hold down <CTRL> + M on your keyboard.

An Edit Authorisation screen will appear which requires a password. Please

contact Smartsoft to obtain this password.

Edit Authorisation [
Code B434
Pazzword |
ok Cancel

Once you have typed in the password, click OK and the Move Transaction screen
will appear. Click the browse button [.] and search for the patient file to which you

wish to move the transaction.

F 5
Mowve Tranzachion [iE-J

tove hrangaction to;

Mr Justin Smith 100 The Parade Nu:urwu:und[g €

ok || Cancel |

e

Browse button

Click OK and then Yes to complete the transaction move.

&

Confirm

o |

Mr Jlohn Srith to Mr Justin Smith

You are about to move transaction(s) from;:

Please click Yes to continue or Mo to cancel.
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Reprint
Invoices can be reprinted by selecting the Reprint option.

& Patient - Mr John Smith e B
Transactions  Attachments Appointments Events SMS Notes Quotations Recalls Track * l %
: ] Close rf
Account Primary ==
Invoice ID Service Date Prac Debit Credit  Owing Description ~ Delete ltem
6830503/07/2017 |Bob | $75.00 | 575.00|Standard Consul — :
68305|03/07/2017 |Bob |  $45.00 | $45.00|Massage- 40 Mir Edit ltem
68305|03/07/2017 |Bob $28.00 $28.00 Pillow- Standard
Statement 1
Trans. Log
Write Off |
 Refund |
Export
v
< >
Show Qutstanding Only [[] Show as Account
~Primary
90+ Days 60 Days 30 Days Current Balance , )
$148.00 $0.00 $0.00 $0.00 $148.00 Help
Or by right-clicking the selected transaction.
Account Primary
Invoice ID Service Date Prac Debit Credit  Owing Description A
68305/03/07/2017 |Bc; o = 3 Consia|
68305(03/07/2017 |Bd IEERAGE i Consu
68305|03/07/2017 |Bc Delete item Standard
Edit ltem
Edit Invoice

Edit Invoice / Payment Time
Edit Location

Medicare Online >

Both options will display the Reprint Invoices window.
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Reprint Invoices X
Select Account P
Primary 5
Print
Invoice Type
(® All Outstanding Invoices Preview
(O Outstanding Invoices 10/09/2018 16/09/2018 3
Email
(O All Invoices 10/09/2018 16 2018
Reprint Invoices Containing Selected Transactions PDF
Only include selected items Log
Include items from different invo
(O Reprint Invoice No. 7
Outstanding Only
[J Un-issued Invoices Only
Filter
[] By Practice
Group George Rogers
Practitioner George Rogers
= Help

There are multiple options for reprinting invoices:

All Outstanding Invoices

Outstanding Invoices in a date range

All Invoices in a date range

Reprint Invoices Containing Selected Transactions
Reprint Invoice No.

Un-issued invoices only

Note Reprint Invoices Containing Selected Transactions will include all items
contained in the selected invoice(s).

|@ Reprint Invoices Containing Selected Transactions |

] Only include selected itermns
Include items from different invoices on a single document

Only include selected items can be enabled to include only the items highlighted
on the Transactions window. This will reprint the selection using the original invoice
number, noting that not all items have been included on the reprint.

(®) Reprint Invoices Containing Selected Transactions
| Only include selected iterns |
[ Include iterns from different invoices on a single document

Include items from different invoices on a single document allows users to
reprint their exact selection to a single document, removing all associated invoice
numbers.

(®) Reprint Invoices Containing Selected Transactions
COnly include selected itermns
|EA Include iterns from different invoices on a single document|

Un-issued invoices only can be used alongside the above options to only include
invoices not marked as issued.
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Invoice Consolidation

When reprinting multiple Invoices, it is important to be aware of Invoice
Consolidation. Invoices that have not previously been consolidated or issued will be
consolidated automatically when an invoice is actioned using the Preview, Print,
Email or PDF options.

The consolidation of Invoices is triggered from the Transactions tab of the patient
file, or when invoicing in bulk from Invoices / Statements.

In the example below, John Smith has three separate invoices currently using the
Invoice ID’s of 68514, 68515 and 68516.

M Patient - Mr John Smith =] & [
Transactions Attachments Appointments Events SMS Notes Quotations Recalls Track ¢ | *
Account Primary Close
Invoice ID Service Date Prac Debit Credit ~ Owing Description ~ Delete tem
68514/01/01/2018 Bob $52.00  Initial Consultati =
68515 018 Bob 0| Standard Consul Edit Item
68516 Bob 37.00 Other Consultati
Reprint
Statement
Trans. Log
Write Off
Refund
Export
v
< >
Show Outstanding Only [[] Show as Account
Primary
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $164.00 $164.00 Help

When scrolling to the right, the Issued column shows these invoices have not
previously been issued. The Statement column shows that these invoices have not
appeared on a statement.

Type Invoice / Payment Timg Issued Statement PJser A
Invoice 08/01/2018 10:26 AM [ | Bdmin
Invoice 08/01/2018 10:27 AM ] [0 pdmin
Invoice 08/01/2018 10:28 AM | [l B dmin

Invoices that have previously been Issued, appeared on a Statement,
Consolidated or include Payments will not be consolidated into a new invoice
number, as we assume they have already been provided to a payer or third party.

To consolidate these invoices, click Reprint.

Reprint

This will display the Reprint window, where the corresponding Print, Preview, Email
and PDF options will trigger the consolidation of eligible invoices.
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Consolidation is based on your selections in this window.

Reprint Invoices
Select Account
Primary

Invoice Type
(®) Al Qutstanding Invoices

() Outstanding Invoices 01,/01/2018 )7/01,2018

() All Invoices

01/01/2018 07/01/2018

Reprint Invoices Centaining Selected Transactions
Only include selected items

Include iters from different inveices on a single document
(O Reprint Invoice MNo. 68516 08/01/18 10:27am 337.00

Outstanding Only

Filter
[] By Practice
Group Peter Brown
Practitioner Peter Brown

Close
Print
Preview

Email

Log

Help

With All Outstanding Invoices, Outstanding Invoices, All Invoices or Reprint
Invoices Containing Selected Transactions selected, clicking Print, Preview,

Email or PDF will consolidate the invoices found.

Following this example, if we Preview the selection we can see the transactions
have now been consolidated into a single invoice, using the unique invoice number

68517.

Printed: 8-Jan-2018

Tax Invoice # 68517

ABN 123-456-789

Date Item Description Payment Fee
01/01/2018 C002 Initial Consultation $52.00
03/01/2018 CO005 Standard Consultation $75.00
08/01/2018 €100 Other Consultation $37.00

No GST included.

Returning to the Transactions tab, we can see the Invoice ID has updated to reflect

the new invoice number.

=7 A
e

68517 P8/01/2018 | Bob

Invoice ID fservice Date Prac Debit Credit
63517 §01,/01/2018 |Bob §52.00 §52.00
68517 3/01/2018 |Bob §75.00 §75.00

=T A
i

Owing Description

Initial Consultati
Standard Consul
Other Consultati

~

If further changes need to be made to the invoice, right-click the transaction line and

select Edit Invoice.

Edit Invoice
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If an invoice has previously been Issued in error, the Un-issue Invoice option can
be used to remove the issued status to allow consolidation where required.

Type Invoice / Payment Time Issued Statement User A
Invoice 23/02/2018 11:50 AM O [0 Admin
Invoice 09/02/2018 11:00 AM O | Admin
Invoice 17/02/2018 11:00 AM 1 Admin !
Invoice 22/02/201811:00AM | [] | Reprint

Delete ltem

Edit ltem

Edit Invoice

Edit Invoice / Payment Time

Un-issue Invoice

Medicare Online >

Reset Columns

If an invoice has previous appeared on a Statement in error, hovering the mouse
over the Statement issued column will provide details of the statement.

Type Invoice / Payment Time Issued Statement User A

Invoice 23/02/2018 11:50 AM O [ |Admin

Invoice 09/02/2018 11:00 AM [l [l Admin

Invoice 17/02/2018 11:00 AM P . »
E’l"OICE 5 223.. 2338 h::AM* *'l*j"*' 7[:‘ | This invoice has been included on the following statements:

| No. 10609 06/03/2018

Deleting the listed statement(s) will release the invoice for consolidation.

To delete a statement. click the Statements button and select the Reprint

Statement option.

Click the Delete button to remove the selected statement.

Statements

~Select Account

Print itemised invoices on statement
Print copies of invoices

Include unallocated payments (credits)

Close
Primary bt
Print
Statement Type
(O All Qutstanding Invoices Preview
(O Outstanding Invoices 07/02/2018 | |06/03/2018 :
Email
O All Invoices 07/02/2018 06/03/2018 -
(O Invoices Containing Selected Transactions PDE
|© Reprint Statement [No.10609 (06/03/2018) $100.00 | | | Log

—Filter
By Practice
Group Dr Robert Smith Group
Practitioner Peter Brown
Help
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Reversing a Consolidation

If an invoice has been consolidated in error, the following options are available by
right-clicking the consolidated invoice.

o ~

W& Patient - John Smith o=

Transactions Quotations Appointments Events SMS  Notes Clinical Notes Recalls Trac ¢ |*

Account Primary Close
Invoice # Service Date Prac Debit Credit  Owing Description A Delete ltem
69101/01/02/2018 |PB §52.00 §52.00 Initial Consultatic -
6910105/02/2018 PB §75.00 Reori
< 2 : - eprint
69101|10/02/2018 |PB §75.00
Delete ltem
Edit [tem
Edit Invoice t

Edit Invoice / Payment Time

Unlink Item From Consolidated Invoice

Unlink All ltems On Consolidated Invoice

Medicare Easyclaim >

Reset Columns

EXport
v
< >
Show Outstanding Only [JShow as Account |
“Primary
90+ Days 60 Days 30 Days Current Balance
0.00 $0.00 $0.00 $202.00 $202.00 Help

Unlink Item from Consolidated Invoice will unlink the selected item from the
invoice, separating it from the consolidation and reverting the item to its original
invoice number.

Unlink All Items on Consolidated Invoice will unlink all items from the consolidated
invoice, separating all invoices to their original invoice numbers.

If needed, a summary of the consolidation can be seen by hovering your mouse over
the Invoice # as seen below:

Account | Prirnary

Invoice # [Service Date Prac Debit Credit  Owing Description A
69101 [01,/02/2018 |PB §32.00 532.00|Initial Consultatic
69101 [05/02/2018 |PB 75.00 75.00 | Standard Consult
69101 110022018 PR 57500 575001 Standard Consult

Consolidated Invoice ID: 65101
Invoices consolidated at 23/02/18 1:05:00 pm by Admin

690028 01,/02/18 11:00:00 am
69099 05/02/18 11:00:00 am
69100 10/02/18 11:00:00 am
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Invoice consolidation can be disabled globally from the Statement / Invoice
Defaults tab of System Information.

—

M, System Information El 20
Statement / Invoice Defaults  Options Banking Appointment Book| * E
[~Printing and Emailing- a
[]Print Invoices/Receipts  [] Email Invoices/Receipts eSS
Receipt Template Receipt Template v
Invoice Template Invoice Template v
Statement Template | Statement Template v
Update Accounts
[[] Generate a separate PDF for each invoice
Send no morethan 0 : =nts pe
w I Consolidate invoices that have not been issued
Help

Alternatively, consolidation can be managed per account from the Billing Details tab
of the patient file. Preferences set on the account will override the global settings of
System Information.

& Patient - Mr John Smith o] @ (==
Billing Details Medicare / DVA Transactions Attachments Appointments Events SMS No| ¢ L
Primary I Close
b Bilkdo This Basty WC) Individual @ Linked Statement/Invoice Preference 3
a File Label
Name Smartsoft Insurance | Email v
Address | 107 Flinders Street Override invoice settings Letter
ADELAIDE SA 5000 O Iﬁv0|ces |ﬁ separate PDFs
Limit email attachments Treat. Plan
Home Ph | Work ph| Consolidate invoices Print Options
Email insurance@smartsoft.com.au Hold statement Total Billed
Hold invoice  |Advanced $463.00
= PR Last Paid
Other details
AccountNo.  Claim No. Client ID Hospital / Facility 11/07/2017
Last Statement
Employer Injury Injury Date -Last [Roice
08/01/2018
Referring Doctor
More... New Acc.
~Primary Delete Acc.
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $239.00 $239.00 Help
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Statements

A Statement is a summary of outstanding invoices.

Typically, a statement will be sent periodically to clients with multiple outstanding
invoices or large accounts, which they can then use to make appropriate payments.

To generate a statement, click the Statements button.

Statements X
Select Account
Close
Primary v
Print
Statement Type
(® All Outstanding Invoices Preview
(O Outstanding Invoices 7, 018 7
Email
O All Invoices 07/02/2018
O Invoices Containing Selected Transactions PDE
O Reprint Statement No.10609 (06/03/2018) $100.00 Log
Options Delete
Print itemised invoices on statement
Print copies of invoices
Include unallocated payments (credits)
Filter
[ By Practice
Group Dr Robert Smith Group
Practitioner Peter Brown
Help

Statements can be generated for:
e All Outstanding Invoices
e Outstanding Invoices or All Invoices within a date range
e or by Invoices Containing Selected Transaction.

Additional statement options are also available:
Options
Print itemised invoices on statement
Print copies of invoices
Include unallocated payments (credits)

Print itemised invoices on statement.
Selecting this option will itemise the items on each invoice.

Printed: 6-Oct-2017

STATEMENT No. 10254

ABN 123-456-789

Invoice # Date Provider No Item Description Invoice Amount Payments Balance
68320 03/07/2017 A1234567 C005 Standard Consultation $75.00 $0.00 $75.00
03/07/2017 A1234567 M-001 Massage- 40 Mins. $45.00 $0.00 $45.00

03/07/2017 A1234567 P-2 Pillow- Standard Soft $28.00 $0.00 $28.00

$148.00 $0.00 $148.00

68321 25/06/2017 A1234567 C005 Standard Consultation $75.00 $0.00 $75.00
$75.00 $0.00 $75.00

68322 24/05/2017 A1234567 €002 Initial Consultation $52.00 $0.00 $52.00
$52.00 $0.00 $52.00
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When deselected, the statement will only show invoice totals.

Printed: 6-Oct-2017

STATEMENT No. 10255

ABN 123-456-789

Invoice # Date Invoice Amount Payments Balance
68320 06/10/2017 $148.00 $0.00 $148.00
68321 06/10/2017 $75.00 $0.00 $75.00
68322 06/10/2017 $52.00 $0.00 $52.00
Print copies of invoices.
Selecting this option will print copies of each invoice listed on the statement.
The invoices will appear as additional pages on the statement document.
H ‘ I Page 2 of 4 I m H = E }e ? Close
Printed: 3-Jul-2017 Tax Invoice # 68305
ABN 123-456-789
Date ltem Description Payment Fee
03/07/2017 CO005 Standard Consultation $75.00
03/07/2017 M-001  Massage- 40 Mins. $45.00
03/07/2017 P-2 Pillow- Standard Soft $28.00

No GST included.

Include unallocated payments (credits).
Select this option to include unallocated payments on the statement.

STATEMENT No. 10256

Printed: 6-Oct-2017

ABN 123-456-789

Invoice # Date Provider No Item Description Invoice Amount Payments Balance
68320 03/07/2017 A1234567 Coo5 Standard Consultation $75.00 $0.00 $75.00
03/07/2017 A1234567 M-001 Massage- 40 Mins. $45.00 $0.00 $45.00

03/07/2017 A1234567 P-2 Pillow- Standard Soft $28.00 $0.00 $28.00

$148.00 $0.00 $148.00

68321 25/06/2017 A1234567 C005 Standard Consultation $75.00 $0.00 $75.00
$75.00 $0.00 $75.00

68322 24/05/2017 A1234567 C002 Initial Consultation $52.00 $0.00 $52.00
$52.00 $0.00 $52.00

68323 06/10/2017 A1234567 Unallocated Payment $0.00 $150.00 ($150.00)
$0.00 $150.00 ($150.00)

With your statement options selected, you can now Print, Preview, Email or PDF

the statement.

Previously created statements are available under the Reprint Statement menu.

(®) Reprint Statement

Mo 10462 (04/07/2017) 512500 |~

By selecting a previously created Statement the Delete option will also become
available. This can be used for statements issued in error that need to be deleted.

The Log can also be accessed to view all statement activity within the patient file.

Statement / Invoice Log

04/07/2017 12:02 pm|

04/07/2017 11:57 am PDF

Date/Time Activity Statement No. Statement Date Balance

m--m

10462 |04/07/2017

§125.00 M

Itemised Invoices User

M Admin
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To search for a statement or invoice number, go to the System menu and select the
Search Statements & Invoices option.

\ Sptem 1 Reports Window Help

|

QQ Search Statements & Invoices ‘

The Search Statement & Invoices screen will appear.

e =

M2, Search Statements & Invoices @
Search For
Close
10152 \
Refresh
Search On-
Statement Number Invoice Number

Old Invoice/Statement Number

Number Batch Type Name Date A
b= 10152 Statement  MrJohn Smith 18/09/2017
Invoice No Date Prac  Name Debit Credit Cna

Y 7 O O

768115 02/06/2017 |Bob | Mr John Smith ‘

68116/15/06/2017 |Bob | MrJohn Smith | 32“
68165,01/07/2017 |[Bob | Mr John Smith w 32|
68166|04/07/2017 [Bob | Mr John Smith | 32| '
68167|11/07/2017 [Bob | Mr John Smith ‘ 32| v

< >

v

Help

Enter the invoice/statement number to search for in the Search For field.
Select which option you wish to search on:

= Statement Number

= |nvoice Number

= Old Invoice/Statement Number

To view the transactions on a particular invoice or statement, click on the plus (+)
located on the left of the invoice/statement number.

If you wish to view the transaction associated with a patient’s file, double click on the
invoice item to open up the Transactions tab for that patient.
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3,, Patient - Transactions

Transaction Log

The Transaction Log in the patient file is used to produce a list of transactions
between two dates for a patient.

M Transactions - Mr John Smith || (=)
Date Prac MName Itern  Debit Credit  GST Description A Close ]
05/01/2016 Wr John Smith 505 | g7e00] | IStandard Treatm|B :

+ 1 05/01/2016 Susan MrJohn Smith $78.00 Payment Receive%i [E]
14/02/2016 Susan MrJohn Smith 505 $78.00 Standard Treatm e
#14/02/2016 Susan MrJohn Smith $78.00 Payment Receive =
31/03/2016 Susan MrJohn Smith 505 $78.00 Standard Treatm _ @ Detailed
A L () Summary
From  Friday, Lanuary 2016 | v | Trangfer Out $0.00 Transfern $0.00
To  Thursday, 31 March 2016 | v Reductions $0.00
@ Date Entered _ Date of Trans, Write Offs $0.00
vFiI.teBr : | Refunds $0.00  Prev Credits Used $0.00
|| ByItem
9 Item Code | 10960 GST Refunds $0.00  GST Reductions $0.00
Schedule MNon-Service GST Write Offs $0.00
Item Group |Initial Consultatior O81Eree Cred SLu
[F] By Practice Billed GST $0.00 | Received GST $0.00 Manually update or
@ Group Adelaide Biled Other | $23400 | Received Unalloc 8000 | | ElAuto Update & Auto Update option
Practitioner | Beare s e aer Total Billed $234.00 | Received Other $234.00 T
ractitioner | George Rogers - H | Update
[F i azelwood Park Met Billed $234.00 | Total Received $234.00 4}
| By Location |Hazelwood Park et Bille otal Receive Help

Two dates are associated with each transaction, the date when the transaction was
entered into the system (Date Entered) and when the service was provided (Date of
Trans.).

Set the From and To dates to view the desired period. Select the Date Entered
option to view transactions as they were entered into the system. Alternatively,
select the Date of Trans. option to view transactions by the date of service.

Select the By Item option to view transactions that relate to a particular Item Code,
Schedule or Item Group.

Select the By Practice option to view only the transactions that relate to a particular
Practitioner, Practice Group or Reporting Group.

The report may be printed or previewed by clicking the Print or Preview buttons
respectively.

The method of payment can be viewed by clicking the plus (+) to the left of the
payment.

If the details of each transaction are to be printed select the Detailed option.
Alternatively, if only summary totals are required select the Summary option.

This report automatically updates whenever the date or any of the filter options are
altered. To manually update the information after you have selected the report criteria
uncheck Auto update and click the Update button.
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Front Desk 2021 uses several different transaction types to record accounting
details. A description of these transaction types follows.

Transfer In and Transfer Out (inter-practitioner transfers) are amounts credited to or
debited from practitioners on a patient's account, for internal accounting reasons.
These transaction types are used to help keep track of payments paid in advance to
a practitioner, which appears as a credit on a patient file, which is later used to pay
an amount for a different practitioner.

Write Offs are amounts credited to a billed item if you wish to clear an owing
amount, generally due to difficulties in collecting this debit.

Reductions are amounts credited to a billed item to apply a discount to the normal
full fee. The full fee and the reduction amount will be shown on printed receipts and
accounts. Using reductions is the preferred method for charging reduced fees to
concession type patients.

Prev. Credits Used (Previous Credits) are payments made using an existing credit
(also referred to as unallocated payments) on a patient’s account. No physical
payment is received for a payment made with an unallocated amount, but the
patient’s credit amount will decrease appropriately by the use of a credit on the
patient file.

GST Write Off is the GST component of an amount written off from a patient account.

GST Prev Cred. (Previous Credit) is the amount of GST paid by a patient using
credit (unallocated payments).

Refunds are the total amount of refunds for that period including GST.

GST on Refunds calculates the total amount of GST on refunded items.

Received GST is the amount of GST received.

Billed GST is the amount of GST that has been billed.

Received Unallocated is the amount of unallocated payment received. These are
credits on a patient account not allocated to pay any specific item or payments made

in advance.

Received Other is the received amount for a period excluding GST and Received
Unallocated amounts.

Billed Other is the billed amount for a period excluding GST billed amounts.
Total Billed is the total billed, including GST.

Net Billed is the total billed minus reductions, write-offs, GST reductions and GST
write-offs.

Total Received is the total physical amounts received, including GST and any
payments made using patient credits (unallocated amounts).
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Write Offs

Write offs are amounts written off a billed item if you wish to clear an owing amount.
A write off can be used if a debt is unrecoverable or if a correction is required on an
account. To perform a write off, click the Write Off button. Enter the amount to write
off in the Write off Amount field.

To allocate an amount to the oldest outstanding item(s) select the Auto Allocate
button. The write off function can also be used to add reductions to items. For the
amount to be recorded as a reduction, select the Fee Reduction option. Reductions
can be viewed as a discount applied to a billed item.

M, Write Off / Fee Reduction ==
F Process as Write Off Amount
ee :
. ® Wite Off s §———————  Allocation Amount
Reduction ——) o e reduction i P
option
Date [item  Description [prac|  gilled|  Owing|  Allocation
14/0/2016 503 Long Consultation Robe 0.0 40.00 [ =~ Q’— Manua”y allocate
No Payment
Fuil Payment
Rebate Only
Gap Only
HICAPS Only.
[ e | ok | [ cancel |

You will be prompted by the following dialog to enter a reason for the write off or fee
reduction, click OK when completed.

-
Reason for Write Off

bad debt|

[ OK ] [ Cancel I

Front Desk 2021 - Note

Front Desk 2021 uses an open item accounting process. This is a method of
transaction recording, which provides greater details on which individual items have
and have not been paid, rather than just recording an outstanding balance amount.
This is why Front Desk 2021 enforces payments and credits to be made against
specific items on an account.

To manually allocate a write off amount to a particular item, select the corresponding
allocation cell and enter the amount or alternatively use the payment drop-down box
to select an amount. The amount entered must be less than or equal to the amount
owing for the item. The total of the amounts in the allocation column must equal the
Write off Amount. Use the Auto Allocate button after manually entering an amount
to automatically distribute any remaining amount to the oldest unpaid items. To clear
the amounts in the allocation column, click the Clear Allocated button.

To process these transactions click the OK button, or click Cancel to cancel the
operation.
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Refunds

Front Desk 2021 enables you to refund a patient for any paid items or unused credits
(unallocated payments). Simply click on the Refund button from the Transactions
tab. You will be presented with a list of paid items and any unallocated payments
that have been made by the patient.

Enter the Amount to Refund and allocate the amount to the appropriate
transactions. If the item(s) to be refunded are the most recent, click the Auto
Allocate button. This will distribute the amount amongst the listed items (note the
amounts in the Allocation column), the most recent being refunded first.

To distribute the amount manually, click in the Allocation column of the item to be
refunded and manually enter the amount. To clear the amounts in the allocation
column, click the Clear Allocated button.

Refund - Mr John Smith - Primary (3]
Amount to Refund m
CIearAIIocated] [Auto Allocate | Amount to Allocate $0.00
Date Item Description Prac  Paid Allocation (—‘—— Allocation Option
P|14/01/2016 505 Standard Treatment Susan $78.00 $0.00
18/10/2015 555 Hydratherapy Susan $70.00 $0.00 |-
03/10/2015 555 Hydrotherapy Susan $70.00 $0.00
24/09/2015 514 Extended Consultation Susan $50.00 $0.00
07/07/2015 510 Long Consultation - 2 areas Susan $45.00 $0.00
14/01/2015 B-1 Small Back Support Susan $55.00 $0.00
l oK I [ Cancel ] i Help }

Refunded items can be viewed in the transactions tab. The Transaction Log also
shows refunded items.

(¥, Patient - Mr John Smith o] B =)
Transactions Quotations Appointments Events SMS Notes  Clinical Notes Recalls Trac * |*
Account  Primary v Close
Invoice # Service Date Prac Debit Credit  Owing Description ~ Delete ltem
69081/01/02/2018 |Bob $128.00 $128.00| Consult & Treatr
Refu nds 69082 03/02/2018 |Bob $75.00 $0.00 Standard Consult Edit ltem
will be o) 69082/03/02/2018 ' Bob §75.00 Payment Receive :
& 6908323/02/2018 |Bob $100.00, -$100.00|Unallocated Payr Reprint
recorded 69084/06/02/2018 [Bob | $100.00 $0.00 Extended Consulf
under the 69084 06/02/2018 |Bob $50.00 Fee Reduction Simement
transaction ¥ 69087 06/02/2018 Bob $50.00 Payment Receive o
tab 69085/07/02/2018 |Bob $75.00 $0.00 Standard Consult SaELed
| + 69085 07/02/2018 Bob §75.00 Payment Receive Write Off
69090|23/02/2018 |Bob §75.00 Refund
69088 23/02/2018 |Bob $75.00 $0.00 Standard Consult Refund
o 69089|23/02/2018 |Bob $75.00 Write Off 23/2/20
Export
v
< >
[J Show Outstanding Only [[]Show as Account
Primary
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $28.00 $28.00 Help
Export

The current view can be exported to CSV or Microsoft Excel using the Export button.
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Select the Appointments tab from the patient file.

W&, Patient - Mr John Smith = B =
‘ Appointments iEvents I Notes | Recalls I Tracking ] Atta;hrmentsrl Contacts | )V(-rays”_ L]ite
| Appointments :CancelisescheduIesJ Statistics i Patient Booking Gateway | | Close \
Time Group Item Code Appointment Type Practitioner Mz # l i ‘
19/08/2015 10:15 Ak | 500 Initial Consultation George Rogers 18, —
»|25/08/2015 10:00 &AM [¥] 505 Pilates class George Rogers 18, ‘ Print }
[ Sch. Label |
= ‘ Treatments ’
‘ Make App ‘
Uncheck to =
view all 4 '
appointments ——) 7| Future Appointrments Only Missed Appointment
‘ ‘ Default
Select if the __) Remind Patient of Appointment: . Default Appointment Type ( Appointment
patient requires <Never> (=) Type setting
reminding on all
appointments 90+ Days 60 Days 30 Days Current Balance .
$0.00 $0.00 $0.00 $78.00 $78.00 ‘ Help

By default only future appointments will be shown in the Appointments tab. To view
past appointments, uncheck the Future Appointments Only option. Double-clicking
an appointment will take you to that location on the Appointment Book.

Missed Appointments will be highlighted in yellow. Appointments will appear as
missed if a transaction has not been entered for that day with the appointment
practitioner, and if it is at least one hour after the missed appointment time.

To delete an appointment, highlight the desired appointment and click the Delete
button, the user will be asked to enter a reason for deletion. To select multiple
appointments for deletion, hold down the <CTRL> key on the keyboard whilst making
your selection.

Patients can have a Default Appointment Type. Each appointment made for this
patient will use the default appointment type unless otherwise specified. The default
appointment type applies to new appointments only. If you have set up Following
Appointments under the Appointment Types section in System Information, then
any appointments made by the Make Next Appointment method will default to your
Following Appointments settings.

Patient appointment reminders can be set as a default with the Remind Patient of
Appointment option. Select from the drop-down box one or more of the three
options - Reminder is a telephone call, SMS Reminder is a text message sent to
their mobile and an Email Reminder is a message sent to their email address. A
reminder tag will appear on all future appointments. This can also be set as a default
when creating new patient files in System Information - Defaults.

Front Desk 2021 - Tip

SMS and Email Reminders will only be available if you have enabled the SMS and
Email Integration functionality on the Advanced tab in System Information.
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Cancels/Reschedules

Appointments that have been cancelled or rescheduled will appear in the
Cancels/Reschedules tab.

,B, Patient - Mr John Smith = @

Appointments iEvents | Notes | Recalls lTracking lAttachments | Contacts I X-rays ‘

v

:Appointments‘ Cancels/Reschedules ‘ Statistics | Patient Booking Gatewaﬂ Close

Appointment Prac  Type Time of change  Change To -

Delete
>|718f081'15 10:15 am AS Cancel 18/08/15 10:11 am

Print

Sch, Label

m

PIERDY,

Treatments

Make App

< »
Remind Patient of Appointment: ["| Default Appointment Type
<MNever [3
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $78.00 $78.00

An appointment will only be recorded as rescheduled if the appointment has been
changed to another day, not just to another time on the same day, and only if using
the Change Appointment option to move the appointment.

An appointment is recorded as cancelled if you delete an appointment and select the
Record as Cancelled option.

Confirm lﬁJ ]

@ Delete Selected Appointment?

[#] Record as cancelled

To delete a cancellation or reschedule record, click Delete.

The User who changed the appointment is recorded in the Cancels/Reschedules
tab of the patient file.
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Statistics
To view statistics on a particular patient's appointments click on the Statistics tab.

M2 Patient - Mr John Smith = @[3
! Additional l Billing Details l Clinical Notes | Medicare / DVA [ Transactions! Appointments Events | ¢ | *
’ Appointments I Cancels/Reschedules ‘ Statistics l Patient Booking Gatewaﬂ Glace
Past Appointments 11 Missed Appointments 1 Delete
Future Appointments 1 Cancelled Appointments 1
” ' "
Next Total Appointments 12 Rescheduled Appointments 1
ex ——
Appointment » Mext &pp: Monday 18/01/16 (four days) Sch, Label
Treatments
Make &pp
Remind Patient of Appointment: ["] Default Appointment Type
<Newver> ‘v
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $40.00 $40.00

This section of the patient file displays the number of past and future appointments
as well as total missed, cancelled and rescheduled. The patient’s next appointment
will also be included on the statistics tab. If the patient has no next appointment then
their last appointment date will be displayed.
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Print
The Print function provides several options when printing patient appointments.

Print Appointments ﬂ

(®) Print Future Appointments (Appointment Schedule)
() Print Past Appointments

() Print All Appointments

() Print Appointments in Date Range

to

(®) Appointments and Group Appointments
() Appointments only
() Group Appointments only

<All Class Types>

OK Cancel

Print Future Appointments (Appointment Schedule) will print the patient’s future
appointments.

Print Past Appointments will print the patient’s appointment history.

Print All Appointments will print all the patient’s appointments.

Print Appointments in Date Range will print patient appointments from a specific date range.

These options can be filtered to print Appointments and Group Appointments,
Appointments only or Group Appointments only.

To change the print layout of appointments go to System Information and select the
Printing Options tab, followed by the App Sched tab.

The Sch. Label button prints the next 5 appointments onto a business card sized
label. Select the label you wish to print on and click the OK button. The required
labels for this print out are Avery Laser Labels [AV93-8101] [DL24]. To adjust the
alignment of labels go to System Information and select the Printing Layout tab.

~
R Appointment Label l&J

Card 1 Card® Card 17

Card 2 Card 10 Card 18

Card 3 Card11 Card 19

Card 4 Card12 Card 20

Card 5 Card13 Card 21

Card b Card 14 Card 22

Card 7 Card15 Card 23

Card 8 Card 16 Card 24

Avery Laser Labels (AV93-8101) (DL24)
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Treatment Frequency Graph

Select the Treatments button from the Appointments tab to display when the
patient has attended for treatment. Note that this graph is based on a patient’s billed

transactions, not appointments.

% Treatment Frequency Graph - John Smith

o] @ ==

£ o |

[] ByItern Code [T]By Account (

Schedule

[T] By Practice
Practice Group

Practitioner Itern Code

102 13 14 [s [6 [z [ [o [10l11]12]13[14[15]16]17[18]19]20(21]22]23]24]25]26]27] 28] 23] 30[31

E. el

é Print
& Preview t

This is only shown
if Multiple
Accounts is
activated

Jul 14 |1J

Aug 14
Sep 14 )
Oct 14
Now 14|
Dec 14
Jan 15 X
Feb 15
Mar 15 X
Apr15
May 15 X X

Jun 15 X X
Jul 15 X

Aug 15
Sep15| X X X
Oct 15 X
Now 15
Dec 15
Jan 16 XXX

X
X

XX

|, Help

The treatment frequency graph may be used to help a practitioner assess previous
and possible future treatment plans. Patients requesting a copy of their treatment
dates to claim travel allowances can be given a treatment frequency graph instead of
a detailed transaction print out. This will provide appointment dates without the
amounts being charged for each treatment.

To generate a graph relating to a particular practitioner or practice group, select By
Practice and the relevant Practitioner or Practice Group.

To generate a graph relating to a particular schedule or item code, select By Iltem
Code and the relevant Schedule or Item Code.

To generate a graph relating to a particular account, select By Account and the
relevant account. Please note that the By Account option is only available if
Multiple Accounts is enabled in System Information.

Make Appointment

You can make appointments for the patient directly from the patient file using the
Make App button. This option allows you to make a single appointment or schedule
multiple appointments. Refer to the section on the Appointment Scheduler for
instructions on how to use this feature.
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Select the Notes tab from the patient file.

J& Patient - Mr John Smith o @ [k
| Clinical Notes | Medicare / DVA | Transactions | Appointments | Events | Notes | Recalls | Tracking * | *
Motes | - I Close ]
Referrals ]

Warnings  Leftwallet behind.
Must pay the $50 outstanding

The Referral Date can be

l( 1 changed if required
Referrer1  Kate Smith |:J Date 04/08/2015 [v [ Professional
Referrer 2 (] Date |+ [CProfessional € Check if a Professional referrer
Eaient |v Created 04/08/2015
Occupation
90+ Days 60 Days 30 Days Current Balance

$0.00 $0.00 $0.00 $0.00 $0.00 Help- |

The Notes window is a scrollable area that can contain notes regarding the patient.
Generally, this area would be useful for administration notes for the patient.

Warnings

Patient warnings or reminders can pop up when accessing the patient file and/or
when making an appointment. To alter the warning preferences, select Options from
System Information.

Referrers
Referrer 1 and Referrer 2 are used to record patient referrals. To enter a referrer,

click the browse button () and search for the referrer from the Search on Patient
screen. Tick the Professional box if the referrer is professional, i.e. GP or another
health professional.

If the referrer is not a member of the patient list click the New button and enter the
details in the New Referrer dialog. To enter the referrer as an entity such as Yellow

Pages or perhaps the local newspaper, use the Person/Entity button lﬂ to change
the name format as required.

. N
New Referrer LJ&
; 0K

Name “Velow Pages o Person/Entity
Address
Phone Home Wark

Mabile Fax

Email
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Occupations

To enter a Patient Occupation either type directly into the field, select one from the
drop-down box or right click on the field and select Add Occupation.

Referrer 1 .|| Date « | [] Professional
Referrer 2 .|| Date « | []Professional
Patient  [g1c ctrician « | created|0s/07/2017

Occupation

T Creating Patient Occupations

To set-up standard occupations within Front Desk 2021 select Occupations from the
System menu as shown below.

System ] Reports Window Help

"]—1" Occupations

To create an occupation, click the Add button.

'* Occupations @lﬂl@]w
Description - Close
glHairdresser |
P.E Teacher
Personnal fssistant Edit
Physio
Plumber Delete

Receptionist

Sales

Teacher

| i

- Help
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Enter the description into the Occupation field and click OK. To edit or delete an
occupation highlight the occupation and click the Edit or Delete buttons.

New Occupation ﬁ

e [ o ]
Cancel

Ocecupation

Patient Occupations can also be created by right-clicking on the Patient Occupation
field and selecting Add Occupation.

-

'R Patient - Mr John Smith =<

’ Clinical Notes | Medicare / D& I Transactions IAppointments I Events | Motes iRecaIIs | Trackingr‘ X

| :

Referrals

Warnings  Leftwallet behind. -
Must pay the $50 outstanding

Referrer 1  Kate Smith E] Date 04/08/2015 lv ["] Professional
Referrer 2 E] Date lv ["] Professional
Patient L Cranted 04/08/2015
| Occupation > Add Occupation ‘(
90 + Days 60 Days 30 Days Current Balance

$0.00 $0.00 $0.00 $0.00 $0.00 Help
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Patient Referrals

To list all patients who have been referred to the practice by this particular patient,
click the Referrals button under the Notes tab. The following Patient Referrals
dialog will be displayed.

& Patient Referrals
Name Address Billed | BT
P[Mr Shannon Alander 3 Trim Drive Ridgehaven S8 5097 $1,625.00
Mr Christopher Foster 129 Beulah Road Norwood S& 5067 $156.00
Mr David Turelli 34Wedgewood Road Modbury North S& $40.00 |
Total Patients 3 Total Billed  $1,821.00
Filter
("] by Date From |Tuesday, 1 December 2015 To |Thursday, 31 December 2015
[V] Professional [V Non-Professional ’ Help 1

The number of patients referred is displayed in the Total Patients field and the total
amount billed to these patients is displayed in the Total Billed column.

To display the patients who have been referred to the practice within a specified
period of time, select by Date and enter From and To dates.

To view both Professional and Non-Professional referrers keep both options
selected, otherwise uncheck the one you don’t wish to search on.

Front Desk 2021 - Tip

If the Medical Specialist Referrals functionality is required in your practice refer to the
Advanced Features section at the end of this manual. This option should only be
used by medical specialists with allied health professionals using the default medical
referral functionality in Front Desk 2021.
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Select the Recalls tab from the patient file.

J& Patient - Mr John Smith & ==
‘Appointments ’ Events l MNotes ! Recalls | Tracking lAttachments I Contacts IX-rays 4

Cl
Date Recall Type Notes -~ &

Thu 14/7/2016 6 Month Appointment 6 month appointment recall.

il

Edit

Delete

1=
o
o

m

2™ »

[¥] Future Recalls Only

90+ Days 60 Days 30 Days Current Balance

$0.00 $0.00 $0.00 $0.00 $0.00 Help |

Click Add to create a new recall, and select a Recall Type from the drop-down menu.

New Recall @
Recall Details
Recall Type oK I
6 Month Appointment E Cancel

Notes
6 month appointment recall.

Recurrence pattern
Recurrence _)0 Once This recall occurs only once
options  Daily
) Weekly
Monthly
) Yearly

Recall date

[«<][<] 1eduly 2015 I+ B>l <€ Recall date

selection

6 months

(twenty six weeks) Help ‘

Any notes relating to the Recall can be added in the Notes field.

To create a new recall type, right click on the Recall Type field and select Add

Recall Type.
Recall Details
Recall Type
6 Month Appointment Add Recall Type |
Motes

Set a Recurrence pattern by selecting which time interval to repeat the recall upon;
Once, Daily, Weekly, Monthly or Yearly.




Future Recalls
Only option
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Depending on the repetition interval selected, different options will become available
to customise the recurrence.

Recurrence pattern

) Once Recur every 1 week(s) on:

Ijl L Monday |:|Tuesday Wednesday DThursday
@ Weekly )

© Monthly [T Friday [ saturday [] Sunday

() Yearly

When repeating a recall more than once the Range of Recurrence allows the user
to specify the initial recall date, and the total number of recurrences.

Range of recurrence

9 End after: 10
() End by:

Start: 14/07/2016 Iv occurrences

14/07/2016

When a recall is set to occur only once, a single recall date will be available to select
using the arrows provided. Alternatively selecting the date drop-down option will
allow you to select a particular calendar date.

Recall date

[«d[«<][ <] 14July 2016 [+ [2]>>]»]
Gmonths | 4 July 2016 >
(bwenty six we

Mon Tue Wed Thu Fri Sat Sun
27 28 29 30 1 2 3
4 5 6 7 8 9 10
1 12 13 {143 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31
1 2 3 4 5 6 7

[ Today: 14/01/2016

Click OK to complete the recall.

* Patient - Mr John Smith
[ Appointments [ Events [ Notes | Recalls |Tracking [ Attachments | Contacts [ Xerays |

!
8

Date

Thu 14/7/2016
Thu 21/7/2016
Thu 28/7/2016
Thu 4/8/2016

Thu 11/8/2016
Thu 18/8/2016
Thu 25/8/2016
Thu 1/9/2016

Thu 8/9/2016

Thu 15/9/2016

@

Recall Type

6 Month Appointment
6 Month Appointment
6 Month Appointment
6 Month Appointment
6 Month Appointment
6 Month Appointment
6 Month Appointment
6 Month Appointment
6 Month Appointment
6 Month Appointment

Notes

¢J 6 month appointment recall.
() 6 month appointment recall,
(J 6 month appointment recall.
€) 6 month appointrent recall,
(J 6 month appointment recall.
() 6 month appointment recall.
() 6 month appointment recall.
() 6 month appointrent recall.
(J 6 month appointment recall.
() 6 month appointment recall,

Close

Ad

il

Edit

Delete

i

<
[V] Future Recalls Only

90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00

Help |

t

To view past recalls, deselect the Future Recalls Only option.
To edit or delete an existing recall, select the recall and click Edit or Delete.
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; Creating Recall Types
To set up standard recall types select Recall Types from the System menu as

shown below.

System ] Reports

Window Help

& Recall Types

To create a recall type, click Add.

'[._ Recall Types

Recall Type

Previous Recall

Mew Appointment

-

[ JIMissed Appointment

m

[7] Show Archived Recall Types

Close

g

Delete

Used to change the order Recall Types
are listed

(2],
@‘

Enter the Recall Type and Default Period and click OK. To edit or delete a recall
type, select the recall type and click Edit or Delete.

-
Mew Recall Type

[ |

Recall Type

Default Period

& Month Review

& | Month(s) -

[] Archive

To adjust the order in which recall types appear, use the up and down arrows.
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Select the Tracking tab from the patient file.

"W, Patient - Mr John Smith (o] @ ||
| Medicare / DVA | Transactions| Tracking |Appointments| Quotations | X-rays | Events | Motes | | [0

Tracking Categoaries Patient Tracking Categories

iﬂr;hritis E:eh:tes

cbow

Pregnancy

90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 $0.00 $0.00 $0.00

Tracking categories are used as Filters when generating patient lists for reports or
mail outs. These items are generally clinical, administrative or marketing in nature.

To define a patient’s tracking items, the categories are moved from the left window to
the right window. To move categories from window to window, the arrow (<,<<,>,>>)
buttons may be used or the drag-and-drop technique may also be used.

Click the >> button to move all categories from the left to the right.
Click the << button to move all categories from the right to the left.
Click the > button to move selected categories from the left to the right.
Click the < button to move selected categories from the right to the left.

To select multiple tracking categories hold down the <CTRL> key on the keyboard
whilst making your selection.
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"o
a8 Creating Patient Tracking Categories

To set up standard tracking categories select Patient Tracking Categories from the
System menu as shown below.

.5 Patient Tracking Categories

To create a tracking category click the Add button.

)8, Patient Tracking Categories = = ||
Description - Close
goo-_
Arthritis |
Diabetes
Head Aches
Knee
Pregnancy
- | ]

Enter the description into the Tracking Category field and click OK. To edit or delete
a tracking category select that particular category and click the Edit or Delete
buttons.

i B
Mew Tracking Category u

Tracking Category Heart Condition]|

| QK I
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Select the Attachments tab from the patient file.

J& Patient - Mr John Smith = @ [k
i i Attachments | X- ] L2
lAppomtments | Events l MNotes | Recalls l Trackmg‘ | Contacts IX rays ’ |
Date / Description Owner Extension 2 E
> 01/09/2015 Referral - Thank you letter Admin ) Microsoft Office "J Add
14/12/2015 GP Report Admin * Front Desk Docun| =
= Delete
Wiewy
. Export
Scan
A Optimise
| »
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00

The attachments allows you to add files to the patient file. These files can include
letters, scanned documents, pictures, sound files or videos.

To attach a file or document to a patient file click the Add button. The following Add
Attachment dialog will appear.

i

Add Attachment

Description  Referral Letter m

File to attach  C\Users\andrewA\Desktop\Referral_Lette[,, )

Enter a Description that reflects the nature of the attachment. Search for the File to

attach by clicking the browse button E], then click OK. Multiple files can be selected
for attachment by holding down the <SHIFT> key while selecting the files.

The drag-and-drop technique may also be used to insert an attachment, drag the file
from its location into the attachments grid.
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To restrict access to an attachment click the Security button. This allows users to
grant access to All Users, No Other Users, specific Practitioners, specific Practice
Groups or specific Users.

Users can select the Attachment Owner, Default settings and to Hide Description
for users without access to this file.

r -

Attachment Security

Attachment Owner | Admin v]

Attachments entered by the owner will Defauils

be available to: ["] Set as default
All Users s
Mo Other Users
Practitioner

@ Practice Group

User

Practice Group o

Add
P|Massage

-

m

Hide Description for users without access to this file Help
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The attached file should be as small as possible; to assist with this Front Desk 2021
will display a message letting you know if the file size is too large. You can turn this
warning on and off or set the maximum size in System Information - Attachments.

Click Yes to add the attachment at the current size.

Confirm lé]‘

"6" The file you are attaching is 11210 KB.

'We recommend that attached files be optimised so that they do not unnecessarily
take up database space.

Are you sure you want to add this file as an attachment now?

If you are adding an image, click No to add the attachment at the current size or click
Yes to optimise the image.

[ Canfirm @

'9' The file you are attaching is 3926 KB.

We recommend that attached files be aptimised so that they do not unnecessarily
take up database space.

Would you like to aptimise this image now?

Yes Mo

Images can also be optimised by selecting the attachment in the list and clicking
Optimise.

Optimise JPEG attachment =)
~ | JPEG Quality
High [ Tz
Wwidth Height
00 818
9/12/2008 L Ergemets
A2 Rotate

Ton
100 The Parade .
Neorwood SA 5067 smartso

We would like to thank you for referring Mrs Jacqueline Alesander. [t is truly

hen one of our patien Original Size: 22.2 KB

Optimised Size: 22.2 KB
the confidence you have shown in us by referring ancther person to Gur Optimised by D.0%%

D Cancel

The Optimise JPEG attachment screen will allow you to optimise the image in the
database. This will convert TIFF and BMP images to JPEGs and allow you to adjust
the JPEG Quality, convert the image to Greyscale, change the dimensions (Width
and Height), or Rotate the image. The Original Size of the image and the
Optimised Size will be displayed.

To view an attached file, either highlight the specific attachment and click View or
double click on that file. To change the description of an attachment, click the Edit
button, and to remove an attachment click the Delete button.
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If you wish to email an attachment, select the attachment to email and click the Email
button. Multiple attachments can be selected by holding the <CTRL> key and
selecting additional files.

Select an email address using the drop-down menu. The available addresses are
sourced from the patient details, contacts, 3" party billers and the GP/referring doctor
listed in the patient file.

M. Send Email ==
Message Details
Close
To.. | jehn@smartsoft.com.au |~ [:
[ !/!r John Smith (Patient) <john@smartsoft.com.au> Send =1
Ms Stephanie Adams (Contact: M <stephar com.au:
(Bt ] Dr Sam Smith (GP / Ref D) < omau> || Preview |

Subject
Smartsoft Clinic - Referral Letter

Message &2
Hi John

Please find attached your requested referral letter. As
discussed it is in the requested format for your convenience.

Kind Regards

[7] Attached:  C:\ProgramData\Smartsoft\Front Desii Temp'\Referral I[..]

Template <None> +  Format HTML =
* Help

Enter a Subject and the Message. Messages can be populated automatically by
using an existing Message Template.

M, Send Email S5
Message Details

— Cl
K0 john@smartsoft.com.au |v ‘I/
Cc... |v Send (=]
Bec... |v Preview

Subject

Smartsoft Clinic - Referral Lette

Message @
Hi John -

Please find attached your requested referral letter. As
discussed it is in the requested format for your convenience.

m

Kind Regards

-
[P ) 1Y

[V] Attached: C:h\ProgramData\Smartsoft\Front Desk\ Temp'Referral LD

Message

Templates ) Template <None> |v Format HTML -

ST
m
|£‘

Click the Send button to send your email.

Information l_EhJ

I.ﬁ.l Message sent successfully.
-'\___._/"
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Documents can be scanned directly into the Attachments section of the patient file.
This functionality captures and optimises the document so that it is stored at a usable
quality and minimal size. A requirement for the scanning functionality is that your
scanner software should be installed and working on your computer prior to scanning
from within Front Desk 2021.

Clicking the Scan button opens the Scanning dialog.

r 5
Scanning L&
Select source

HP Laserlet 3390 Twalk

Options
Colours:

[Bilack & whis -

Advanced Scanner Dptions
Usze Sheet Feeder
[ouble Sided S canning
Attachment Options
Date
29/01/2003 -
Description
Scanned Document 29/1/2009

Save as...

JPEG @ FDF
S ]
QK Lancel

Select the desired scanner in Select Source. Select from RGB, Grey Scale or Black
& White (depending on your scanner’s capabilities, you may see different options
here) in the Colours drop-down box. Checking the Advanced Scanner Options will
allow you to directly use the scanner software settings, and Use Sheet Feeder
allows the scanning of multiple sheets using the document feeder of your scanner (if
your scanner supports this functionality). The Double Sided Scanning option allows
users to scan both sides of a document when inserted into the sheet feeder of duplex
compatible scanning devices. The Double Sided Scanning option will only be
available when a device with duplex scanning functionality has been selected.

The Date the document was scanned and a Description can be entered using the
respective fields.

Documents are saved as either JPEG or PDF files. We generally recommend JPEG
for documents to be viewed on screen and PDF for documents to be printed.

Press the Scan button to begin the scanning process.
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Once the document has been scanned, a preview of the document will appear in the
Scanning window. Click OK to add the document as an attachment.

[ Scanning ﬂ
[ Selectsource
HP LaserJet 3330 TWAIN +
1 Options -
Colours:
kx:”,':k«‘ :nartv o {RGB ']

[7] Advanced Scanner Dptions
S [7] Use Sheet Feeder

~Attachment Options
i Date
28/08/2015 v

Description
Refenal Letteq

Save as...”
@ JPEG () PDF

[ = Scan ]

[ 0K ] [ Cancel ]

The scanned document has now been saved into Front Desk 2021 and is available
from the Attachments tab.

W, Patient - Mr John Smith o] & ==
IAppointments l Events I MNotes I Recalls ITrackingI Attachments IContacts | H-rays ’ > 2
3 - .. - Close
Date © Description Owner Extension &3
»(08/10/2015 GP Report Admin ‘Front Desk Dacun|
01/09/2015 Referral - Thank you letter Admin @ Microsoft Word D
29/08/2015  Intake Form (Scan) Admin  ®Microsoft Word D
28/08/2015 Referral Letter {Scan) Admin &= JPEG image =
I
& Optimise
< | >
90 + Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help

The list of attachments will be listed in date order with the most recent document at
the top by default.
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Existing attached images can also be optimised by selecting the attachment and
clicking the Optimise button on the Attachments tab.

W& Patient - Mr John Smith

=)= &)

Date
28/08/2015
01/09/2015
14/12/2015
> 15/01/2016

90+ Days
$0.00

/ Description
Referral Letter
Referral - Thank you letter
GP Report

Intake Form (Scan)

60 Days
$0.00

30 Days
$0.00

Owner
Admin
Admin
Admin
Admin

Extension
|e= JPEG image
@ Microsoft Office v
* Front Desk Docurr
= IPEG image

Current
$0.00

m

Balance
$0.00

lTransactions | Appointments I Events I Notes I Recalls I Tracking‘ Attachments - H-ray| ¢ X

Close

Qo

Edit
Delete

Wiewy

Export

Scan

Optimise

Help

Optimise

The following dialog will appear allowing you to Optimise the file by adjusting the
image quality and size (width and height) of these files.

Optimise JPEG attachment

=)

PR SN

~ o~
»

[T

JPEG Quality

High v B0 v %

Width Height
2480 3508

[7] Greyscale

42 Rotate

Original Size: 3926.2 KB
Optimised Size: 415.2 KB
Optimised by 89.4%
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Select the SMS tab from the patient file.

', Patient - John Smith (o] ® [

,Appointments I Events ]—SMS lNotes ] Recalls I Tracking l Attachments | Clinical Notes‘ 7] [

Sent T Status Message H Close

24/05/2016 3:17 prm_ Scheduled 31/05/2016 10:00 am Hi John. Your next appoin|
24/05/2016 3:17 pm | Delivered 24/05/2016 03:17 pm  |HiJohn. Your next appoin
24/05/2016 3:16 pm |Failed to Send [Failed] Hi John, Your next appoin Refresh

Delete

i

m

90+ Days 60 Days 30 Days Current Balance

$0.00 $0.00 $0.00 $0.00 $0.00

The SMS tab is used to record SMS sent to a patient as well as any replies received.
Further, it can also provide delivery information such as when the SMS was received.
Entries into this window are made automatically upon sending or receiving SMS
associated with the patient.

SMS replies can be viewed by clicking the plus icon to the left of the message. This
will also list the time the reply was received.

Sent © Status Message &
(= 123/05/2016 12:51 pm Delivered 23/05/2016 12:52 pm  Hi John, Your next apptwi}

Reply Received

Thanks, I'll be there! 323{051‘2016 12:56 pm

Click the Refresh button to refresh the contents of this window, displaying any new
information available.

Click the Delete button to remove the selected SMS record.
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Through the use of SMS delivery receipts, Front Desk is able to provide an accurate
delivery Status for each SMS. The status column will update automatically:

Message Sent
The message has been sent prior to the introduction of delivery receipts, and no
confirmation of delivery is available. (Included for backwards compatibility)

Message Sent — Delivery Pending:
The message has been successfully sent to the destination mobile provider, however
a delivery confirmation has yet to be received.

Scheduled (Date + Time)
The message has been successfully sent to Smartsoft and will be forwarded to the
destination mobile provider at the scheduled date and time.

Delivered (Date + Time)
The message has been successfully delivered and a delivery receipt has been
received including the date and time of arrival to the patient’'s handset.

Delivery Failed (Date + Time)

The message has been sent from Smartsoft to the destination mobile provider,
however a delivery receipt has been received stating the message failed to reach the
patient’s handset. The date and time indicates when the failure confirmation was
received.

Confirmed failures could be due issues with the destination provider or the device
itself, and may include:

Mobile plan limitations.

Service outages.

Loss of signal.

Handset faults (hardware/software).

Failed to Send

The message has failed to send from your Front Desk system to the Smartsoft SMS
gateway. An error will be displayed at the time of sending detailing why the message
did not send, and additional information may be appended to the status as follows:

Failed to Send [Incomplete]
Failed to Send [Failed]

Failed to Send [Login Failed]
Failed to Send [No Credit]
Failed to Send [Can’t Connect]
Failed to Send [No DNS]
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Select the Clinical Notes tab from the patient file.

F 7 o
15/01/2016 H  Georg || ity

abl 7 (A 3 EE @ g Tadl

Last modified: 15/01/2016 10:10 (today) by Admin
~-u--B~-0~ Bz U BB

i

M4 Patient - Mr John Smith =
[ General | Additional | Billing Details | Medicare / DVA | Events [ Notes | Recalls | Tracking | Attachments | Contacts | Clinical Notes |x-rays |
Filter Reminders / Wamings / Contraindications. [ <l
Clinical Notes Type Close
<All> \v ewtiae
Condition/Region/Stage
<all> v | Date Practitioner Type Condition/Region/Stage Quick Add
15/01/2016| v George Rogers - Hazelwood Par| v History |+ <None Selected> |+

Brint

Name: Mr John Smith

DOB: 1/1/1880

EEEE

Template

Fee Cat: Standard File No: 1151 Undo
Consent: O
PainLeve 01 O2 O3 O4 O5 @6 O7 Os O9 010
Subjective:
]
Objective: 2
]
G o [ <Drop Down=] |l ]
(67 a [ <Drop Down=] [ ]
C3 O | [<DropDown>] |0 ]
C4 O | [<Drop Down>] [f 1
c5 O | [<Drop Down>] [0 1
[ O | [<DropDown>] || ]
CT a [<Drop Down>] [0 1
1 o [ <Drop Down=] | ]
2 a [ <Drop Down=] _|[ ]
3 O | [<DropDownz] | ]
4 O | [<Drop Down>] [0 1
i O | [<DropDown=] || ]
6 o [<Drop Down>] [0 ]
[T7 =] [<Drop Down>] [0 1
8 =] [ <Drop Down=] | ]
9 a [ <Drop Down=] [ 1 =
] Show All e 1=
George Rogers 151172016 (today) H

Name: Mr John Smith DOB: 1/1/1980

Fee Cat: Standard File No: 1151
Consent: O
Pain Level: 01 02 O3 04 0O5 O O7 Os 0O9 O10

0 patientsin queue

[7] Show All Revisions

To add a clinical note, click New Note.

r -

Clinical Mote Type

Select Type

i@ Standard Mote (includes text/images/tables/fields etc)
Treatment -

i) Chart
Chart

[] Copy Current Mote

oK ] [ Cancel

Select a Clinical Note Type from the drop-down list. The default clinical note types
are Treatment, History and Chart. Additional types can be created by selecting
Clinical Note Types from the System menu.
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r ~

Clinical Mote Type

Select Type
(@ Standard Mote (includes text/images/tables/fields etc)

) History

[] Cepy Current Note

[ ok || cance |

e

The Treatment note type is generally used to enter notes regarding the treatment
provided on a particular consultation.

The History option allows you to enter notes regarding the patient's clinical history.

r ~

Clinical Mote Type

Select Type

() Standard Mote (includes text/images/tables/fields etc)
Treatment

@ Chart
Chart] |~

Chart
Copy Current Note

[ ok || cancel |

%

Chart allows the user to insert a diagram or image, where annotations such as text,
lines, shapes or freehand drawings can then be added, typically on a body chart.

The Copy Current Note option allows users to copy the currently selected clinical
note into a new note which can then be expanded upon.

Click OK to add the new clinical note. The created blank clinical note will be dated
and displayed on the left of the screen. Information can then be added to the main
body of the note as required.

To create additional notes select the New Note button as required.
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Quick Add will create a new note with a pre-set Clinical Notes Type, depending on
the defaults set within the Clinical Notes tab of the Practitioner file.

Close
New Note
Quick Add

Delete

Print
Template
Undo
Attach

Copy Note

This is useful if a practitioner is consistently using the same Clinical Notes Type and
doesn’t wish to select it each time when creating a new clinical note.

LY Practitioner - George Rogers o B |
General | Provider Numbers | Default ltems | Appointment Book | Clinical Notes

General | Security | Templates Close

Default Fonts

Clinical Notes Type ~ | Edit

Reminders / Warnings / Contraindications
Treatment
History

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

{ & ‘ Help

<<None Selected> > |

History
Chart
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Attachments can be added to a patient’s clinical notes by clicking the Attach button
from the right hand menu.

[E=8 Ee =
General | Additional | Billing Details | Medicare / DVA | Transactions | Appointments | Events | Notes | Recalls | Tracking | Attachments | Contacts| Clinical Notes |X-rays
Filter Reminders / Warnings / Contraindications
Clinical Notes Type |
<All> =
I
Consionticgoings
P Date Practitioner Type Condition/Region/Stage
ni 1 15/01/2016[ v George Rogers - Hazelwood Parl v History [+ <NoeSelected> |+
Clinical Note with today Last modified: 15/01/2016 10:11 (today) by Adrmin
Attachment S BOmEE T -u-m-0-szu B304 e
7 Undo
Name: Mr John Smith DOB: 1/1/1980
Fee Cat: Standard File No: 1151
Consent: O
| 2
Pain Level: 01 02 O3 04 OS5 @6 O7 0O8 0O9 O10 E‘JQ
Subjective: |
Objective:
Treatment Type Notes
=] <Drop Down>
[=] <Drop Down>
a <Drop Down>
[=] <Drop Down>
[=] <Drop Down> L4
=] <Drop Down>
=] <Drop Down>
=] <Drop Down>
=] <Drop Down>
=] <Drop Down>
=] <Drop Down>
=] <Drop Down>
=] <Drop Down>
a <Drop Dawn> i
[ Show Al ==
George Rogers TEA72016 lodey) H =
Name: Mr John Smith DOB: 1/1/1380 H
Fee Cat: Standard File No: 1151
Consent: O
Pain Level: 01 02 O3 04 O BE6 0O7 0O8 O O10
0 patients in queue
] Show All Revisions

Files can be attached by either browsing for the files on your computer, or selecting
an existing patient attachment previously added in the patient’s Attachments tab.

2 Patient - Mr John Smith
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. Patient - MeJohn Smith [E==Een |
Genenal | Additional | Billing Detals | Medicare / DVA | Transactions | Appontments | Events [ Notes | Recall | Tracking | Astachments | Contacts | Clinicat Notes | xerays
Fiter Reminders / Wamings / Contraindications
Clinical Notes Type Slose
Al 4 Hew Note
Condition/Region/Stage et
-  Date Practitioner Type Condition/Region/Stage Quick Add
= 15/012016|y.  George Rogers - Hazelwood Parl . Histary |®  <Nane Selected> v
today Last modified 1/01/2016 1010 (todey) by Admin Deete
bl 7 B O WG Taa ~vu-B-0~- /87 u E@ print.
Name: Mr Joha Srrth DOB: 1/1/1980 elsimition Attach a
Fee Cat: Standard File No: 1151 fil
Consent:0 | letoa
Painleve O1 D2 O3 D04 O6 @6 O7 Os D9 010 CopyNote Clinical
Subjective:
i Chinical Notes Attachment =l
Objective: o] t
[ Browse for e to attach —=
Fres|
I
i
I -
S Refemal - Thank you ete —
[ 260872015 Refemal Letter = B
I —
< |
= =
L2 T i I T
T3 | O | (<DropDown] | ]
T4 | O | [<Orop Down>] 1
05 | O | [<OropDown>] | ]
6 | O | (<DropDowns) | )
(17 [=] [ <Drop Down>] | 1
8 | O | [<DropDown>] [ )
9 | O | [<DrooDown=l I 1 -
Show Al Suale
George Rogers 15172015 (lodery) H -
Name: r John Smith DOB: 1/1/1880 E
Fee Cat: Standard File No: 1151
Consent. O
PainLeve: D1 02 O3 04 O§ O6 O7 O8 08 O Ao comp.
0 patients in queve. e
Show All Rewisions - Help
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M Patient - Mr John Smith

[ General | Additional | Billing Details | Medicare / DVA | Transactions | Appointments | Events | Notes | Recalls | Tracking | Attachments | Contacts | Clinical Notes |X-rays |

;
@

Filter Reminders / Warnings / Contraindications

0 patients in queue

[7] Show All Revisions

<All> |+
New Not
<All> v | Date Practitioner Type Condition/Region/Stage Quick Add
e 15/01/2016|> George Rogers - Hazelwood Par| v History |+ <None Selected> |+
today Last modified: 15/01/2016 10:11 (today) by Adrmin
abl 7 BB 3 EE @ (g Tl ~-u-B~-0O-/Bzu BB [ i ]
P m — [ Zemplate |
7 Rename Undo
Name: DOB: 1/1/1980
Delete
| Pieia 1151
Consent: O
50]
Pain Level: 01 02 O3 04 0O5 ®@Ee 0O7 0Os8 0O9 0O10 ,_DJ/_IQI
Subjective: A
Objective:
Treatment Type Notes
C1 =] <Drop Down=
C2 =] <Drop Down>
C3 =] <Drop Down=
C4 =] <Drop Down=
IC5 o <Drop Down> L
C6 =] <Drop Down=
IC7 o <Drop Down>
1 =] <Drop Down>
T2 =] <Drop Down>
T3 m] <Drop Down>
T4 =] <Drop Down>
1] O <Drop Down=
76 =] <Drop Down>
9 7 a <Drop Down= i
] Show All = =K
George Rogers 15172016 (today) H ~
Name: Mr John Smith DOB: 1/1/1880 ‘i‘
Fee Cat: Standard File No: 1151
Consent: O
PainLeve: 01 O2 O3 O4 O5 @6 O7 O8 09 O10

. T

Attachments can be renamed by right clicking on the attachments and selecting

Rename.

To delete a clinical note attachment, select the clinical note, right click on the

attachment and click Delete.

When selecting a clinical note attachment, a preview will automatically appear for
compatible documents. The following file types are compatible to preview within

clinical notes:

Adobe .PDFe Microsoft Worde Front Desk Documents

Text Files JPEG
.TIFF .GIF

.PNG
.BMP
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Hide the Preview

window

— Preview window

‘General | Additionai | Bilkng Details | Medicare / DVA | Transactions | Appointments | Events | Notes. | Recals | Tracking | Attachments | Contacts | Cinical Notes | xerays
Reminders / Wamings / Contraindicatians
Cliniea! Notes Type
<Al I=
Condition/Region/Sage
<A |+ |Date Practitioner Type Condition/Region/Stage
15/01/2016 )% George Rogers - Hazehwood Par|w, _ History v <NoneSelected> |
today. Last modfied: 15/01/2016 10:11 today) by Admin
bl @ H DM Tae ~u-B-0O- /B 7 U0 BB}
. ~ GPReport (0 KE)
Name: Mr John Smith DOB: 1/1/1980 Dr Sam Tailer
=y 5 S Medical Centre.
Fee Cat: Standard File No: 1151 123 Main Road
Consent: 0
Pain Level: 01 D2 O3 D4 O5 @6 O7 Os Os O10
142016
Subjective: Dear Dr Taiter
t
| amwiting e MrJonn Smith, D.0.8 11171980
Objective:
Johnhad his astappointmenton Thu 14 Jan 2016100 pm
wam nas used 1 out of last
Notes reference. chronic back pain, they
Z - adddional4 treatments to sort outihel problem If you could please Lpdate your reference,
=} <Drop Down> thatwouldbe appreciated
C. a <Drop Down> %
= 5 Z5rop DO ‘ours sincerely
C: = <Drop Down> "
C = <Drop Down> obertJones
! a <Drop Down>
C [= <Drop Down>
= <Drop Down>
o <Drop Down>
= <Drop Down>
IT4 = <Orop Down>
I =] <Drop Down>
T8 =] <Orop Down>
i o <Drop Down> !
] Show Al
George Rogers 15172016 (lodsy) H
Name: Mr John Smith 'DOB: 1/1/1980
Fee Cat Standard File No: 1151
Consent: O
Pain Level: 01 02 O3 04 O @6 O7 Os8 O9 O10
0 patients in queve.
7] Show All Revisians

= =)

|

Ao comp.

- Help

To view a list of all clinical notes attachments, click Show All Attachments from the
right menu.

[=€— Show All
Attachments

Genersl | Additonsi | | Medicare / DVA | Transactions | Appointments | Events | Notes | Recals | Tracking | Attachments | Contaets | Clinical Notes |-
Fitter Reminders / Wamings / Contraindications
Clinics! Notes Type
<Al I=
Condition/Region/Stage
<All> v | Date Practitioner Type Condition/Region/Stage
e 15/01/2016]y George Rogers - Hezehwood Parfw  History. | <None Selected> -
T L, L e AL 31100t by i
bl OE A Tas ~-u-E-0- Bz Uu OB
é MR, 6P Report
. + Clinical Note: Attachments
Name: Mr John Smith DOB: 1/1/1380 WGP Report 15/012016 George Rogers
Fee Cat: Standard. File No: 1151 = Intake Form (Scan) 15012016 George Rogers
Consent O
Pain Level: 01 D2 03 D4 OS5 B6 O7 O8 O O10
Subjective:
e
Objective:
C a <Drop Down>
a <Drop Down>
C a <Drop Dovin>
C: a <Drop Down>
C a <Drop Down> i
C a <Drop Down>
C a <Drop Down>
=] <Drop Down>
=] <Drop Down>
a <Drop Down>
a <Drop Down>
] a <Drop Down>
i [=] <Drop Down>
7 O | <Drop Down> R ™ |
171 Show All
Goorge Rogers T8A2018 (oay) H
Name: Mr John Srith
Fee Cat: Standard
Consent: O
Pain Level: 01 02 O3 04 OS @6 O7 Os O O10
0 patients in queue
[ Show Al Rewisions.
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Quick Buttons may be used to insert predefined text directly into a clinical note.

Click Show Quick Buttons to view the available Quick Buttons.

=i€+— Show Quick

W, Patiars - M John Smith =mur)
Genera | Addisoni | Biling Detais | Medicare (VA | Tansactions | Appomments | Everss | Notes. | Recal | Tracking | Actachments | Contacts| ChrcalNoes Xerys
e Reninders Warnings / Contrindeatons =
. [t iote |
<
Quick Add |
BOEH Georg | v
AT Grorg o :
b HDHE S T u-M-0- 87y @@F ot |
& ke Form Scan) e
Queck
Assessment =]
nach
NoChange [ coputiote |
oo =
oio
increased Movemert.
oio
oio
Decrersed Morement
oto
oio
Incressed Febilty
©S Kemp's: L R
Shoulder Depression: P
Lumbar ROM
Frexi oto Tncreased Pain
oo
oo Decrewsed Pain
oio
EHIEID
Notes A
g
a
=]
]
=]
=]
=]
=]
=]
=]
]
=]
]
= Ao comp. |
0 patientsin queve 5 to gomnp,
10w A Revisions = e

X-rays stored in the patient file may be accessed from within Clinical Notes by

Buttons

selecting Show X-ray Thumbnails. Double clicking an x-ray thumbnail will open the
x-ray in a new window, which can be positioned manually by the user.

0 patients in queve

Show M Revsions

indicstiors

g Out | Madicars VA | Trwwachans | Apposemsets | Evrts | Notes | Raco | Trsching | Atachants | Contacts] Crvca Notes [
Ramindens/ Waring1 / Sont

olofo|o|o|o

Bx@« B>r2 N2 el

A parate

. e e

Hep

Cordcat ROM

EALUEID

Ty

Do
Hew it

Quck Ads

Tempire

Clinical notes can be assigned a Condition/Region/Stage to assist in categorising
your clinical records. Assigning a clinical condition will color-code the clinical notes
listing to allow for easy recognition of the notes contents.

To assign a clinical condition, region or stage select the desired option from the

Condition/Region/Stage drop-down menu.
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M2 Patient - Mr John Smith o] B |-
[ General | Additional | Billing Details | Medicare / DVA | Transactions | Appointments | Events [ Notes | Recalls [ Tracking | Attachments | Contacts | Clinical Notes [x-rays\
Filter Reminders / Warnings / Contraindications
Clinical Notes Type Close
<All> |+
| New Note
Conditon/Region/Sage
<All> { v | Date Practitioner Type Condition/Region/Stage Quick Add
e 15/01/2016|v George Rogers - Hazehwood Par| v History |+ WBack [~
n “’9 today Last modified: 15/01/2016 11 <None Selected>
eorg O — <Add New>
abl @ B & @ E Tail vnvlvl:lv.Am ] [T]
Leg
=) WTennis Elbow |
Objective: & Undo
W Treatment Plan ]
[amen ]
Treatment Type Notes
Z [ copyMote |
% C1 o [ <Drop Down=] _|[ ]
= C2 o [ <Drop Down=] | ] E: )
- IC3 [m] [<Drop Down=] | ]

To create a new Condition/Region/Stage from within clinical notes click Add New.

To view clinical notes of a specific Clinical Note Type, select the clinical note type
from the left drop-down list. To view all entries click All.

W&, Patient - Mr John Smith o= ==
General | Additional | Billing Details | Medicare / DVA | Transactions | Appointments | Events | Notes | Recalls | Tracking | Attachments | Cantacts | Clinical Notes |X-rays
Filter Reninders / Warnings / Contraindications
Clinical note Ciiica Noes Type
= b ! [t |

types to display Coniton/Regon/Sags [ ik

15/01/2016| v George Rogers - Hazelwood Par|w  Treatment |+ <NoneSelected> |~
today Last modified: 15/01/2016 11:35 (today) by Admin -

bl EDEES Taa -u-mB-0-@Bzu @O Brint
P | Intake Form (Scan) m

>

Undo

Cervical ROM
Copy Note
Feron B 5HE

Assessment

Extension 50*

Rt Rotation 80* odo

o
o

To view entries for a specific Clinical Condition/Region/Stage, select the specific
condition, region or stage from the left drop-down list. To view all entries click All.

[Filter-
Clinical Notes Type
<All> |~

Condition/Region/Stage
‘ WBack |~
—<All> =
Barm
Leg
Head
W Tennis Elbow

B Treatrment Plan

To temporarily change the order in which clinical notes are listed, right click on the
clinical notes listing and select Reverse Order of Notes. Your preferred ordering
can be permanently set under the Clinical Notes tab in System Information.

_____ Ol 2%/09/2015 H  Georg

lﬂ][:] 04/10/2015 T  Georg

[ ] 09710/2015 T Georg
D 22/11/2015 T Georg

mmm_

‘ Rewverse Order of Notes
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Practitioner Queue of waiting patients can be viewed from within clinical notes by
expanding the practitioner queue area. This option is only available if at least one
patient is currently in the queue.

1 patient in queue ﬂ
DShuwAII Revisions [Shnw Practitioner Queue}

This allows practitioners to monitor waiting patients without leaving clinical notes
area.

M Patient - Mr John Smith

| General lAdditional [ Billing Details
Filter

Clinical Notes Type

<All> |+
Condition/Region/Stage

<All> |+

O 28/03/2015 H  Georg
B | 04710/2015 T  Georg
- [] 09/10/2015 T Georg
- [] 2711/2015 T Georg

15/01/2016 T  Georg

[ Privacy
Miss Rachael

Dangerfield
App Time: 12:00pm
Waiting: 2 m

Patient Arrived

>

m

1 patient in queue

[ Shows All Revisions

Importantly, you can bring up the notes for the next patient by double-clicking a
patient within the practitioner queue.

Right click the patient to adjust the Appointment Status.

[ Privacy
Miss Rachael ~
N U
Open Clinical Notes
Patient Arrived Appointment Status » Confirmed
T 1 Patient Not Arrived
v Patient Arrived
Completed

For increased privacy select the Privacy option to hide the patient’'s name and
associated image, until this information is required.

PAGE 187 FRONT DESK 2021 - PRACTICE MANAGEMENT SYSTEM




WORKING WITH PATIENTS

3\ Patient - Clinical Notes

To create shortcuts for commonly used expressions click the Auto Complete button.

-

Replace text as you type

) |
Beplace: With: Close

Export

ach Achilles o
acj acromio-clavicular joint
acl Anterior Cruciate Ligament
act activity dependent
ad Anterior Drawer
add adduction
aitfl anterior inferior tibio-fibular ligament| _

Insert Add Delete

L

Type the abbreviation in the Replace field and then type the full text in the With field.
For example if you type dob anywhere in clinical notes it will be replaced with Date of
Birth. The abbreviation can be set to case sensitive in System Information.

If you wish to remove a shortcut, highlight it and click the Delete button. If you wish
to replace an existing shortcut, edit the With field and then click Replace.

To insert the replacement into the current clinical note click the Insert button.

To export a list of the auto complete entries to CSV or Microsoft Excele, click the
Export button.
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TS

2., Patient - Clinical Notes

To add a chart into clinical notes

click Add and select the Chart option. Click OK.

-
Clinical Note Type

~

Select Type

(") Standard Mote (includes text/images/ta
Treatment

@ Chart
Chart

|-

bles/fields etc)

Copy Current Mote

I

QK ] ’ Cancel

)

Select the chart you wish to insert from the list and click OK.

p

m

1|

-~
Clinical Notes Templates M
Description o OK
Blank
3By Crart

b

When using Charts annotations can be added such as text, lines or freehand

drawings. A full screen editor is

available by double-clicking on the chart, or

additions can be made directly from the Clinical Notes window.

o=

8
LN ©

Annotation ——

—).:

Hotor

DT Rafloxes

[ S
Hew Note.
QuckAdd

Qelnts
ren

Turpinn

FRONT

Colours

0 patientsin queve:
o A Bevtsons

= (Ao comp.

- [ s
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The annotation options are as follows:

Draw Freehand Stamp chart Stamp chart
Draw with xxx with /
line View Full Page
Currently selected
Draw  pejete Stamp chart

colour

tei(t l With(l l
T 7 Al Xm0 x| 77 W@ _ll

[ ShnwﬂIIT T T T @@ﬂ

Select  Stamp chart Stamp chart Choose T
with 000 with x Colour Meximise
Stamp chart Auto fit chart
Shoyv al with /1f to window Hide Preview
Clinical Notes

To edit the available Stamps, right click on the annotations toolbar and select
Edit Stamps.

D A@X oooxx fff o x| f | 27
| Show &ll Edit Stamps

Type between 1 and 3 characters to edit the stamp text as required.

Edit Stamps

]
Stamp Text 1 falala]

Stamp Text 2 wex Cancel

ity

Stamp Text3 A4
Stamp Text4 o
Stamp Text®  ®
Stamp TestE  /
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Reminders / Warnings /

Contraindications
M Patient - Mr John Smith - (oo =4
[ General | Additional | Billing Details | Medicare / DVA | Transaction: ntrents | Events | Notfs | Recalls [ Tracking | Attachments | Contacts | Clinical Notes |x-rays |
e , -da | Close File
:oArJ:tmn/Rzgmn/Stage . il - lubiembiote hE Add new nOte
| I | e o 7 - Delete current note
‘ Emthszwl;s}ﬂays ago Last modified: 15/01/2016 11:47 (today) by Admin Delete Print notes
[ 1501205 ¢ Georg | abl &7 (B 3 2 @ P Aial -u-B-0-[@Ezu @03 [ e ] Insert Template
fRGPRepoR Undo
Name: Mr John Smith DOB: 1/1/1980 r m AttaCh
Fee Cat: Standard File No: 1151 [ attach Copy Note
Consent: O CCDP!N“! ‘
Pain Level: 01 02 O3 O4 OS5 @6 O7 0O8 0DO9 O10 B E]
Subjective:
Objective:
Treatment Type Notes
IC1 [=] <Drop Down>
IC2 =] <Drop Down>
IC3 =] <Drop Down>
c4 [=] <Drop Down>
c5 [=] <Drop Down>
6 [=] <Drop Down>
IC7 [=] <Drop Down>
T1 [=] <Drop Down>
T2 a <Drop Down> . .
T3 =] <Drop Down> Dlsplay OpthﬂSl
T4 [m] <Drop Down> - ]
| T4 i Maximise
] Show =EEEE - .
— p— < View Thumbnails
) Move Preview Position
o —— Hide Preview
[Extension 50° oio
IRt Rotation 80* oto
Lt Rotation 80" ot o
— s o (2o comp Auto Complete
Show All )1‘1!’;;"“‘;;“;“““‘" S
Revisions = B =
Preview area
The Show All Revisions option will allow the user to view earlier clinical note
revisions. Clinical notes will be recorded as a revision of an original note if a change
is made after the Edit / Revision Period, to allow the required time to complete your
notes. The Edit / Revision Period can be configured on the Clinical Notes tab in
System Information.
The following options are available on the Clinical Notes toolbar.
TextForm Field  Insert Text Box Font Background Insert Image

i 4 { 4 4

Drop-Down . ) Clinical
Form Field Protect Form Font Size Italic (Ctrl+) Symbols
‘ bl 7 B3 E D

a5 Trada ~1""~WB~010~ B I U

Insert Table Change Font Font Colour ~ Bold (Ctrl+B) Insert Patient
Information
Check Box Form Field Shading Underline (Ctrl+U)

Form Field
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Clinical Symbols can be added by clicking the Clinical Symbols icon or pressing
<F9>.

1- Bz U EO[G]
P b} e e IlCIinicaI symbols (F8) |
NS LNT N o

LA =D

I

To print clinical notes click the Print button. The following window will appear.

Clinical Notes @

Filter }
[¥| Current Record Only

[T] By Practitioner  |&nne Smith - Hazelwood Park % Brint ‘
[] By Date l [& Preview

) Treatment 01/11/2015 25/11/2015

Close I

Last Modified |01/11/2015 25/11/2015
| lInclude Revisions
[]Print Modified Date

Patient Information
[7] Show Date of Birth

~| Show Address
Print Order
) Print History before Treatments / Charts

Chronological Order

Current Record Only will print the current clinical note. Select By Practitioner to
print clinical notes from a particular practitioner. Select By Date to print clinical notes
entered in a particular date range. This can be filtered further by selecting the
Treatment date or Last Modified date.

Select Include Revisions to include revisions when printing.
Select Print Modified Date to include the last modified date when printing.

To include the patient’s date of birth and/or address on the clinical note printout
select Show Date of Birth or Show Address.

The print order can be changed by selecting Print History before Treatments /
Charts or Chronological Order.

Previous changes made to a particular clinical note can be reverted back to the last
save using the Undo button. Please note that clinical notes are saved automatically
when moving off the current notes field.
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m Clinical Notes Templates

To set up templates for clinical notes, select Clinical Notes Templates from the
System menu.

System | Reports Window Help

> Navigate to.. ‘
];] Clinical Notes 4 > Navigate to..
Clinical Notes Templates

To create a new template, click the Add button.

W, Clinical Notes Templates 5]
Description Chart = Llose |
_ Add
Body Chart
Mew Patient Assessment & Edit
SOAP Motes O |[—
Copy
Show old style templates
The following window will appear.
-
Mew Clinical Motes Template u
@ Standard template (recommended)
() Old style template

(this functicnality will be removed in the future)

() Chart template
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Choose Standard template (recommended) to create a History or Treatment
template and click OK.

The Old style template option is provided for backwards compatibility reasons.

The Front Desk Word Processor will be displayed as shown below. Enter the
template using the desired formatting, such as: text fields, drop-down fields,
checkboxes, tables and Front Desk 2021 letter tags.

I, History template - Front Desk Document ool D )
File Edit View Inset Format Teols Table Help
+ HHumantS21ET « 12+ W~ O~ B+ B 7 U & &5 &

bl @ B3 EER

EEEH QU

IF

i‘hl‘.‘;w‘3‘“4‘“5‘.‘5‘\‘7‘“5‘.‘9‘“10‘\‘11‘\‘11‘\.13.\.14.“15‘\.15.\.17.\.13._

- Date] Informed Consent ]

. Pregnant o

- | Marital Status I 1]
o

o —
- [Remarks (Current History): | ]

n

el

- IGENERAL HEALTH |Normal O Hypertension O Diabetic O

= IThyroid dyshunction O [Cardio vascular disease O |Other-

E [MEDICA TIONS it o o |Other-Oral

o |Contraceptive

: SOCIALHISTORY || ]

=)

g

- PREVIOUS HISTORY || 1

g

- INVESTIGATIONS  [X-RaysO __ |Resulis]| ]

&

a

z Blood Tests O |Results]| 1

B

- MRID Resuts] ]

2 s e -
I e — n —

Page:l/1 Linel Columnil

Once completed, close the Front Desk Word Processor. The following message
will be displayed.

[ Confirm E

@ Save changes to clinical notes template?

&

=] |

|| cancel

Select Yes to save, No to close without saving or Cancel to return to the template.
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The Clinical Notes Template dialog box will be presented as shown below. Enter
the Description of the template and select the Note Type this template will be
available for.

P

Edit Clinical Notes Template

Template [ Practitioners |

Description Note Type ‘ OK
Assessment [Treatment,History,Asse lv
Template @J
= Edit
Assessment T

m

Cervical ROM

Flexion 60* [] 11odo
Extension 50% [] 11oio
Rt Rotation 807 [] 1fodo

Rt Lat Flex 40° [] ]?Dil:l
Lt Lat Flex 40* [] 11oio o

< L ) Help

[
[
[
Lt Rotation 80* (11 11odo
[
[

Select the Practitioners tab. This section enables you to set up access rights for
specific templates. By default all practitioners have access to new templates.

r ™

Edit Clinical Notes Template

Template Practitioners
Practitioners - Full List Practitioners with access to template 0K
Robert lones George Rogers
Heather Brown Feter Brown
Robert Smith

A

o W
R E

|8

Select the practitioner who requires access to this specific template from the list on
the left, and move them to the right-hand side by using the arrow buttons.

The drag-and-drop technique may also be used. To select multiple practitioners hold
down the <CTRL> key on the keyboard then make your selection with the mouse.
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m Clinical Notes Charts

To add a chart as a template, select the Chart template option from the New

Clinical Notes Template section.

-

New Clinical Notes Template

g

(7 Standard template (recommended)

() Old style template

@ Chart template

{this functionality will be rernoved in the future)

Click OK and browse for the image file to be used as the chart.

F ~
M. Open M
Lookin: |, Body Charts - @0 e m- (&
=
e 1 I
> . >
Recent Places | // 4 -~ =~
E 4 VRN '
m ﬂ N7
Desktop | BodyChartjpg. \ N (
=l )
Libraries /
A
Computer 552 1 435 pixed
C 16777216 Colars [24 it)
1Y _
100 =100 dpi
Metwork
File name: BodyChart jpg -
Files of type: [Common Graphic Files (" tif;".gif ” jpa;” pcx;” bm v] [ Cancel ]
JPEG Bitmap [IPG) Y ChCr
File: 66 KB Mem: 800 KB
\
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The chart will be inserted as a template.

-

Mew Clinical Notes Template

Template | Practitioners

Description Mote Type
Body Chart [Chart] |v
Template

Cancel

Load Chart

il

Help

Select the Practitioners tab. This section enables you to set up access rights for
specific charts. By default all practitioners will have access to new charts.

-

Edit Clinical Motes Template

Practitioners

Practitioners - Full List

Practitioners with access to template

L ox |

Robert lones
Heather Brown

George Rogers
Peter Brown
Robert Smith

A

L
Alaaa

Cancel

F)
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To set up additional clinical notes types, select Clinical Notes Types from the
System menu.

-éz_stem ] Reports Window Help

iZ] Clinical Notes »
] Clinical Notes Types

To create a new clinical notes type click Add.

. Clinical Notes Types (==
Clinical Motes Types | Defaults
Type Chart = -m
Mﬂ
History ] Edit
Chart
I
(2
[ Show Archived

The following window will appear.

Enter the description and short description for the new clinical notes type.

,
Add Clinical Notes Type [
oK

Description Report
—— Cancel
Short Description REP
[] Archived
~Type of Mote

i@ Standard Mote (includes text/images/tables/fields etc)
71 Chart

Select Standard Note to create a standard clinical notes type, which can include
text, images, tables and fields.

Select Chart to create a chart clinical notes type.

Once completed click OK and save when prompted.
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The newly created clinical notes type will appear in the list.

The ordering of how clinical notes types appear can be adjusted using the ordering
buttons.

K. Clinical Notes Types B
Clinical Motes Types | Defaul'ls|
Close
Type Chart = Add
Treatment [l
Chart
Repot | W
-
I
[7] Show Archived

To set a default clinical notes type for the first clinical note, subsequent clinical notes
and default chart types select the Defaults tab as below.

M2, Clinical Notes Types
| Clinical Motes Tj,-'pa| Defaults
Close
Default type for first note Add
History | -
Edit
Default type for subsequent notes
Treatment | - Delete
Default chart type i
Chart | - 3
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To create conditions, regions or stages for clinical notes, select Clinical Notes
Conditions/Regions/Stages from the System menu.

ézsfem | Reports Window Help
‘l_] Clinical Notes » lavigate tc '
7 i-| Clinical Notes Conditions/Regions/Stages |

To create a new condition click Add.

M. Clinical Conditions/Regions/Stages ==/
hConditionIRegiom’Stage o
] Add

Edit
Delete
B[«
ad
] Show Archived

The following window will appear.

Edit Clinical Condition/Region/Stage
Condition/Region/Stage ’Practitioners‘l -
oK
Description  Acute
Colour M Red |v [7] Archived

Enter a description, and select a colour to represent this condition/region/stage within
clinical notes.

Select the Practitioners tab. This section enables you to set access rights for the
condition. By default all practitioners have access to new conditions/regions/stages.

Moving practitioners to the left will remove their access to the condition/region/stage.
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-

Add Clinical Condition

xS

Condition/Region/Stage | Practitioners |

All Practitioners

Practitioners who can access this
condition/region/stage

e

A
nn

Anne Smith
George Rogers
Heather Brown
Robert Jones

Cancel

[7] Archived

Once completed click OK

M Clinical Conditions/Regions/Stages

—/

Condition/Region/Stage

>

¥

m

o]

Close
Add
Edit

Delete

[7] Show Archived

Help

The newly created condition will now appear in the list.
The ordering of how conditions appear can be adjusted using the ordering buttons.

Click Edit to make changes to an existing clinical condition.

To remove a clinical condition click Delete.
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Quick buttons may be used to insert lines of custom text directly into a clinical note
by clicking a pre-defined button. Button sets can be customised to include up to 10
columns of buttons.

To set up quick buttons for clinical notes, select Clinical Notes Quick Buttons from
the System menu.

System | Reports Window Help

> Navigate to. ‘

i=] Clinical Notes

v

» Navigate to
gate to.

<> Clinical Notes Quick Buttons

¥

To create a new quick button set, click Add.

To modify an existing button set click Edit, or click Delete to remove.

-

M. Clinical Notes Quick Buttons

| Description - Close

Edit

|3

HEENg

Delete

m

1
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The following window will appear.

F ™
Add Clinical Notes Quick Button Set [
Quick Buttons | Practitioners|
Description Specialist
Cancel

ry

Columns 2

Buttons | Preyview
I

Edit

Delete

&
hd

m

Enter a description for the button set, and select the desired number of columns.

Click Add to create a quick button.

F Ny
Add Clinical Notes Quick Button =

| 4 |
Label LBP
Text Lower back pain.

Enter a suitable Label to appear on the button, followed by the Text to appear when
the button is pressed.

Click OK once complete.
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-
Add Clinical Notes Quick Button Set [
Quick Buttons | Practitioners|
Description Specialist
Cancel
Columns 2 =
Buttons | Preview
E
UBP
< [l 3

Created buttons will appear in the list, and can be organised using the blue arrows.

To create additional buttons in the button set, click Add.
Click Edit to modify an existing button, or click Delete to remove a button.

A button set can be previewed by selecting the Preview tab.

F ™
Add Clinical Notes Quick Button Set =5
Quick Buttons Practitioners|
OK
Description Specialist
LCancel
Columns 2 =

Buttons | Preview

[ LBP I UBP
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Select the Practitioners tab. This section enables you to set up access rights for
specific quick button sets. By default all practitioners will have access to new
button sets.

Moving practitioners to the left will remove their access to the buttons. Practitioners
on the right have access to use the button set.

r ™
Add Clinical Notes Quick Button Set s

| Quick Buttons | Practitioners

All Practitioners Practitioners who can access
these buttons

Raobert lones Anne Smith
George Rogers
Heather Brown

S W

Click OK to complete the button set.
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To search for a patient select the Patient icon from the Toolbar.

File System Reports Window Help

FiR sMmae s B0L0d8(6 2L FBR w0l

Patient [Ctrl+F)

or from the File menu.

File | System Reports Window Help

Appointment Book Ctrl+A

Patient Ctrl+P

Practitioner Clueue
Cash Book

Practitioners
[tem Codes *

GP [/ Medical Referrers

Gl k2 & o= @ 5= [

System Information

Patient Booking Gateway Configuration

Printer Setup

8 W &

Exit

Sounds Like button

*Search on Patient [

Search Characters I Search on Total Patients )
8 i Sumarme. v '
Surhame MName Address

MName
V| (e M, |, . b,

File No
ClientID
Occupation
Address
Email
Maohile
Work Phone
Date of Birth
Claim No

< Ij »

[ Show Archived Patients
("] Show All

~ OK | Cancel ][ Help

The Search on Patient window will be presented.
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From the drop-down box select the field to Search on. Generally the patient's
surname is used; however the following fields are also available:

= Name

= Home Phone
= File No

= ClientID

= Occupation

= Address

= Emall

= Mobile

=  Work Phone
= Claim No

= Date of Birth
= BPAY Ref No

Enter characters to search on in the Search Characters field. As you start typing, a
list of the patients will be reduced to fit your search. To browse through the patients
one at a time, use the up and down arrows on the keyboard or the scroll bar on the

right hand side of the screen. Select the Sounds Like button @;l if you are
uncertain of the correct spelling of the name.

If you are searching by a patient’s surname and you know the first name, you can
search on both criteria by separating each item with a comma e.g. you could use
brown,tom to search for Tom Brown.

Please note that you do not need to type the full surname e.g. Smi will display
surnames starting with Smi, such as Smith. If a patient has a preferred name
entered, the preferred name will be displayed in brackets after the first name. When
you search on Name, it will search both preferred names and first names.

The ordering of the columns can be adjusted by clicking and dragging the columns
as needed. The column order can be reset by right clicking on any column and
selecting Restore Column Defaults.

MName Surname fieddence Doto o€ Birth  Pract

TR

If you need to search for patients who have been archived, select the Show
Archived Patients option.

To open a patient file, highlight their name and select the OK button or alternatively,
press Enter on the keyboard or double click on the patient’s name.

Click the New button to create a new patient file.

Front Desk 2021 - Tip

Front Desk 2021 has been designed to provide more than one way to perform most
common functions. Simply use the method that best suits your needs.




RECEIPTING AND BILLING

Front Desk 2021 has been designed so that users can receipt and bill patients
efficiently. Receipting and billing can be performed either from the appointment book
(to be covered in the Appointment Book section) or directly from the patient file.
Open a patient file and locate the Receipt, Bill and Payment buttons.

Receipt
A Receipt is used to process a payment for one item only, which is to be paid in full.

Click the Receipt button on the patient file.

Receipt - Qutstanding Amount $60.00 € o Outstanding amount
Name 'MrJohn Smith ’
Account Primary
Date 18/09/2018 |v
Click ltem Code Practitioner [George Rogers v ]
to search on code
or description —— Item Code | /505 v |[<Al Schedules>| v |
Description | Standard Treatment €——  Thesefields can
be changed
Fee §78.00| IncludeGST  []
Reduction $0.00
Net Fee §78.00
Print Receipt —» [ ] Print
Email receipt —» [_] Email Send now using template € Email options
Receipt Template
Edit before sending
Cancel Help

The patient’s name is displayed in the Name field.

The patient’s account is displayed in the Account field.

The current date is displayed in the Date field and can be changed if desired. This
field is the date of service.

The Practitioner field displays the patient's default practitioner, which is located on
the General tab of the patient’s file. To change the practitioner name, select the
correct practitioner from the drop-down box.

The Item Code and Schedule that are displayed are defaults associated with the
practitioner and the patient’s fee category. To change the schedule and/or the item
code, select from the drop-down box.

If the item attracts GST select the Include GST option.




RECEIPTING AND BILLING

The amounts in the Fee and Reduction fields are derived from the item code, the
patient's fee category and the GST option, these items may be overwritten manually
at the time of producing a receipt.

To print the receipt, ensure that the Print box is ticked.

To email the receipt, ensure that the Email box is ticked.

[ Print
[+] Emnail (®) Send now using ternplate

|Er‘nail Receipt o

() Edit before sending

When emailing a receipt, users can Send now using template or choose to Edit
before sending.

The default setting for the Print and Email options can be selected from within
System Information under the Defaults tab. A default email template can also be
set for under each practitioner file.

To process the receipt click the OK button.

Front Desk 2021 - Tip

The receipt function is for one item only, which is paid in full.




RECEIPTING AND BILLING

When making a payment, how the payment is being made is recording on the
Payment Type dialog.

%

E Payment Type - Amount to Pay $60.00

Prev Credit
Cash
Cheque(s) [E
Grp Chg/Deposit
Card

EFTPOS

HICAPS /
Optus Health

Medicare / DVA

Direct Deposit

Total

$0.00
50.00
80.00
50.00
50.00
560,00
50,00

50.00

50,00

560.00

Credit Available 50.00
Crrawwer Bank Brainch Chegue Mo,
Register...
(@ Visa Master Card American Express () Diners Other
#-HICAPS @) BUPA
’ [8]4 l | Cancel

Enter one or more payment types in the appropriate field. Click OK to continue or

Cancel to cancel.

The Payment Type dialog will be covered in more detail in the Payment Dissection
section of the manual.




RECEIPTING AND BILLING

Bill

The Bill function can be used to perform the following functions:

Receipt one or more items (bill and full payment)

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

Billing a patient for one or more items with no payment (Account)
Processing transactions as above for one or more linked patients e.g. a
family

Making a payment greater than the amount being billed (transaction as
above with an unallocated payment attached)

Bill items in the future (Advanced Option - Future Billing must be enabled)

These fields may

i i i ; be changed
Click the Bill button on the patient file. GST applies
Billing - Outstanding Amount $60.00 X

Patient IMI‘ John Smith ‘ Account  Primgry

Bill for Practitioner 'George Rogers v ‘

"nte
. e 18/09/2018 $45.00
in the » Date /09/ v Fee
past Item Code lPIL v H<AII Schedules> |+ Reduction $0.00 v
Description | Pilates Session Net Fee §45.00 Include GST []
Payment |(#AKY v Add
— NoPayment > | Payment
Date ltem  Description Prac Full Payment Fmen options
18/08/2018 |505 Standard Treatment George Gap Only $0.00
18/08/2018 |PIL | Pilates Session George Rebate Only | 50.00
GST items
will appear ——) | GST Item Totals $123.00 $0.00 v
in yellow
[[J Accept Unallocated Payment George Rogers
[ Print
[C] Email Send now using template NEW
Edit before sending
Help Cancel

The Patient field displays the patient’s name for the current transaction.

Note that if this patient is a third-party biller with associated linked patients, the linked
patient names may be selected using the patient drop-down box.

The Practitioner field displays the practitioner providing the service. To change the
practitioner you can simply start typing the name of the practitioner or use the drop-

down

box and select a practitioner.

The service Date is set to the current date by default, but can be changed, as
required, to reflect a different date of service.




RECEIPTING AND BILLING

The Item Code field displays the default item code associated with the selected
practitioner and the patient's fee category. The Description field describes the item
code and may be edited. Select a different item code from the drop-down box if
required.

If the item attracts GST, the Include GST option will be checked on selection of that
item. You may override this if required.

The Net Fee and Payment fields display the amount being billed and the amount
being paid respectively. The Fee, Reduction and Payment amounts may be edited.

Click the Add button when the information regarding the service is correct. The item
will appear in the transaction grid below. To remove a transaction from the grid,
double click on that transaction.

To accept a payment that is greater than the amount being billed check the Accept
Unallocated Payment option and select the practitioner you wish the credit amount
to apply to.

Outstanding amount

|

Billing - Outstanding Amount $60.00 X

Patient | Mr John Smith | Account Primary

Practitioner ’George Rogers v l

ltem Code \505 vH<AIIScheduIes> v Reduction $0.00

Description | Standard Treatment Net Fee §78.00 Include GST [[]
Payment | 10000 | \qF—ada] |
Date ltem  Description Prac NetFee  Payment A
18/09/2018 505 Standard Treatment George §78.00 §78.00
Select this GST Item Totals $78.00 §78.00 v
option to
Accept _} Accept Unallocated Payment to practitioner |George Rogers « | unallocated amount §22.00
Unallocated
Payment
[JPrint
[C]Email Send now using template NEW

Edit before sending

Help oK Cancel

Front Desk 2021 - Note

An unallocated payment is an amount paid on an account which is not allocated to a
billed item. This amount can be viewed as a credit on a patient’s account.

Payment is greater
Date 18/09/2018 | Fee $78.00 tha¥1 the feeg




RECEIPTING AND BILLING

To bill another service, set the fields as described above and click the Add button.
There is no limit to the number of items that can be added at one time.

To print the transaction, ensure the Print box is ticked.

To email the transaction, ensure that the Email box is ticked.

] Print
[“]Email  (®) Send now using template

|Emai| Receipt w

() Edit before sending

When emailing a transaction, users can Send now using template or choose to
Edit before sending.

To process the items within the transaction grid click the OK button or Cancel to end.
The Payment Type dialog will then appear to record how a payment was made.

If you are using the billing option mainly to bill items without payments and you would
like the Payment amount to be set to a zero amount by default when billing select

fee categories, uncheck the Pay on Billing option on the Fee Categories tab in
System Information.




PAYMENTS

Click the Payment button on the patient file.

. Patient is The date and time of
Invoice/Statement Date range paying $250.00 the payment
| | |
M. Payment - Mr John Smith l l X
; Afcount Payment Date and Time
Patient has $201.00 Unpaid ltems pliman, | $250.00[18/09/2018 |+ |[11:29 AM |
no credit ™ $0.00 Unallocated Credit [[JInvoice/Statement [ ] Date range )
Account Balance Clear Auto Allocate ¢&—— C“Ck Auto
Allocate to
distribute
Invoice No IDate Item IDescription IPrac I Billedl Owing | Allocation I payment
792035 27/08/2018 505 Standard Treatment Georg 78.00 78.00 78.00 _vJ amongst bills
792033 04/09/2018 505 Standard Treatment Georg 78.00 78.00 78.00:]
792034 18/09/2018 PIL Pilates Session Georg 45.00 45.00 FEE0 _ﬂ
No Payment

Full Payment
Rebate Only
Gap Onl

Accept Unallocated Payment to practitioner | George Rogers

+ | unallocated amount $49.00

™ The amount
allocated may be
edited manually
or select a
payment option

[IPrint
[J Email Send now using template NEW
Edit before sending

To make a payment for a specific statement or invoice, select the Invoice/Statement
option. This option enables you to view the outstanding amounts that were printed on
a specific statement or invoice. This option is only available if a statement or invoice
has been previously printed for this patient.

This view can be ordered by date range by clicking the Date column header or
ordered by name by clicking the Name column header (for linked patients only).

Double-clicking the item description will auto-allocate any remaining payment to that
item. Double-clicking again will remove the allocated payment.

If the Invoice/Statement or the Date Range option is not selected than the payment
screen will show ALL the outstanding amounts for that patient.

The top left-hand corner of the payment screen displays the patient’s account status,
which includes the total of Unpaid Items, Unallocated Credits and Account
Balance.




PAYMENTS

Unpaid Items are the total of all outstanding items. Unallocated Credits indicates
the total credit available for payment of outstanding transactions. Account Balance
is the total amount outstanding.

Enter the amount being paid into the Payment field.

The Date and Time fields will automatically be set to the current time. This can be
updated manually if you are processing a payment for a previous date.

If the items to be paid are the only items or the oldest outstanding items, click the
Auto Allocate button. The amount to be paid is distributed amongst the outstanding
items (and recorded in the Allocation column), the oldest being paid first.

To distribute the amount manually, select the Allocation column of the item to be
paid and enter the amount. To clear the amounts in the allocation column, click the
Clear Allocated button.

If the amount being paid is greater than the amount allocated, then the remaining
amount may be credited to the patient’s account. Select the Accept Unallocated
Payment option.

To print the payment receipt, select Print. To email an electronic copy of the
payment receipt select Email.

To process the payment click the OK button or Cancel to cancel this operation.

If the amount being paid exceeds the amount owing and the Accept Unallocated
Payment option is selected, the following Confirmation dialog will appear.

Confirm &]

. - \ This payment includes an unallocated amount of $100.00.

Is this correct 7

Click Yes to proceed.

If the payment being made is greater than the total outstanding amounts or has not
been allocated to outstanding accounts, the following Warning dialog will appear.

Warning L_J&

All of the payment has not been allocated. Please allocate the remaining amount of this payment

To resolve this either select the Accept Unallocated Payment option to indicate that
an unallocated amount is also being accepted, change the Payment amount, or
select the Auto Allocate button to allocate any remaining amounts.




Select this
option to

accept ——

credit
payment

PAYMENTS

To allocate a credit to a patient’s account when there are no outstanding amounts,
enter the amount to be credited into the Payment field, select the Accept

Unallocated Payment option and then click OK.

NEW

[ Print
[ Email Send now using template
Edit before sending
Help

Cancel

$0.00 g [T Account F Payment Date and Time Enter
.00 Unpaid ltems Primary s1oo.oo| — amount to
$0.00 Unallocated Credit Invoice/Statement ] Date range be credited
Account Balance Clear Auto Allocate
Invoice No JDate ltem Description IPrac ] Billed l Owing ] AllocationJ Note that
4 there are no
) outstanding
Confirm X amounts
I’ _E’-\I This payment includes an unallocated amount of $100.00.
. Is this correct?
Yes No
—) Accept Unallocated Payment to practitioner | George Rogers + | unallocated amount $100.00 (—— Credit t
| paymen

If the Use Banking Sheets option in System Information has been selected the
Payment Type dialog will appear. Enter the amount to be paid in the correct
payment type and click OK or press Enter on the keyboard.

The patient’s balance will now appear in blue within brackets, indicating a credit
amount, as shown below.

', Patient - Mr John Smith

o] @ ==l

Mr John Smith

General lAdditionaI I Billing Details I Medicare / DVA I Transactions lAppointments I Events l Mot * %

Close

% Receipt
Preferred E]‘ m Search
[ =
Address 107 Flinders Street i \‘: Bill l N—|ew
ADELAIDE & 5000 ||
I
Date of Birth 0L/01/1980 | Age 36 [ Mailing List
MailChimp
Gender Male |~ File No 1151 [Tl Archive
Phone Home Work 180018 18 20 Next Recall
Thu 14 Jul2016
Mobile/SMS Fax Smthsdwhs2days
Next Af int t
helpdesk@smartsoft.com.au M:MBES;TGTIG:M o
Practitioner  Robert Jones - Hazelwood Park |~ = | ¥
Last Appointment
Fee Category Standard [v Thu 14 Bn2016 140 pm
yesterday
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 ($100.00) ($100.00) (—-@

Credit Balance
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PAYMENT DISSECTION

The Payment Type dialog enables the method of payment to be specified. This is
necessary for the generation of shift reports and banking sheets.

If the Use Banking Sheets option has been selected in System Information, the
Payment Type dialog will appear when processing all payments.

E Payment Type - Mr Jlohn Smith - Amount te Pay 573,00 *
Prev Credit 5000 Credit Available S0.00
Cash E Drzwer Bank Branch Chegue Moo
Cheque(s) ¥ 50.00
Grp Chg/Deposit 50.00 Register...
Card S0.00 Visa Master Card American Express () Diners Cther
EFTPOS S0.00
HICAPS S0.00
Direct Deposit 50.00
To Allocate 50.00
Total §78.00
[ Print
] Email Send now using template Receipt Template
Edit before sending

Enter the amount to be paid into the corresponding payment field. If the patient is in
credit the payment type will default to the Prev Credit field.

When printing Receipts and Payments the payment type will be printed to show how
the account was paid.

You can use the tab key on your keyboard to move through the payment type fields.
Users can also right click a payment type to assign either the full amount or the
remaining amount to be allocated.

For a cheque payment, the Drawer, Bank and Branch details need to be provided.
The Cheque No is optional.

Payments may consist of several payment types (e.g. $20 cash and $20 credit card).
The Total of the payment types must equal that of the payment being made.




PAYMENT DISSECTION

Group Cheques/Deposits

A Group Cheque or Group Deposit is a single payment used to pay amounts on more
than one patient account.

When making a group payment, Front Desk 2021 requires you to Register the
cheque or deposit. This facility keeps track of multiple group payments and the
remaining unused balance of each payment.

Locate the Group Cheque/Deposit box on the left and enter the amount to be paid
on this account only, either select a group cheque/deposit which has already been
entered, but not completely used, or register a new group cheque/deposit by clicking
the Register button.

R Payment Type - Amount to Pay $62.25

S

Prev Credit
Cash
Cheque(s)
Grp Chg/Deposit
Card

EFTPOS

HICAPS
Medicare / DVA

Direct Deposit

Total

50.00
50.00
50.00

§62.25

5000 @

50.00
50.00
50.00
50.00

§62.25

Credit Available

Drawer

Visa Master Card

50.00

Ame

Bank Branch

rican Express

Diners

Chegue No.

v, (Regn]) $1———

Other

I

OK

| [ cancel |

Register
button

When registering a group payment, enter the full amount of the payment in the
Amount field and complete the details of the cheque or deposit as shown below.

Register Group Cheque

Location of Cheque allows
users with multi-locations set

Register Group Deposit

ﬁ\ Register Group Cheque/Deposit

Type
() Cheque @ Direct Deposit
Details
Amount Payer
$0.00

Remittance Mo,

| Cancel | |

ok |

(S

Click OK to complete the registration process.

up to set the location of the
cheque

R Register Group Cheque/Deposit [dE-J

Type

@ Cheque ) Direct Deposit
Details

Ameount Drawer Bank Branch Chegue No. .

s0.00 < Chgque No. is an
. optional field

Location of Chegue

City €

Cancel ] [ u]S ]




PAYMENT DISSECTION

Once you have completed the registration of the Group Cheque or Deposit your
payment type screen should look similar to the screen below. If you have several
group payments registered, you will be able to use the drop-down box to select which
cheque or deposit to use for particular payments.

i — L s My
E Payment Type - Amount to Pay $62.25 M
Prev Credit 50,00 Credit Available £0.00
Cash 50.00 Drawwer Bank Branch Cheque Na.
Cheque(s) [# 50.00
Grp Chg/Deposit $62.25 Insurance Plus - 123456 Amount:$20000 Balance$20000 |
Card 80.00 @ Visa Mast&r?ﬂl Arnerican Express () Diners Other
EFTPOS 50.00 Details of group
HICAPS $0.00 cheque or deposit
Medicare / DVA 50.00
Direct Deposit 50,00
Total 562.25
0K ] l Cancel

Click OK to complete the payment.

Search for the next patient whose account needs to be paid by group cheque or
deposit. From the payment type screen select the registered cheque or deposit
which is required to pay for this amount, as shown below.

i —_— T T  — | —— - A
E Payment Type - Amount to Pay $62.25 ﬁ

Prev Credit 80,00 Credit Available 50,00
Cash $0.00 Drawer Bank Eranch Chegue No.
Chequefs)  [#] $0.00
Grp Chg/Deposit LMl n<urance Plus - 123456 Amount:3200.00 Balance:$137.75 | - | Register...
Card $0.00 | Type |Drawer.."Payer |No. |Amount |Ba|ance r
EFTPOS soop |Cheque | Smartsoft 654987 §75.00 §75.00

Deposit |Insurance Plus  |123456 $200.00 §137.75
HICAPS 50,00
Medicare / DVA §0.00
Direct Deposit 80,00
Total 562.25

[ oK ] [ Cancel
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PAYMENT DISSECTION

ﬁ Cheques

To edit a cheque or delete payments made by group cheques select Cheques from
the System menu.

System | Reports Window Help

1£4 Cheques

The Cheques screen will display all cheques that have been entered within a
specified date range. By default only incomplete group cheques are shown.
Uncheck the Show Incomplete Group Cheques Only option to display all cheques.

You can view the transactions associated with each cheque by clicking on the plus
(+), located to the left of each cheque.

Cheques may be deleted or edited from this screen. Simply highlight the cheque and
click the Edit or Delete buttons.

To delete a cheque and all payments made by a cheque, select the cheque then click
the Delete button. To delete just one particular transaction from the Cheques
screen, click on the plus (+) sign next to the cheque, select the transaction you wish
to remove and click the Delete button.

Note that once a group cheque is deleted any payments that were associated with
that cheque will also be deleted from the patient’s file.

I o

R Cheques =]

From 08;'01{2016’ v To 15{01{2016‘ v [ ShowIncomplete Group Cheques Only Close
Date Amount  Drawer Bank Branch Number Balance - Edit

[+ 15/01/2016 $200.00 Insurance Plus  NAB Adelaide 123456 $0.00

: = - Delete

G 115/01/2016 $125.0 e @ $0.00

=1 15/01/2016 $485.0 $326.15 &p Print
Date Name "e" Delete the selected payment only? Desc » —
15/01/2016 |Miss Racha{ & Med | = & Prewview
15/01/2016 | Mr John Sm Med
15/01/2016 |Ms Dianne | Yes | | No b Med ~ Expod,
< »

m

-

]

Help

Group Cheque

Click Preview or Print to generate a Group Cheque Report.

Click the Export button to generate a CSV or a Microsoft Excel® spreadsheet with
the cheque details.




PAYMENT DISSECTION

@ Group Deposit

To view details regarding group deposits select Group Deposits from the System
menu.

. System

Reports Window Help

L

B3 Group Deposits

A list of Group Deposits between two dates will appear.

g ) ;
g Group Deposits

From 01/08/2015| To 15/01/2016|v  [] ShowlIncomplete Group Deposits Only Close
Date Amount  Payer Remittance No Balance  # Edit
[#125/08/2015 $156.UUVMedicare Australia 1157942 $78.00

04/01/2016  $1,156.00 Department of Veterans Affairs 9412754 ' $1,156.00 Delete

m

A

& Prewview

Export

1

Help

To view the transactions made by a particular deposit, click the plus (+) to the left-
hand side of the deposit. A drop-down box will appear with the transaction details.

[ ‘ Group Depaosits :
From ljlfl]Q!ZhlS|v To 15fﬂﬂ2016|v [T] Show Incomplete Group Deposits Only Close
Date Amount  Payer Remittance No Balance 4 Edit
[#25/09/2015 156.00 Medicare Australia 157942 78.00
e s e e e e
:

m

Help

1|
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PAYMENT DISSECTION

@ Group Deposit

To edit the amount of the group deposit, highlight the deposit and click Edit.

P ™
B, Edit Group Deposit
Details
Amount Payer Remittance No.
$1,156.00 Department of Veterans Affairs 9412754 More...
| cancel | [ ok |

As notifications of payments made into your bank account are received some time
after the actual deposit, you can edit the payment date of the transactions associated
with this group deposit by clicking the More... button and setting a new deposit date
and time.

-

Deposit Date & Time

Deposit Date / Time  04/01/2016 |v 0105 PM

l oK H Cancel ]

To remove a group deposit, highlight the particular deposit and click Delete.

Note that once a group deposit is deleted any payments that were associated with
that deposit will be deleted from the patients’ accounts.

Confirm ‘

I,O‘. Delete this deposit and all payments made by it?

7

Click Preview or Print to generate a Group Deposit Report.

Click the Export button to generate a CSV or a Microsoft Excel® spreadsheet with
the Group Deposit details.




Appointment
book
navigation
buttons
including
Day, Week &
Monthly
Appointment
book views

APPOINTMENT BOOK

& Working with the Appointment Book

To open the appointment book select the Appointment Book icon from the Toolbar

File System Reports Window Help

OiB shmaes BeL20dB § 20248 R = s0@

| Appointment Book (Ctri+A}|

or from the File menu.

‘Eile System Reports Window Help

] Appointment Book Ctrl=A

The Appointment Book window will appear. The day being viewed in the
appointment book is displayed in the Appointment Book title bar and also in the
calendar. By default the Appointment Book will open to the current day.

To view a particular day in the Appointment Book either select that day from the
calendar or click a day button found above the practitioner columns. To navigate to
the previous/next week or previous/next month, use the double or triple arrows
accordingly.

Day View Day Buttons

M Appointment Book - Monday 16 Noverber 2015
[«<d (<] [« B [w) [m] (3] [3>) (3] [ Privacy [Today( Fri ) sat J[ Sun |(Mon]( Tue )(wed)[Thu )[_Fri ][ sat )(sun)(mon)[ Tue J(wed](Thu ](_Fri [ sat J( Sun)(Mon](Tue J(wed)[Thu | Fri J[ sat ](sun](Man.
N.AA | George Rogers - Hazelwood Park ne Conway - Dulwich isan Everrett - Dulwich obert Jones - Dulwich Anne Smith - Norwood Dale Gribble - Hazelwoo{Hal Jordan - Hazewood
4 November 2015 * |9:00am [ Mrlyndon McEgan (5) Miss Mary Ferguson (IC) Mr Mark Brennan (5) Mr Robert Leemoruggen (E4) | Mrs Leigh-Anne Robinson (5) Mrs Marie Lardner (5) f§i”Mr Shannon Alander
Mon Tue Wed Thu Fri St
% 27 8 ® 0 3
2 3 4 5 6 1 Wrs Karyn Stviour (5) Miss Kirsten Kukeste (5) MrTerny Bosco Q) [ Mr Andreas Johntson

J 1115 Nonoy Gallascn (5) Mrs Margaret Lynch (5]

Mr Adrian Winters (5)

by Mrs Patricla Haugen (F Mrs Pauline Wilksch (B PRie Shannon Alander () irKevin Farmer (5)
Mon Tue Wed Thu Fri Sat Sun : g
P e el T Mrs Rhonda Macfariane 1) |
7 8 9 10 U 12 B

nB B ounomog[E Miss Michelle Martin (5] | M.me.gh.(...enm.malMnM.n.M..m....m

B 29 0 3
Mrs Nancy Gallasch (5]

Miss Lisa Rosenberg (€
January 2016 o
Mon Tue Wed Thu Fri Sat Sun

i 2

Mr Matthew Hearne (F) Mr Stephen Holtham (69

Mr Michael Wieske (I

U 12 13 W 15 16 17
8 19 20 A 2 B M
3 % 27 8 29 30 3

i M shayne McGrice 1)

100 pm |Lunch Lunch Lunch Lunch

Lunch Lunch Lunch

1:15 pm |Lunch Lunch Lunch Lunch Lunch Lunch Lunch
February 2016 ~— P |
Mon Tue Wed Thu Fri Sat Sun 1:30 pm | Lunch. Lunch Lunch Lunch Lunch Lunch Lunch
45 pm Lunch Lunch Lunch Lunch Lunch Lunch Lunch
1 2 3 4 5 6 T I = ' B = =
3 0 10 1 1 13 14 |2o0em [ Hrsatrica Ball ) Mr Ralph McTaggart (E4) Miss Lisa Marrett (5] Mst Timothy Uern (5) 1 Nancy Falaguerra (
15 16 17 18 19 20 21 |21Spm
g SR 2:30 pm Mrs. Mlmiv&tﬂrﬁjﬁq
March 2016 cis5ipm

Mon Tue Wed Thu Fri Set Sun [300PM |

12 3 4 5 6 [35pm
7 8 9 10 1 12 1B
W15 16 17 18 19 2 [30pm
2

B 5 % 7 [usem © is

4:15 pm Ir Timothy Watson (S) d Co Mst Scott Kermond (S)
430 pm
4245 pm Mr Adam Rigney (5) Mrs Kathy Mazzocsto (B4
500 pm_ [JPSteven prismontaite (5) Leaving Early
B e r :15 pm
@ acpoinuentoetals 530 pm W5 Linda Thomas (5) Mrs Sally Scal (5)
[ reasorerawese 70 S —

600 pm

.| Reminders / notes 15 pm Mr Peter Hollingworth )
é Waiting List (630 pm Mr Paul Koronis (5)
5:45
[==] Messages Ssem |
TR i i
[\l Practitioners /{George Rogers - Hazewood Park JJane Conway - Hazelwood Park /Jane Conway - Dulwich | Susan Everrett - Dulwich /Susan Everrett Adelaide | Robert Jones - Dulwich /[Robert Jones - Hazetwood Park |

12 Reports & utiities All Pracice /Dutwich Jadelaide Norwood | Hazewood Park ]
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APPOINTMENT BOOK

& Working with the Appointment Book

The Front Desk 2021 Appointment Book has a privacy option that allows users to
hide patient names in the Appointment Book. The Privacy setting can be enabled on
the Appointment Book tab in System Information.

q

MR, Systerm Information e ==
Options | Banking | Appointment Book | Waiting List | Clinic Shifts | |« | »

General |Walnings | Practiticners | Columns | Gmupsl

—Calendar
Time Interval 15 Minutes |~
Appointment Start Time 0900 am |v
Appointment End Time ~ 07:00 pm | -
First Day of Week Monday |~
Appointment Book Appearance
[¥] Show Titles ["] Show Middle Mames
. I i Colours
Show Privacy Option in . [[Juse Colour in Reports Mew Style
the Appointment Book P [/IShow Privacy Option
Display Name First Name (Preferre| App Types
Mouse Wheel Scrolls By ’Page 'l [ Resources l

Privacy option. Alt + P on
the keyboard will also toggle Help
the Privacy option

% Abpoinfmeni: Book - Monday 16 Noverfber 2015

(< <) <] B () () (3] %9 ¥ iy :
= \ L NAA, \George Rogers - Hazelwood Park |Jane Conway - Dulwich | Susan Everrett - Dulwich
Mon Tue Wed Thu Fri Sun |9:00 am Mr Lyndon McEgan (S) Miss Mary Ferguson (IC) Mr Mark Brennan (S)
26 27 28 29 30 131 1

915 am
2 3 4 5 6 7 8 |- 2

9 10 11 12 13 14 15 |%:30am

16 17 18 19 20 21 22 |rereee
23 24 25 26 27 28 29 | |
[ 10:00 arn‘

Mrs Karyn Siviour (S) I Miss Kirsten Kukeste (S)

Mr John Smith (S)

30 1 2 3 4 5 Appointment Details

Mr John Smith (S)

File No: 1151

Item Code: 505

App Made: 17/11/15 9:37am
Made By: Admin

SMS Reminder &

Reports & Utilities 10:15 am‘
10:30 am

Day List

Appointment Book A0:45am

N\

11:00 am|
1115 am

Appointments Report Next &ppointment: Thu 21 Apr 2016 4:00 pm (George Rogers)

Appointment Reminders Previous Appointment: Fri 14 Aug 2015 9:45 am (3 months two days ago)

1130 am

G
=
o4
&
ﬂ SMS/Email Reminders 11:45 am|
|
&

Status: Completed

Mrs Louise Beasley (IC)

Export To Excel

12:00 pm . Mrs Nancy Gallasch (S)

Future Appointments

Mr Steven Lyon (F)

Search Casual Appointments 12:30 pm

Edit Cancels / Reschedules 12:45 pm [ Mr Shayne McGrice [IC)

When the Privacy option is enabled, appointments will appear without patient
information and instead appear with the Private descriptor.

N.AA, 1George Rogers - Hazelwood Park |Jane Conway - Dulwich JSusan Everrett - Dulwich J
9:00 am Private () Private (IC) Private (5]
9:15 am l ’
9:30 am ‘ Private (S) Private (S)
945 am [JPPrivate (5) I ‘
10:00 am’ Private (5) Private (5]
10:15 am l ’
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APPOINTMENT BOOK

& Wworking with the Appointment Book

Week View

For the appointment book to appear in weekly view, click the Week button above the

calendar.

To view appointment statistics for a week, place the mouse pointer over This Week

or the required week you wish to view.

This Week button

| weexs | vieene | wesk? | weet

8 [ wéeen s | Veeon 10 [ week 13 | Week 32 | weer 13 [ wieek 3¢ | Weeh 35 || Week 26 \ieen 17 |(wieek 10 | Week 39 | wween 20 | wieek 2 [ Week 32 | [Week 23 | ¢
w1811 T 133 Fri2011 swavi 7

December 215
Mon Tue Wed Thy Fi St Sun

12 3 4 5 &
7 8 8w uonan
FTERTER TR T AT
a 23855
33 0 3

Jansary 216

T
3 Jose Lacey (5] Timothy Wiation (5] Mis L

e Bichara Maney (5 WS M Crosby 51
0wt of Offer
r Timatrry Watson [5) M e gy 6

Me ol Omyman (51

e peter walker 661

|

ieskend

Vi

unch “tunen wieakens

tunch tunen Vieskent

twnen wwnen Vieskens

twnch tunch Vieekend

s el Crig 00) o Vieekens
Vieekens

N BT Timotry Watson (5) end
end

M Comaine Wiloms 51 ena

e — o

WirTresor Toctey Bl — e Nerote Bob 631 Toeeken

T 1 wekena

s Ane Ogen 36 Tonwetng | » hens
W o Ben 61 hend

s

assom
4300m
x5 on
aea 0o [PAR PR 6]
rrm—— i

(T8 s e s

Timothy viatson 61

Weekand

Waetend

14 are fTane Corneny - Hagelwrond Pur e Comsiey— Dumich {Gusan Everret - Duswich  Gusan Everedt - Adeinge [ Rabert Tores - Oubatch
THonwood (Hazewood a

: , — Week buttons

Front Desk 2021 - Note

The Appointment Book will only show one practitioner column at a time when viewing

the Appointment Book by week or month.
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APPOINTMENT BOOK

E Working with the Appointment Book

Month View
For the appointment book to appear in monthly view, click the Month button above
the calendar.

To view the appointment statistics for a month, place the mouse pointer over This
Month or the required week you wish to view.

This Month button

Hovember 2015
Men Tue Wed Thu Fi n s

3 405 6 1
U 2B
7 B 1 D A2
B w5 %2
»

December 215
Men Tue Wed The Fn

A

9 10 u
B U1
3 >
» n

1
7 8
[
a 2

K

Jonuary 2016
Mon Tue Wed Thu Fr
1

4 s 6 7 8

12

Fy

Men Tue

BB
0 2 28 A

2 B>

February 2016
Wed Tha Fr

Wndh  lunch  Lunen L
wnch  tunch  Luncn

tnth  Luadh Wnch  lunch  Lunen  tur toneh

lunch Winch lunch lunch  WeekendWeekendiunch lunch lunch lunch lunch WeekendWeekendiunch lunch Lunch Lunch Lunch  WeskendWeekendlunch Lunch Lunch lunch lunch WeekendViestendLunch
1.2 3 4 5 6 — — AT — % g — e
s 5w ou R B s Wectend weetendfc wernawesndd s ¥ henawrstand 3 v 3 ‘
5016 1 B 1B endvie s ¢ Sty
237 . . 535 5
Mrch 2016 Jv«a-mur- Weskenaweeker
Mon Tue Wed Thu Fi Set 3 eskendy iy 2 & iy e
1203 .4 8 7 f eetend < & e e ek
7 8 5 0 ouon | e 1 — peciond inav
o116 7 1819 s tndWe s L3 2 3 ted kend Ve
a4 2 B u B X% : endy T s Wesken Weekenaeerend (¥
23 %3 1 2 3
¢ 5 6 7 ‘M Weetend) Tewn | 5 H Team ! T Team Mo
3 eetendwie ic 2 ofs |weeke enavi
s 5 Vieerand e = Weekendf s |Weskendweeke 3 Vieekenavieekend]
s pm " end e ndWeekeno " WeekendWeekend] w pie
i anin K re in
| 8. appantnent et sisom 3 3 Weskendvie
T8 rctvoner queue [0 0 ‘s
R 5145 om Vieersndvieehend
[ reminaers votes s i
3 wonma e JJeaser ectendvieeien

[Zminaes

P

When viewing the Appointment Book by month, the Appointment Types will appear
instead of the patient names. Hold the mouse cursor over an appointment to view
the patient’s name and appointment details.

Double click the N.A.A (next available appointment) button on the appointment
book to find the Next Available Appointment time slot within a practitioner column.
The N.A.A button will only place appointments as per the Appointment Rules for the
practitioner.

To view only the columns for a particular practitioner or practice group, select the
relevant tab at the bottom of the appointment book. To view all practitioner columns
select the All Practitioners tab. To resize the columns select the dividing line
between column headers with the left mouse button, hold and move horizontally. The
appointment book columns are defined under the Appointment Book tab in System
Information.
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APPOINTMENT BOOK

E Working with the Appointment Book

The Appointment Book has an Outlook-style tool bar on the bottom left of the screen.
Appointment Book functions and reports can be accessed by clicking these buttons.

| extendea catengir |

Appointment Details

@ Practition

er QJueue

h] Reminder

5/ Motes

@ Waiting L

ist

Messages

2. Practition

ers

Reports & Wilities

The Extended Calendar displays multiple calendar months for easy future
appointment bookings. The actual number of months displayed is dependent on your
computer screen resolution, with most users able to view three months.

[eed (<] (<] (o] (w] (] (5] (3]

Mon Tue Wed Thu Fri Sat Sun
% 27 8 9 % 3 1
2 3 4 5 6 71 8
9 10 1 12 13 1 15
6 17 18 19 20 A 2

3 % 27 B 9

December 2015
Mon Tue Wed Thu Fri Sat Sun
1 2 3 4 5

8 9 10 1 12 13
18
E

January 2016
Mon Tue Wed Thu Fri Sat Sun
1

~

4 5 6 7 8 9 10
n 12 13 W 15 16 17
18 19 0 2 2 3 4
3 6 27 8 9 30 3N

February 2016
Mon Tue Wed Thu Fri Sat Sun

2 3 4 5 6
§ 9 10 1 12 13
15 16 17 18 19 20
2 3 u
2

BRES

5 % 7

March 2016
Mon Tue Wed Thu Fri Sat Sun
203 4

=BRES

‘ November 2015 * a0

[ privacy (Todag( Fri )( sat J( sun(Mon]

ue J(wed)(Thu [ Fri [ sat ) sun ](Mon]( Tue J(wed ][ Thu J( Fri ][ sat |(

NAA | George Rogers - Hazelwood Park
Mr Lyndon McEgan (5)

Miss Mary Fergusan (C)

Mr Mark Brennan (5]

10:15 am
10:30 am

5 [104sam

11:00 am,
11:15 am
11:30 am
11:45 am
12:00 pm)
12:15 pm|
12:30 pm)
|12:45 pm

rs Louise Beasley (C)

100 pm |tunch

115 pm [Lunch

130 pm |Lunch
145 pm [Lunch

200 pm_ [ Mrs Patricia Ball 5]
215 pm

2:30 pm
2:45 pm

M Test Test (1C)
rs Antoinette Alexander (5)

3:00 pm
3115 pm
3:30 pm
3145 pm

400 pm_ [ Mrs Liene Thurgood (5)

Appointment Details &

n Prismontaite (5)

T8 procitioner Queue

.| Reminders / Notes r
25 Waiting List :
Messages &
2 practioners .

12 Reports & titties

M Karyn Swiour (5)

Miss Kirsten Kukeste (5)

 Miss Michelle Martin (5)

Mr Shayne McGrice IC)
Lunch
Lunch
Lunch
Lunch

Mr Peter Hollingworth (5)

Mrs Nancy Gallasch (5)

Lunch
Lunch
Lunch
Lunch

Nirs Maureen Murfett (5)

Mr Adrian Winters (5]

Mrs Rhonda Macfarlane (IC)

Miss Leighanne Herrmann (5) f§l Mrs Maria Markham (5)

sun J(Mon)( Tue J(wed]( Thu J(_Fri |( sat ] sun](Mon]
R

ir Shannon Alander

Mr Andreas Johntson

ir Shannon Alander (5]

ir Kewin Farmer (5)

Lunch
Lunch
Lunch

Lunch

Mr Michael Wieske (IC

Lunch Lunch Lunch

Lunch Lunch Lunch
Lunch

Lunch

Lunch Lunch

Lunch Lunch

Miss Lisa Marrett (5]

Mrs Lioudnilla Latts (5]

Phr Timotty Watson (5)

Mr Adam Rigney ()

Leaving Early

Mst Timothy Uern (5)

Mst Scott Kermond (5)

Mrs Sally Scali (5)

Mir Paul Koronis (5)
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APPOINTMENT BOOK

E Working with the Appointment Book

Appointment Details will show the details of a selected appointment including the
appointment status, patient waiting time in the practice and a patient photo when
available. This functionality is valuable for quickly checking the details of an
appointment and identifying patients in the waiting room.

1 Appointment Book - Tuesday 17 November 2015
(ceq)ee) (<] o) (w) () (5] (55 5%) [ Privacy (foctl_Fri_J(_5at ][ -sun ) (von)  Tue ) (e i ) _pri )( st ) sun )(hon](ue ) wea) (thu J(er J_sat J(Sun]
ay r 2015 (YWY eorge Rogers - Hazelwood Park Jane Conway - Hazelwood Park Robert Jones - Dulwich |Anne Smith - Hazelwood Park
Mon Tue Wed Thu Fri Sat Sun |9:00am Miss Rebecca Watt (S) Mr Tom Pointon (5) iss Tina Pethick (S) rs Lorraine Randall (S)
% 27 28 29 30 31 1 [
2 3 4 5 6 7 8 = S—
9 10 11 12 13 14 1 9:30 am rs Antoinette Alexander (S) - Ms Linda Thomas [IC) r Shannon Alander (S) Fgll__s's unl!hl‘}o_‘lﬁa_’x(@ﬂ
6 17 18 19 20 21 22 |
9:45
B 4 25 % 27 8 9 [MFN |
30 1 2 3 4 5 6 |10:00 am Out of Office Dr Paul Kildare (S)
Appointment Details 10:15 am Mr Shannon Alander (EX)
17/11/2015 10:30 am IS HRARYEERR)
Practitioner: George Rogers -
Hazelwood Park
11:00 am @”Steven Prismontaite (S) [ oy
Mr John Smith (F)
File No: 1151 11:15 am i
Item Code: 505
Anp Made: 21/4/16 1:56pm 1130 am Mrs Patricia Ball (5) i
MadeByAdmin 11:45 am M Shayne Thrum (5
Next Appointment: Thu 21 Apr Ms Marica Pira (S) il
2016 4:00 pm [George Rogers)
Previous Appointment: Mon 16 Mr William Duane-Thomas (F) NA
Nov 2015 9:45 one d i3
o At (one.day-agol Ms Pegay Fainweather (S) r Timothy Watson (5)
Status: Patient Not Arrived
A Lunch Lunch Lunch Lunch
115 pm |Lunch Lunch Lunch Lunch
1:30 pm | Lunch Lunch Lunch Lunch
1:45 pm Lunch Lunch Lunch Lunch
2:00 pm @ Mrs Zelda Craig (IC) Mr Shannon Alander (S) Mrs Susan Elsworth [IC) Mrs Patricia Haugen (S)
A 2:15 pm
PORER—
2:30 pm | Sr. Mary Neshitt (S) Miss Michelle ©) Gumnley (EX) Miss Saffron Reed (F)
2:45 pm
3:00 pm Mrs Kim Pengelly (S) rs Sharon Austin (5)
3:15 pm Mr Luke Cook (S)
3:30 pm Mrs Ann Ogden (IC) Mrs Jacqueline Alexander (IC) Q
3:45 pm Mrs Meredith Pisaniello (S) MrRerRQarﬁoﬁ[Bﬂ
400 pm [ Mr Bernard Stoeckel () s Nancy Falaguerra (EX)
415 pm Mrs Rozalia Thoonen (S)
430 pm Mr Kevin Malek (S) Mrs Pauline Wilksch (S)
445 pm Tany Ricci (5)
[E Extended Calenfar 5:00 pm y r"'nmnthy—WéB,ﬁn’.tEiq;
= i 5:15 pm Mr Peter McMurray (5)
@ Practitioner Qudue 230 Mr Adrian Eldridge (EX)
5:45 pm J
[ i*—] Bemipdersdotes I 6:00 pm Mrs Mandy O'Keefe (S)
[@ Waiting List 6:15 pm Mr Matthew Hearne (5]
[ e ] 630 pm Mrs Wendy Hanson (5) r Tony Smith (5)
6:45 pm
[ & Practitioners. I
<[ »
ii Reports & Utilitles I \All Practitioners AGeorge Rogers - Hazelwood Park ,(Jane Conway - Hazelwood Park ,(Jane Conway - Dulwich /\Susan Everrett - Dulwich Eﬂ

The Appointment Details will be
displayed including the patient's Account
Balance, Future Appointments, Waiting
time and Waiting time after appointment is
scheduled to start

Note that for the Waiting time to appear the patient’s appointment status must be set
to Patient Arrived.
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APPOINTMENT BOOK

E Working with the Appointment Book

The Practitioner Queue is used to show the patients who have arrived and are
waiting to be seen by a particular practitioner, including how long they have been
waiting. The queue can be ordered by appointment time or by patient waiting time.

9 10 I 12 13 M 15 [ Antoinette Alexander (5]
LIRS~ e
1% 1 2 ‘ o [10:00 om! of Office e Faul Kadare [5)
1015 am,
— \
11:00 am Prismontaite (S}
1115 o
1130 am Shannon Alander €9 | Mrs Patricla Ball (5)
116 va, I Mr Shayne Thrum 61
12:08 o M3 Manics Piro (5)
REBLEL]  Mr\illiam Dusne-Thomes (F| M-—
1238 o) i Pagy Faimeeathr 6] Timathy Wiatson 61
1245 om)
1909 Luneh tunch Lundy Lunen
115 5m Lunn Lunch Lundh Lunen
130 9m funen tuncn Lanch tunen
145 0m lunch wncn L tunn
200 am [ s Zeida Crag 861 4 Sharan Alvnder 1 [
215 5m
e
s om
300 om [ Mrs Kim Pengelly (5) irs Sharon Austin (5]
3:15 pm Mr Luke Cook £5)
530 5m = )
s om Dars Mareaith Prieso ) Wr b Baon 1
e o ®
415 pm tars Rozalia Thoonen (5}
&30 om [ M Kewin Malek 5] Mrs Pauline Wilksch (5]
] Bxtendes Calendar
82 appointment Detass
A Pactiones
(180 Reports a s A Pt ficae Coimys Tine Comirey - D, B

The Practitioner Queue has also been designed to allow users to do some of the
most commonly performed actions on the selected patient. These include opening
the patient’s file, accessing clinical notes, adding/viewing x-rays, receipting and
billing.

The default action when double clicking on a patient can be changed by right clicking
within the Practitioner Queue.

Practitioner Queue

Miss Rachael Dangerfield
App. : 12:00pm
Patient Arrived

Appointment Status 3

Double Click Optians
v PatientFile 4———————— Default double click function

Clinical Notes

Patient X-rays

Receipt

Bill

Practitioner Queue Order

Users can set the queue to be ordered by
Appointment Time or Waiting Time

v Order by Appointment Time <
Order by Watting Time

l;n! Extended Calendar ]

I@ Waiting List
I Messages
[ rorssvme
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APPOINTMENT BOOK

E Working with the Appointment Book

The Appointment Status can be changed from within the Practitioner Queue by
right clicking the patient and selecting an Appointment Status.

Appointment Status r Patient Mot Arrived
v Patient Arrived

Double Click Options
Completed

v | Patient File
Clinical Motes
Patient X-rays
Receipt
Eill

Practitioner Queue Crder

v | Order by Appointment Time
COrder by Waiting Time

The Practitioner Queue can also be opened independently of the Appointment Book
from the Front Desk 2021 Toolbar.

File System Repors Window Help

FifsMma®es RLL0dB 2 OLAFB w50

This floating window may be positioned anywhere on the screen, and can also be
docked to either the left or right of the Front Desk 2021 window.

George Rogers's Queue - 1 patient

a |1

+4——  Refresh the Practitioner Queue

|| Privacy

Miss Rachael Dangerfield -
App Time: 11:00am
Patient Arrived

m




APPOINTMENT BOOK

E Working with the Appointment Book

Reminders/Notes allow you to enter in general practice reminders/notes viewable by
all appointment book users. These notes can be for a specific day in Day Notes or
viewable on all days with Reminders.

To enter day notes click in the window below the calendar titled Day Notes and type
in notes regarding that particular day. A day note is only visible when viewing the
day for which it was made.

To enter reminders, click in the Reminders window and type your reminders.
A reminder remains visible regardless of the day being viewed.

n Appointment Book - Tuesday 17 Novel

[« (<] [ <] [p] (w][m](>](>](»]

Mon Tue Wed Thu Fri Sat Sun
27 28 29 30 31 1

26
2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 21 28 29
30 1 2 3 4 5 6

Reminders / Notes

Day Motes

Notes entered under the 'Day Notes'
relate only to this specific date,

Reminders

Reminders listed in the 'Reminders’
section will carry across to any date,

These notes are shared between all
users,

Smartsoft Helpdesk: 1800 18 18 20

lj Extended Calendar

lg;] Appointment Details

[Ig Practitioner Queue

_J Reminders / Notes
@ Waiting List
[ Messages

l& Practitioners

Lﬁ Reports & Utilities




APPOINTMENT BOOK

@ Waiting List

Clients who require an appointment when one is not immediately available can be

placed on a waiting list, which will automatically notify the operator when an
appointment meeting the client’s availability becomes available.

To access the Waiting List, click the Waiting List option on the left hand side menu
of the Appointment Book.

(Today( sat )( sun(Mon]( Tue |(

ted) ([ Thu |(_Fri_J( sat J( sun )(mon ][ Tue J(wed](Thu J(Fri [ sat | sun](Mon)( Tue J(wed][Thu J[ Fr )( sat J( sun)(Mon ][ Tue |

(< ) () ) (w))

(52)69) [Irragy
N.AA,

George Rogers - Hazelwood Park

Jane Conway - Dulwich

|Susan Everrett - Dulwich

Mon Tue Wed Thu Fri Sat 9:00 am
% 27 8 29 30 3
2 3 4 5 6

£
H

9:15 am

Mr Lyndon McE

gan (5] Miss Mary Ferguson 0C)

r Mark Brennan (5]

|Robert Jones - Dulwich Anne Smith - Norwood

Mrs Leigh-Anne Robinson (5]

9 10 1 12 13 u
6 17 18 19 20 2
3 #5627 B
0 1 2 3 4

9:30 am

aBRG o~

2 Waiting List- 16/11/15 View v
George Rogers - Hazelwood Park

10:15 am
10:30 am
10:45 am)
Waiting Listis empty
11:00 am)
11:15 am)
1130 am)
11:45 3m
12:00 pm
12:15 pm
12:30 pm
12:45 pm;
100 pm
115 pm
130 pm
145 pm

2:00 pm
2:15 pm
2:30 pm
2:45 pm
3100 pm
3115 pm
3:30 pm
3:45 pm
400 pm
415 pm
430 pm

4:45 pm
] Btended Calendar

= 5:00 pm
i .
78 pracitioner Queue 5:30 pm

.| Reminders / Notes i
00 pm
5115 pm
[=5] Messages SR
2 pracitioners 5145 pm

Mrs Kaiyn Siviour (5]

Mrs Nancy Gallasch (5]

' Miss Michelle Martin (5)

Mrs Louise Beasley (IC)

Lunch
Lunch
Lunch
Lunch

Mr Shayne McGrice IC)
Lunch.
Lunch.
Lunch

Lunch

Mrs Patricia Ball (5]

Mr Test Test 1C)
trs Antoinette

Alexander (5)

 Mr Peter Hollingworth (5)

Mrs Liene Thurgood (5)

Miss Kirsten Kukeste (5)

Mrs Margaret Lynch (5)

Mrs Nangy Gallasch (5)

Lunch
Lunch
Lunch
Lunch

rs Maureen Murfett (5)

i Adian Winters (5]

[[Phir Shannon Alander (5)
Mrs Rhonda Macfarlane ()

Miss Leighanne Herrmann (5) [l Mrs Maria Markham (5)

Phr Timothy Watson (5)

teven Prismontaite (5)

dmin

MirAdam Rigney (5)

Ms Linda Thomas (5]

Lunch Lunch
Lunch Lunch
Lunch Lunch
Lunch Lunch
Miss Lisa Marrett (5] Mst Timothy Uen (5)
Mrs Lioudmilla Latta ()
Mst Scott Kermond (5]
Leaving Early
Mrs Sally Scali 5]

Mr Paul Koronis (5)

Dale Gribble - Hazehwoo!Hal Jordan - Hazetwood
Mr Shannon Alander

Mrs Marie Lardner (5

Mr Teny Bosco (C)

Mr Michael Wieske (I

Lunch
Lunch
Lunch
Lunch

{"Mr Kevin Farmer (5)

Lunch
Lunch
Lunch
Lunch

Mr Andreas Johntson

It

Rogers - Hazelwood Park [Jane Conway - Hazelwood Park /Jane Conway - Dulwich [Susan Everrett - Dulwich /Susan Everrett - Adelaide [Robert Jones - Dulwich [Robert Jones - Hazelwood Park

8 ceporseuties ™

Patients can be added to the waiting list by double clicking in the blank area of the

waiting list, or by right clicking and selecting Add to Waiting List or Add New
Patient to Waiting list.

2 Waiting List- 16/11/15 View v
George Rogers - Hazehwood Park

Waiting List is empty

Add to Waiting List

Add New Patient to Waiting List

I@ Extended Calendar ]

82| Appointment Details
@ Practitioner Queue
|| Reminders / Notes

[=5] Messages
Practitioners

Reports & Utilities
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APPOINTMENT BOOK

@ Waiting List

Selecting Add to Waiting List will allow users to select an existing patient to add to

the Waiting List.

Selected Priority ——— Priarity

Select Practitioner(s)
or Practice Group(s)

Select Appointment Details

Selected Preferred
Dates and Times

Add Waiting List Notes

Patient

Appointment With
| Any practitioner

— >

@ Practitioner

Practice Group

Appointment Details

Detailed Selection

Waiting List Notes

—

Add to Waiting List - Mr John Smith

) Advanced Options  Select P

Mr John Smith ()

v

Adelaide
George Rogers - Hazelwood Park | v

ractitioners

P ltem 505 |v <Al Schedules> -
App Type Follow Up ,v Intervals 1 = \vide 1
Preferred Dates
Start Date 22/04/2016 ’v

Wait Until Date |06/05/2016
@ Wait Until Next Appointment  (20/04/2016)
Preferred Times
@ Quick Selection W}
Mon Tue “Wed Thu Fri  Sat  Sun
av M W O F @ O O
1 ¥ I 7 ] Y O 2 B 7 N 7 [ (5

Advanced

Help

(oo ] |

| Next>> || Einish |

Users can select the priority of the appointment compared to other clients also
waiting for appointments, practitioner(s) or practice group(s) the patient would like to
see, their preferred times, how long they are willing to wait for an appointment to
become available as well as adding any waiting list notes regarding this appointment.

Clicking Finish will add the patient to the Waiting List.




APPOINTMENT BOOK

@ Waiting List

Clicking Next will find the first available appointment if one is available.

Add to Waiting List - Mr John Smith
A possible appointment is available on
Friday 22/4/2016 at 10:15 am with George Rogers - Hazelwood Park
Whatwould you like to do?
© Atterpt to make an appointment at this time
) Find next available appointment
Add patient to Waiting List
(g ] (] [ [ o> | Comn ]

If an available appointment time is found, an appointment can be made by clicking
Finish. If the appointment time is not suitable, selecting Find next available
appointment will present the user with another appointment time. If an appointment
can not be found, the patient will be added to the Waiting List.

- Waiting List - 22/4/16  View v
George Rogers - Hazelwood Park

Add to Waiting List
Add New Patient to Waiting List

Edit Waiting List Item
Make Appointment

Go to Appointment
Remowve from Waiting List
Patient File

Mowve to Appointment Book

When an appointment is found, the appointment interval can be viewed by right
clicking on the waiting list entry and selecting Go to Appointment. Alternatively, an
appointment can be made by selecting Make Appointment, double clicking on the
waiting list item, dragging and dropping the Waiting List item onto the Appointment
Book or selecting Move to Appointment Book.

Front Desk 2021 - Note

Appointments can be dragged/moved to the Appointment Book at any time, not just
when an available appointment has been found.




APPOINTMENT BOOK

@ Waiting List

By default, the Waiting List will only show people waiting for appointments on the
selected Appointment Book day and selected practitioner column. The waiting list
view options can be changed at any time by clicking the View menu. Any selection
made under the view menu will be lost once Front Desk 2021 is closed.

-,
-

on 2274716 at 10:15 am
Double click to make

Waiting List - 22/4/16 View ¥

All Practitioners Selected Practitioner

Available time found for @ Al Practitioners
Mr John Smith

@ Current Day
All Days

appointment

To permanently set the default waiting list view options, select the Waiting List tab in
System Information.

[ Default Practitioner View —

n Systern Information

o

Waiting List IClinic Shifts I Paper Size | Printing Layoutl Mail hMerge | X

Options i Practitioner Defaults l Item Code Defaults|
Close

Default Practitioner View

<

@ Selected Practitioner

1 All Practitioners

[ Default Day View

Default Day View

@ Current Day
1 All Days

[ Settings
Default waiting time 2 weeks <

[ Wvait until next appointment-

every 30 mins v <«

This computer should check for available appointments

Default waiting time

Enable Wait until next appointment

Select default refresh time

The Default Practitioner View, Default Day View, Default waiting time and the
frequency the system checks for available appointments can be set under the
Options tab.
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@ Waiting List

The Practitioner Defaults tab allows the user to select the default practitioner
settings to be used when adding New Patients or Existing Patients to the Waiting
List.

ﬂ, System Information o B Y|£F-|

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

‘{ Options | Practitioner Defaults | Item Code Defaultsi

~Existing Patients

@ Patient's default practitioner

(") Practice Group of the patient's default practitioner
| &ny practitioner

) Practice Group | Adelaide

() Practitioner Anne Smith - Hazelwood Parl

New Patients

@ Patient's default practitioner

(") Practice Group of the patient's default practitioner
| &ny practitioner

() Practice Group | Adelaide

"1 Practitioner Anne Smith - Hazelwood Parl

The following default practitioner options can be selected for Existing Patients and
New Patients.

= Patient’s default practitioner

= Practice Group of the patient’s default practitioner
= Any practitioner

» Specific Practice Group

= Specific Practitioner
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@ Waiting List

The Item Code Defaults tab allows the user to select the default item code settings
to be used when adding New Patients or Existing Patients to the Waiting List.

W Systern Information o & /(w3

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

| Options l Practitioner Defaults“’ Item Code Defaults ‘ » Close

Existing Patients

@) Itern Code of previous appointment
() Schedule containing Item Code of previous app
' Default Iter Code for patient's default practitioner
() Itern Code 10960
1 Schedule MNon-Service
New Patients
@ Default Itern Code for patient's default practitioner
() Iterm Code 10960

() Schedule MNon-Service

Help

The following default item code options can be selected for Existing Patients.

= [tem Code of previous appointment

= Schedule containing Item Code of previous appointment
= Default Item Code for patient’s default practitioner

= Item Code

= Schedule

The following default item code options can be selected for New Patients.
» Default Item Code for patient’s default practitioner

= [tem Code
= Schedule
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Messages

The Messages section on the Appointment Book displays SMS replies, Smartsoft
messages and system messages. Unread messages will be displayed in bold.

Messages can be marked as read by clicking on them.

Messages

Wed 6 Apr 2016 12:36 pm

> Our Patient Booking Gateway
users are having great success
with new and existing patients
booking online 24/7 from their
s L Smartsoft Announcement Message
Care team for an obligation free
demonstration to see how it may
wiork in your practice on free call
1800 181 820 and dial 2 after the
prompt,
Thu 31 Mar 2016 11:31 am

B Mrlohn Smith
Yes, thank you.

~ Thu 31 Mar 2016 11:31 am

= Mrs Delrene Allen

Thanks, see you then,

Patient reply to SMS reminder

A

[.:id! Extended Calendar

[ 35] Appointment Details

[@ Practitioner Queue

[ _-L_I Reminders / Notes
[@ Waiting List

l —=“n| Messages
—
[& Practitioners

[gﬂ Reports & Utilties

Right-clicking on a message provides options to Mark as Unread, Clear Message,
Mark All Messages as Read, Clear All Read Messages and to open the Patient
File if the message is an SMS reply.

Yes, tha ol

ou. Patient File
Thu 31 Mar 2016 11:31 anw
[E| Mrs Delrene Allen Reply to SMS
Thanks, see you then, Go To Appointment
Mark as Unread

Clear Message
Mark All Messages as Read
Clear &ll Read Messages

If a message is already marked as read, the right click menu will include an option to
Mark as Unread.
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Messages

All messages and SMS replies can be viewed by selecting Messages / SMS Replies
from the System drop-down menu.

System | Reports Window Help

(] Messages / SMS Replies

The Messages screen provides filtering options when viewing messages. The
filtering options are Message Type, Status, and Date Range.

Message marked as Read

Y- =
‘Vi\rfir;assage 'I"ype étatus Date VRange ]
All v Al v 17/03/2016 | v to 31/03/2016 ‘ v
| |Type Name Message Text Received / Read ReadBy  Read Time Clearec # Message marked
\ : E 9
s e A e o5yt k] @ B 3t R

% Mr John Smith Yes, thank you. 31/03/2016 11:31a [ | m |

" MrsDelrene Allen  Thanks, see you then. 31/03/2016 11:31a [ ] =

P Smartsoft Smartsoft office hours - Easter Holidays. Pleas24/03/2016 3:47 pm  [¥] Admin 31/03/2016 11:20 am | [V jE

Right-clicking a message provides the options to Mark as Read, Mark as Unread,
Clear Message and Undo Clear Message.
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}\ Practitioner Days

Practitioners can be temporarily enabled or disabled in the appointment book by
ticking the options in the Practitioners section of the Appointment Book. To
permanently disable a day of the week for a practitioner go to System Information >
Practitioners > Prac Days.

These settings are per day and per computer and remain until the Appointment Book
is closed.

Practitioners

George Rogers - Hazelwood Park ¥ |

Jane Conway - Hazelwood Park O ‘

Jane Conway - Dulwich [+ |

Susan Everrett - Dulwich ¥}

Robert Jones - Dulwich ¥ |

Robert Jones - Hazelwood Park ] ‘

Anne Smith - Norwood V)| q—————— Untick to temporarily disable the

Anne Smith - Hazelwood Park @] practitioner column on the selected day
Dale Gribble - Hazelwood Park @ |

Hal Jordan - Hazelwood Park 4 :

I
L

[.1-11 Extended Calendar

[ Qsl Appointment Details

[E Practitioner Queue

[ __J Reminders / Notes

@ Waiting List
l Messages

L& Practitioners

[j Reports & Utilities

e A __J__J

These options only disable the practitioner's columns when viewing All Practitioners
or a Practice Group in Day View. Week and Month views still display all days and
selecting a practitioner’s tab will also display the practitioner even if they have been
disabled on that day.

If all practitioners have been disabled the message No practitioners are available
on this day will be displayed.
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El Report and Utilities

To view and print reports that are relevant to the Appointment Book select the
Reports & Utilities button located at the bottom left hand corner of the Appointment
Book.

| Reports & Utilities

Reports & Utilities
r’sri Day List
j Appointment Book
E Appointments Report
E Appointment Reminders
EE SMS/Email Reminders
| Export To Excel
E Future Appointments
_3 Search Casual Appointments
'@ Edit Cancels / Reschedules

j Appointment Book Rules

rff{] Day List

The Day List report displays the details of appointments in the selected date range.
The Selected Practitioner is determined by which column was previously selected
on the Appointment Book.

Select the time of day to which the report applies:

Day List Report (=234 All for all day
o Al AM for morning shift
- AM PM for afternoon shift
e Before the specified time
e TR After the specified time

D'at:i:ge - The report can be printed for one day or a range of dates
fom 220415 |» | USING the Date Range. Other options for the report include
. amyms |- | ordering the day list by Name or Time, overriding the

Order by Selected Practitioner, grouping the report by practitioner or
o ame T @l shrinking the report to A5.

Practitioner

<< Al Practitiners »> 4] Select the desired practitioner

(column name)

Resources
<< AllResources >> €+~ Select a Resource

Group Appointments
9 Include Groups <¢

Group Appointments options for printing on

Don'tInclude Groups the Day List
Only Include Groups
[] Shrink Report to AS
[“lInclude Casual Appointments ¢——————— Include Casual Appointment on report
Include Empty Timeslots
V| Group by Practitioner ———————— GI’OUp by Practitioner
[ 0K ] [ Cancel I

Any Notes attached to an appointment will be printed next to the patient’s name.
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..13 Appointment Book

The Appointment Book Report displays the clinic and practitioner appointments for
the selected date range. The selected practitioner is determined by which practitioner
column you have currently selected on the Appointment Book.

Appointment Book Re... @
Select the time of day to which the report applies:

@ Al
AM
oM All for all day
ot _— AM for morning shift
0:45 AN .
S e PM for afternoon shift
After 10:45 AM

Before the specified time

Date Range After the specified time
From  22/04/2016 |+

To 2/04/2016 |+

7] Print in colour The Appointment Book report can be printed for one day or a
Selected Practitioneronly | range of dates by selecting the Date Range. Several options
|| Shrink report to AS . . . .
are available, which allow you to print the report in colour,
ok |[ caneel || select one practitioner only or shrink the report to A5 paper.

To turn on the Print in colour option for Appointment Book reports by default, check
the Use Colour in Reports option on the Appointment Book tab in System
Information.

_'E Appointments Report

The Appointment Report generates a list of all missed, processed, rescheduled and
cancelled appointments for the date range selected. An appointment will be shown
as missed if an hour has passed since the time of the appointment and the patient
has not been billed. Any rescheduled appointments will only appear as rescheduled
if the appointment has been changed to another day.

Appointments Report @]

S Select Appointment Date or When Appointment Made.
When Appointment Made

o Al Select the time of day to which the report applies
AM
M All for all day

Before

AM for morning shift

PM for afternoon shift
Before the specified time
After the specified time

After

Date Range
From 18/08/2015 ‘v

To 18/08/2015 \ -

Selected Practitioner

George Rogers < Select the desired practitioner (column

Inc name)
O;di';nve . The report can be printed for one day or a range of dates using the
Made / Changed by Date Range. Other options for the report include ordering the list

T User |Admin

by Name or Time and filtering to a Selected Practitioner or Front
o« | [ cne | | Desk User.
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54 Appointment Reminders

The Appointment Reminders report displays the details of patients who have a
reminder tag on their appointments within the specified date range.

Appointment Book Reminders
Reminders in Period mm——
: Close ‘

Preview ‘

Help |

Eﬂ SMS/Email Reminders

The SMS/Email Reminders report will enable you to send SMS messages and/or
emails to the patients with SMS/Email Reminder tags set.

SMS/Email Reminders n

Reminders in Period

Close
From day, 10 September 2015} v

Email
To Thursday, 10 September 2015 v

SMS

Time Range
@ All

OAM

@l

(O Before  2:34 AM
) After 9:54 AM
Filter

[]By Practice

® Practice Group ' Dr Robert Smith Gr

Practitioner Dr Robert Smith
[]By Appointment Type
New Patient
[] By Appointment Status

Cancelled

Help

Front Desk 2021 - Note

Please refer to SMS and Email Integration in the Advanced Features section of
this manual for full SMS/Email functions.

Export To Excel

The Export To Excel option exports the appointment book into a Microsoft Excel®
spreadsheet. This function can be used to take a copy of the appointments in a date
range to another computer or PDA / mobile device that supports Microsoft Excel®.
To use this option you must have Microsoft Excel® installed on your computer.

Appointment Book Range

Date Range
From  22/04/2016 \.

To 2/04/2016 |

oK H Cancel ‘
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=] Future Appointments

The Future Appointments report can be used to display the next three appointment
times for patients with appointments in the date range.

Select the time of day to which the report applies

e o

Future Appointments @
o All
AM

=]

M
Before | 1:08 P

After 108 PM
~Date Range
From  05/04/2016 | v
To 05/04/2016 v
Order by
@ MName ) Time

Practitioner

<< All Practitioners >> v ¢

Select the desired practitioner

Include appointments for

(column name)

This will show all appointments in the

other practitioners within ~

same column
|| Only with no Appointments <
[ QK l l Cancel

All for all day

AM for morning shift

PM for afternoon shift
Before the specified time
After the specified time

column even if the override
practitioner option is selected

Only show patients with no future
appointments

Set the Date Range of appointments to include in the report. Other options for the
report include ordering the list by Name or Time, displaying a Selected Practitioner
and displaying patients that have no appointments.
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E Search Casual Appointments

To search for a Casual Appointment, click the Search Casual Appointments icon.

Search Casual Appointments

[7] Date Range 01/03/2016| v to 30/04/2016|
[] Contains Characters

[T By Practice

@) Practitioner George Rogers - Hazelwood Pa

Practice Group |Anne Smith

Time Appointment <
’
8/3/2016 10:00 am  Staff Meeting
9/3/2016 10:00 am  Seminar
15/3/2016 10:00 am Staff Meeting
15/3/2016 400 pm  Seminar
17/3/2016 3:30 pm  Smartsoft Training
17/3/2016 430 prm  Early Leave
22/3/2016 10:30 am Staff Meeting
22/3/2016 3:00 prn  Staff Meeting
23/3/2016 11:00 am Private
31/3/2016 12:00 pm Bookkeeping/Admin

m

Help

Select the Date option to list casual appointments within a specific date range.

The Contains Characters option can be used to search for text in the description of
a casual appointment. Enter part or all of the description to view casual
appointments with a particular description (e.g. staff to list all staff meetings).

Select By Practice to view casual appointments for a particular practitioner or
practice group.

Click Print to print the casual appointments list.

% Edit Cancels / Reschedules

To delete any rescheduled or cancelled appointments click the Edit
Cancels/Reschedules button.

* Cancelled and Rescheduled Appointments

i

From Tuesday, 1 March 2016 | v To Thursday, 31 March 2016 | v Close
Time of change  Patient Type Old &pp New Spp Made By Changed By #
5/04/16 .08 pm | Mrs Antoinette Alexander |[Cancel  |4/03/2611:30am | [Admin |Admin |
5/04/16 2:09 pm  Mrs Jennifer Collins Cancel 12/03/16 12:15 pm Admin Admin |2
5/04/16 2:09 pm  MrJohn Smith Reschedule 15/03/16 3:30 pm  17/03/16 3:00 pm Admin Admin

Set the date range with the From and To date. Select the cancelled or rescheduled
appointment that you wish to delete and click the Delete button.
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E| Making Appointments

To make an appointment, right click on an available time slot, this will bring up a
popup menu as shown below. To make an appointment for more than one timesiot,
hold the left mouse button down as you drag over the required time slots and then
right mouse click.

M.AA,  |Robert Jones Anne Smith
9:00 am
n | v

Add Appointment
930 am EE

Add Appointment (Mew Patient)
9:45 am X

Add Group Appointment
10:00 .

am Casual Appeointment

10:15 am Appointment Scheduler
10:30 am Rule Out
10:45 am Pack Appointments
11:00 am Help
11:15 am
11:30 am

To make an appointment for an existing patient, select Add Appointment. The
Search on Patient screen will appear, search for the patient for whom you wish to
make the appointment. To select the patient highlight their name and either click the
OK button, double click, or use the <ENTER> key.

The New Appointment dialog appears.

New Appointment - Saturday 5 March 2016

Practitioner George Rogers - Hazelwood Park | v 2K
Patient Mr John Smith () Cancel
Itern 505 v  Service 'v

Time 9:15 am Intervals 2 5 Wide 1
Period 30 minutes

App. Made 05/04/2016 2:12 pm

Made By  Admin |~
App. Type  Standard Consultation lv
Reminders  [None] B

["|Recall on this appointment
Recall Type | 6 month recall

App, Status  Patient Not Arrived |v
Resource  <<No Resource Selected>> |v
Notes -
Last App: Thursday 31/03/16 (five days ago) Help

The Practitioner field displays the practitioner whose column you had selected when
you made the appointment. If the column has the override practitioner option set in
System Information, you can then select an alternate practitioner.

The patient’s name is displayed in the Patient field and may be changed by clicking
the browse button (=,
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E Making Appointments

The Item field displays the default item code associated with the selected practitioner
and the patient's fee category. These defaults were set previously in the
Practitioner settings. Select a different item code from the drop-down box if
required.

The Time field displays the time of the appointment and cannot be edited. To change
the duration of the appointment use the up and down arrows next to Intervals. To
change the width of the appointment (the number of appointment slots spanned by
the appointment - for practitioners with more than one column) use the up and down
arrows next to the Wide field.

The App. Made field displays the date and time the appointment was made and
cannot be changed.

The Made By field displays the user who was logged on when the appointment was
made. Select a different user’s name by clicking on the Made By drop-down box.

App. Type indicates the type of appointment by displaying the time slot and patient’s
name in a certain colour. Default appointment types were set in System
Information under the Appointment Book tab.

To add a patient’s appointment to the reminders list, right click on the appointment
and select the Reminders option, then choose from Reminder, SMS Reminder or
Email Reminder. To change the colour of the reminder tag click Colours on the
Appointment Book tab in System Information. For patients who wish to be
reminded for every appointment, click on the Appointments tab from the patient file
and select the appropriate option under Remind Patient of Appointment.

Select the Recall on this appointment option to create a recall for this patient on
the day of this appointment.

Select the desired Appointment status, if it's different to the default.

Select the desired Resource, if one is to be associated with this appointment.

The Notes field can be used to add a note regarding this appointment. When a note
has been added to an appointment, a tag will appear in the bottom right hand corner

of the appointment. To change the colour of the notes tag select Colours from the
Appointment Book tab in System Information.
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E Making Appointments

Click OK to confirm this appointment. The following window will appear when
booking an appointment for a patient who already has a future appointment. This
feature can be enabled / disabled on the Appointment Book tab in System
Information.

i =

Information @

This patient already has an appointment
with George Rogers - Hazelwood Park
on 12 April 2016 at 12:30 pm

—

If a patient has not been in for longer than a predefined period, the following screen
will appear when booking an appointment. This feature can be enabled / disabled on
the Appointment Book tab in System Information.

( Information ‘

f 0 \ Patient has not had an appointment for over 6 months.
' Last appointment: Fri 2 Oct 2015 12:00 pm
{6 months three days ago)

Click OK to continue making the appointment.

To view the details of a particular appointment including the patient’s account
balance, future appointments, waiting time and waiting time After App
(appointment), move the mouse pointer over the patient’'s name in the Appointment
Book.

10:15 am
10:30 am |
10:45am 8
11:00 am
11:15 am |

Mr John Smith [S)

]
H

Appointment Details

Mr John Smith (S)

File No: 1151

Item Code: 505

App Made: 17/11/15 9:37am
Made By: Admin

v SMS Reminder
D 4

1130 am @
11:45 am[ Mrs Louise Beasley [IC) Appointment Notes:
12:00 pm| Patient x-rays available,

12:15
T — Next Appointment: Fri 29 Apr 2016 10:15 am (Gearge Rogers)
L0 pm Previous Appointment: Fri 13 Nov 2015 3:45 pm (three days ago)
12:45 pm
1:00 pm [ Lunch Account Balance: $100,00

1:15 pm | Lunch 4 8
130 Lunch Status: Patient Arrived
130 pm_EUEE Waiting: 1 Minute
1:45 pm Lgng ] After App: 1 Hour and 7 Minutes
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El Making Appointments

To view the number of appointments each practitioner has at a particular time, move
the mouse pointer over a time interval (on the left of the appointment book). This
feature is useful for practices running multiple columns where not all appointments
may be visible on the screen at one time.

Mr John Smith (S)

10:00 am | Mrs Nanoy Gallasch (S
The tooltip displays the 10:19 Appointments
number of appointments for 10:33

each practitioner at that time N,glé Heather Brown - Hazelwood Park: 1
- George Rogers - Hazelwood Park: 1
1100 jane Conway - Hazelwood Park: 0
11:1% Jane Conway - Dulwich: 1
11:36 Susan Everrett - Dulwich: 1
11_411: Robert Jones - Dulwich: 0
**1 Robert Jones - Hazelwood Park: 0
12:01} Anne Smith - Norwood: 1
12:19 Anne Smith - Hazelwood Park: 0
12,33 Dale Gribble - Hazelwood Park: 1
— Hal lordan - Hazelwood Park: 1

To make an appointment for a new patient, right click on an available time slot and
select Add Appointment (New Patient) from the popup menu. A blank patient file
will appear. Enter the patient details and click OK to save the file. The New
Appointment dialog will appear.

A Casual Appointment is a non-patient appointment made within the Appointment
Book. For example, this could be used to designate a staff meeting or any other non-
patient appointments for the practitioner. Right mouse click on the particular time slot
on the appointment book and select Casual Appointment from the short popup
menu. The New Casual Appointment dialog appears. Enter a Description and,
optionally, a Note and click OK to make the appointment.
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;ﬁ Group Appointments

Front Desk 2021 has the ability to book group appointments. This functionality can
be used to book group sessions, classes, families or any other situation where the
user would like to add multiple patients to one appointment.

To add a new group appointment, right click on the desired time slot on the
Appointment Book and select Add Group Appointment. To make a group
appointment for more than one time slot, hold the left mouse button down as you
drag over the required time slots and then right click.

N.AA._ |Robert Jones Anne Smith
9:00 am
T

Add Appointment

9:30 am

Add Appointment (New Patient)
9:45 am

Add Group Appointment
10:00 am Casual Appointment
10:15 am Appointment Scheduler
10:30 am Rule Out
10:45 am Pack Appointments

11:00 am Help

11:15 am

The default group appointment type can be set in the Appointment Book tab of
System Information. Click App Types, select the Default & Following
Appointments tab and set the Default Group Booking appointment type.

Appointment Types [“:hj
Appointment Types | Defaults & Following AppaintmeﬂtsL
Default Appointment  Standard Patient |v [IJ
Default New Patient  Mew Patient |v Edit .
= Default Group Bookin
Default Group Booking Group Appoeintment |v < e a ointment tp o g
Delete
Appoeintment Type Following Appointment * pp yp
4
Follow Up Standard Patient

(o)

The New Group Appointment dialog will be displayed. Title is the name of the
appointment, which is displayed on the appointment book (i.e. Exercise Class). Users
can select the appropriate App. Type, number of Intervals and columns Wide. To
add existing patients to the group appointment click Add. New patients can be
added by clicking Add New.

.
Gt ot (|| ¢ Add patient to group
MaxClass Size 0 = (unlimited) e . a 0|ntment
o Gt |- <—— Add New patient to PP

> | > Intervals 2 wide 1 Remove

group appointment

Period 30 mintes Pt Growp

Export Group)

Help
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m Group Appointments

The group appointment will display the Patient Details of those in the booking.

MNew Group Appointment
Group Appointment Details | Recurrence|
Title Group Session ClassType  <No Class Type> |
Practitioner Robert Jones Max Class Size 0 > (unlimited)
-Add Mew
Time 915 am App. Type Group Session | - - . P .
Print Group will print a Day List of
Resource  <<NoResource Selected>> |~ Intervals 3 5 Wide 1| Remaove / patients in the Group Appointment
Period 45 minutes
MNotes -
Export Group
\ Export Group will export a list of
Patient Details Total Patients: 3 patients in the Group Appointment to a

Mr Lindsay Abbatt - CSV file or Excel file

Mr Richard Smith

Mr John Smith E

""" Help

1

A group appointment on the Appointment Book displays the title and the number of
patients added to the appointment. Placing the mouse pointer over the group
appointment will display the names of the patients in the booking and any notes that
may have been added.

EHEE TG - Group Session (3 Bookings)

9:30 am

9:45 am Group Appointment
10:00 am a?fiﬂg?f;j&bbntt
10:15 am L
10:30 am
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;ﬁ Group Appointments

Right clicking on the group appointment gives the following options:

Edit Group Appointment: Opens the Edit Group Appointment screen which
allows users to edit the Title, Appointment Type, Intervals, Notes and Add/Remove
patients from the appointment. For recurring Group Appointments, users are given
the option of whether to edit the single group appointment only, or all future Group
Appointments within the schedule.

Make Next Appointment: Users can schedule the next group appointment. There is
an option to make the Next Appointment with the same group of patients from this
Appointment or to add a Group Appointment with no patients (an empty group).
Change Appointment: Allows rescheduling of the group appointment. Users also
have the ability to reschedule the appointment by dragging and dropping the group
appointment on the Appointment Book.

Delete Appointment: Removes the group appointment from the Appointment Book.
The user will have the option to record the deletion as a cancellation at this point.

Pack Appointment: Moves Appointments to the practitioners left most column
where possible.

Copy to Day Notes: Copies the group appointment title to the Day Notes field.
Copy to Reminders: Copies the group appointment title to the Reminders field.
Copy to Clipboard: Copies the group appointment title to the Clipboard.

Help: Opens the Help file for more information on working with the Appointment
Book.

%= Group Session [3 Bookings)

9:30 am Edit Group Appointment

9:45 am Make Next Appointment
10:00 am Change Appointment
10:15 am Delete Appointment
10:30 am Pack Appointments
10:45 am Copy to Day Motes

11:00 am Copy to Reminders
11:15 am Copy to Clipboard

11:30 am Help

11:45 am
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;ﬁ Group Appointments

Right-clicking on a patient’s name in the Edit Group Appointment dialog opens a
menu with the following functionality:

Edit Group Appointment

Group Appointment Details | Recurrence
Close
Title Group Session ClassType  <No Class Type> |+
Add
Practitioner Robert Jones Max Class Size 0 =] (unlimited)
Add New
Time 9:15 am App. Type Group Session |~
Resource  <<NoResource Selected=> | Intevals 3 =) wide [I |
Period 45 minutes _
-rthroup
Notes
Export Group|

Add Patient
Add New Patient

Make Next Appointment
Appointment Status

Reminders...

Receipt
Bill
Patient File

Clinical Notes
Patient X-rays -
Edit Appointment

Change Appointment
Delete Appointment
Send SMS...

Send Email...

Add Patient: Adds an existing Front Desk 2021 patient to the group appointment.
Add New Patient: Adds a new patient to the group appointment.

Make Next Appointment: Makes the next appointment for the patient.
Appointment Status: Sets the appointment status for that patient.

Reminders: Sets an appointment reminder for that patient.

Receipt: Receipts the patient for this appointment.

Bill: Bills the patient for this appointment.

Patient File: Opens the patient file.

Clinical Notes: Opens the patient’s clinical notes.

Patient X-Rays: Opens the patient file to the X-Rays tab.

Edit Appointment: Opens the patient’s appointment for editing.

Change Appointment: Changes the patient’s appointment to another time.
Delete Appointment: Deletes the patient’s appointment from the group appointment.
Send SMS: Sends the patient an SMS message.

Send Email: Sends the patient an email.




APPOINTMENT BOOK

m Group Appointments

If Change Appointment has been selected for a patient’s appointment, the Change
Appointment To option is available.

Add Appointment

Add Appointment (New Patient)
Add Group Appointment
Casual Appointment
Appointment Scheduler

Rule Out

Pack Appointments

Mr Lindsay Abbott

Change Appointment To
Clear

Help

If Make Next Appointment has been selected for a previous patient’s appointment,
Make Appointment & Receipt, Make Appointment & Bill and Make Appointment
are available.

Add Appointment

Add Appointment (New Patient)
Add Group Appointment
Casual Appointment
Appointment Scheduler

Rule Out

Pack Appointments

Mr Lindsay Abbott

Make Appointment & Receipt
Make Appointment & Bill
Make Appointment

Clear

Help
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m Group Appointments

Select the Recurrence tab to repeat the group appointment on a set basis.

Edit Group Appointment:

1 Group Appointment Details | Recurrence

Recurrence pattern

) Once Recurevery 1 week(s) on:

_) Daily [7|Monday  [] Tuesday [V]Wednesday  [] Thursday
0 \Weekly =

) Monthly [T Friday [7] Saturday [7] Sunday

) Yearly

Range of recurrence
Start: 22/04/2016 |v @ End afterr 10

() End by: 01/07/2016

appointments

Appointments in Schedule ITime [ = { Update
Monday 25/04/2016 9:15 am X ﬁ =
Wednesday 27/04/2016 9:15 am x| 2 Delete 21
e S | |-
\iednesday 04/05/2016 9:15 am x| 2
Monday 09/05/2016 915 am x| 12|
Wednesday 11/05/2016 9:15 am X ﬁ Key
Monday 16/05/2016 9:15 am x| 2 Available
Wednesday 18/05/2016 9:15 am X ﬂ . Unavailable
Monday 23/05/2016 9:15 am X ﬁ

Class full

Print Group

Export Group

|

Set a Recurrence Pattern by selecting which time interval to repeat the appointment
upon; Once, Daily, Weekly, Monthly or Yearly.

Depending on the repetition interval selected, different options will become available

to customise the recurrence.

The Range of Recurrence allows the user to specify the initial appointment date,

and the total number of recurrences.

Appointments listed in green are within available timeslots. Appointments listed in
red are unable to be created and must be rescheduled or removed before continuing.

To adjust a specific appointment, select the edit icon to enter a new time value in 24-

hour time.
Appointments in Schedule ITime ] - [ Update ]
Monday 25/04/2016 9:15 am X &= =
Wednesday 27/04/2016 9:15 am x| 2| ik
Wednesday 04/05/2016 8:15 am x| 2]

Delete a scheduled appointment button

Edit scheduled appointment button

Once the scheduled group appointment has been changed to an available timesiot,

the line will turn green automatically.

hMonday 02/05/2016 10:15 am

x| 2]

Click Close to complete the group appointment and schedule any recurring

appointments.
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E| Appointment Scheduler

To make multiple appointments, right click on an available time slot and select
Appointment Scheduler from the popup menu. Select the patient’'s name from the
Search on Patient screen and click OK. The Appointment Scheduler dialog will
appear.

Appointment Scheduler - Mr John Smith
Appointment Details
Name Mr John Smith =]
Practitioner Susan Everrett - Adelaide ‘ v
Ttern 505 |v <&l Schedules> |+
Intervals 1 5 Wide 1
App. Made  22/04/2016 11:14 amn
Made By Adrmin ‘v
App. Type  Standard Consultation ‘v
Reminders  [None] (=]
| Recall on this appointment
Recall Type |30 day
App. Status  Patient Not Arrived [~
Resource <<No Resource Selected>> ‘v
Referral <<Mo Referral>> ‘v ‘E‘
MNotes
W| [Tlp; Back Next >> ‘

The Practitioner field displays the practitioner whose column you were in when
Appointment Scheduler was selected.

The Item field displays the default item code associated with the selected practitioner
and the patient's fee category. These defaults were set previously in the
Practitioner screen. Select a different item code from the drop-down box if required.
To change the duration of the appointment use the up and down arrows next to
Intervals. To change the width of the appointment (the number of appointment slots
spanned by the appointment - for practitioners with more than one column) use the
up and down arrows next to the Wide field.

App. Made indicates the time the appointment was made.

Made By is set to the user who is making the appointment.

App. Type indicates the appointment type.

Reminders allows a reminder type to be set for each appointment scheduled.

Recall Type sets a specific recall type for each appointment.

App. Status can be set to a specific status for each appointment.

A Resource can be assigned to this appointment.

Notes can be added for each appointment.

Click Next to proceed to the next stage.
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E| Appointment Scheduler

The following Appointment Scheduler dialog is displayed.

Appointment Scheduler - Mr John Smith

Schedule
["Manual Appointrents Only

Schedule
Starting Date Saturday, 23 April 2016 v
Every 1 S @ Weeks Months
Repeat 6 S times

Days
F]Monday 11:00 AM
V| Tuesday 12:30 PM

| Wednesday 11:00 AM

| Thursday 11:00 AM
V| Friday 03:00 PM
] Saturday 11:00 &AM
| Sunday 11:00 AM
[ Cancel | [ Help ] | << Back ] | Mext »> \

The Appointment Scheduler functions in three ways: the ability to make manual
appointments, scheduled appointments or a combination of both.

If appointments are to be made weekly, check the Weeks option, alternatively check
the Months option for monthly appointments.

Appointments can be scheduled to Repeat a certain number of times. The above
example shows appointments scheduled twice a week for 6 weeks.

To change the time on a particular day select the hour, minutes or the AM/PM, and
use the up and down arrows to change accordingly.

To continue click Next.

You will be presented with a dialog similar to the one below.

Appointment Scheduler - Mr John Smith
Appointments

To be Processed Time = l Add '
P Tuesday, 26 April 2016 12:30 pm

Friday, 29 April 2016 03:00 pm | Edt |
Tuesday, 3 May 2016 12:30 pm [ Delete

Friday, 6 May 2016 03:00 pm
Tuesday, 10 May 2016 12:30 pm
Friday, 13 May 2016 03:00 pm

< »
Processed Appointments Time -

4

m

Print Schedule  [V]

Cancel H Help << Back J! Process
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E| Appointment Scheduler

The dates and times of each appointment to be made are now displayed. To change
either the date or time of the appointment, click in the corresponding field and select
the new date / time.

From here you can also Add, Edit or Delete appointments from the list.

To process these appointments click Process.

To go back and change the selected options in the scheduler, click Back.

If any of the appointment(s) could not be made, due to a conflict with existing
appointments, an Information dialog will appear. Click OK.

Information @

Mot all appointments could be processed.
Please change the appointment times and try again.

Successfully scheduled appointments will move into the Processed Appointments
area while unsuccessful appointments remain in the To be Processed area.

Appointment Scheduler - Mr John Smith Appointment Scheduler - Mr John Smith
Appointments Appointments
To be Processed Time - Add ] To be Processed Time - [ Add I
PlFriday, 29 April 2016 v |03:00 pm —] IlFriday 29 April 2016 03145 prv o —
Edit ’ ' Edit |
4 April 2016 4
Mon Tue Wed Thu Fri Sat Sun @ [E
28 29 30 31 1 2 3

4 5 6 7 8 9 10
1 1213 14 15 16 17
18 19 20 21 | | 23 24 ¥ Y:

25 26 271 28 0 1 » <l »
2 3 4 5 6 7 8
[ Today: 22/04/2016 Time a Processed Appointments Time -
Friday, 13 May 2016 03:00 pm Friday, 13 May 2016 03:00 prm
Tuesday, 17 May 2016 12:30 pm Tuesday, 17 May 2016 12:30 pm
Friday, 20 May 2016 03:00 pm Friday, 20 May 2016 03:00 pm
Tuesday, 24 May 2016 12:30 pm Tuesday, 24 May 2016 12:30 pm
Friday, 27 May 2016 03:00 pm Friday, 27 May 2016 03:00 pm
Tuesday, 31 May 2016 1230 pm  |F Tuesday, 31 May 2016 1230 pm  |=
P |Friday, 3 June 2016 03:00 pm P |Friday, 3 June 2016 03:00 pm
Print Schedule  [7] Print Schedule
I Cancel ‘ [ Help ‘ 1 << Back ] I Process I l Cancel ‘ | Help ] ‘ << Back ‘ I Process l

For the remaining appointments to be processed changes need to be made to the
date or time (due to a conflict with other appointments). To do this click the up and
down arrows in the time field to make the appointment earlier or later. By using the
arrows the system will automatically go to the next available time or date. Click
Process once again to process the altered appointments.

When all appointments are processed, click Finish.
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E| Appointment Scheduler

The Appointment Scheduler can be used to add manual appointments. Check the
Manual Appointments Only option to enable this feature.

Appointment Scheduler - Mr John Smith
“Schedule
[¥] Manual Appointments Only
“Schedule
Starting Date Friday, 1 April 2016
Every 1 “ @ Weeks Maonths
Repeat |1 ~ times
Days
Monday 12:00 PM
Tuesday 12:00 PM
YWednesday 12:00 PM
Thursday 12:00 PM
Friday 12:00 PM
Saturday 12:00 PM
Sunday 12:00 PM
[ Cancel ] I Help l [ << Back J [ Next >> ]

Clicking Next will take you to a screen where you can add manual appointments.

il 3
Appointment Scheduler - Mr John Smith
Appointments
To be Processed Time - Add
Y @
Edit
Delete
Processed Appointments Time -
4
Frint Schedule
Lancel ] ’ Help Frocess
L
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E| Appointment Scheduler

Click Add. The following dialog Add Appointment will be shown. Manual
appointments can be now scheduled by changing the appointment details. Click OK
to close the dialog and add the appointment.

Add Appointment
Patient Mr John Smith 0K
Column George Rogers - Hazelwood Park Cancel

Practitioner George Rogers - Hazelwood Park lv
Item 505 v <All Schedules> |~
Date Thursday, 31 March 2016 |+

Time 1200pm & Intervals 2 5 Wide 1
App. Type  Standard Consultation |~
Reminders [MNone] E]

[ Recall on this appointment

Recall Type | 30 day

App. Status  Patient Not Arrived lv
Resource <<MNo Resource Selected>> lv
MNotes o

Repeat this process until you have added all the appointments you wish to schedule.

Appointment Scheduler - Mr John Smith
Appointments

To be Processed Time -
Thursday, 31 March 2016 12:00 pm o
Wednesday, 6 April 2016 12:30 pm Edit

Add
P |Friday, 22 April 2016 02:00 pm

Processed Appointments Time A

'

Print Schedule [V

{ Cancel ]l Help J l << Back }[ Process ]

Click Process to proceed and finalise your appointments. Appointments that cannot
be processed can be rescheduled by altering the date or time field.




APPOINTM

ENT BOOK

7% Appointment Book Functions

Rule Out

To rule out one or more appointment times, right click on the required time slots and
select Rule Out from the popup menu. Rule outs can be regarded as hard rule outs,
meaning that appointments cannot be made within the areas ruled out.

9:00 am

T

S
LI

10:00 am
10:15 am
10:30 am
10:45 am
11:00 am
11:15am
11:30 am
11:45 am
12:00 pm
12:15 pm

12:30 pm

Add Appointment

Add Appointment (Mew Patient)
Add Group Appointment
Casual Appeintment
Appeintment Scheduler

Rule Out

Pack Appointments

Miss Rachael Dangerfield

Make Appointment & Receipt
Make Appointment 8¢ Bill
Make Appointment

Clear

Help

To remove a Rule Out right click on the ruled out cell and select Remove Rule Out.

9:00 am
915 am
9:45 am
10:00 am
10:15 am
10:30 am

Remove Rule Out

Pack Appointments

Help

Pack Appointments

To move appointments so that they occupy the left-maost available times for a
practitioner with more than one column, select Pack Appointments from the popup

menu.

0am|| MrRalph McS

10:45 am

Mr Clement Jadwig
11:00 am
11:15 am | Mr John Smith [IC)

11:30 am |

1:00 pm | Lunch

1:15 pm_|Lunch

1:30 pm | Lunch

1:45 pm lgg;L o
2:00 pm Mrs Susan Massacc
2:15 pm |
2:30 pm
2:45 pm
3:00 pm
3:15 pm
3:30 pm
3:45 pm
400 pm
415 pm
430 pm

Mr ([Desmond) Neil

Team Meeting

I Mrs Carmel Bafile (I

Make Next Appointment
Appointment Scheduler
Appointment Status
Reminders...

Receipt

Bill

Patient File

Clinical Notes

Patient X-rays

Edit Appointment
Change Appointment
Delete Appointment
Pack Appointments
Send SMS...

Send Email...

Copy to Day Notes
Copy to Reminders
Copy to Clipboard

Help
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7% Appointment Book Functions

Make Next Appointment

To make a next appointment for a patient, right click on their current appointment and
select Make Next Appointment from the menu.

)| Mrs Kanyn Siviour (S

Make Next Appointment

10:15 am |§ Appointment Scheduler

10:30 am Appointment Status »
10:45 am s

11:00 am Reminders... »
11:15 am Receipt

11:30 am [ Pilate Bill

11:45 am

12:00 pml Mrs N: Patient File

12:15 pm Clinical Notes

12:30 pm 5

12145 pm Patient X-rays

1:00 pm_|Lunch Edit Appointment

115 pm_|Lunch Change Appointment
1:30 pm_|Lunch

1:45 pm_|Lunch
2:00 pm Pack Appointments

13 pm Send SMS...
2:30 pm

2:45 pm Send Email...
3:00 pm

Copy to Day Notes

Delete Appointment

3:15 pm

3:30 pm ) Copy to Reminders
3:d5pm B Copy to Clipboard
400 pm |

4:15 pm Help

430 nm

At this stage, it will appear as though nothing has happened; Front Desk 2021 is
waiting for you to select the required date for the next appointment. Select the day
and then the time interval(s) required for this next appointment and right click to
display the popup menu.

12:45 pm Add Appointment

1:00 pm [Lul Add Appointment (New Patient)
L:15 pm_jtul Add Group Appointment

1:30 pm [ Lui

1:45 pm | Lul Casual Appointment

200 pm | Appointment Scheduler

2:15 pm

2:30 pm Rule Out

2:45 pm Pack Appointments

3:00 pm

3:15 pm Mr John Smith

3:30 pm

345 pm W 1 Make Appointment & Receipt
400 pm Make Appointment & Bill
15 pm Make Appointment

4:30 pm

4:45 pm Clear

5:00 pm

5:15 pm Help

To make the next appointment, select Make Appointment under the patient’s name
in the popup menu. To bill or receipt the current consultation in addition to making
the next appointment, select Make Appointment & Receipt or Make Appointment
& Bill respectively.

Front Desk 2021 - Tip

The Make Appointment & Receipt and Make Appointment & Bill options can be
used to simplify the process of both billing and making an appointment. It also
ensures that the next appointment is printed on the receipt or bill.
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E| Appointment Book Functions

Appointment Scheduler

To make multiple appointments from an already made appointment, right click on the
patient’s appointment and select Appointment Scheduler from the popup menu.
Use the Appointment Scheduler dialog as previously described.

Appointment Status

To indicate that a patient has arrived, right mouse click on that patient’s appointment
and select Appointment Status and then Patient Arrived from the popup menu. At
this point Front Desk 2021 will begin to record the amount of time that the patient has
been waiting. To view the waiting time, move the mouse cursor over the patient’s
appointment and the time will be displayed within the appointment information tool

tip.

“Mrs Karyn Siviour (5)
Make Next Appointment b_"Mr Nerolie Bot
Mrs Marga : isch (S)
Appointment Scheduler R

Appointment Status » | v Patient Mot Arrived

Mrs Paulin.
Reminders... » Patient Arrived

Receipt Completed

An appointment can be set to any appointment status from the status list i.e.
choosing Completed will change the colour of the status to indicate the appointment
is processed.

The option to Add, Edit or Delete an appointment status can be located under the
Appointment Book tab in System Information.

Appointment Reminder

To add a patient with an appointment to the reminders list, right click on the patient’s
appointment and select Reminders, then select which type of reminder is required.
For patients who wish to be reminded for every appointment, click on the
Appointments tab from the patient file and select the appropriate option under
Remind Patient of Appointment. To change the colour of the reminder tag click
Colours on the Appointment Book tab in System Information.

lers Maureen Alexander (5] ]

Receipt

To receipt a patient from the appointment book, right click on the appointment and
select Receipt from the popup menu. Any outstanding amount for the patient will be
displayed at the top of the receipt window.

Bill
To bill a patient from the appointment book, right mouse click on the appointment and

select Bill from the popup menu. Any outstanding amount for the patient will be
displayed at the top of the bill window.

(Eilling - Qutstanding Amount $35.00 &”

If Bill or Receipt is selected for a future appointment you will be asked if you want to
set the date of the Bill/Receipt to the date of the future appointment.
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Patient File

To open a patient's file from the appointment book, either right click on the
appointment and select Patient File or double click on the patient's appointment.

Clinical Notes

To open the patient’s file directly to their clinical notes tab, right click on the
appointment and select Clinical Notes.

Editing Patient Appointments

To edit an appointment, right click on the appointment and select Edit Appointment
from the popup menu.

Rescheduling Patient Appointments

To reschedule an appointment, right click on the patient’s appointment and select the
Change Appointment option. Right click on the new appointment time (this can be
on another day) and select Change Appointment. To confirm the change click Yes,
or click No to cancel from the confirmation dialog.

It is also possible to drag and drop appointments to reschedule them. To drag the
appointment to another day, drag to the relevant day button at the top of the
appointment book or to the specific date on the calendar then release on the desired
time for that day. When doing this an optional message will appear asking to confirm
the appointment change (this feature is to reduce the chance of accidentally moving
an appointment).

Deleting an Appointment

To delete an appointment, right click on the appointment and select Delete
Appointment. The following dialog will be shown.

Confirm *

l:e:l Delete selected appointrent?

Record as cancelled € Record as cancelled option
Email cancellation netification to Susan Everett

[+] Set Recall

Yes Mo

If the Record as cancelled option is checked you will be prompted to give a reason.
Cancelled appointments are recorded in the Appointments Report and in the
patient’s file.

Reascn for Deleting Appointment

Away on holidays -

OK ] | Cancel
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If Email cancellation notification to ‘Practitioner’ is enabled, the
practitioner can be emailed to notify them of the cancelled appointment.

An email address needs to be entered in the practitioners file for this option to
become available, and it will only appear when deleting future appointments.

If Set Recall is enabled, a recall will be automatically added to the patient
using the Cancellation Recall set in the Defaults tab of System Information.

Show Notes

When an appointment has a note attached, the Show Notes option will appear in the
popup menu; this allows you to view the notes. A green tag in the bottom right-hand
corner will also appear on the appointment cell if there are notes attached.

The appointment notes can also be viewed by moving the mouse pointer over an
appointment. To change the colour of the notes tag click Colours on the
Appointment Book tab in System Information.

l Mrs Miriam Van Koolen (F) )

Send SMS...

To send an SMS to the patient, right click on the patient’s appointment and select
Send SMS... You will be presented with a screen where you can type in an SMS
message or select from a list of message templates.

Send Email...

To send an email to the patient, right click on the patient’s appointment and select
Send Email... You will be presented with a screen where you can type in an email
message or select from a list of message templates.

Copying to Day Notes, Reminders and Clipboard

Patient names in the Appointment Book can be copied to the Day Notes, Reminders
and Clipboard. To copy a patient’s name to one of these areas, right click on the
appointment and select Copy to Day Notes, Copy to Reminders or Copy to
Clipboard from the popup menu.

Birthday Tag

Patients who have an appointment on their birthday will automatically have a blue tag
appear on the bottom left-hand corner of the appointment. To change the colour of
the birthday tag click Colours on the Appointment Book tab in System
Information.

Iﬂdr Roland Jones (5] ]
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Appointment Statistics

To track rescheduled, cancelled and missed appointments you can view the statistics
for each practitioner by moving the mouse cursor over the practitioner's name at the
top of the appointment book. To view the statistics for all practitioners for a day move
the mouse cursor over the N.A.A. (Next Available Appointment) button.

Patients who have not had clinical notes entered for the day will be displayed under
the Without Clinical Notes section.

~ Next Available
| Appointment function

ﬂ Appointment Book - Monday 16 Novermber 2015
(e<d[<<] (<) o] (w] (1] (] (3] 3] [Wprivacy [Today(sat J( sun)(Mon) [ Tue J(wed)(Thu | Fri ][ sat ][

| MN.A.A, }_usan Everrett - Dulwich iane Conway - Dulwich
Mon Tue Wed Thu Fri Sat Sun |3:003m| geatistics for Appointment Book 2
26 27 28 29 30 31 1 |3153M| pate: pMonday 16 November 2015 e
2 3 4 5 6 7 8 |%:30am| Rescheduled Appointments: 0

9 10 11 12 13 14 15 |9:45am| Cancelled Appointments: 0

16 17 18 19 20 21 22 |10:00a g"”ed Agiointmintﬂ 57 3

7 g rocessed Appointments;
gg 2‘;’ 2'? 2? 24 2? 22 10:15 3 Group &ppointments: 5 =
= = ° |10:30an Total Patient Appointments: 78

i awnd 10:45 am M

To delete the record of any rescheduled or cancelled appointment click the Utilities
button in the bottom left corner of the Appointment Book and click Edit
Cancels/Reschedules.

Appointment book statistics can also be viewed and printed from the Appointments
Report located by clicking the Reports & Utilities button in the bottom left hand
corner of the Appointment Book.
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FRONT DESK OFFICE MESSENGER

& Front Desk Office Messenger

Front Desk 2021 includes an office messaging system, which can be used to send
messages between users or computers in your office running Front Desk 2021. Note
that the Front Desk Office Messenger functionality is only available in multi-
user Front Desk installations.

The Front Desk Office Messenger will commonly be configured to automatically
open and close with the Front Desk software. Alternatively, the Messenger can be
started by clicking the Messenger icon on the tool bar or from the System menu. If
Messenger is already open, clicking the Messenger icon will bring the Messenger
window to the front.

System | Reporls  Window  Help
Login

Security

Audit Log

Health Funds

Standard Lefters

Standard Messages »
Qccupations

Patient Tracking Categories

Recall Types

GP I Referming Doctor Types

Clinical Motes Templates

Clinical Notes Types

Clinical Motes Conditions/Regions/Stages

Clinical Notes Quick Buttons.

REREIEFErsdmwn+ &«

Cheauss Click the Messenger icon to open
Group Deposis Messenger or bring it to the front
Patient Event Types
£ Messages
@ HICAPS Transactions
D wedicars | DVAClaims
@3 Wedicare | DVAPayments
Patient Booking Gateway Logins
B EFTPOS Refund
Group Email
I SendSMS »
&5 Contacts »
Q searcn Invoices
@ CashBook Setup
|8 Front Desk Office Messenger |
[#  Front Desk Word Processor File System Reports Window Help
@@ Calculator = —
n Dl sMae s @B®Lo088 1 20243 8E 40l
Backup
28 Restore from Backup Front Desk Office Messenger

Generally Messenger will be running minimised and displayed as an icon in the
system tray at the bottom right of the screen as below.

Tf! Front Desk Office Messenger
T
SN -

|

Desk Messenger in System Tray

Users can double click this icon in the task bar or right click and select Front Desk
Office Messenger to open the Messenger window.

The users and computers (depending on your configuration) using the Front Desk
Office Messenger within your office will be listed on the left hand side.
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& Front Desk Office Messenger

Mark as
Priority Settings

Show Devices Clear Stay on Top

Show Users Text \ Refresh

Exit

—
l l v l v F pnt liesk' Office Messenger: Admin
| W) X

I
A
A8 2|0
e
L Adam
R Admin

=

Type message here and press <ENTER> or
click Send to send the message

A message can be sent to an individual user/computer by selecting their username
on the left before sending the message. Users can send messages to multiple
people by holding the <CTRL> key and selecting the usernames/computer names on

the right before sending.

Front Desk Office Messenger: Admin .

w0 x 2[m|c

felel All Users

4:31pm Adam to Admin

2 Adam

Hello

[

Copy Message U

Messages can also be copied by right-clicking on the message and selecting Copy
Message.
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& Front Desk Office Messenger

By clicking Settings, users can change the Messenger options.

Stay on Top will force the Messenger window to appear on top of all other program
windows.

Start Minimised will set Messenger to minimise automatically when opening Front
Desk.

Bring Messenger to Front When Receiving Message or When Receiving Priority
Message will automatically bring the Messenger window to the front when receiving
the specified message type.

Show Logins and Logouts will display when users have logged in or out of
Messenger.

Messenger Options

| General ‘Sounds ‘

[¥] Stay on Top

[¥] Start Minimised

Bring Messenger to Front
| 1When Receiving Message
[T]%When Receiving Priority Message

|| Show Logins and Logouts

I 0K H Cancel l

Users can set whether Messenger will play a sound when receiving a normal or
priority messages. These sounds can also be set to any Wav sound file on your
machine.

Messenger Options

——— 1
lGeneraI | Sounds |

[]Play Sound on Receiving Message

Default Message Sound

[¥] Play Sound on Receiving Priority Message
|| Default Priority Message Sound

Adjust Volume

I 0K ‘ | Cancel
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‘ﬁ Front Desk Office Messenger

Users can choose not to Run Front Desk Office Messenger on Startup.

The Messenger functionality can be run in one of two modes, Local or Global using
the Message Scope option. This setting can be found on the Messenger tab in
System Information.

The Channel that Messenger uses can be changed allowing for the ability to have
multiple messenger groups on the same network.

M8 System Information o B |34

Messenger | Medicare Online | SMS | Email | MailChimp | &dvan| | *

Messenger Auto Complete
Replace: With:

Add
npr MNext patient in room -
psm Please see me when free Delete
Messenger Settings

["] Run Front Desk Office Messenger on Startup
(Multi-user Environment Only)

Message Scope
@ Local {local netwark only)
() Global {local and remote networks, mobile devices)

Local Channel 1 |v

Request Global Channel Authorised 10S Users

Access to the Front Desk Office Messenger can be restricted for certain users.
When logged in as ‘Admin’ select Security from the System Menu.

Access - Jo
LEVartj}Lntjabs ] Wieb App Book I Appointment Book | Booking Gateway oK

General [ Reports / Exports l Clinical Notes I Practice Groups / Locations =

System Setup [ Cancel ]
[V] Front Desk Login [¥] Health Funds
[ System Information [V] Letters All
[V] Practitioners 7 Occupations
[V] Item Codes [¥] Patient Tracking Mone
[V] Stock Control 7 Recall Types
[¥] Printer Setup [V] Events
[V] GP / Medical Referrers

Patient File Appointments
[V] Patients [¥] Appointment Book
[V] Delete Patients [¥] Edit Appointments

[¥] Add / Delete Rule-Outs
[¥] Pack Appointments

Transactions
[¥] Delete Transactions [¥] Banking Sheets
[¥] Edit Transactions [V] Statements
[V] Edit Transaction Entry Date [¥] Receipt / Bill / Payment
[V] Edit Cheques [V] Show Balances
[V] Write Offs [V] EFTPOS Reversals
[¥] Refunds [V] Medicare / DVA Claims

Ad d Feat ; : : )
Eanieeaiheatures : Un-check this option to restrict users’ access to
|V Cash Book || Front Desk Office Messenger .
7] Cash Book Setup [ Backup the Front Desk Office Messenger
[V] Group Email [V] Attachment Security
[V] Send SMS [V] View Database Logins
[ Audit Log [T] Restore frorm Backup




BANKING SHEETS / SHIFT REPORTS

S Banking Sheets / Shift Reports

The Banking Sheets / Shift Reports function is used to generate banking sheets,
transaction reports and summary reports. The periods of time for these reports may
be pre-set as a clinic shift.

Click Banking Sheets / Shift Reports from the Toolbar,

File System Repors Window Help

FiR[fhee s BCL0dB I 2DLFB B 2 s 0@

[ Banking Sheets / Shift Repnrts]

or from the Reports menu.

Reports | Window Help
S Banking Sheets / Shift Reports
.ﬁ'l] Transaction

Statements [ Invoices

Billings Report

Trend Analysis

Recall Patient List

Active f Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

Time Management Report

Treatment Plan Report

[term Codes
Inter-Practitioner

GP /Medical Referrers List
HICAPS Report

Medicare | DV4& Report
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BANKING SHEETS / SHIFT REPORTS

S

Banking Sheets / Shift Reports

The Banking Sheets/Shift Reports dialog will appear.

M, Banking Sheets / Shift Reports o] @
Report Type I al
(® Transaction Report (O Payment Transactions s
(O Banking Sheet (O Summary Received Only Print
Period
(® Shift Preview
[Monday v . B
[Mon 19 Feb 2018 7:00 am 1 to |Mon 19 Feb 2018 8:00 pm y
[]Last Week
(O Banking Periods Reset Banking Period
Current Banking Sheet
Fri 10 May 2002 3:09 pm to |Current Time
(O Manual
22/02/2018 10:31 AM | to 23/02/2018 10:31 AM
Selection
[[]1By Practice
Group Peter Brown Group
Practitioner Peter Brown

Help

Select the type of report from Report Type:

Transaction Report - details all transactions within a specified period of time.
Information provided on each transaction includes date and time of
transaction, file number, patient name, patient’s default practitioner, item
code, payment type, amount billed, amount received, items paid with credit,
any write offs or reductions and the total balance for the patient.

Payment Transactions - details payment amounts received within a
specified period of time. Information provided on each payment includes date
and time of payment, practitioner, payee, item paid for, payment type and the
amount paid. The total amount of all payments within the specified period of
time is also detailed.

Banking Sheet - details cash, credit card and cheque payments received
within the specified period of time, suitable to be presented to a bank as part
of your normal banking.

Summary - consists of 2 sections, the first detailing the amounts billed and
number of billings for each item (including the GST received), within the
specified period of time and the second a summary of payments received by
payment type. Note the total of the billed items in the first part of the summary
report does not necessarily need to be the same as the total of payments
received in the second part of the report. This report also has the option to
display the Received Only of this report.




BANKING SHEETS / SHIFT REPORTS

S Banking Sheets / Shift Reports

The reports on the Banking Sheets / Shift Reports can be produced for a particular
period in 3 ways. (1) Using Shifts, which are pre-defined day and time periods for a
report. Clinic shifts can be set up in System Information. (2) By Banking Periods,
which allows you to produce a report from a previous date and time that was defined
by resetting the banking period when the report was last viewed. (3) By using the
Manual option to set from and to dates and a time period.

To set the report period to a clinic shift, select the Shift option and from the drop-
down box select the required shift. Clinic shifts define a start and end day and time
for a report.

If banking sheets are generated at the same time each week, we recommend that
Shifts be used to define the report period. Alternatively, if banking sheets are
generated on a less regular basis, then the Banking Periods option will be more
suitable.

@ Banking Periods |Eeset Banking Period |

|Current Banking Sheet v|
Fri 10 May 2002 3:39 pm to Current Time

The Banking Periods option remembers the last time a banking sheet was printed.
More specifically, the From date is set to the date that the last banking sheet was
printed and the To date is incremented at all times to reflect the current date and
time. To print the banking sheet using Banking Periods, simply select the Banking
Periods option and make sure that the Current Banking Sheet has been selected
from the drop-down box, then click Print. Once printing is completed the following
Confirm dialog will be shown.

Confirm [&J

& "‘-.‘ Do you wish to start a new banking period 7
¥ This will delete previous out of date banking information.

To reset the From date to today's date for your next Banking Periods report click
Yes.

To view and print either of the previous two banking sheets, select Previous
Banking Sheet 1 or Previous Banking Sheet 2 from the drop-down box.

If the Shifts and Banking Periods options are not suitable to define the report
period, select the Manual option to manually specify the appropriate From and To
dates.

If a banking sheet or a shift report relating to a particular practitioner or practice
group is required then select the By Practice option and the relevant Practice
Group, Reporting Group or Practitioner.

This report may be Printed, Previewed or Exported to CSV or Excel by clicking
these buttons.




BANKING SHEETS / SHIFT REPORTS

S Banking Sheets / Shift Reports

Front Desk 2021 - Note
The type of payment received on the transaction and payment transactions report is
indicated using the various codes as below.

= C Cash

= Ch Cheque

= CC Credit Card

= DD Direct Deposit

= GD Group Deposit

= GCh Group Cheque

= PCr Previous Credit

= Eft EFTPOS

= DC Direct Credit

« H HICAPS/HealthPoint
= Med Medicare/DVA

. ¥ Multi Practitioner Split

Note that a balance in brackets e.g. ($346.00) indicates that the account is in credit.




TRANSACTION LOG

Ml Transaction Log

The Transaction function is used to list all transactions between two dates. These
transactions can be generated for the entire practice, an individual practitioner, or a
practice group.

Select Transaction Log from the Toolbar,

FEile System Reports Window Help

FiRsae s BaeL,0dB i 2L FBR®e s o0E

Transaction Lcugi

or from the Reports menu.

Reports | Window Help
S Banking Sheets / Shift Reports

Transaction

Statements / Invoices

Billings Report

Trend Analysis

Recall Patient List

Active ! Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Repaort

Time Management Repaort

Treatment Plan Repart

[tem Codes
Inter-Practitioner

GF ! Medical Referrers List
HICAPS Report

Medicare / DVA Report
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TRANSACTION LOG

Ml Transaction Log

The Transactions dialog will appear.

RTransaction; EI@
Service Date Prac  Mame ltem Debit Credit  GST Description ~ Llose
f Rober Mr Murray Evans 505 §30.00 Standard Treatrr :
Rober Mr Murray Evans 505 §30.00 Standard Treatrr Font
21 |Rober MrHalim Hogben 505 5§25.00 Standard Treatrr D
1 |Rober MrHalim Hogben 505 §25.0 Standard Treatrr B
1 |Rober MrHalim Hogben 505 §25.0 Standard Treatrr , Export
£ >
(®) Detailed
From |Friday, January 1, 2021 v Transfer Out $0.00 Transfer In 000 | O Summary
To Tuesday, March 30, 2021 |+ Reductions $0.00
® Invoice Date () Service Date Write Offc $30.00
Eter Refunds S0.00 Prev Credits Used 50.00
By [tem
ltem Code | 500 GST Refunds §0.00  GST Reductions $0.00
Schedule Mon-Service T $0.00

GST Prev Cred 50.00

ltem Group | Mo ltem Groups A
[] By Practice

Group Anne Smith Billed GST S0.00 | Received GST 50.00

=

500 %% « Manually update or
Practitioner | Anne Smith BillEdiCtiey $943.00 l|Eecenedbhallo: 0.0 EdAuto Update Auto U ydaF;e 0 tion
Total Billed §343.00 | Received Other 50.00 p p

[ Invoices with Write Offs Only

Date selection based on | Net Billed $513.00 | Total Received $0.00

Update

Help

Set the From and To dates to the desired period.

Two dates are associated with each transaction, the date that the transaction was
entered into the system and the date of service (Date of Trans.)

Select Invoice Date to view transactions filtered on the date they were entered into
the system, or select Service Date to view transactions filtered on date of service.

Select the By Item option to view transactions that relate to a particular Item Code,
Schedule or Item Group.

If a transaction log report relating to a particular practitioner, practice group or
reporting group is required then select the By Practice option and the relevant
Group or Practitioner.

To view only invoices with write offs, select Invoices with Write Offs Only. The
Date selection based on drop-down can then be used to select whether the dates
entered are based on the invoice or the write off.

To view the details of a specific transaction double click on the transaction and the
patient’s file will open up to their Transactions tab.

To view the method of payment, click on the plus (+) on the payment line.
This report may be Printed, Previewed or Exported by clicking these buttons.

The Transaction Report can either show all transactions or just summary totals by
selecting the Detailed or Summary options.

This report automatically updates whenever the date or any of the filter options are
altered. To manually update the information after you have selected the report criteria
un-tick Auto update and click Update.




TRANSACTION LOG

Mi  Transaction Log

Several transaction types are used in Front Desk 2021. A summary of these types
follows.

Transfer In and Transfer Out (inter-practitioner transfers) are amounts credited to or
debited from practitioners on a patient's account for internal accounting reasons.
These transaction types are used to help keep track of payments paid in advance to
a practitioner (appearing as credits on patient files), which are later used to pay
amounts for different practitioners. This feature can be turned off by Smartsoft if you
do not require this level of account recording.

Write Offs are amounts credited against billed items, which are used to clear or
reduce the owing amount. This is normally used when collecting the debt is difficult.

Reductions are amounts credited to a billed item to apply a discount to the normal
full fee. The full fee and the reduction amount will be shown on printed receipts and
accounts. Using reductions is the preferred method for charging reduced fees to
concession type patients.

Prev. Credits Used (Previous Credits) are payments made using an existing credit
(also referred to as unallocated payments) on a patient’s account. No physical
money is received for a payment made with an unallocated amount, but a patient’s
credit amount will decrease appropriately.

GST Write Off is the GST component of an amount written off from a patient
account.

GST Prev Cred. (Previous Credit) is the amount of GST paid by a patient using a
credit (unallocated payments).

Refunds are the total amount of refunds for that period including GST.
GST on Refunds calculates the total amount of GST on refunded items.
Received GST is the amount of GST received.

Billed GST is the amount of GST that has been billed.

Received Unallocated is the amount of unallocated payment received. These are credits
on a patient account not allocated to pay any specific item or payments made in advance.

Received Other is the received amount for a period excluding GST and Received
Unallocated amounts.

Billed Other is billed amount for a period excluding GST billed amounts.
Total Billed is the total billed, including GST.

Net Billed is the total billed minus reductions, write-offs, GST reductions and GST
write-offs.

Total Received is the total physical amounts received, including GST and any
payments made using patient credits (unallocated amounts).




INVOICES / STATEMENTS

Invoices / Statements

The Invoices / Statements function enables bulk processing of statements and
invoices.

Click Invoices / Statements from the Toolbar

File System Reports Window Help

B eL,0d@B £ 2 DL PR e 50 H

[ Invoices / Statementsj

or from the Reports menu.

Reports [ Window Help
s Banking Sheets / Shift Reports
ﬂﬂ Transaction

Invoices / Statements

Billings Report

e Trend Analysis

.....

Recall Patient List

Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

Time Management Report
Treatment Plan Report

Patient Visit Report

[tem Codes
Inter-Practitioner

Future Income

GP / Medical Referrers List

Stock Control »

ENpEREBRGaERERFOlBEO DY

GST Reconciliation
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Invoices / Statements

The Invoices / Statements dialog will appear.

&, Invoices / Statements o @ @
Invoices  Statements
Invoice Filter
Close
(® All Outstanding Invoices
: e Invoi
(O Outstanding between 10/09/ A
[[] Un-issued Invoices Only Owing At...
Acc. Balance
Future Billing
Filter Patients by
[JRange
From Mr Rigney, Adam
To Mrs Zerella, Marjori
[[]Fee Category
Standard
[[]By Practice
Group George Rogers
Practitioner George Rogers Help

Invoices

Click the Invoices button to load the Invoice Selection window. This window
summarises all patients with an outstanding invoice.

Invoice Selection X
Close
Process Action Name Address Email Total Invoices Total -
Email Mr Lindsay Abbott 31 Penno Parade North Belair 54 Abbott786 2 §56.00 Al
Email Ms Dianne Adams PO Box 90 Kent Town 54 5071 andrew@smartsoft.com.au 3 5249.00
Email Ms Corrine Adcock 109 Whites Road Salisbury North | Adcock2030@smartsoft.com.au 1 §32.00 Nene
Email Mst Shannon Alander |3 Trim Drive Ridgehaven SA 5097 andrew@smartsoft.com.au 5  5869.00
Email Mr Phil Alexander | 100 The Parade Norwood SA 500 phil@smartsoft.com.au 1 52800 Process
Ermnail Miss Matalie Allan 54 Bakewell Road Evandale SA 5{ Allan352@smartsoft.com.au 1 $50.00 Print
Email Mrs Delrene Allen 67 Orange Grove Circuit Dernance andrew@smartsoft.com.au 3 515600 -
Emnail Mr David Allisen 21 Howe Court Salisbury East SA | Allison353@smartsoft.com.au 1 §100.00 Email
Email Miss Emily Alm 10 Moorfield Mews Aberfoyle Par andrew@smartsoft.com.au 2 5275.00
Email Mr Peter Ambaras 143 Second Ave Royston Park § 2 Ambaras2161 @smartsoft.com.au 1 §50.00 POF
Ermnail Mrs Sharon Austin 47 South Road Newton SA 3074 |Austin354@smartsoft.com.au 2| 5375.00 E{Summary
Ermnail Miss Bridie Fitzgerald | SGIC GPO Box 312 ADELAIDE 5 A Fitzgerald182@smartsoft.com.au 1 §30.00
Ernail Mrs Ruth Hales 14 Greenwoed Drive 5t Agnes SA Hales7T17@smartsoft.com.au 4 5120.00 &EhSummary
Print Mr Denis Holmes PO Box 19 Uraidla SA 5142 1/ §1,000.00
Email Mrs Melinda Keelan 38 Ashbrook Avenue Payneham !Keelan328@smartsoft.com.au 3 5240.00 s
Email Mr Joe Largos 214 Honor Street MINGARY 54 5 test3256@smartsoft.com.au 3 5196.00
¥ Defaults
Total m Help

The Invoice selection window also has an Action column which represents the
patients preferred method of receiving statements and invoices.

The Total Invoices column shows the total number of unique invoices each patient
or account has outstanding.




INVOICES / STATEMENTS

Invoices / Statements

Invoice Selection
Process fAction MName Address Email Total Invoices |Total ~
Email Mr Lindsay Abbott 31 Penno Parade Morth Belair 54 Abbott786 2 $56.00
Email Is Dianne Adams PO Box 90 Kent Town SA 5071  andrew@smartsoft.com.au 3] 5245.00
Email Ms Corrine Adcock 109 Whites Road Salisbury Morth | Adcock2030@smartsoft.com.au 1 §32.00
Email Mst Shannon Alander | 3 Trim Drive Ridgehaven 5A 5097 andrew@smartsoft.com.au 50 5869.00
Email Mr Phil Alexander 100 The Parade Norwood SA 500 phil@smartsoft.com.au 1 §28.00

After confirming your patient selection, you are now ready to generate invoices in
bulk.

To Print or Email all invoices based on the patient’s preference, click the Process
button.

Process
To print all invoices selected for print, click the Print button.
Brint
To send all invoices selected for email, click the Email button.
Ernail
Additional reports are available from the Invoices / Statements window.

Owing At...

Acc, Balance

Owing At Report

The Owing At report shows the total amount owed against each practitioner on a
given past date.

Amount Owing at Date X
Amounts owing 31/01/2018 v l Close
Practitioner Total A Update
Junior Brown $1,144.80
Dr Robert Smith - Adelaide $10,087.80 il
Dr Robert Smith - Glenelg $0.00
Jeremy Barker §211.80
Homer Clapp $0.00
$11,444.40 |,
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Invoices / Statements

Set the desired date in the Amounts Owing field, then click Update.

Click Export to export the results to CSV or Microsoft Excel®.

Acc. Balance

The Account Balance report is used to display Outstanding amounts and credits as
of the current date and time.

The report types available are:

¢ Outstanding amounts & credits
e OQutstanding amounts only
e Credits only

Each of these reports will show the results grouped into 90 Days +, 60 Days, 30
Days and Current amounts.

This report can also be Printed, Previewed or Exported.
Statements

From the Invoices / Statements window, select the Statements tab.

(ﬂ, Invoices / Statements ol @ | @‘

Invoices Statements

Statement Type al
(® All Statements =S
(O Statements that have not been sent for 4 weeks Statements

(O) Statements not sent for 14 | ° days
Y

-

Included on Statements
(® All Outstanding Invoices

(O Outstanding between 19/02/2012 ~ and 18/09/2012
Print itemised inveices on statements
Print copies of invoices

Include unallocated payments (credits)

Filter Patients by
[JRange

From 'MrRigney, Adam

To Mrs Zerella, Marjori
[[]Fee Category
Standard
[[]By Practice
Group George Rogers

Practitioner George Rogers

Help




INVOICES / STATEMENTS

Invoices / Statements

Select a Statement Type, along with the options to be Included on Statements.

Statement Types

All Statements will generate statements for all patients with an outstanding
balance.

Statements that have not been sent for 4 weeks will generate statements
for patients who have not received a statement in the last 4 weeks.

Statements not printed for will generate statements for patients who have
not received a statement in the selected number of days.

Statement Options

All Outstanding Invoices will include all outstanding invoices on statements.
Outstanding between will include only outstanding invoices within the range.
Print Itemised invoices on statements will itemise each invoice on the
statement.

Print copies of invoices will include invoice copies as additional pages to
the statement.

Include unallocated payments will include credits/unallocated payments on

the statement.

The Filter Patients by options may be used to generate statements for a particular
subset of patients.

Select Range, and the From and To patients to generate statements in
alphabetical groups, e.g. from Smith to Taylor.

Select Fee Category to generate statements for patients of a particular fee
category, e.g. all standard patients.

Select By Practice to generate statements for patients who received
treatment from a specific Practitioner, Reporting Group or Practice Group.

After confirming your preferences click the Statements button.

The Statement Selection window will appear, summarising all patient files with an
outstanding amount.
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Invoices / Statements

Statement Selection

Process Action
| |Email
Email

Email
Print
Email

M
M

Email

_|Email
Email

KKK

Email

Email
Email
Print

Email

nni@‘

Email
|Print
Email

M

|Email

Name Account
Mr Lindsay Abbott
Ms Dianne Adams
Ms Corrine Adcock  Primary

Mst Shannon Alande Primary

Primary
Primary

Mrs Antoinette Alexa Primary
Mr Phil Alexander
Miss Natalie Allan
Mrs Delrene Allen
Mr Peter Ambaras  Primary
Miss Bridie Fitzgerald Primary
Mrs Ruth Hales

Mr Denis Holmes

Primary
Primary
Primary

Primary
Primary
Mrs Melinda Keelan  Primary
Mr Joe Largos Primary
Remy Lebeau

Mr Adrian Lennell
Mr Karl Lowry

Primary
Primary
Primary

Address Email Address >90 Days 60 Days 30 Days Current Total
31 Pennc Parade N Abbott786@smartsoft.com.au $0.00 $0.00 $0.00 $56.00 $56.00
PO Box 90 Kent Tot Adams974@smartsoft.com.au $0.00 $0.00 $0.00 $32.00 $32.00
109 Whites Road Si Adcock2050@smartsoft.com.: $0.00 $0.00 $0.00 $32.00 $32.00
3 Trim Drive Ridgel $0.00 $0.00 $180.00 $0.00 $180.00
11 Berry Fry Avenu ant@general.com.au $43.00 $0.00 $0.00 $189.00 $232.00
100 The Parade No phil@smartsoft.com.au $28.00 $0.00 $0.00 $0.00 $28.00
54 Bakewell Road E Allan552@smartsoft.com.au $0.00 $0.00 $0.00 $50.00 $50.00
67 Orange Grove C andrew@smartsoft.com.au 50.00 $0.00 $0.00 $156.00 $156.00
143 Second Ave Rc Ambaras2161@smartsoft.com $0.00 $0.00 $0.00 $50.00 $50.00
SGIC GPO Box 312 Fitzgerald182@smartsoft.com $0.00 $0.00 $0.00 $30.00 $30.00
14 Greenwood Driv Hales717@smartsoft.com.au $24.00 $0.00 $0.00 $96.00 $120.00
PO Box 19 Uraidla $0.00 $0.00 $0.00| $1,000.00 $1,000.00
58 Ashbrook Aveni Keelan388@smartsoft.com.au $0.00 $0.00 $0.00 §240.00 $240.00
214 Honor Street I test3256@smartsoft.com.au $32.00 $0.00 $0.00 $64.00 $96.00
1407 Graymalkin L; $0.00 $0.00 $0.00  (548.00) (548.00)
2 Cirtine Street Ho| Lennell267@smartsoft.com.au $0.00 $0.00 $0.00 $100.00 $100.00
2 Shepherdson Roz andrew@smartsoft.com.au $0.00 $0.00 $0.00 $32.00 $32.00
Total [ §149.00 H so.oo“ $232.00 H 51,985.10“ 52,366,1o|

None
Process
Print
Email
PDF
Labels
&Summary

%Summary

Defaults

Help

The Action column represents the patients preferred method of receiving statements

and invoices.
ProcessfAction Name Account Address
Email Mr Lindsay Abbott | Primary 31Penno Parade N
| |Email Ms Dianne Adams  Primary PO Box 90 Kent To
- Email Ms Corrine Adcock |Primary 109 Whites Road S
Print Mst Shannon Alande Primary 3 Trim Drive Ridgel

The default delivery method can be set for all patients by selecting the Defaults

button.

Please note that this will override all patient’s statement/invoice preference
permanently, and not just for this statement run.

Statement/Invoice Delivery Default

() Print all statements/invaoices

() Print and Email all statements/invoices

(®) Email all statements/invoices (default to Print for patients with no email address)

QK

Cancel
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Invoices / Statements

Alternatively, the patients individual statement delivery preference can be set on the
Billing Details tab of the patient file.

(M, Patient - John Smith e
General Additional Billing Details Medicare / DVA Transactions Quotations Appoir
Primary I
L1580 thuedt Basty Individual Linked Statement/Invoice Preference
Billing 7 |m =
Address -Srerrte ottty

Invoices in separate PDFs

After confirming your patient selection, you are now ready to generate statements in
bulk.

To Print or Email all statements based on the patient’s preference, click the Process
button.

Process
To print all statements selected for print, click the Print button.
Print
To send all statements selected for email, click the Email button.
Email

Note the email template used for bulk statement / invoice emails is set in the
Statement / Invoice Defaults tab of System Information.

It can also be set on a per practitioner basis, by adjusting the Default Email
Templates on the General tab of the practitioner file.




CASH BOOK

@ Cash Book Setup
The Cash Book function is a simple way to record outgoing expenses.
Click Cash Book from the Toolbar

FEile System Reports Window Help

iR sMma@i@er0dB i 2L BB ®e 0@

Cash Bnoki

or from the File menu.

-

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

Practitioner Clueue

Cash Book

Practitioners
[tem Codes 3

GP [ Medical Referrers

@i 2 & o= | B1 o= [

System Information

Patient Booking Gateway Configuration

—  Printer Setup

82

Exit

When starting this option for the first time a dialog appears informing you that no
cash book has been set up. Click Yes to set up a cash book now.
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@  Cash Book Setup

The Cash Book Setup dialog appears.
I’Cash Book Setup Mq

Cash Book | Expense Accounts | Standard Payees|

— Close
Description
M Add

Edit

Delete

(@ Expense ltem Includes GST
() Expense ltem Excludes GST
[] Automatically Calculate GST Help

e

You may wish to have more than one cash book for the practice. Click Add to create
a new cash book, enter a Description and click OK. Click Edit to rename a cash
book and Delete to remove one. Keep in mind that a cash book can only be deleted
if there are no entries associated with it.

Select whether you want to include or exclude GST in the total of the expense items.
Additionally, the cash book can be set to Automatically Calculate GST.

Select the Expense Accounts tab and click Add to enter your expenses.

Cash Book Setup ﬁ
Cash Book | Expense Accounts |5tar|dard Payees|
cl
Description Inactive +
b| Coffee/Tea/Milk Add

Stamps/Postage
Groceries Edit
Cleaning A

eaning Agents Delete
Hardware
Staff

Other

OoooEoOE
n

Help

1

%

If an expense no longer applies to the clinic you can make it Inactive by selecting the
item, clicking Edit then ticking the Column is Inactive checkbox.

[ |
Edit Cash Book Column [

Description  Coffee/Tea/Milk

Column is inactive [

PAGE 286 FRONT DESK 2021 - PRACTICE MANAGEMENT SYSTEM




CASH BOOK

@ Cash Book Setup

Select the Standard Payees tab and Add any entity that is paid on a regular basis,
e.g. Australia Post.

f ™~
Cash Book Setup u
| Cash Book | Expense Accounts | Standard Payees
[ Glose |
|4 Australia Post
Cleaner
Coles :
e

Staff
Telstra

1
I

Help

When the cash book setup is complete, click Close to save your changes.
To access the Cash Book Setup again, it can be found on the System menu.

. System \ Reports Window Help

Q Cash Book Setup
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@ Cash Book

To view the Cash Book, click Cash Book from the Toolbar (as above).

Reports Export
Button  Button

(2|6 s
M Eile System Repots Window Help
Blisheads B@L08B 1 22748 R w08 * v

-8 x
= DsteFrom 01022013 [ DateTo 31/03/2013 | [ Reporis ) [_Bport ]
Date Cheque No Payee Coffee/Tea/Milk Coffee/Tea/Milk GST - o (5 GST Hardware  Hardware GST Staff _ Suff GST _Other  C =~
07 Feb 2013 1543204 Coles 52 s s3552 52
13 Feb 2013 cash s5000 5455 $5000 5455
28 mar 2013 154325 Cleaner s5000  s8 535000 18
)| ~ [1543266 Staff $50000 84545

50000 4545

Cash Book  Smartsoft Clinic

Notes  Total asT

§93552] 8505 3552 $23 5000 $455 5000

$000] _ $35000 3182 $50000 _ $4545 s000[ -

Your cash book will sort entries by date and generate the next cheque or reference
number automatically. To move through the cashbook use the Tab key on your
keyboard. To move horizontally and/or vertically use the arrows on your keyboard.

To delete a record, select that record and press the control <CTRL> and <DELETE>
keys on the keyboard simultaneously.

To add information regarding an entry into the Notes field double click on that field.

Note that if Automatically Calculate GST has not been enabled in Cash Book
Setup, GST amounts should be entered in the GST column.




CASH BOOK

@ Cash Book

To view and print reports relevant to the Cash Book click the Reports button at the
top of the cashbook.

[ Cash Book Reports ﬁ1
¢ e g

Cash Book  Cash Boock Expense Acc Payee Report
Report Summary Report

L

The following reports may be viewed.

= Cash Book Report
Details all entries for the specified period of time.

@j Cash Book Summary
Details the totals of Expense Accounts for the specified period of time.

B Expense Account Report
To view the entries regarding a particular Expense Account, select a cell within that
accounts column and then select this report.

@ Payee Report
Details the totals for the Payees for the specified period of time.

To export these reports to CSV or to a Microsoft Excel® spreadsheet, click the
Export button.

Cash Book Reports - Export Iﬂ

e e o

Cash Book  Cash Book  Expense Acc  Export Cash
Report Sumrnary Report

W

Book
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BILLINGS REPORT

@ Billings Report
The Billings Report function provides billing information for a specified period of time.
Click Billings Report from the Toolbar

File System Reports Window Help

FAiB sMeefERo0dB ¢ 2OLFB B0 500

Billings Reporti

or from the Reports menu.
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BILLINGS REPORT

@ Billings Report

The Billings Report dialog will appear.

J& Billings Report =N =3
(® By Practice (O By Patient Close
Period Print
(® Week Beginning ‘19/02,’2018 v Dretien
21/02/2018
O Date From s
To 21/02/2018
- : 2 Graph
O Invoice Date (@ Service Date
(@ Invoices (O Payments
Filter
[] By ltem
Item Code 10960 Medicare Si
Non-Servi
Initial Consultation
[[] By Practice
Group Dr Robert Smith Gr
Practitioner Peter Brown
Group By
Schedule
Practitioner
Fee Category Help

The Billings Report can be produced to show billings by By Practice or By Patient.

Select either the Week Beginning option to generate a weekly report or select the
Date option to specify a particular date range.

By default the Service Date option will be selected. If you require the report by
Invoice Date select this option.

By default the Billings Report will be generated by Invoices. If you require a report
based on payments received, select the Payments option.

Select the By Item option to view transactions that relate to a particular ltem Code,
Schedule or Item Group.

If a billings report relating to a particular practitioner, practice group or reporting
group is required then select the By Practice option and the relevant Group or
Practitioner.

For practices with Multiple Locations enabled, select By Location to filter the
transactions made at a specific location.

Grouping allows you to view the report By Schedule, By Practitioner or By Fee
Category or a combination of these options.

This report may be Printed or Previewed by clicking these buttons.
To export to CSV or Microsoft Excel® click Export.

Click Graph to view the Billings Report as a pie chart.




TREND ANALYSIS

¢  Trend Analysis

The Trend Analysis graph provides a flexible and easy method to view a practice’s
transaction trends over time.

Click Trend Analysis from the Toolbar

File System Repors Window Help

FiB shae s @ecofB i 2OLI4rE3 R e o0l

Trend Analysisi

or from the Reports menu.

Reports | Window Help
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TREND ANALYSIS

i

Trend Analysis

The Trend Analysis dialog will appear.

Period Ending
[] Show Last Year

Transaction Type

nTrend Analysis o] @ @
Report Type
Close
@ 12'Weeks () 12 Months () Date Range ‘_7
Period Beginning  Feb 2016 | Miew J

Apr2ils |

@ By Invoices @ By Value
| By Payments By Number
Filter
| ByItem Code
Itern Code 10960
Schedule Non-Service
Itern Group Initial Consultation
|| By Practice
2) Group Adelaide
Practitioner George Rogers - Ha
By Location Hazelwood Park

The period for the graph can be for 12 weeks, 12 months or a manual Date Range
can be selected.

If Date Range has been selected, Period Beginning and Period Ending dates will
need to be selected, otherwise only a Period Ending date is required.

Check the Show Last Year option to compare this graph with the previous year.
The trend graph is capable of displaying trends in credit and debit.

= Select the By Debit and By Value options to display amounts billed for the
period.

» Select the By Debit and By Number options to display the number of billings
for the period.

= Select the By Credit option to display amounts paid for the period.

Select the By Item option to view a trend graph relating to a particular Item Code,
Schedule or Item Group.

For practices with Multiple Locations enabled, select By Location to filter to
transactions made at a specific location.

If a billings report relating to a particular practitioner, practice group or reporting
group is required then select the By Practice option and the relevant Practice
Group, Reporting Group or Practitioner.




TREND ANALYSIS

¢  Trend Analysis

To prepare and view the trend graph click View.

A trend analysis graph will be shown.

pr—

& Trend &nalysis Graph i 4‘3_
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This graph may be Printed or Previewed by clicking these buttons.

You can edit the graph by clicking Edit. This allows you to change the type of graph,
etc.

Editing Chart s

Chart | Series |

Series | General I Az | Titles | Legend | Fanel I Paging I Walls | 3D

Senes Title

[*]

iﬂz [C] — Last'rear Add

Delete
Title...
Clone

Change...

Close
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TIME MANAGEMENT REPORT

% Time Management Report

The Time Management Report generates a report for practitioners to calculate the
total amount of time spent consulting by item codes or appointment types.

Select Time Management Report from the Reports menu.

Reports | Window Help

3 @] Time Management Report

Select the date range you wish to view.

Period
From 14/11/2015 |+ To  20/11/2015 ].

Filter
V] Exclude Casual Appointments

(V| Exclude Group Appointments

G roup ,i‘-.ppoIr‘ltr‘r‘n':r'lt:'- count as -:.mgle appointment
[ By Practice
2) Group Adelaide
Practitioner George Rogers - Hazehwood
Breakdown

@ ByIterm Code
) By &Appointment Type

M, Time Management Report o] B (==

Print l
Preview
I Export

Help

If a time management report is required for a particular practice group, reporting
group or practitioner, select By Practice and the relevant Group or Practitioner.

Group Appointments and Casual Appointments may be excluded by checking
Exclude Group Appointments and Exclude Casual Appointments respectively. If
you want to include Group Appointments they can be counted as a single
appointment or individual appointments by checking or unchecking Group

Appointments count as single appointment.

From the Breakdown section, select how you wish to view the report - By Iltem

Code or By Appointment Type.

This report may be Exported, Printed or Previewed by clicking these buttons.




INTER-PRACTITIONER

ﬁ Inter-Practitioner

The Inter-Practitioner report provides details of practitioners who have provided
services for other practitioners’ patients. This report can be used when fees are paid
to a practitioner when another practitioner consults their patients.

Select Inter-Practitioner from the Reports menu.

Reports | Window Help

|m Inter-Practitioner l

The Inter-Practitioner Report dialog will appear.

E Inter-Practitioner Report | = | =l |&|
Period
From |Monday, February 1, 2021 v Llose
To Sunday, February 28, 2021 v Print
(®) Invoices () Payments :
Preview
Filter
[] By Practice Export
Group Anne Smith
Practitioner Anne Smith Help

Set the period that you require for this report by setting the From and To date.

By default the Inter-Practitioner Report will be generated by Invoices. If you require
a report based on payments received, select the Payments option.

If an inter-practitioner report relating to a particular practitioner or practice group is
required then select By Practice and the relevant Practice Group or Practitioner.

This report may be Printed, Previewed or Exported by clicking these buttons.




GST RECONCILIATION

G5T GST Reconciliation

Select GST Reconciliation from the Reports menu.

Reports | Window Help

|G$T GST Reconciliation l

The GST Reconciliation dialog will appear.

M. GS5T Reconciliation | B [k
Period
From |Monday, February 1, 2021 W ~ It
To Sunday, February 28, 2021 e Brint
Type Preview
(®) Cach () Accrual
Export
Filter
[] By Practice B Summary
Group Anne Smith
Practitioner Anne Smith Help

Set the period that you require for this report by setting the From and To dates.

The report can be generated for both Cash and Accrual accounting. If you are
unaware of which option to choose please check with your accountant.

If a GST Reconciliation report relating to a particular practitioner or practice group is
required then select By Practice and the relevant Practice Group, Reporting
Group or Practitioner.

If a detailed report is required, un-tick the Summary option.

This report may be Printed, Previewed or Exported by clicking these buttons.




RECALL PATIENT LIST

ﬂ Recall Patient List

The Recall Patient List generates a list of patients whose recall dates fall within the
specified period of time.

Click Recall Patient List from the Toolbar

File System Repors Window Help
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Recall Patient Listi

or from the Reports menu.
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RECALL PATIENT LIST

‘B Recall Patient List

The Recall Patient List dialog will appear.

(n Recall Patient List = B @

Report Type Iﬁ
® Patient List Mailing Labels ~105€
Recall Period | Print
| ByDate  From |23/11/2015
— = 1 Preview
To 29/11/2015 ——————,
Filter | Bpot

V| Exclude Archived Patients =
1 Mail Merge

| By Practice
Group Hazelwood Park 1 Ernail
Practitioner George Rogers - Hazelwoo ' SMS

("] By Recall Type
- f MailChimp
6 month recall =

V| Patient Tracking

Description hncdfanllncifaH]Exdude ]‘
Ankle

Back =
Diabetes

Knee

Neck - Help ’

To generate a patient list or mailing labels select the respective Patient List or
Mailing Labels option.

To list all patients whose recall date falls within a specified period, select By Date
and enter the appropriate From and To dates.

Select Exclude Archived Patients to list only those patients who have not been
archived under the General tab in the patient file.

If a recall list relating to a particular practitioner or practice group is required select
By Practice and the relevant Practice Group, Reporting Group or Practitioner.

Select By Recall Type to list only those patients who have a particular type of recall.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.
* Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.
= Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.
» Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.




RECALL PATIENT LIST

‘B Recall Patient List

To export the Recall Patient list to CSV or Microsoft Excel® click Export; this can be
used to edit the patient list or for a mail merge. The CSV (without Header) option
may be used to import data into other programs.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

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

Click SMS to send SMS messages to those patients with a mobile number.

Front Desk 2021 - Note

Front Desk 2021 - Practice Management System supports 3 export formats:

= CSV (with Header)
» CSV (without Header)
= Microsoft Excel®

We recommend selecting the CSV (with header) option when exporting to Microsoft
Word®. Depending on the version of Microsoft Word® there are times when this
format is not suitable. Please select one of the other formats in this situation, or use
the Front Desk Word Processor for creating mail merges instead.




ACTIVE / INACTIVE PATIENTS

Q- Active / Inactive Patients

The Active / Inactive Patients report generates a list of patients who either have
been to the practice within a specified period of time (Active) or have not been to the
practice within a specified period of time (Inactive).

Click Active / Inactive Patients on the Toolbar

File System Repors Window Help
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or from the Reports menu.
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ACTIVE / INACTIVE PATIENTS

‘Q- Active / Inactive Patients

The Active / Inactive Patients dialog will appear.

B\ Active / Inactive Patients E] =
Repnrt'ijpe " = I—CIose J
O Patient List Mailing Labels =
Active / Inactive l Print
© Inactive Active
V] Exclude patients with future appointrents l Preview
V| Exclude patients on the Waiting List lm
Include patients without transactions T
[ Exclude patients with future recalls l Mail Merge
Exclude only this type |12 month recall lﬁJ
mai

Transactions

Transaction between Ul/UAfZUlﬁ(v lL

and 3[]/04/2016% but not since, € MailChimp

| Transaction with
Group

Practitioner

Filter
V| Exclude Archived Patients

| Archived Patients Only
_| By Default Practitioner
Group Haze

Practitioner

| By Fee Category | Standard

By Item
9) Itern Code 10960 Medicare Consultatiol
Schedule Non-Service
Itern Group Initial Consultation Codes
[ Patient Tracking lel

To generate a patient list or mailing labels either select Patient List or Mailing
Labels.

To list patients who have not been to the clinic for a period of time, select the
Inactive option.

Select exclude patients with future appointments if you don’t wish to include
patients who have made a future appointment.

Select exclude patients on the Waiting List if you don’t wish to include patients
currently on the Waiting List.

Select include patients without transactions to include those patients who may not
have a transaction in the system.

Select exclude patients with future recalls to exclude those patients who have a
future recall in the system. Selecting the exclude only this type option allows users
to exclude a specific recall type.

The Inactive patient report can be used to find patients who previously attended the
practice but have not returned for a period of time. For example, to list all patients
who have been to the practice in the last 2 years, but not in the last 6 months, set the
1%t date in the Transaction between date range to a date 2 years prior to the current
date and the 2" date to 6 months prior to the current date.




ACTIVE / INACTIVE PATIENTS

10- Active / Inactive Patients

To list patients who have been to the practice during a specified period, select the
Active option and enter the From and To dates for the required period.

Select Exclude Archived Patients to list only those patients that have not been
archived under the General tab in the patient file.

This report can be filtered by the practitioner / practice group / reporting group the
patient has had a Transaction with or by the patient’s Default Practitioner.

If a report relating to a particular fee category is required then select the By Fee
Category option and the relevant fee category.

Select By Item to list only those patients who have been billed under a particular
Item Code, Schedule or Item Group within the selected transaction period.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.

= Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.

= Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.

= Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.

This report may be Printed or Previewed by clicking these buttons.

To export the Active / Inactive Patient list to CSV or Microsoft Excel® click Export,
this can be used to edit the patient list or for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

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

Click SMS to send SMS messages to those patients with a mobile number.




BIRTHDAY LIST

@ Birthday List

The Birthday List generates a list of patients whose birthday falls between two
selected dates.

Click Birthday List on the Toolbar

File System Reporis Window Help
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BIRTHDAY LIST

© Birthday List

The Birthday List dialog will appear.

J& Birthday List fol & =)
Report Type Tl
© Patient List Mailing Labels 1038
Range [ print |
From |31 v“Dec v To l31 vk Dec v‘
< Preview l
Billed ——
Between |01/11/2015 and  |30/11/2015 [ Export ‘
>=
Mail Merge l
Group By [ e ‘
7| Practitioner -
Filter sms |
V| Exclude Archived Patients
MailChimp
By Practice @ MailChimp
Group Hazelwood Park
Practitioner George Rogers - Hazelwood F
Patient Tracking [ Help l

To generate a patient list or mailing labels select the Patient List or Mailing Labels
option. Enter the From and To dates to specify the birthday date Range.

Select the Between option to list those patients who have been Billed within a
specified period of time. The >= option lists the patients who have been billed an
amount greater than or equal to the amount entered during the billed period.

Select Exclude Archived Patients to list only those patients who have not been
archived under the General tab in the patient file.

To group the report by practitioner, check the Practitioner option under Group By.

If a birthday list relating to a particular practitioner or practice group is required then
select the By Practice option and the relevant Practice Group, Reporting Group or
Practitioner.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.

= Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.

= Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.

= Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.

This report may be Printed or Previewed by clicking these buttons.

To export the Birthday List to CSV or Microsoft Excel® click Export. This can be
used to edit the patient list or for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

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

Click SMS to send SMS messages to those patients with a mobile number.




PATIENT REFERRALS

@ Patient Referrals

The Patient Referrals report generates a list of patients or entities that have referred
a patient within a specified period of time and displays the income generated for each
referred patient.

Click Patient Referrals on the Toolbar

File System Repors Window Help
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or from the Reports menu.
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The Patient Referrals dialog will appear.




PATIENT REFERRALS

@ Patient Referrals

WA Patient Referrals \E =
Date Range f 1
Transaction between 3
01/10/2015 and |31/10/2015 ‘ Print ‘
Referral between ‘ Previns ‘
01/10/2015 and |31/10/2015
[ Export ‘
FIIEE‘rEchude Archived Referrers ‘ Mail Merge ‘
@ Professional & non-professional Evnal
Professional only
MNon-professional only Sk
Referting Doctors € MailChimp
Patient GP

By Item © Detailed

Itern Code 10960 Medicare Co Summary

Ttern Group
By Practice
Group Adelaide

Practitioner George Rogers - Haz

Help

To track patients who have been billed in a period of time use the Transaction
between option. Select the Referral between option to track patients with a referral
entered in a certain period. Leave both unselected to list all referrers.

Select Exclude Archived Patients to list only those patients who have not been
archived under the General tab in the patient file.

Select the type of referral list you require - Professional referrers, non-professional
referrers, or both. These options are set under the Notes tab in the patient file.

Select Referring Doctors to list GP/Medical referrer information listed in the Ref Dr.
field of the Billing Details tab of the Patient file. If Medical Specialist Referrals is
enabled this option is called Medical Referrers and takes its information from the
Medical Referrals tab of the Patient file.

Select Patient GP to list the GP/Medical Referrer information on the Additional tab
of the Patient file.

If a Patient Referrals report relating to a particular practitioner or practice group is
required select By Practice and the relevant Group or Practitioner.

This report may be Printed or Previewed by clicking the respective buttons.

To export the Patient Referrals list to CSV or Microsoft Excel® click Export. This can
be used to edit the patient list or for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

Click Email to send emails to those patients with an email address.
Click SMS to send SMS messages to those patients with a mobile number.
This report is viewable in a Summary or Detailed format. Select Summary to view a

report of each referrer and the total generated by these referrals. To include a list of
the patients referred by each referrer, select the Detailed option.




PATIENT LIST

Patient List

The Patient List function generates a list of patients whose details correspond to a
variety of selected options.

Click Patient List on the Toolbar

File System Repors Window Help
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Patient Listi

or from the Reports menu.
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PATIENT LIST

Patient List

The Patient List dialog will appear.

W& Patient List
Patients Report Type ¢
o All Mailing List @ Patient List ) Mailing Labels k
[¥] Include linked patients [7] Show File Numbers =
Print
Filter Transaction Filtering
[V] Exclude Archived Patients [7] Trans. between 01/11/2015 and |30/11/2015 Preview
[] Archived Patients Only [] By Item Export
= o 9) Item Code 10960 Medicare Consultation
|| By Default Practitioner Mail Merge
3) Group Hazelwood Park Schedule MNon
Practitioner George Rogers - Hazelwood Park Item Group Initial Consultation Codes E
[T] By Fee Category  Standard [7] Transaction with SMS
= oA @) Group Hazelwood Park
[C] By Health Fund | BUPA P Mailing List
[F Gender Practitioner rge Rogers - Hazelwood Park
= € MailChimp
[ Age between 0 and 100 Appointment Filtering
[7] By GP [T] Appoint between  01/11/2015 and |30/11/2015
Patient Tracking [T] By Appoint Type
| Patient Tracking | Appointment with
Description [inc. if any]mnc. if all [Exclude | 4 Brotp Hazelwood Park
Ankle
Ak Practitioner George Rogers - Hazelwood Park
Back —
b | Help

Select All to list every patient. Check the Include linked patients option to add all
linked patients to the list as well.

Select the Mailing List option to list all patients with the Mailing List option ticked on
the General tab in their patient file.

Select either Patient List or Mailing Labels depending on the layout you require.
Select Show File Numbers to include patient file numbers on the report.

Exclude Archived Patients is selected by default. Remove this selection to include
archived patients.

To view a list of only archived patients select the Archived Patients Only option.
If a Patient List relating to the patient’s default practitioner or practice group is
required then select By Default Practitioner and the relevant Practice Group,

Reporting Group or Practitioner.

Select By Fee Category to list only those patients of a particular type, e.g.
concession patients.




PATIENT LIST

Patient List

Select By Health Fund to list only those patients under a certain health fund.
Select Gender to list only those patients selected as male or female.
Enter the Age Between to list only patients within a specified age range.

To list patients under a particular GP, select the By GP option and select the specific
GP.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.

= Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.

= Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.

= Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.

The Trans between option can be used to list patients who have had a transaction
between two specific dates.

Select By Item to list only patients who have a transaction entry with a particular
Iltem Code, Schedule or Item Group.

To list patients who have had a transaction with a specific practitioner or practice
group, select Transaction with and the relevant Practice Group or Practitioner.

Select Appoint between to generate a list of patients who have had appointments in
a specified period e.g. all patients who have had appointments between 01/04/2016
and 30/04/2016.

Select By Appointment Type to list those patients who have had a particular type of
appointment e.g. New Patients

To list patients who have had an appointment with a specific practitioner or practice
group, select Appointment with and the relevant Practice Group or Practitioner.




PATIENT LIST

Patient List

This report may be Printed or Previewed by clicking the respective buttons.

To export the Patient List to CSV or Microsoft Excel® click Export. This can be used
to edit the patient list outside of Front Desk or for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or

Microsoft Word®.

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

Click SMS to send SMS messages to those patients with a mobile number.

Click Mailing List to individually choose which patients to include on the mailing list.
Patients can be added/removed from the dialog below, or by ticking the Mailing List
option on the General tab of the patient file.

W Select Mailing List Patients

Selected Name
P| 7] |MsAdams, Dianne

| |Ms Adcock, Corrine

[] |Mr Alander, Shannon

W |Mrs Alexander, Antoinette
7] |Mrs Alexander, Jacqueline

<]

Mrs Alexander, Maureen
Mr Alexander, Phil

Miss Allan, Natalie

Mrs Allen, Delrene
Allianz,

Mr Allison, David

Miss Alm, Ermily

1|33l

|
i

|

Address

PO Box 90 Kent Town S& 5071
109 Whites Road Salisbury North
3 Trim Drive Ridgehaven S& 509
11 Berry Fry &venue Athelstone !
21 Fussell Street Alberton S&

2 Diagonal Road Glenelg East S&
100 The Parade Norwood S& 50
54 Bakewell Road Evandale S& 5
67 Orange Grove Circuit Dernanc
PO Box 1005 ADELAIDE SA& 5000
21 Howe Court Salisbury East S8
10 Moorfield Mews Aberfoyle Pa

)

-~

==

Close
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PATIENT VISIT REPORT

@ Patient Visit Report

The Patient Visit Report is primarily used to find the average number of
consultations practitioners are providing their patients per new episode.

This can be useful when trying to identify under or over servicing of patients by

individual practitioners.

Select Patient Visit from the Reports menu.

—Bepcrts_i[ Window Help

(] Patient Visit Report

The Patient Visit Report dialog will appear.

&, Patient Visit Report = Ech |lé]‘
(~Initial Consultation/Treatment al
Initial Consultation between I21/02./2017 [v ’ and I21/11/2017 v I e
(® Item Code | C002 Initial Consultation v I Print
O Item Group Initial Consultations Preview
[[]By Practice Export
Group Dr Robert Smith Group
: (O Summary
Practitioner |Peter Brown @ Detailed
~Subsequent Consultation/Treatment
(O After Initial
@ After Initial and between (21/02/2017 |v | and [21/11/2017 |v |
(® ltem Code |C005 Standard Consultation v I
O ltem Group Initial Consultations
Subsequent consultations need to be with the Initial practitioner Help
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PATIENT VISIT REPORT

@ Patient Visit Report

This report is based on the billed items codes for a consultation. Under the Initial
Consult / Treatment section, select the date range and the initial

consultation Item Code or Item Group to be used to identify the initial
consultation for an episode.

Note that this selection must exclude item codes used for subsequent
consultations.

rInitial Consultation/Treatment
Initial Consultation between IZ1 [02/2017 |~ ] and |21 /1172017 |~ ’

(® Item Code \COOZ Initial Consultation v ‘
O Item Group Initial Consultations
[[]By Practice

Group Dr Robert Smith Group

Practitioner Peter Brown

All patients who have had an initial consultation billed transaction within the dates
and with the selected item code(s) will be included in the results. Note that if a
patient has had more than one initial consultation billed, indicating the start of
treatment for an episode in this period, only the last episode will be for the report.
Further, it is important that the date range ends at some time prior to the date of

the report, say 3 months prior, in order to provide time for patients to have their
following subsequent consultations.

From the Subsequent Consult/Treatment section, select a subsequent
consultation Item Code or Item Group.

Subsequent Consultation/Treatment
() After Initial

(® After Initial and between P1/’02f’2017 vl and (21/’11;’2017 v]

(® Item Code ICOOS Standard Consultation v l

O Iltem Group Initial Consultations

Subsequent consultations need to be with the Initial practitioner

To only include transactions associated with a certain practitioner or group,
select By Practice and the relevant Practice Group, Reporting
Group or Practitioner.

This report can be Printed, Previewed or Exported by clicking the respective
buttons.




WAITING LIST REPORT

% Waiting List Report

The Waiting List Report is used to list patients that have been added to the
Waiting List.

Select Waiting List Report from the Reports menu.

Reports | Window Help

% Waiting List Report

The Waiting List dialog will appear.

M. Waiting List o] B [
Period 3
ose
(® Current List oz
O Between | 27/06/2019 and |30/06/2019 Print
[] Show Expired Patients Preview
Filter Export
[]By Practice
Group Dr Robert Smith Group
Practitioner Adam Ardvark - Adelaide Help

Select Current List to report on the patients that are currently on the Waiting List
and seeking a suitable appointment time.

Select Between to set specific dates that patients on the Waiting List were seeking
an appointment.

Select Show Expired Patients to include patients that were not offered an
appointment within their preferred dates (wait until period).

To only include patients waiting for an appointment with a certain practitioner or
group, select By Practice and the relevant Practice Group, Reporting
Group or Practitioner.

This report can be Printed, Previewed or Exported by clicking the respective
buttons.




FRONT DESK WORD PROCESSOR

E Front Desk Word Processor

The Front Desk Word Processor can be used as a general word processor to
create Standard Letters, Mail Merge documents or recording Clinical Notes in place
of MS Word. This word processor includes a built-in medical dictionary.

We strongly recommend that you begin to replace your Standard Letters, Mail
Merge Documents and Clinical Notes Templates created using MS Word with
documents created in the Front Desk Word Processor to improve the
performance, reliability and to significantly decrease the size of these
documents when stored in Front Desk.

To open the Front Desk Word Processor, select the icon from the tool bar.

. File System Reports Window Help
iR sMmae s AeL0dB (2O FB R e s o

[ Front Desk Word Prucessur]

A blank document will open as below.

M Front Dk Document ol O
File Edit View Insert Format Tools Table Help
v THmansts21E + 12 v - O~ B~ B 7 U &, & NE===i=iceEEH T B

" 7

[RE GRS CINNEC JMEL: St T

VL6! T VIS LAr 113 1120 Ll 10 @ B 7 G5 A 32

- d
Paged/1 Lined Column:

Using the word processing tools available, users can create, email and print
documents. Documents can also be saved and opened later through the Front Desk
Word Processor.
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FRONT DESK WORD PROCESSOR

ﬂ Front Desk Word Processor

The Toolbar options are as follows:

Create PDF and
Font Font Colour b X lr;ﬁ:jiﬁe Email Document
aragrap Subscript  Centre Text
Bagkg?round Numbenng Clinical
olour
Itallc Strlkethrough Justlfy Symbols
File Edit View Insert Formét Tools  Table
v THumanst521BT » 12 v W ~ v By AS = = = = = & i= =)

L [ 1 III "|'4'|'5'|T'|"|'3' lQlIlDllll

Superscript Bullets Create PDF

Font Background Document

colour Underline Align Text Decrease
Font Size Left Align Text Indent
Bold Right Border

To add Standard Letter tags or view the Mail Merge Toolbar select the View drop-
down menu.

(N Insert Format Tools Tak
MNaormal
Zoom »

Labels
Manage Header and Footer

Special Characters
v Horizontal Ruler
v Vertical Ruler
Standard Letter Tags
Mail Merge Toolbar

To insert images, text boxes, checkboxes, clinical symbols, symbols, page numbers
or date/time fields use the Insert drop-down menu.

i Format Tools Table
Page Break
Column Break
Section Break

Graphic

Insert TextBox

Insert Checkbox

Insert Clinical Symbol
Symbol

Numbers 4
Fields 4

Hyperlink

Spell Check options can be accessed from the Tools drop-down menu.

8 Table Help

o REC

% Spell Check

v Check spelling as you type

v Capitalise first letter of sentences
Edit User Dictionary

Use Auto Complete




FRONT DESK WORD PROCESSOR

ﬂ Front Desk Word Processor

Select Edit User Dictionary to edit words added to the dictionary.

« TTRs
+ UnR

Edit User Dictionary resem]
Word Conection z oK
E—

D [ cancel |
" Oithoses
¥ Oithotiks | Add \

Right click to open a menu with the following options

Undo
Cut

Copy
Paste
Delete Text
Select All
Font
Paragraph
Bullets

MNumbers

Spell Check

Undo will undo the last change made in the Front Desk Word Processor.
Cut will cut the selected text from the Front Desk Word Processor.

Paste will paste previously cut/copied text into the Front Desk Word
Processor.

Delete Text will delete the selected text.

Select All will select all text in the Front Desk Word Processor document.
Font will open a window that allows users to change font settings (size, text
etc.).

Paragraph will open a window that allows users to change paragraph
settings.

Bullets will start a bullet point list.

Numbers will start a numbered list.

Spell Check performs a spell check on the current document.

Check spelling as you type will check spelling as you type.

Check spelling a5 you type

Right click on an unrecognised word to open the following menu

Practise
Practice

Ignore

Ignore All

Add "Practide’

Cut
Copy

The first words are suggestions for correct spelling.

Ignore will ignore the current spelling error.

Ignore All will ignore the current spelling and all other identical spelling errors
in the document.

Add “” to dictionary? Will add the current word to the dictionary to be
ignored in future.

" to dictionary?




INTEGRATION WITH MICROSOFT WORD®

Front Desk 2021 allows you to integrate with Microsoft Word® in two ways:

Note:

OLE (Object Linking and Embedding) Automation allows information to be
transferred between Front Desk 2021 and Microsoft Word® to automatically
create a standard letter for a patient.

Export data in a format that can be used for mail merging

It is recommended that Standard Letters be created in the Front

Desk Word Processor, rather than Microsoft Word.

=

How to create a template letter:

Open a new Microsoft Word® document.

Over the next few pages is a list of Standard Letter Tags. Type the letter
tags which are required for this particular letter exactly as they are listed in
the manual. These tags will be replaced by your patient details.

Type the body of the letter.

File menu

From the File menu (in Word) select Save
From the Save in drop-down box select the location where you wish to save
the letter e.g. My Documents

6. Inthe File name field, rename the document to suit the letter e.g. New
Patient Letter
[[Save As [
Save in: | | Letters |z| @~ |Q F 4 EH v Tooks ~
l Name Date modif... Type Size Tags
e This falder is empty.
Documents
|
Desktop
i
My Dacument s
L
My Computer
My“l‘\l?t{ork File name: [ Thankyou For raferring letter dor| =l [ s |
Places Save 2 byee: | yord Document (*,doc) [«] [ cancel |

PAGE 318 FRONT DESK 2021 - PRACTICE MANAGEMENT SYSTEM




INTEGRATION WITH MICROSOFT WORD®

=1 standard Letter (SMS & Email) Tags

General Tags
<<Date>>

<<Title>>
<<PatientNo>>
<<FirstName>>
<<MiddleName>>
<<PreferredName>>
<<Surname>>
<<FullName>>
<<PrefName>>
<<WorkPhone>>
<<HomePhone>>
<<Mobile>>

<<Fax>>

<<Email>>

<<Age>>
<<AgeNextBirthday>>
<<Gender>>
<<HimHer>>
<<HeShe>>
<<HisHers>>
<<HisHer>>
<<DateOfBirth(dd/mm/yyyy)>>
<<PracName>>
<<PractitionerTitle>>
<<ProviderNo>>
<<Qualifications>>
<<PracticeAddress>>
<<PracticeLocation>>
<<FeeCategory>>
<<Address1>>
<<Address2>>
<<Address3>>
<<FileNo>>
<<Occupation>>
<<AppointmentTime>>
<<AppointmentPracName>>
<<FirstAppointment>>
<<NextAppointment>>
<<NextAppointment2>>
<<NextAppointment3>>

<<NextAppointmentPracName>>
<<NextAppointment2PracName>>
<<NextAppointment3PracName>>

<<NextAppointmentinPeriod>>

<<NextAppointmentinPeriodPracName>>

<<PreviousAppointment>>
<<PreviousAppointment2>>
<<PreviousAppointment3>>

<<PreviousAppointmentPracName>>
<<PreviousAppointment2PracName>>
<<PreviousAppointment3PracName>>

<<ReferralExpiry>>
<<ReferralDate>>
<<PostCode>>
<<FutureBillings>>
<<FutureBillingsCurrent>>

Today’s Date

Patient Title

Patient Number

First Name

Middle Name

Preferred Name

Surname

Patients Full Name

Preferred Name if it exists, otherwise First Name
Work Phone Number

Home Phone Number

Mobile Phone Number

Fax Number

Email Address

Current Age

Age Next Birthday

Patients Gender

Him or Her based on Patient’'s Gender
He or She based on Patient’s Gender

His or Hers based on Patient’'s Gender
His or Her based on Patient’s Gender
Date Of Birth in dd/mm/yyyy format
Name of Patient’s Practitioner

Title of Patient’s Practitioner
Practitioner’s Provider Number
Practitioner’s Qualifications

Address from Clinic Information

Default Practitioner’s Location

Fee Category

Address Line 1

Address Line 2

Address Line 3

File Number

Occupation

Appointment Date/Time

Appointment Practitioner Name

Patient’s First Appointment

Next Appointment

The 2" Next Appointment

The 3 Next Appointment

Next Appointment Practitioners Name

2" Next Appointment Practitioners Name
34 Next Appointment Practitioners Name
Next Appointment in a particular date range
Practitioners Name for Appointment in Date Range
Previous Appointment

The 2" Previous Appointment

The 3 Previous Appointment

Previous Appointment Practitioners Name
2" Previous Appointment Practitioners Name
3 Previous Appointment Practitioners Name
Expiry Date of Doctor’s Referral

Date of Doctor’s Referral

Post Code

Future Billings

Future Billings Current




INTEGRATION WITH MICROSOFT WORD®

Additional Tags
<<MedicareNum>>
<<MedicareExp>>
<<HealthFund>>
<<MemberNum>>
<<PensionNum>>
<<VetNum>>

Treatment Plan Tags
<<TPStartDate>>
<<TPAlert>>
<<TPCurrentTreatments>>
<<TPTreatments>>
<<TPAlertValue>>
<<TPCurrentValue>>
<<TPTreatmentValue>>

GP Tags
<<GPTitle>>
<<GPFirstname>>
<<GPSurname>>
<<GPName>>
<<GPOrg>>
<<GPAdd1>>
<<GPAdd2>>
<<GPAdd3>>
<<GPAdd4>>
<<GPPhone>>
<<GPFax>>
<<GPEmail>>
<<GPProviderNo>>

Account Dependant Tags

<<BillToAddress1>>
<<BillToAddress2>>
<<BillToAddress3>>
<<BillToAddress4>>
<<BillToPhone>>
<<BillToFax>>
<<BIillToEmail>>
<<BillerClientID>>
<<LastStatement>>
<<Lastlnvoice>>
<<LastPaid>>
<<LastBilled>>
<<Current>>
<<30Days>>
<<60Days>>
<<90Days+>>
<<TotalBilled>>
<<TotalBalance>>
<<AccNumber>>
<<ClaimNumber>>
<<EmployerName>>
<<DateOflnjury>>
<<Injury>>

Medicare Number

Medicare Expiry Date

Health Fund

Health Fund Membership Number
Pension Number

Veterans Affairs Number

Treatment Plan Start Date
Treatment Plan Alert Status
Number of Current Treatments
Total Number of Treatments
Treatment Plan Alert Number
Treatment Plan Current Value
Value of Treatments

GP’s Title

GP’s First Name
GP’s Surname

GP’s Full Name
GP’s Organisation
GP’s Address Line 1
GP’s Address Line 2
GP’s Address Line 3
GP’s Address Line 4
GP’s Phone Number
GP’s Fax Number
GP’s Email Address
GP’s Provider Number

Bill to Address Line 1

Bill to Address Line 2

Bill to Address Line 3

Bill to Address Line 4

Bill to Phone

Bill to Fax Number

Bill to Email Address

Client ID field from Billing Details.
Date of Last Statement

Date of Last Invoice

Date of last time Patient paid

Date of last time Patient was billed
Current Amount Owing

Amount Owing between 30 and 60 days
Amount Owing between 60 and 90 days
Amount Owing over 90 days

Total Amount Billed

Total Balance

Account Number

Claim Number

Employer Name

Date of Injury

Injury




INTEGRATION WITH MICROSOFT WORD®

Referrer Tags

<<ReferredBy>>
<<RefTitle>>
<<RefName>>
<<RefSurname>>
<<RefAdd1>>
<<RefAdd2>>
<<RefAdd3>>
<<RefHome>>
<<RefWork>>
<<RefMobile>>
<<RefFax>>
<<RefCount>>
<<RefDate>>
<<ReferredBy2>>
<<Ref2Title>>
<<Ref2Name>>
<<Ref2Surname>>
<<Ref2Add1>>
<<Ref2Add2>>
<<Ref2Add3>>
<<Ref2Home>>
<<Ref2Work>>
<<Ref2Mobile>>
<<Ref2Fax>>
<<Ref2Count>>
<<Ref2Date>>
<<ReferredByProf>>
<<RefTitleProf>>
<<RefNameProf>>
<<RefSurnameProf>>
<<RefAdd1Prof>>
<<RefAdd2Prof>>
<<RefAdd3Prof>>
<<RefHomeProf>>
<<RefWorkProf>>
<<RefMobileProf>>
<<RefFaxProf>>
<<RefCountProf>>
<<RefDateProf>>
<<ReferredByNonProf>>
<<RefTitleNonProf>>
<<RefNameNonProf>>
<<RefSurnameNonProf>>
<<RefAdd1NonProf>>
<<RefAdd2NonProf>>
<<RefAdd3NonProf>>
<<RefHomeNonProf>>
<<RefWorkNonProf>>
<<RefMobileNonProf>>
<<RefFaxNonProf>>
<<RefCountNonProf>>
<<RefDateNonProf>>

Name of Referrer #1

Referrer #1 Title

Referrer #1 First Name

Referrer #1 Surname

Referrer #1 Addressl

Referrer #1 Address2

Referrer #1 Address3

Referrer #1 Home Phone

Referrer #1 Work Phone

Referrer #1 Mobile Phone

Referrer #1 Fax

Number of people referred by Referrer #1
Referrer #1 Date

Name of Referrer #2

Referrer #2 Title

Referrer #2 First Name

Referrer #2 Surname

Referrer #2 Address1

Referrer #2 Address2

Referrer #2 Address3

Referrer #2 Home Phone

Referrer #2 Work Phone

Referrer #2 Mobile Phone

Referrer #2 Fax

Number of people referred by Referrer #2
Referrer #2 Date

Name of Professional Referrer
Professional Referrer Title

Professional Referrer First Name
Professional Referrer Surname
Professional Referrer Address1
Professional Referrer Address2
Professional Referrer Address3
Professional Referrer Home Phone
Professional Referrer Work Phone
Professional Referrer Mobile Phone
Professional Referrer Fax

Number of people referred by Non-Professional Referrer
Professional Referrer Date

Name of Non Professional Referrer
Non Professional Referrer Title

Non Professional Referrer First Name
Non Professional Referrer Surname
Non Professional Referrer Address1
Non Professional Referrer Address2
Non Professional Referrer Address3
Non Professional Referrer Home Phone
Non Professional Referrer Work Phone
Non Professional Referrer Mobile Phone
Non Professional Referrer Fax

Number of people referred by Non Professional Referrer
Non Professional Referrer Date




INTEGRATION WITH MICROSOFT WORD®

Medical Specialist Referral Tag (Advanced Options)

<<ReferralDate>>
<<ReferralPeriod>>
<<ReferralPrac>>
<<ReferralTitle>>
<<ReferralName>>
<<ReferralSurname>>
<<ReferralPhone>>
<<ReferralAddress1>>
<<ReferralAddress2>>
<<ReferralAddress3>>
<<ReferralAddress4>>
<<ReferralFax>>
<<ReferralEmail>>
<<ReferralProviderNo>>
<<ReferralType>>
<<ReferralOrganisation>>

Contact Tags

<<ContactTitle(MT)>>
<<ContactFirsthname(MT)>>
<<ContactSurname(MT)>>
<<ContactAddress1(MT)>>
<<ContactAddress2(MT)>>
<<ContactAddress3(MT)>>
<<ContactHomePhone(MT)>>
<<ContactWorkPhone(MT)>>
<<ContactMobile(MT)>>
<<ContactFax(MT)>>
<<ContactEmail(MT)>>

Date Referral begins
Period of Referral
Practitioner referred to
Referrer Title

Referrer First Name
Referrer Surname
Referrer Phone number
Referrer Address Line 1
Referrer Address Line 2
Referrer Address Line 3
Referrer Address Line 4
Referrer Fax

Referrer Email

Referrer Provider Number
Type of Referrer
Referrer’'s Organisation

Contact Title

Contact Firstname

Contact Surname

Contact Address Line 1
Contact Address Line 2
Contact Address Line 3
Contact Home Phone number
Contact Work Phone number
Contact Mobile Phone number
Contact Fax number

Contact Email Address

NOTE: When using the Contact Tags you should replace the letters MT with the merge type specified in

relationship.




INTEGRATION WITH MICROSOFT WORD®

When using dates in letter tags, there are several ways of formatting the date using
the specifiers below.

d

dd
ddd
dddd
m

mm

mmm
mmmm

yy
yyyy
h

hh
nn
ss
7z
am/pm

alp

/

XXX

Displays the day as a number without the leading zero (1-31)

Displays the day as a number with the leading zero (01-31)

Displays the day as an abbreviation (Sun-Sat)

Displays the day as a full name (Sunday-Saturday)

Displays the month as a number without a leading zero (1-12). If the m specifier
immediately follows the h or hh specifier, the minute rather than month will be
displayed

Displays the month as a number with a leading zero (01-12). If the mm specifier
immediately follows the h or hh specifier, the minute rather than month will be
displayed

Displays the month as an abbreviation (Jan-Dec)

Displays the month as a full name (January-December)

Displays the year as a two digit number (00-99)

Displays the year as a four digit number (0000-9999)

Displays the hour without a leading zero (0-23)

Displays the hour with a leading zero (00-23)

Displays the minute without a leading zero (0-59)

Displays the minute with a leading zero (00-59)

Displays the seconds without a leading zero (0-59)

Displays the seconds with a leading zero (00-59)

Displays milliseconds without a leading zero (0-999)

Displays milliseconds with a leading zero (00-999)

Uses the 12 hour clock for the preceding h or hh specifier, and displays ‘am’ any
hour before noon and ‘pm’ for any hour after noon. The am/pm specifier can use
lower case, upper case or a mix of both and the result is displayed accordingly.
Uses the 12 hour clock for the preceding h or hh specifier and displays ‘a’ any
hour before noon and ‘p’ for any hour after noon. The a/p specifier can use lower
case, upper case or a mix of both and the result is displayed accordingly.
Displays the date separator character

Displays the time separator character

Characters enclosed in single or double quotes are displayed as is and do not
affect formatting.

For example, the letter tag <<AppointmentTime(dddd mmmm dd ‘at’ h:mm
am/pm)>> would appear as Wednesday April 20 at 3:30 pm.




FRONT DESK WORD PROCESSOR

ﬁ Setting up Standard Letters

To add a standard letter to Front Desk 2021, select Standard Letters from the
System menu.

. System | Reports Window Help

> Navieate to
Navigaie 10..

[=] Standard Letters

A Standard Letters dialog will appear.

4

% Standard Letters

Description =

L|IECP Report to GP !
GP Letter )]

Thank you for referring z.

Delete

Edit Letter

m

Export

1

il
A

Help

To create a new letter in the Front Desk Word Processor click New.

i 5

Mew Standard Letter

Dezcription  Happy Birthday [L]

Enter the Description and click OK.
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FRONT DESK WORD PROCESSOR

iﬁ Setting up Standard Letters

The Front Desk Word Processor will open, as below. A list of available Letter Tags
will be displayed on the right-hand side. If these are not visible, turn them on by
checking the Standard Letter Tags option on the View menu.

Insert Format Tools Table Help

Normal -HE~-0O-B- 8 171U &B seEsEl Do
Zoom R R Y SRR T SR Y- SRR WR [ IR L (RS IR 15 116 11701 18
Labels Letter Tags
Manage Header and Footer Firstname
Special Characters 30Days «
) 60Days
v Horizontal Ruler 90Days+
me» «Surmname» AccNumber
Addressl
Address2 I
Address3 3
Age

AgeNextBirthday

BillToAddress1

BillToAddress1_IstWord

s i Bill ToAddress1_2ndWorc

RIEXEirSHNares BilToAddress1 3rdWord

Allthe staff here at Smartsoft Clinic would like to wish you a very Happy Birthday. g::gzﬁggzzg_«hWovd

BillToAddress3

Please find enclosed a $20 gift voucher which can be redeermed at your next session. BillToAddressd

BillToFax

BillToPhone

ClaimNumber

Kind Regards ContactAddress1
Contactfddress2

The staff at Smartsoft Clinic ContactAddress3
ContactErmail

ContactFax

ContactFirsthame

ContactHomePhone

ContactMobile

ContactSumarne

ContactTitle

ContactWorkPhone

Current

Date

DateOfBirth

DateOflnjury

Ermail

EmployerName

Fax

FeeCategory

FileNo

FullName

FutureBillings

Gender >

Additional

I ]
. »

Page:1/1 Line:21 Column:30

Create the body of the letter Select the desired letter tag to
insert into the body of the letter

Type your document, inserting letter tags by selecting them from the list on the right-
hand side and clicking the Insert button (or by double clicking).

Close the document and click Yes to save the Standard Letter template.

rCDﬂﬁl'l'ﬂ M

@ Save Front Desk Document as a standard letter?

I Yes Mo l ’ Cancel
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INTEGRATION WITH MICROSOFT WORD®

Setting up Standard Letters

To import a standard letter into Front Desk 2021 from Microsoft Word®, select
Standard Letters from the System menu.

System | Reports Window Help

[=] Standard Letters

A Standard Letters dialog will appear.

-

* Standard Letters

]
g
g

- Cl
Description - os€

L JECP Report to GP !
GP Letter ]

Thank you for referring z

Delete

Edit Letter

m

Export

1

8 BlEERr

Help

To import a standard letter click Add.

You will be presented with the following New Standard Letter dialog.

Mew Standard Letter

Description | [L]

1
Path () Eareel Browse button

Enter a Description for the letter. For example, New Patient Letter.
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INTEGRATION WITH MICROSOFT WORD®

= Setting up Standard Letters

Click the browse button = at the end of the Path field. You will be presented with the
following screen.

W& Open
Look in: Mail Merge Letters v (_? y 2l g '
Narne - Date modified T
@) New Patient Referral.docx 20/04/2016 10:30 ... M
@Referral Thank-You Letter.docx 2070472016 10:30... M
<4 | n »
File name: | Open |
Files of type: ['W'ord Documents v] [ Cancel ]

From the Look in drop-down box select the location where you saved the letter e.g.
My Documents.

Highlight the correct letter and click Open.

You will be presented with a New Standard Letter screen.

P N

Mew Standard Letter

Description Mew Patient Referral.docx
Use the Browse button

Path C:\Program Files\Front Desk EDUE[Z] |~ to locate the letter

e

Click OK.

You have now successfully imported your standard letter into Front Desk 2021.




INTEGRATION WITH MICROSOFT WORD®

=] Setting up Standard Letters

The following options can be used within Standard Letters.

Edit allows you to change the name of an existing letter and Delete allows you to
remove a letter.

Edit Letter can be used if you wish to edit the original document. Highlight the letter
from the Standard Letter screen and click Edit Letter. Depending on the type of
letter, either the document will open in either the Front Desk Word Processor or
Microsoft Word®. Make the changes as required then close the document (no need
to save the document). The following screen will appear.

Confirm I&

'0‘ Save this document as the standard letter "Mew Patient Referral”?

Click Yes to replace the letter with the
one you've just edited or No to keep the

e s original.

Export allows you to save a standard letter to a location on your computer. Highlight
the letter from the Standard Letter screen and click Export. This will open up the
following dialog.

= =

&, Save &5 @
Savein: Standard Letter Templates v @ ; Al B
MName . Date modified Ty
] New Patient Referral.docx 20/04/2016 10:30 ... M
@_]Referral Thank-You Letter.docx 20/04/2016 10:30 ... M
< 1 »
File name: Letter.docx Save |
Save as type: ['W'ord 2007-2010 Documents v J Cancel

From the Save in drop-down box select the location where you wish to export the
letter. Enter a name in the File name field and click Save to complete the export.




INTEGRATION WITH MICROSOFT WORD®

= Using a Standard Letter

1. Select the Billing Details tab on a patient’s file.
2. Click the Letter button.

& Patient - Mr John Smith [o]®@]|[=]
A‘Eﬁ?l Add@rﬂJ Billing Details | Medicare / DVA | Transactions IAppointments ] Events I SMS, ¢ | *
Primary | Close
[IBill to Third Party —57 Linked || Last Paid Total Billed :
Billing $78.00 File Label
Address
Last Staternent Last Invoice Letter Letter button
[ Hold Statement
Phone Fax [ Hold Tnvoice
“Other details Print on Accounts
Ace. No. Claim No. [T Claim / Injury details )
k [ Hospital / Facility details
ClientID ["] Medicare Number
Employer [71 Health Fund Number
. . || Pension Number
Injury Injury Date [ DV Nurnber
["] Referring Doctor
Hasp./Fac, L 9 New Acc,
p || Don't Print Patient Name [:
Ref.Dr. (DrBrenton Martin Prov. No. [..]| More.) || [ Date of Birth m
Primary
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Hel

3. From the Patient Letter dialog highlight the required letter and click OK.

(o] |

Patient Letter

Search Characters

Description =
gECP Reportiose " |;
GP Letter @H
Happy Birthday 2\ B
Mew Patient Referral.doox E‘ﬂ
Thank you for referring z, -

4. If using a Microsoft Word® template, Microsoft Word® will create a word
document using the standard letter and replace the letter tags used with the
patients details. If using a Front Desk Word Processor template, the
document will open automatically in the Front Desk Word Processor.

Creating Word Document. Please Wait...

Creating Word Docurnent, Please Wait...
—

5. Print the document if required then close the document.
6. The following screen will appear, click Yes to save the document to the
attachments tab on the patient’s file.

[ Confirm Iﬂ
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INTEGRATION WITH MICROSOFT WORD®

Using a Standard Letter

7. The Add Attachment screen will prompt you as shown below.
8. Select the date and type a description of the document.

* Patient - Mr John Smith = | = |_§X_!
\ General l Clinical Notes l Additional | Billing Details | Medicare / DVA I Transactions l Appointmentslﬂ‘ { ’
-

~DlBilltoThird Party G 1 dividual Linked |[LastPaid  TotalBilled :
Billing 19082016 | $ae750 | | L EileLabel
Address -
Last Statement Last Invoice Letter
Add Attachment ' :
Treat. Plan
Phone | | Date 20/04/2016 |+
~Otherdetal | Description  6-Month Progress Report
Acc, No. Security
File to attach |Ci\Usershandrewt@ppDatatLocal\Smart.., ey
ClientID |
Emplover T [ HEart Fana Narmoer
i pAy = - ["]Pension Number
Injury Injury Date [] DVA Nurnber
HosoiEac. [ Referring Doctor New Acc.
5 = [ Don't Print Patient Name
Ref. Dr. More. || [ Date of Birth [ Delete Acc. |
[Primary
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help

9. Click OK and the document will now be saved in the patient’s file under the

Attachments tab.

W& Patient - Mr John Smith =] & ==
I Events | SMS | MNotes | Recalls lTrackingl Attachments IContacts |X-rays I Quotationsl 3 I 2
‘ !
Date © Description Owner Extension 3 [&]
P|20/04/2016 6-Month Progress Report Admin ¥ Microsoft Word D
. Add
08/10/2015 GP Report Admin * Front Desk Docurn
01/09/2015 Referral - Thank you letter Admin ¥ Microsoft Word D
29/08/2015 Intake Form (Scan) _Admin @_] Microsoft Word D| =
28/08/2015 Referral Letter (Scan) Admin |=|JPEG image
I
A 0 pti mise
™ ’
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help
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MAIL MERGE WITH FRONT DESK WORD PROCESSOR

This section covers Mail Merging with the Front Desk Word Processor.

A mail merge creates multiple copies of the same document with each customised

with individual patient details.

A mail merge may be used to send a reminder or recall letter to selected patients.

The following Front Desk 2021 reports all integrate with the Front Desk Word

Processor Mail Merge function.

Recall Patient List
Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

(MEOP Y

Events Report

v
|_j-‘] GP / Medical Referrers List

Creating a Mail Merge letter....

1. Select the required information from a report (for instance the Patient List

report) and click the Mail Merge button.
2. Select Front Desk Document and click OK.

R Patient List

Patients Report Type
o Al Mailing List @ Patient List ) Mailing Labels
[¥] Include linked patients || Show File Numbers
Filter Transaction Filtering
|| Exclude Archived Patients || Trans. between 01/04/2016 and |30/04/2016
[T] Archived Patients Only [] ByItem
@) Itern Code 10960 Medicare Consultation

[T] By Default Practitioner

Group Haz

elwood P34 Mail Merge Document Type n-Service

Practitioner George Roger Hial Consultation Codes
© Front Desk Document IE

[7] By Fee Category | Standard

) MSWord Document Cancel T
|| By Health Fund BUPA, zelwood Park

[] Gender Practitioner George Rogers - Hazelwood Park
[C] Age between 0 and 100 Appointment Filtering
[7] By GP [] Appoint between  01/04/2016 and |30/04/2016
Patient Tracking [7] By Appoint Type
|| Patient Tracking & Apprintmeitwith
Description [Im, if ')-’\_‘,’lhu'. if all lE-E|u\jr: I - 5) Group Hazelwood Park
ool Practitioner George Rogers - Hazelwood Park
Do not contact 2 =
Cmmb e Niaiave o

Print
Preview
Export
Mail Merge
Ernail
SMS
Mailing List

( MailChimp

Help




MAIL MERGE WITH FRONT DESK WORD PROCESSOR

3. The Front Desk Word Processor with Mail Merge Fields will open
automatically.

. Mail Merge Document - Front Desk Document

File Edit View Insert Format Tools Iable

VIS L4 L3 20 0Ll 110 E 9 T I 7 B 4 32

SFS

Pagel/1 Linedl Column:l

v THmensts2E > 12~ B~ O~ B~ B I U 4 » &EF
e - g~ B I [

Help

* Mail Merge Ficlds

Addressl
Address2
Address3
BillingAddressl
BillingAddress2
BillingAddress3
BillingFax
BillingName

Mail Merge Fields

BillingPhone
BillingWorkPhone
DateOfBirth

&
\

Insert

Highlight Title from the Mail Merge Fields section and click <INSERT>.

Highlight FirstName from the Mail Merge Fields section and click

<INSERT>.

Highlight Surname from the Mail Merge Fields section and click <INSERT>.
Enter a new line.
Highlight Address1 from the Mail Merge Fields section and click <INSERT>.
Enter a new line.
. Highlight Address2 from the Mail Merge Fields section and <INSERT>.
. Enter a new line.
. Highlight Address3 from the Mail Merge Fields section and click <INSERT>.
. Press <ENTER> on keyboard four times.
. Type the word Dear and press the spacebar on the keyboard. Select

FirstName from the Mail Merge Fields section and click <INSERT>.

section as necessary.

toolbar.

Previous Record

Open Data Source

PAGE 332

|

H oy & H 41

ABC Button

!

Edit Data

Source

First Record

PoM
T

Next Record

. Press the <ENTER> key on the keyboard once.
. Type the body of the letter, using merge fields from the Mail Merge Fields

Merge to Labels

Last Record

{

Merge to New
Document

O e e
T

Merge to Printer

FRONT DESK 2021 - PRACTICE MANAGEMENT SYSTEM

. If you wish to preview the mail merge, click the button on the mail merge

— Insert Merge Field




MAIL MERGE WITH FRONT DESK WORD PROCESSOR

18. View each letter by clicking the Next and Previous record arrows.

19. Click Merge to Printer to print all letters, or Merge to New Document if you
would like to save the completed document for use at a later time.

20. Select All to print all letters, Current record to print the current letter, or enter
From and To page numbers to print a selection of letters.

r |
Merge to Printer ﬁ

Frint records

o Al
' Current recard

1 From: T

oK ] [ Lancel

If you wish to save the document (for use in Front Desk 2021 later).

21. From the File menu select Save.

22. From the Save in drop-down box select the location where you wish to save
the letter e.g. My Documents.

23. In the File name field, rename the document to suit the letter e.g. Monthly

Recalls.
E Save As &J

Savein: | Mail Merge Letters - O : A

Mame . Date modified Ty

Mo iterns match your search.

4 I F
File name: | Save

Save as type: | Front Desk Document (*fdd) ~| | Cancal |

If you wish to open a previously exported dataset, click Open Data Source and
browse for a Microsoft Excel or CSV file. The current data source can also be edited
by clicking Edit Source Data. This allows you to exclude selected records from the
mail merge.




MAIL MERGE WITH MICROSOFT WORD® 2003

This section covers Integration with Microsoft Word® 2003 and XP for backwards
compatibility. If you are unsure which version of word you are running, select About
Microsoft Word® from the Help menu in Microsoft Word®. If there is no Help menu,
then you are running Word 2007 or above.

A mail merge creates multiple copies of the same document with each customised
with individual patient details.

A mail merge may be used to send a reminder or recall letter to selected patients.

The following Front Desk 2021 reports all integrate with the Microsoft Word® Mail
Merge function.

Recall Patient List
Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

LEEBOD Y

GP / Medical Referrers List

Front Desk 2021 - Note
Front Desk 2021 is capable of generating mail merge data. Text (with Header) is the
default format setting, which is set under the Mail Merge tab in System Information.

As the capabilities of computer systems vary, the default Data Format may not be
compatible with your system. If this is an issue, then use the alternate dBase format
option.

The default system location where the mail merge data is saved is
C:\ProgramData\Smartsoft\Front Desk. If you wish to change the Data Files

Location click the browse button [ and set the required path.




MAIL MERGE WITH MICROSOFT WORD® 2003

Creating a Mail Merge letter....

1. Select the required information from a report (for instance the Patient List
report) and click the Mail Merge button.

2. Select MS Word Document and click OK.

3. From the Save in drop-down box select the location where you wish to save
the patient details e.g. My Documents.

ok

document called Documentl will appear.
6. Click the Insert Merge Field icon on the mail merge toolbar shown below.

Insert Merge Field

'~ Times New Roman

-2 - Bz uE

-
' Save As ‘

Savein [ Documents - e & EF [~

MName Date modif... Type Size Tags

L AcT | Bady Charts

| Contact List L Fax

L Letters My Data Sources

L My Received Files My Stationery

.. Patient Photos . Readiris

. REG Backup 1 Scanned Documents

. Updater 1 Updaters

(@R My Sharing Folders
File name: Patient Mames.tat | Save K Save bUtton
Save as bype: [Text Files [*.txt) v] [ Cancel ]

Enter a name in the File name field and click Save to complete.
Microsoft Word® will automatically open (if it has been installed). A new

e

At25m In1  Coll  REC TRK EXT  OVR Englsh (Aus
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MAIL MERGE WITH MICROSOFT WORD® 2003

7. The following Insert Merge Field dialog will appear

r |
Insert Merge Field ﬁ
Insert:
) Address Fields @) Database Fields
Figlds:
-
FirstMame
Surname
Preferrediame
Middlehlarme 1
Address1 =
Addressz
Address3
WworkPhone
HomePhone
Mokile
PostCode
DioE
Gender
Ernail 5
|Match Fields... | [ Insert ] | Zancel |
|

8. Highlight Title from the Insert Merge Field dialog, click <INSERT> then click
the Close button, press the <SPACEBAR> on the keyboard.

9. Click the Insert Merge Field button, highlight FirstName, click <INSERT>
then click the Close button, press the <SPACEBAR> on the keyboard.

10. Click the Insert Merge Field button, highlight Surname, click <INSERT>
then click the Close button, press the <ENTER> key on the keyboard.

11. Click the Insert Merge Field button, highlight Address1, click <INSERT>
then click the Close button, press the <ENTER> key on the keyboard.

12. Click the Insert Merge Field button, highlight Address2, click <INSERT>
then click the Close button, press the <ENTER> key on the keyboard.

13. Click the Insert Merge Field button, highlight Address3, click <INSERT>
then click the Close button.

14. Press <ENTER> on keyboard four times.

15. Type the word Dear and press the <SPACEBAR> on the keyboard. Click the
Insert Merge Field button, highlight FirstName again, click the Close
button.

16. Press the <ENTER> key on the keyboard once.

17. Type the body of the letter; use any other merge fields from the Insert Merge
Field screen.

18. To preview the mail merge click the <<ABC>> button on the mail merge
toolbar.

Preview results  Previous Record Next Record Merge to Document

i I i

A @ | 2 2 S InsertWord Field~ | 52 93 4 | {4 L b By B By

4
First Record Last Record Merge to Printer

19. View each letter by clicking the Next and Previous record arrows.
20. Click Merge to Printer to print all letters.




MAIL MERGE WITH MICROSOFT WORD® 2003

21. From the File menu (in Microsoft Worde) select Save.

22. From the Save in drop-down box select the location where you wish to save
the letter e.g. My Documents.

23. In the File name field, rename the document to suit the letter e.g. Monthly

Recalls.
Save As @I-E_hj
Save in! Letters E| @ ~ A | @ X i EH v Todls -
Mame Date modif.. Type Size Tags

) pJew Patient Referral.dac

i IR B Thankyau far refering letter.dac

Docurments

Desktop

Egl

My Docurments

| L
1o

=4
My Computer

A
= 8
Iy Mebwork,
Flaces Save as bype! | word Document (*,doc) IZ|

File: narme: Monthly Recalls,doc




MAIL MERGE WITH MICROSOFT WORD® 2003

Creating mailing labels using Mail Merge...

1. Select the required information from a report (for instance the Patient List
report) and click the Mail Merge button.

2. Select MS Word Document and click OK.
3. From the Save in drop-down box select the location where you wish to save
the patient details e.g. My Documents.
' Save As \
Save ir: Documents <] [3 [ -
Name Date madif... Type Size Tags
LUACT | Bady Charts
| Contact List L Fax
L Letters My Data Sources
L My Received Files My Stationery
| Patient Photas | Readiris
| REG Backup | Scanned Documents
L Updater L Updaters
(28 My Sharing Falders
File name: Patignt M ames. st | Save I SaVe bUtton
Save as type: [Text Files [ tt) v] [ Cancel ] }

4. Enter a name in the File name field and click Save to complete.
5. Microsoft Word® will automatically open (if it has been installed). A new
document called Document1 will appear.

6. Go to the Tools menu go down to Letters and Mailing and select Mail
Merge...

Letter Wizard.

ings
.| Print DYMO Labels <] show Mail Merge Toolbar
=1 Envelopes and Labels.
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MAIL MERGE WITH MICROSOFT WORD® 2003

7. The Mail Merge Helper will appear on the right hand side of the document.

iRead & i 41 Normal -u - Bz u|E

'~ Times New Roman

© Use an exiting st
(©) Selectfrom Outiock corkacts

© Type list

[ Select adiferent It

o ot recpont st

Page 1 sec 1 71 At25m lnil Coll REC| [TRK] [EXT | (OVR.| [English (Aus | | €
Six steps to complete mail merge J

8. Follow through the 6 steps in the bottom right hand corner of this screen.
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MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

This section covers Integration with Microsoft Word® 2007, 2010, 2013 and 2016. If
you are unsure which version of Word you are running, select About Microsoft
Word® from the Help menu in Microsoft Word®. If there is no Help menu, then you
are running Word 2007 or above.

A mail merge creates multiple copies of the same document with each customised
with individual patient details.

A mail merge may be used to send a reminder or recall letter to selected patients.

The following Front Desk 2021 reports all integrate with the Microsoft Word® Mail
Merge function.

Recall Patient List
Active / Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

LEEBOD Y

GP / Medical Referrers List

Front Desk 2021 - Note

Front Desk 2021 is capable of generating mail merge data. Text (with Header) is the
default format setting, which is set under the Mail Merge tab in System Information.

As the capabilities of computer systems vary, the default Data Format may not be
compatible with your system. If this is an issue, then use the alternate dBase format
option.

The default system location where the mail merge data is saved is
C:\ProgramData\Smartsoft\Front Desk. If you wish to change the Data Files

Location click the browse button - and set the required path.




MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

Creating a Mail Merge letter....

1. Select the required information from a report (for instance the Patient List
report) and click the Mail Merge button.

Select MS Word Document and click OK.

From the Save in drop-down box select the location where you wish to save
the patient details e.g. My Documents.

w N

Savein: | Front Desk ~Q i@

Name Date modified Ty

MNo iterms match your search,

< | 1] . 3
File name: Names.csy | Save k— L Save button
Save as type: [CSV [Comma delimited) [*.csv) v] [ Cancel ]

4. Enter a name in the File name field and click Save to complete.

5. Microsoft Word® will automatically open (if it is installed). A new document
called Documentl will appear.

6. Click the Insert Merge Field icon on the mail merge toolbar shown below.

Insert Merge Field
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MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

7. The following Insert Merge Field dialog will appear.

Insert Merge Field @

Inserk:

(") Address Fields @) Database Fields
Fields:
.
FirstMame
Surname
PreferredMame
MiddleMarme
Address1
Addressz
Address3
WorkPhone
HomePhaone
Mobile
PostCode
DB
Gender
Ermnail

[Match Fields. .. ] [ Insert ] l Cancel l

m

8. Using the Insert Merge Field dialog, highlight the merge fields you wish to
use and click Insert to insert them within your document at the current cursor
position. For example this could be used to insert a standard address block
using a combination of the Address and Name tags as below:

<<Title>> <<FirstName>> <<Surname>>
<<Address1>>
<<Address2>>
<<Address3>>

Depending on the information within the patient file, this could populate as:

Mr John Smith
Smartsoft Pty Ltd
107 Flinders Street
Adelaide SA 5000

9. To preview the mail merge click the Preview Results button on the mail
merge toolbar.

Previous
Record  Last Record
Preview Results
’EEE‘J‘ Hd9-0 )+ DU:um% Microsaft Wprd non-commercial use
)
—/ Home Insert Page Layout References Mailings Rewiew Wiew Add-Ins
S NTE R T B N e R e - o o N
- d J & Match Fields J Find Reclplen
Envelopes Llabels Start Mail Select Edit Highlight Address Greeting Insert Merge Preview lesh& Create
Merge = Recipients = Recipient List || Merge Fields Block  Line Field ~ Update Labels || Results Auto Check for frrors || perge = | Campaign
Create Start Mail Merge Wirite & Insert Fields eviews Results Finish Marketing
Next Record
First Record

Finish & Merge




MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

10. View each letter by clicking the Next and Previous record arrows.

11. Select Finish & Merge to print all letters.

12. From the Office (in Word 2007) or File (Word 2013) menu select Save.

13. From the Save in drop-down box select the location where you wish to save
the letter e.g. My Documents.

14. In the File name field, rename the document to suit the letter e.g. Monthly

Recalls.
Save As @I'E—hj
Save in! Letters E| @ ~ A | @ X i v Tools -
Mame Date modif... Type Size Tags
f ) 1 ew Patient Referral.dac
B’ECE;;:; B Thankyau far referring letter.dac
Desktop

i

My Docurments

A
[y Computer

. _

= File narne: Monthly Recalls. doc IZ|
Ty Mebworl

Places Save a5 Lype | yword Document (*.dac) IZI

Saving the document on your computer allows it to be reused in the future if
necessary.




MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

Creating mailing labels using Mail Merge....

1. Select the required information from a report (for instance the Patient List
report) and click the Mail Merge button.

2. Select MS Word Document and click OK.
3. From the Save in drop-down box select the location where you wish to save
the patient details e.g. My Documents.
' Save As ‘."'._
Save ir: Documents <] [3 [ -
Name Date madif... Type Size Tags
LUACT | Bady Charts
| Contact List L Fax
L Letters My Data Sources
L My Received Files My Stationery
| Patient Photas | Readiris
| REG Backup | Scanned Documents
L Updater L Updaters
(28 My Sharing Falders
File name: Patignt M ames. st | Save I SaVe bUtton
Save as type: [Text Files [ tt) v] [ Cancel ] }

4. Enter a name in the File name field and click Save to complete.

5. Microsoft Word® will automatically open (if it is installed). A new document
called Documentl will appear.

6. Go to the Start Mail Merge menu and select Step by Step Mail Merge
Wizard.

Pageilofl | Wardsid | % English (ustralls) |
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MAIL MERGE WITH MICROSOFT WORD® 2007, 2010, 2013, 2016

7. The Mail Merge Helper will appear on the right hand side of the document.

xn 9-6)°
Home  Insert  Pagelayout  References Mailings | Review  View  Adddns @

B> @ @ =
g j

(©) Select from Outlook contacts.

© Type anew st

2] select a diferent it

& Edtrecpnt st

Step 30f6
@ Next: Wiite your ltter

@ Previous Starting docurent

Pageitofl | Wordsi0 | <% Engish (ustrali) |

Six steps to complete mail merge

8. Follow through the 6 steps in the bottom right hand corner of this screen.
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ADVANCED FEATURES

_

=] Advanced Tab (System Information)

To enable any of the advanced features you will need to be logged on as the Admin
user.

Click System Information from the Toolbar,

File System Reports Window Help

FAiR Shaes B®L0EB 1 22 FER e sl
System Information|

or from the File menu.

File | System Reports Window Help

System Information

Select the Advanced tab from the System Information window.

3 System Information o] @
Medicare Online | SMS | Email | MailChimp | Advanced A I
Advanced | Health Fund / EFTPOS / Medicare cl
Close
[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title
Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details
[] Medical Specialist Referrals
[] Multiple Locations
Stock Control
Manage Stock per Location
Email Integration
SMS Integration
[] Patient X-rays
Patient Photos
[] Patient Contacts
[] Quotations
Patient Events
[] Future Billing
[] Sales Processes
Default for
Defaults for Profession & f ;
N Help Profession/Industry option
Medical Practitioner A
Medical Specialist
Optometrist
Orthodontist
Osteopath
Physiotherapy
Podiatrist
Psychologist v

The Advanced tab enables users to customise several advanced features of Front
Desk 2021. To select the basic features applicable for a profession, select the
profession from the Defaults for Profession/Industry drop-down box.

Front Desk 2021 - Note

If you select any of the advanced options you will be asked to restart Front Desk 2021
for the changes to take effect. We strongly recommend that you discuss your
requirements with Smartsoft prior to making any changes on the advanced option tab.




ADVANCED FEATURES

_

=] Advanced Tab (System Information)

Select the Advanced tab in System Information. The Multiple Accounts per
Patient option should be enabled if patients require more than one account per
patient file e.g. a private account and a WorkCover account. This is an advanced
option, which should only be used if your practice regularly has patients who need to
bill to more than one entity concurrently. The alternative is to have more than one

patient file for these patients.

E\ System Information

Advanced | Health Fund / EFTPOS / Medicare

fo] & s

| Networkl Backup I Messenger I SMS | Email | Advanced 2

[¥] Multiple Accounts per Patient &£

Cloze

Y
Default Billing Details on Search & Patient File Title

] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[] Medical Specialist Referrals
[] Multiple Locations
[ Steck Control
Manage Stock per Location
[] Email Integration
[T] SMS Integration
[T] Patient X-rays
[] Patient Photos
[] Patient Contacts
[T Quotations
[] Patient Events
[T] Future Billing
Sales Processes

Defaults for Profession | -

Multiple Accounts option Option to have the patient's primary

account details appear on search screen

Select the Default Billing Details on Search & Patient File Title option to display
the primary account details when searching for a patient and in the patient card title.
Otherwise, the patient’s general details will be displayed.

You will need to restart Front Desk 2021 for these changes to take effect.

A Standard Accounts tab will now appear in System Information. Standard
accounts allows you to create accounts that are used on a regular basis.

Select the Accounts tab and click the Add button to create a new standard account.

"% System Information = B @
Standard Accounts [Fee Categories IAccount Messages l Defaults [ (A [
Primary Account | Accounts ‘

Account Name Auto 4 [ Add
qova | 0|
Medicare B &J

= Help




ADVANCED FEATURES

Multiple Accounts (System Information)

A New Standard Account screen will appear as below. Type in the Account Name
and select the Bill to Third Party option to enter the account details.

M. New Standard Account X

Close
Account Name ’WorkCover ‘

Billing Details
Bill to third party @ Individual (O Linked
Billing Address| WorkCover

1400 King William Street

|

Phone ] | Fax |

|
|
|Adelaide SA 5000 |
|
|

Print on Accounts

Claim / Injury details

[[] Hospital / Facility details
[[]Medicare Number
[JHealth Fund Number
[]Pension Number

[C] DVA Number

Referring Doctor

[[] Date Of Birth

[C] Don't Print Patient Name
[C] Don't Print Next Appointment

Other
[[] Auto-create for new patients € Auto-create account option

Select Individual for accounts to a 3" party which require an individual statement or
invoice for each patient, or alternatively select Linked for all linked patient accounts
to be printed on one statement or invoice with each patient listed individually.

If you select the linked option, you will need an existing account to link to in the

system beforehand, then use the browse button [.] located at the end of the first
Billing Address line to search for the account using the Search on Patient screen.

Select the details from the Print on Accounts section that are required by the 3™
party biller. For example, WorkCover may require Claim / Injury details but not the
Medicare Number to be printed on accounts and statements.

If this account is required for all new patients, check the Auto-create for new
patients option to automatically create the account on all new patient cards.

To edit or delete the details of a standard account, click Edit or Delete on the
Standard Accounts tab in System Information.




ADVANCED FEATURES

Multiple Accounts (System Information)

Select the Primary Account tab. This section defines the default details printed on
receipts, accounts, invoices and statements when billing on a patient’s primary
account.

M, System Information o] B |5
Standard Accounts  Fee Categories Account Messages Defaults § ¢ |*

Primary Account  Accounts e
[~Print on Accounts -

[]Claim / Injury details

[ Hospital / Facility details
[[]Medicare Number

[[JHealth Fund Number

[[] Pension Number

[C] DVA Number

[]Referring Doctor

[] Date of Birth

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

Update

Help

When you have made changes to the Print on Accounts option, all future patient
files will have these options for their primary account. Click the Update button to
update all primary accounts for existing patients with these options.

Confirm X

'yék' Update all Primary Accounts to use these options?

Yes No

Click Yes to update or No to cancel.
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ADVANCED FEATURES

3,. Multiple Accounts (Patient File)

To create a new billing account for a patient, go to the Billing Details tab and click
New Acc. A billing account allows a patient to bill amounts to different entities such
as WorkCover, Medicare etc, as well as to a private account.

W& Patient t = &@=]
General Additional Billing Details Medicare / DVA Medical Referrals Transactions Quotations| ¢ | *
Primary I Close
LIBito TadPaly Individual Linked | |Statement/Invoice Preference e
Sad - File Label
Billing Select Account Type 2
Address settings Letter
Account Name ~ rate PDFs
YInDis khments Treat. Plan
WorkCover f
Phone Bcec Print Options
Email i
Advanced
Other details - =
Account No. Claim o
Employer Blank Account Ok Cancel
New Account
New Acc. <— button
Primary Delete Acc. €——— Delete Account
90+ Days 60 Days 30 Days Current Balance butt
$0.00 $0.00 $0.00 $403.00 $403.00 Help utton

From the account type screen you can either select a previously created standard
account or a Blank Account. If you select a Blank Account, you will be prompted
for the account name.

& Patient (o ]& (=]
General Additional Billing Details Medicare /DVA Medical Referrals  Transactions Quotations| ¢ | *
Primary I Close
L 158 fo Thiad Besty Individual Linked || Statement/Invoice Preference z
Sa o File Label
Billing = lEmall v l
Address [[] Override invoice settings Letter
Invoices in separate PDFs
8\ Account Details X [@chments Treat. Plan
Phone Account Name OK Bices Print Options
Email Cancel e 3
M Active - ance
Other details 3 Set Default | |-
AccountNo.  Claim Nox CIEnT o TIUSpIET7 TaTniy
Employer Injury Injury Date
New Account
SN button
Enmary Delete Acc.
90+ Days 60 Days 30 Days Current Balance — Delete Account
$0.00 $0.00 $0.00 $403.00 $403.00 Help button

To remove an account select the appropriate tab and click the Delete Acc. button.

Note that the account details such as the aged balance at the bottom of the patient
card, Last Paid, Total Billed, Last Statement/Invoice and the Hold
Statement/Invoice are specific for the current selected account on the Billing
Details tab. When your system has been set up for multiple accounts the standard
Letter and File Label functions also print the details which are specific to the
selected patient billing account.




ADVANCED FEATURES

3, Multiple Accounts (Patient File)

To edit an account name or to set a default account
and select Properties.

, right click on the Account tab

M Patient - Mr John Smith o] @ s
General Additional Billing Details Medicare / DVA Medical Referrals Transactions Quotations| ¢ L
Primary WorkCover I - Close
- [ABill to Third Part - Froperties ——————
= ment/Invoice Preference
— Edit Account Tab Order File Label
Billing WorkCor ail v —
Address [400King ___ 1P verride invoice settings Tetter
Adelaide SA 5000 Ir?".r'oxces 'h separate PDFs
Limit email attachments Treat. Plan
Phone l Fax [ Consolidate invoices Print Options
Boei [JHold statement Total Billed
[JHold invoice |Advanced| || $0.00
~Other details Last Paid
Account No. Claim No. Client ID Hospital / Facility -
I I [ I l } Last Statement
Employer Injury Injury Date Last Irvoice
[ WorkCover Delete Acc.
90+ Days 60 Days 30 Days Current Balance —
50.00 $0.00 $0.00 $0.00 $0.00 Help

The Account Details screen will appear as shown below. Click Set Default to
make this account the default. The default account will be highlighted in red and
will be ordered as the first account.

To make the account inactive uncheck the Active checkbox.

& Patient - Mr John Smith ‘_E_' = ‘_23_'[
General Additional Billing Details Medicare / DVA Medical Referrals Transactions Quotations| ¢ L
Primary WorkCover | Close
Eillto TcBany ® Individual O Linked Statement/Invoice Preference 5
Sa o | File Label
Billing WorkCover |Ema|l v
Address {400 King William Street [[] Override invoice settings Letter
Adelaide SA \ J Invoices in separate PDFs
M Account Details X fechments Treat. Plan
o ks per €
Phone ‘ Account Name OK Boices Print Options
: ‘
Email ‘ Cancel || Total Billed
o ] Adtive Iédvanced $0.00 -
“Other details ‘ Set Default || | LastPaid
Account No. Claim Noz THENTID FIUSPILaT7 Fachy -
l ] l l l I Last Statement
Employer I |lnjury | Ilnjury Date Patirvaice
New Acc.
~WorkCover Delete Acc.
90+ Days 60 Days 30 Days Current Balance
0.00 $0.00 $0.00 $0.00 $0.00 Help

The ordering of billing accounts can be adjusted by right-clicking on an account and
selecting Edit Account Tab Order.
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3. Multiple Accounts (Patient File)

A patient with multiple accounts will most likely require a separate fee category for
each account. To set these fee categories per account, click the Advanced button.

J& Patient - Mr John Smith o] B ==
General Additional Billing Details Medicare /DVA Medical Referrals Transactions Quotations| * | *
Primary WorkCover | Close
o Billto Thind Party = @ Individual O Linked Statement/Invoice Preference 3
S s | File Label
Billing WorkCover lEmall v
Address |40 King William Street [[] Override invoice settings Letter
Adelaide SA 5000 Invoices in separate PDFs
Limit email attachments Treat. Plan
Phone I Fax I Consolidate invoices Print Options
Email [1Hold statement Total Billed
7 [JHold invoice |Advanced |€soo0 Fee Category
[ | kact Paid Advanced button
—Other details .| LastPai
Account No. Claim No. Client ID Hospital / Facility -
] I ’ I l Last Statement
Employer Injury Injury Date LactInvoice
New Acc.
~WorkCover Delete Acc.
90+ Days 60 Days 30 Days Current Balance —
$0.00 $0.00 $0.00 $0.00 $0.00 Help

Tick the option below and select the appropriate fee category from the drop-down
box.

Advanced Options X
Override Fee Category for this Account
| Fee Category |Workcover v ’

When billing or receipting a patient with multiple accounts, the default billing account
will be selected. You may change the account by clicking on the Account drop-
down box and selecting the appropriate account.

Receipt X
Name  [MrJohn Smith |
Account |FEEREDY | €——— Select the Account
Date Primary
WorkCover
Practitioner | DF ROBert Smith - Adelaide 22
Item Code €005 ~ | [<All Schedules> |+

Description | Standard Consultation

Fee $75.00| Include GST O
Reduction $0.00 Easyc ain o
Net Fee $75.00

[JPrint

] Email Send now using template

Receipt Template
Edit before sending

Cancel Help
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3, Multiple Accounts (Patient File)

Note that once a billing item has been added, you will be unable to change the
account field during the billing process.

Billing X
' : Select the
Patient Mr John Smith Account |CITRERY v
| | — < Account
Practitioner ‘Dr Robert Smith - Adelaide v ] Primary
WorkCover
Date 01/03/2018|v Fee S75.00
Item Code ‘COOS v |I<All Schedules> v Reduction $0.00
Description | Standard Consultation Net Fee §75.00 Include GST []
Date Iltem  Description Prac Net Fee Payment A
GST Item Totals $0.00 | 000 v
[[] Accept Unallocated Payment t Dr Robert Smith - £
Online Claiming
Medicare Easyclaim [JPrint
Bulk Bill ] Email Send now using template Receipt Template
Edit before sending
Help Cancel

When using the multiple accounts option and a patient has more than one account,
the Payment screen allows you to choose the appropriate account to be used to
record a payment.

The payment screen has an Account drop-down box, which allows you to select a
particular account. The outstanding amounts for that account only will be displayed.

Select the date range to further filter outstanding amounts during a period of time.

Account Selection
| Date Range
M. Payment - Mr John Smith | X
< Account Payment
$403.00 Unpaid Items lPrimary V. l [ 50'00‘
S0.00 Unallocated Credit [JInvoice/Statement Date range
$403.00 | Account Balance |o1/oa'zow v| to |za/o.1/zo13 vI Clear Auto Allocate
Invoice No lDate [Item [Description lprac ] Billed l Owingl Allocation
69081 01/02/2018 COTS Consult & Treatment  Bob 128.00 128.00 0.00 ~|
69103 09/02/2018 €005 Standard Consultation Bob 100.00 100.00 0.00 |
69104 17/02/2018 C005 Standard Consultation Bob 100.00 100.00 0.00 v |
69105 22/02/2018 C005 Standard Consultation Bob 75.00 75.00 0.00 v|
[] Accept Unallocated Payment = Dr Robert Smith - Ad
[ Print
[JEmail Send now using template | Receipt Template
Edit before sending
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3, Multiple Accounts (Patient File)

In the Transaction tab of the patient card you can view transactions for <<All
Accounts>> or for one account only. Select the account from the Account drop-
down box. This will list only those transactions for that particular account or all
transactions if <<All Accounts>> is selected. Note that the aged balance at the
bottom of the patient screen will display the balances for the selected account.

‘ Patient - Mr John Smith

0| Primary
% Workcover

o oo
PreRRve R RS

Account | <<All Accounts>>

<<All Accounts>>

<
Show Outstanding Only
90+ Days 60 Days
$0.00 $0.00

Transactions Quotations Appointments Events

E=8 Bl <)
SMS Notes Clinical Notes Recalls Trac *
Close
Credit  Owing Description ~ Delete ltem
$128.00| Consult & Treatn
$100.00 | Standard Consult Edit ltem
$100.00|Standard Consult
$100.00 Standard Consult Reprint
75.00 | Standard Consult
§75.00|Standard Consult Statement
Trans. Log
Write Off
Refund
Export
v
>
[JShow as Account |
30 Days Current Balance
$0.00 $578.00 $578.00 Help

3

If <<All Accounts>> is selected, the Account column will display the billed to
account for each transaction.

J& Patient - Mr John Smith El [@
Transactions Quotations Appointments Events SMS Notes Clinical Notes Recalls Trac * |
Account | <<All Accounts>> v Close
Issued User Account Name  Modified Time GST ) Delete ltem

O Admin Primary 23/02/2018 11:54 am =
O Admin Workcover 0 2018 1:08 pm Edit ltem
O Admin Primary 0 18 1:08 pm
[ |Admin Primary 0 18 1:08 pm Reprint
[ |Admin Primary 18 1:08 pm
[0 Admin Workcover /2018 1:08 pm Statement
Trans. Log
Write Off
Account Name column Refund
Export
v
< >
Show Outstanding Only [JShow as Account |
90+ Days 60 Days 30 Days Current Balance
5$0.00 $0.00 $0.00 §578.00 §578.00 Help

»
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Medical Specialist Referrals (System Information)

Select the Advanced tab in System Information. The Medical Specialist
Referrals option should be enabled for medical specialist billing.

Do not enable this feature for Allied Health professionals.

* System Information EIE@

| MNetwork | Backup | Messenger | SMS | Email | Advanced | -H A

Advanced | Health Fund / EFTPOS / Medicare|

[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[7] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

Medical Specialist Referrals &£

Medical Specialist
N\

[T Multiple Locations Referrals option
[7] Stock Control
Manage Stock per Location
[] Ernail Integration
[T SMS Integration
[] Patient X-rays
[] Patient Photos
[7] Patient Contacts
[7] Quotations
[] Patient Events
[T] Future Billing
Sales Processes

Defaults for Profession | -
Front Desk 2021 - Note

A simplified medical referral functionality is provided for Allied Health billing by default
in Front Desk®.

After restarting Front Desk 2021 a new GP / Medical Referrers icon will appear on
the Toolbar

File System Repors Window Help

FALlB SsAad s Be,0dB @ 2[BD2 3w s

[ GP / Medical Referrers}

e
=

and the Medical Referrals tab will be added to the patient card.

M, Patient - Mr John Smith =l e =]

Medical Referrals | Clinical Notes I Attachments I Medicare / DVA | Transactions | Tracking I Appoir * |~

Cl
Referral Date Start Date  Period Expiry Date Prac  Referrer - E

403/12/2012_103/12/2012 |12 months 02/12/2013 [Robert De Som Smith ___|

Edit
Delete

m

4 »

90+ Days 60 Days 30 Days Current Balance

50.00 §0.00 §51.95 (8148.05) (896.10) Help
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@ Medical Specialist Referrals

To add a medical specialist referrer, select GP / Medical Referrers from the Toolbar

File System Repors Window Help

FiBsMhae s B0Lo0dB @ 2DLFr2EBR® s 0E

[ GP / Medical Referrersi

or from the File menu.

File | System Reports  Window Help

Appointment Book Ctrl+A
Patient Ctrl+P

Practitioner Queue
Cash Book

Practitioners
ltem Codes k

GP [ Medical Referrers

[ 2| 4 2= @ B 2= [

System [nformation

Patient Booking Gateway Configuration

Frinter Setup

= @j ;:-'-'

Exit

The following screen will appear. Click New to create a referrer.

F |

Search on GP / Medical Referrer

Search Characters Search on

| ’ Surname v]

Mame Organisation Address

P—__

¥ |:| 3
[7] Show Archived Referrers
[C] Show all

0K Cancel ] [ Help

I

Click New to add a referrer
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|® Medical Specialist Referrals

A referrer may be also added directly from the Patient screen when adding Medical
Referrals. On the Medical Referrals tab, click the New button. To view a list of
currently entered GPs/Referrers select the browse button [ to bring up the Search
on GP/Referrers screen. To enter a new referrer, click the New button.

R Patient - Mr John Smith

=N L%“

J General I Additiorﬂl Medical Referrals l Billing Details l Medicare / D& | Transactions I Appointme ¢ &

Referral Date Start Date  Period Expiry Date Prac

Referrer

Close

PI___--_\ Q===

New Referral

Referrer

Referral Date  20/04/2016

Start Date 20/04/2016

Practitioner  Susan Everrett - Adelaide

Dr Sam Smith - Medical Centre|

lv Period 12 Months

lEdit

| W

|~

E),( 0K

90+ Days
$0.00

60 Days
$0.00

30 Days
$0.00

Current
$0.00

Balance
$0.00

Click the Browse button to
search for a referrer

Referrers can also be added when making an appointment on the New
Appointment dialog. Click the New button to the right of the Referral field to bring
up the Search on GP/Referrers screen. To enter a new referrer click the New
button on the bottom left corner of this screen.

New Appointment - Wednesday 20 April 2016

Practitioner Susan Everrett - Adelaide

Appointment today,

Cancel

Patient Mr John Smith E]

Item 505 v <Al Schedules: ‘v

Time 11:00 am Intervals 2 5 Wide 1 .

Period 30 minutes

App. Made  20/04/2016 3:11 pm

Made By  Admin |~

App. Type Fallow Up |v

Reminders [MNone] [a
[T Recall on this appointment

Recall Type |6 month recall

App. Status Patient Not Arrived | v

Resource  <<MNo Resource Selected>> ‘v

Referral <<No Referral > » |v

MNotes -

|
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[@ Medical Specialist Referrals

Enter the details of the referrer in the New GP/Referrer screen.

New GP/Referrer LE__'

First Mame  Dr v Trevor

Surname Jones Delete

Organisation Smartsoft Medical Centre [7] Archive

Address PO Box 500

Adelaide S& 5000

Phone W Fax

Email

Rt Type —= = Referrer Types option
— Add Practitioner Type ‘

The Type field allows you to select the type of referrer e.qg.GP, Medical Specialist,
Optometrist, etc. To create a hew referrer type, right click on the Type field and
select Add Practitioner Type.

a2 GP / Referring Doctor Types
To add new types select GP/Referring Doctor Types from the System menu.

s  Window Help

&GP/ Referring Doctor Types

To create a referrer type click Add, to change a referrer type click Edit or to remove
a referrer type click Delete.

-
* GP / Medical Referrer Types

Type . Close

GP
Physio
Orthopaedic Surgeon

Lspeciie |

Delete

m

I

Help
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_}E
[Q Medical Specialist Referrals

To print referring doctor details on invoices, receipts and statements, go to the

Billing Details tab of a patient’s file and select Referring Doctor from the Print
Options.

M2 Patient - John Smith o] & ==
General Additional Billing Details Medicare /DVA Transactions Quotations Appointments | ¢ |*
Primary ] Close
[ 1Bl Tt Bty S0 Individual " Linked || Statement/Invoice Preference 5
S 5 File Label
Billing {Prmt v I
Address Override invoice settings Letter
[JInvoices in separate PDFs
Limit email attachments Treat. Plan
2 ot Opti Select this option to print referrin
Phone Fax Consolidate invoices ‘% d P P 9
Email [JHold statement octor on accounts
[JHold invoice  Advanced
[~Other details
AccountNo.  Claim No. Client ID Hospital / Facility
Employer Injury Injury Date
Referring Doctor
More.., New Acc.
Primary Delete Acc.
90+ Days 60 Days 30 Days Current Balance
§0.00 $0.00 $0.00 $202.00 $202.00 Help

When searching for a referrer you can search by first name, surname or organisation.

F |

Search on GP / Medical Referrer

Search Characters Search on

‘Snmarne v'
Name Organisation N
ame

» | I O rganisation

<[ v
[] Show Archived Referrers
[ Show Al
o ) () ()

When adding a referrer into a patient’s card you need to specify the period of the
referral and set a start date. Use the drop-down boxes to change these settings.

e

-

Edit Referral

Referrer Dr Sam Smith - Medical Centre [;] OK
Referral Date  20/04/2016 |

StartDate  20/04/2016 |+ Period 12Months  |v |

7 Maonths -
8 Months
9 Months
10 Months
11 Months
13 Months
14 Months »

Practitioner  Susan Everrett - Adelaide

o]
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|® Medical Specialist Referrals

If a practitioner always requires a referral select the Practitioner requires a referral
option on the practitioner’s file.

. Practitioner - Dr Robert Smith o B ?
General Provider Numbers Default ltems Appointment Book Reminders | ¢ | *
al
Name lDrRobert Smith ' s
Title \Chiropractor I Search
Qualifications lB.App,Sc. M.Chiro ' New
Practice/Location lAdelaide I Delete

Short Description [ Archive

Email l I

Practice Group lDr Robert Smith Group v [

Practitioner requires a referral

Default Email Templates

Receipts <No Default Email Template> |+
Invoices <No Default Email Template> |+
Statements <No Default Email Template> |~

Help

If a patient has referrals associated with their transactions the referral information can
be viewed in the transaction tab of the patient card. To view the details of a referral,
click on the plus (+) located on the left hand side of the invoiced item.

M8 Patient - Mr John Smith =l e =
Transactions Quotations Appointments Events SMS  Notes Clinical Notes Recalls Trac ¢ | *
Account | Primary Close
Invoice # Service Date Prac Debit Credit  Owing Description ~ Delete ltem
69113/01/03/2018 Bob $75.00 §75.00 Standard Consult = .
Referral: Dr Sam Smith 01/03/2018 Expires: 28/02/2019 — View referral
: information
Reprint
Statement
Trans. Log
Write Off
Refund
Export
v
< >
Show Outstanding Only [JShow as Account |
Primary
90+ Days 60 Days 30 Days Current Balance
§0.00 50.00 $0.00 §75.00 §75.00 Help

The Edit Transaction window also allows editing of the referrals.

Edit Transaction

Name Mr John Smith

Account | Primary
Referral

Date SShe B | Change the referrer in the

» Dr Brenton Martin 16/05/2016 N X
Practitioner by Sam Smith 20/04/2016 Edit Transaction screen

Item Code 503 |+ <Al Schedules> |

Description  Standard Treatment

Eee $76.00 Include GST [7]
Reduction
Net Fee $78.00

0K Cancel Help
ok ) [comee ] [tk ]
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?. Missing Medical Referrals

To generate a report on any medical referrals that have not been used, go to the
Reports menu and select Missing Medical Referrals.

Reports | Window Help

? Missing Megdical Referrals

The following Missing Medical Referrals Report will appear.

B Missing Medical Referrals | = | B |[s5]
Referrals Missing
2 2 Close
(®) Transactions (_J) Appointments
Print
[V1ByDate  From 01/02/2016 |w =0
To  |20/02/2016 |v feotien
Filter
[_] By Practice
®) Group Anne Smith Grou
Dractitione George Rogers - S
Practitioner JECrge Rog Help

Select which missing referrals you wish to view - either referrals without
Transactions or referrals without Appointments associated with them.

Select the By Date option to set a specific date range.

If a Missing Medical Referral Report relating to a particular practitioner or practice
group is required then select the By Practice option and the relevant Practice
Group, Reporting Group or Practitioner.

This report may be Previewed or Printed by clicking these buttons.

Front Desk 2021 - Note

This report will only generate missing referrals if the Practitioner requires a referral
option is selected on the practitioner’s file.

Practice Group  Julia Smith | -

| Practitioner requires a refernal
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|£) GP / Medical Referrers

GP / Medical Referrers is used to manage the GPs and referring doctors of your
patients. Referrers entered in this window are available to select in the Additional
and Billing Details sections of the patient file.

Select GP / Medical Referrers from the Toolbar to manage the available referrers.

File System Reports Window Help
FAlBRsAee s BCL2048 0 2DLFB R e 0l
GP / Medical Referrersl

The GP / Medical Referrers can be reported on by selecting GP / Medical Referrers
List from the Reports menu.

Reports | Window Help

I[_:) GP / Medical Referrers List

The GP / Medical Referrers List dialog will appear.

-

GP / Medical Referrers List

-

|:| Include Archived Referrers Close

o

Mail Merge

Preview

Export

|

To include archived referrers in the results select the Include Archived Referrers
option.

This report may be Printed or Previewed by clicking these buttons.

To export the GP / Medical Referrers List to CSV or Microsoft Excel® click Export.
An exported file can be used to edit the list for a mail merge.

Click Mail Merge to perform a mail merge using the Front Desk Word Processor or
Microsoft Word®.

Click Email to send an email to those GP / Medical Referrers with an email address.
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_

(=] Additional Information (System Information)

Select the Advanced tab in System Information. The Additional Information
option should be enabled if information such as health fund details or pension
number needs to be recorded in the patient’s file.

It is optional to have the details of the patient’s GP on the Additional tab. Select the
GP / Referring Doctor Details option to enable these fields.

'n System Information E'E'@
| Networkl Backupl Messengerl SMS I Ernail | Advanced 0l s

Advanced |Health FundeFrpos.rMedicare|

[C] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

Additional Info (Health Fund/Medicare/DVA) .
GP / Referring Doctor Details € GP / Referring Doctor

[] Medical Specialist Referrals Details option
[] Multiple Locations
[] Stock Control
Manage Stock per Location
[T] Ernail Integration
[] SMS Integration
[T] Patient X-rays
[ Patient Photos
[ Patient Contacts
] Quetations
[ Patient Events
[T] Future Billing
Sales Processes

Defaults for Profession | A
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2\ Additional Information (Patient)

An Additional tab will now be visible on the patient card as shown below. If the GP /
Referring Doctor Details option is selected in System Information then the GP /

Referring Doctor section will be enabled. Use the browse button (-] to add a new

GP/Referrer or search for an existing one.

Browse button

GP details are optional

Send an email to

J& Patient - Mr John Smith o B [k
| General | Additional | Biling Detals | Medicare / DVA | Transactions | Appointments | Events | sis < | »
Health Fund |+ MemberNo. [ Glose |
Pension No. Expiry Date | v
GP / Referring Doctor
Name Dr Sam Srnith () {
Organisation Medical Centre
: &
Address 123 Main Rd <
HACKHAM S& 5163
Phone Fax
Email €
Provider Mo 1234567X Type
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help |

GP/Referrer

If Additional Information is enabled, you will have the option to print the additional
fields including Medicare, Health Fund, Pension and DVA numbers on receipts,
accounts, payments, statements and invoices. Click Email to send an email to the

GP/Referring Doctor.

Select the required information from Print Options under the Billing Details tab.

These details can be

J& Patient - John Smith =] = =]
General Additional Billing Details  Medicare / DVA  Transactions Quotations Appeintments | 4| *
Primary l Close
Wl T e Individual Linked Staternent/Invoice Preference .
- - Eile Label
Billing |Pr|nt ~
Address [] Override invoice settings Letter
[Invoices in separate PDFs
Limit email attachments Treat. Plan
Phone Fax ] Consclidate invoices
Email [JHold statement
[JHeld inveice | Advanced
Other details
Account No. Claim No. Client ID Hospital / Facility
Employer Injury Injury Date
Referring Doctor
More... MNew Acc.
Primary Delete Acc.
90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 §0.00 §202.00 £202.00 Help

printed on invoices,
receipts and payments




ADVANCED FEATURES

Future Billing (System Information)

Select the Advanced tab in System Information. The Future Billing option can be
used by practices that wish to bill items at a future date. This can be helpful when
negotiating payments over time with patients for high value services such as
Orthodontics. Before enabling this feature we recommend discussing your
requirements with Smartsoft.

H,. System Information EI'E‘@
| Netu\rorkl Eackupl Messengerl SIS I Email | Advanced o s

Advanced | Health Fund / EFTPOS / Medicare
Cloze

[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[] additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[] Medical Specialist Referrals

[] Multiple Locations

[] Stock Contrel
Manage Stock per Location

[T] Email Integration

[T] SMS Integration

[C] Patient X-rays

[ Patient Photos

[] Patient Contacts

[ Quotations

[ Patient Events

Future Billing € Future Billing option
Sales Processes

Defaults for Profession | -

A Future Billing tab will be added to the patient’s file.

M, Patient - Mr John Smith =R Ecl >

| Tracking | Appointmenisl Quotations | X-rays | Events | Motes | Recallsl Future Billing | Contact * | *

Close
Date Account Prac  ftem Diescription Amount - —

d

1=
HI

Edit

Delete

1

Schedule

Last Item billed en Mo. of ltems Total

90+ Days 60 Days 30 Days Current Balance

50.00 50.00 §51.95 (5118.05) ($66.10)
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3\ Future Billing (Patient)

To create a payment schedule, click New on the Future Billing tab on the patient
file. The Create Payment Schedule dialog will become visible as below. Select the
Practitioner, Iltem Code, Total Amount and Date of the service. Then select the
Period (frequency) for payments to be made e.g. weekly, fortnightly, monthly or
quarterly. Enter a First Payment (if required) and either an instalment amount
(Payment Amount) to be made each payment period or the No of Payments
required.

Create Payment Schedule @
Name Mr John Smith
Account Primary |v
Practitioner Susan Everrett |v
Itern Code 505 ‘v
Description Standard Treatment
Total Amount $546.00 Include GST [

Date 20/04/2016 |
Period Month v
[V] First Payment $100.00
©@ No of Payments 10
Payment Amount $0.00

‘ Help ' \ Cancel l Back Wl

Click Next to proceed. A list with all instalment dates and the amount to be paid will
appear. Click Process to continue. Once these instalments have been processed the
list of instalments will be listed in the Future Billing tab, as shown below. Future
transactions will stay in the Future Billing tab until the instalment date, at which time
they will become active transactions in Front Desk 2021 and visible on the patient’s
Transaction tab.

M2 Patient - Mr John Smith = B [k
| Events I SMS [ Notes l Recalls lTracking lAttachments Future Billing Lcilipiiic§I77N79treﬂsﬂ!7§370p7t§c;;7’
e Close i
Date Account Prac Iterm  Description Amount A
20/04/2016 Primary SusanE 505 Standard Treatment $100.00 New
20/05/2016 Primary SusanE 5035 Standard Treatment $49.56 =
20/06/2016 Primary SusanE 505  Standard Treatment $49.56 Edit ]
20/07/2016 Primary SusanE 505 Standard Treatment $49.56
20/08/2016 Primary SusanE 505  Standard Treatment $49.56 Delete I
20/09/2016 Primary SusanE 505 Standard Treatment $49.56
20/10/2016 Primary SusanE 505  Standard Treatrnent $49.56 Schedule
20/11/2016 Primary SusanE 505 Standard Treatment $49.56
20/12/2016 Primary SusanE 505 Standard Treatment $40.56 | _ | Brocess |
P|20/01/2017 Primary SusanE 505  Standard Treatment $49.52 [¥] Current
LastItermn billed on 20 January 2017 No. of Iterns 10 Total $546.00
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help |

Click Edit to change an item and Delete to remove an item. The Schedule function
can be used to print a future payment schedule for the patient.




ADVANCED FEATURES

Ejre Billings

Migration of future billed items to regular billed transactions occurs only after
processing future billings from the Statement / Invoices screen.

File System Reports Window Help

Hlshmzae s BGL0B /20248 HR e 20l

| [ Statements .."Invoices}

To process future billings click the Future Billings button.

W Statements / Invoices o] & =

Statements {Invoices [
Staternent Type [:]
@ All Statements Close
() Statements that have not been printed for 4 weeks Statements

() Staterments not printed for |14 | days Owing At...

[T] All outstanding transactions including payments in this period

From 21/03/2016| v To  20/04/2016)~

[7] Include transactions on Statements up to 20"’04/2016| v Future Billing (I— Future B||||ng button

[] Hide reduction transactions

[7] Include statements with credits only

Filter Patients by

|| Range
From .
To Mrs Zerella, Marjori

[7] Fee Category

Standard
[T] By Practice

@ Group Adelaide

Practitioner |George Rogers - Hazelwood Park Help

The following Process Future Billings screen will appear. Select a process date
from the drop-down box. This will process all future billings prior to, or on this date.

Click Process.

~

Process Future Billings

Process Date |
20/04/2016 R

The following screen will appear. To confirm that the future billings items will become
current click Yes or click No to cancel.

I o

Confirm @

Process future billed iterms on and before 20/04/2016,

\ <« ) These iterns will then become current owing items,

[ [ m
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E]ure Income Report

To generate a future income report, select Future Income from the Reports menu.

Reports | Window  Help
s Banking Sheets / Shift Reports
Al TIransaction

Statements / Invoices

Billings Report

Trend Analysis

Recall Patient List

Active I/ Inactive Patients
Birthday List

Patient Referrals

Patient List

Events Report

Time Management Report

Treatment Plan Report

Iltem Codes

Inter-Practitioner

Future Income

GP / Medical Referrers List
HICAPS Report
Medicare / DVA Report

$1
2
e
Q
©
=
8
#
A5
=
[
®

&8

Stock Control 4

GST GST Reconciliation

To generate a future income report, select a From and To date from the Period
section. If required, this report can be filtered by Practitioner, Practice Group or by
Reporting Group.

Practitioner | George Rogers - Hazelwood Park

8\ Future Income l‘;‘| E@
Period
[V] By Date Close
From Friday, 1April 2016 | v [I]
To  Sunday, 1 May 2016 |v
Preview
Filter
[] By Practice
©) Group Hazelwood Park

Help

This report may be Printed or Previewed by clicking these buttons.
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Multiple Locations (System Information)

Select the Advanced tab in System Information. The Multiple Locations option
should be used when running Front Desk 2021 at two or more locations concurrently.

H, System Information

Advanced | Health Fund / EFTPOS / Medicare

(o] & =

| MNetwork | Backupl Messengerl SMS | Email | Advanced o [

[C] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[7] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[T] Medical Specialist Referrals
Multiple Locations €

Close

[ Stock Control
Manage Stock per Location
[T] Email Integraticn
[T] SMS Integration
[T] Patient X-rays
[] Patient Photos
[7] Patient Contacts
[7] Quotations
[ Patient Events
[T] Future Billing
Sales Processes

Defaults for Profession |

4

Multiple Locations

Once this option is selected, you will have the new Practice Locations tab in
System Information. To create a new location click Add, to change the description
of a location click Edit and to remove a location click Delete. Select your particular
location from the Your Location drop-down box.

If Multiple Locations has been enabled and Your Location has not been selected,
a warning will be displayed when starting Front Desk 2021, and it will not be possible
to process any transactions until this option has been set.

Set Your Location

N\ System Information EI = @
Standard Accounts | Practice Locations | Fee Categories | Account M * ¢
cl
Description Code Medicare Location #
T
City CIT
Your Location
umsdd Fr——
h Help
City
PAGE 369
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Multiple Locations (Reports)

The following reports can be generated By Location:

Banking Sheets / Shift Reports
Transactions

Billings Report

Trend Analysis

Treatment Plan Report
HICAPS Report

E@®HEEY R v

Tyro Healthpoint Report
2N Multiple Locations (Security)

Select Security from the System menu. To give access to users for a particular
location only, select the username and click Access.

Select the Practice Groups / Locations tab.

Access - Jo

Patient Tabs | Web App Book | Appointment Book | Booking Gateway |
General | Reports | Clinical Notes | Practice Groups / Locations

Practice Groups Cancel
[¥] Access to All Groups

Practice Group - Add
H

m

Locations
Access to All Locations
Location

|~ Add

q

Delete

m

Help

By default, Access to All Locations will be selected. If a user only requires access

to a particular location(s), untick this option and click Add then select the Location
from the drop-down box.

-
Select Location ﬁ

Location

-

%

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




ADVANCED FEATURES

Tt

&

Select the Advanced tab in System Information. Enabling Patient Events allows
specific events to be recorded in a patient file. For example, recording the sending of
a letter to the patient’s GP.

Patient Events

E System Information

=] & =]

‘ Networkl Backup | Me;ssngerl SMS | Email | Advanced |

4

Advanced | Health Fund / EFTPS / Medicare |

[T] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[ Additienal Info (Health Fund/Medicare/DVA)
GP / Referring Dactor Details

[T Medical Specialist Referrals
[] Multiple Locations
[7] Stock Contrel

Manage Stock per Location
[] Email Integration
[] SMS Integration
[T] Patient X-rays
[] Patient Photos
[] Patient Contacts
[T Quotations
Patient Events

Close

[7] Future Billing
[] Sales Processes

Defaults for Profession

Help

Patient Events option

From the patient file select the

Events tab. Patient Events can be ordered by

clicking the Date, Note, or User Name column header.

R Patient - Mr John Smith EI =] @
Events  SMS Motes Recalls Tracking Attachments Clinical Motes  X-rays bl
Cl
Date MNote User Name Type - =0
20/04/2016  Standard Letter:Mew Patient Referral  Admin Mote Add
31/03/2016  Standard LetterGP Letrer Adrmin Mote =
31/03/2016  Sent SMS:HI John, Your next appt with Admin Mate Edit
Delete
Oishowsms €———  Show SMS option
v
90+ Days 60 Days 30 Days Current Balance
50.00 $0.00 $0.00 50.00 50.00 Help

To enter an event, click Add. The following screen will appear.

W& New Event
Date  23/05/2016  |v User Admin v Type
Note

==

W\LJ

Phone call
Report

Select the date, the user, the event type and any notes that are required.

Front Desk 2021 - Note

If you send an Email or SMS, or save a Standard Letter, an event will automatically
be created. As SMS messages already appear in the dedicated SMS tab they are
hidden from Events by default. Click Show SMS to display them in this tab.




ADVANCED FEATURES

Tllt

&< Patient Event Types

To create patient events, select Patient Event Types from the System menu.

System | Reports Window Help

|.? Patient Event Types |

The following window will appear.

[ R Patient Event Types ﬁ1
Description -
k| MNote
Phone Call
..... Delete

m

f

To create a patient event, click Add. To change an existing event click Edit and to
remove an event click Delete.

Mew Patient Event Type &J

Description  Patient Letteq
Colour [ ¥ellow |v'

Sample

b

o

Text Colour M Black |v
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V] Patient Events Report

To generate a patient events report, select Events Report from the Reports menu.

V_R_c-psrts Window Help

| ¥ Events Report

The following window will appear.

E Events Report =S| i=h
Report Type

© Patient List Mailing Labels '&
Period ' Print ]
7] By Date  From |23/11/2015 -

=R = ' Preview

To 2971172015
Filter ' Export

V| Exclude &rchived Patients =
' Mail Merge

| By Practice

@) Group Hazelwood Park 'E
Practitioner George Rogers - Hazelwood ' SMS
| By Event Type
Note € MailChimp
V| Patient Tracking
Description IInc, if a...llnc. if all IEchude I A
Ankle
Back =
Diabetes
Knee
MNeck

T | Hep

Select the Report Type and then set the date range you wish to view. Select the By
Practice option to view only the patient events relating to a particular Practitioner or
Group.

If you wish to generate a report by a particular event type, select By Event Type and
from the drop-down box select the required event type.

Select Patient Tracking to list only those patients who have a particular tracking
category set in their patient file.
e Include if any will generate a report of those patients who have any of the
selected tracking categories set in their file.
¢ Include if all will generate a report of those patients who have all of the
selected tracking categories set in their file.
e Exclude will generate a report excluding those patients who have the
selected tracking categories set in their file.




ADVANCED FEATURES

S-| Ppatient Contacts

Select the Advanced tab in System Information. The Patient Contacts option
should be enabled if you wish to store one or more contacts per patient file. Contacts
such as family members, case managers or medical specialists can be entered in
this section.

n, System Information EI'E‘@
| MNetwork | Backupl Messengerl SMS I Email | Advanced F [

Advanced | Health Fund / EFTPOS / Medicare |
Close

[T Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[7] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[T Medical Specialist Referrals
[7] Multiple Locations
[7] Stock Control
Manage Stock per Location
[7] Email Integration
[] SMS Integration
[] Patient X-rays
[7] Patient Photos
Patient Contacts € Patient Contacts option
[] Quotations
[7] Patient Events
[] Future Billing
Sales Processes

Defaults for Profession | b

To create a contact type, select Contacts from the System menu and then Contact
Types.

ézstem | Reports  Window Help

8-| Contacts 4

|
|

6 Contact Types
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S-| Ppatient Contacts

At least one Contact Type needs to be added before a contact can be created.

-

E Contact Types @
Description -
P |Hospital

MZZT:::I Practitioner
Mext of Kin

p t —_—
Ser:m
:

To create a new contact type, click Add.

‘\ New Contact Type @
\

To rename a contact type, click Edit and to remove a contact type click Delete.

Contact Type Health Insurance
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B3 contact Relationships

A relationship is the connection between a patient and a contact. For example:
referring doctor, case manager, account payee, parent, employer, etc.

To create a relationship, select Contacts from the System menu then select the
Relationship option.

‘S;,;stem Reports Window Help

8] Contacts »

B3 Relationship

To create a relationship, click Add.

ﬂ Contact Relationships @
Relationship -
Friend Add
Medical Specialist

P|Parent
E

Enter the Relation and the Merge Type for each relationship. The Merge Type is a
1-3 letter code used for creating standard letters and mail merges.

W, Mew Contact Relationship Iﬁ

Relation Case Manager

L

To rename a relationship, click Edit, to remove a relationship click Delete.




ADVANCED FEATURES

S Patient Contacts

Once you have created at least one contact type and one relationship, you can now
start adding contacts.

Select Contacts from the System menu then select the Contacts option.

System LB_eports Window Help

> Navigate to..

8-] Contacts 2 > Navigate to..

& Contacs

To add a new contact, click New.

i * Search on Contact M1

Search Characters
Surname Mame Type I
glCoates ___eff _Medical Practition:
Farnsworth Greg Parent L
Kyle Heather Case Manager
Srith lane School
<« [ b
(o< [ conee
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S Patient Contacts

Enter the details of the contact and select the type of contact they are from the drop-
down box labelled Type. To create a new contact type right click on the type field
and select Add Contact Type.

W, New Contact | ]
Mame Dr | - lames
Address Smartsoft Medical Practice

o he oo
Burnside 54 5066
Phone Home 0883612666 Work
Mabile Fax
e = Add Contact Type u

To view another contact click Search, to add another contact click New, and to
remove a contact click Delete.

Click Close to exit the Contact screen.

To set a contact for a patient, select the Contacts tab on the patient’s file.

), Patient - Mr John Smith =l & =

|Appointmenis| Quotations | K-rays | Events | Motes | Recalls | Future Eiliing| Contacts e |k

Cl
Relationship Merge Type = m

|Contact Type o
Details |Not5 |Attachmenis
Relationship Merge Type Add
Mame Edit
Surname
Delete
Address
Phone Home Work
Mobile/5M5 Fax
Emnail T}rpe
Help
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S Patient Contacts

Click Add. The following Search on Contact window will appear.

r* Search on Contact u1

Search Characters
Surname Mame Type o
dlCoates leff _|Medical Praciitions
Farnsworth Greg Parent L
Kyle Heather Case Manager
Smith Jane School
< [ b
o | [ cnee |

To select a contact, highlight their name and click OK (or double click).

You will be prompted to select the relationship between the patient and contact.

r B
* Select Contact Relationship u
GEEILG T Medical Specialist | -
551 New | ok || cencel |

Use the drop-down box to select the relationship or click New to add one.

To add notes regarding the contact, select the Notes tab.

M, Patient - Mr John Smith o] @ |2
| Appointments | Quotations | K-rays I Events | Notes | Recalls | Future Biiiing| Contacts | 4
Cls
Contact Type Relationship Merge Type = &]
Medical Practitioner |Medical Specialist
Details | Notes | Attachments
Dr Coates saw John on November 14th and referred him to us regarding his  »
lower back pain
Help
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S Patient Contacts

To add attachments to the contact, select the Attachments tab.

12, Patient - Mr John Smith ol = ==
| Appointments | Quotations | K-rays | Events | Notes I Recalls | Future BiHing| Contacts ] I 4
Contact Type Relationship Merge Type * ﬂ]
[
Attachments
Date Description Extension ~
dos22012 [Referal [T Microsoft
i
< b
Help

Click Add to insert a file. On the Add Attachment dialog, enter a description and
then click the browse button L= to search for the File to attach.

Add Attachment (=]
Date 20/04/2016 |
Description  Referral

File to attach C:\Documents\New Patient Referral.dd-@

|
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2‘ Patient Photos

Select the Advanced tab in System Information. The Patient Photos option should
be enabled if you wish to insert or capture and display a photo of the patient on the

General tab of the patient file.

E., System Information E“E‘@
| Networkl Backupl Messenger I SMS | Email | Advanced o [

Advanced | Health Fund / EFTPOS / Medicare |
Close

[T] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[7] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[] Medical Specialist Referrals
[T] Multiple Locations
[] Stock Contral

Manage Stock per Location
[] Email Integration
[C] SMS Integration
[C] Patient X-rays
Patient Photos (
[] Patient Contacts
[ Quotations
[7] Patient Events
[T] Future Billing

Sales Processes

Defaults for Profession |v

Help

Patient Photos option

A new patient portrait icon will appear on the General tab, click this icon to attach or

capture an image.

(W Patient - Mr John Smith

0]
o
i

v

General IAdditionaI I Billing Details | Medicare / DVA I Transactions |Appointments | Events | ShS, ¢

= Close
Full Name | MrJohn Smith % Receipt
Preferred ‘ m Search
Address 107 Flinders Street \(i]% Bill New
ADELAIDE S& 5000 =— =
=S let:
@ anment
. | [[|Mailing List
Date of Birth  01/01/1980 |+ Age 36 MailChimp
Gender Male |v File No 1151 [] Archive
Phone Home Wi¥ork 180018 18 20
Next Recall
Mobile/SMS Fax Mo Nesxt Recall
Next Appointment —
Wad 20 Apr 2016 2:30 pm o
5% R v Appointment today W
Practitioner  Susan Everrett - Adelaide |v [ Hopaiatrent
Fee Category Standard |v Tue 19 Apr 2016 515 pm o
L yesterday
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00
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1 Patient Photos

Click Add on the Patient Photo dialog.

[ Patient Photo ﬂﬂ
| QK I
L

Search for the photo file from the Open file dialog and click Open.

n Open =)

Lookjn: |, Patient Photos - 0P E Fit

R
-~
Recent Places

Desktop
-
Libraries
Uy A
Computer JPEG Bitmap (JPG) YCbCr
‘ i 268 » 304 pixels, 16M Colors
87 KB [File), 238 KB (Mem)
Network
File name: Smith_John.jpg -
Files of type: {Common Graphic Files [tif;".gif.".jpg;". pex;”. bm V] [ Cancel ]

Click OK on the Patient Photo screen to insert the photo.

"M Patient - Mr John Smith = o<

General lAdditional | Billing Details I Medicare / DVA l Transactions IAppointments | Events ] SMS, ¢ ‘ »

Close
Mr John Smith
Preferred m Search

Address 107 Flinders Street l \‘% Bill l New

ADELAIDE S& 5000
A 1
& bomer

. | [[IMailing List
Date of Birth 01/01/1980  |v Age 36 ———————— FiMailChimp
Gender Male |v File No 1151 [ Archive

Phone Home Work 1800 18 18 20
Next Recall

Mobile/SMS  Fax No Next Recall
Next Appointment
Wed 20 Apr2016.2:20 pm

Practitioner  Susan Everrett - Adelaide |~ [Appolntm Snt fockay
— Last Appointment
Fee Category Standard '. Tue 19 Apr 2016 5:15 pm
yesterday
90+ Days 60 Days 30 Days Current Balance

$0.00 $0.00 $0.00 | $0.00 $0.00 Help

Alternatively, click Capture to take a photo with a web cam or digital camera.
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1 Patient Photos

To edit or delete the patient’s photo, click on the photo and the Patient Photo screen

will appear.

r
Patient Photo

Cancel

d

Clear

A

Capture

L

Click on the photo or click Add to change the photo, Capture to capture another

photo or Clear to remove the photo.

The default source for capturing patient photos can be set on the Attachments tab in
System Information. Some cameras will need the Use DirectShow option

selected.
* System Infermation \EI = @
Front Desk Word Processor | Clinical Notes | Attachments | Bar Code | * |
Attachments
Default Path
C\Program Files\Front Desk 2000 E

Attachment Size

Show warning when adding attachment over 500 KB

Scanning

Scanner Type

(AN -

Default Attachment Scanner
WIA-HP L M2727nf Scan +
Default X-ray Scanner

WIA-HP L) M2727nf Scan ~
Default Patient Photo Camera

WIA-HP Laserlet 3390 - b ienciih

g

Default device for
capturing patient photos

Right-clicking on the Capture button allows the user to change the Default Capture
Source or to alter the Crop Edges setting, which by default will crop 15% off the

edges of photos.

[ patient Photo (X s 2xaren
New
BiF=

\

[~ Mailing List

b4
Default Capture Source

©  WIA-HP LaserJet 3390

|2 [* | Wia-HP U M27270f Scan
I Crop Edges
60 Days 30 Days 0%
5000 50.00 0| 5%

10%
© 15%
20%
25%
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1 Patient X-rays

Select the Advanced tab in System Information. Enable Patient X-rays if you wish
to import digital X-rays into patient files.

* Systemn Information EI
| Networkl Eackupl Masengerl SMS | Ernail | Advanced [

Advanced | Health Fund / EFTPOS / Medicare |

[7] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[] Additional Info (Health Fund/Medicare/DVA)
GP / Refernng Doctor Details

[7] Medical Specialist Referrals
[7] Multiple Locations
[7] Stock Control
Manage Stock per Location
[] Ernail Integration
[T] SMS Integration
Patient X-rays € Patient X-rays option
[ Patient Photos
[] Patient Contacts
[7] Quotations
[T] Patient Events
[] Future Billing
Sales Processes

Defaults for Profession |" Help

The X-rays tab will now be available in the patient file.

Eile System Reports Window Help

Hishaes BerodB: 2OLIBB e ol

M Patient - Mr John Smith o] 2 =5
| General | Billing Details | Additional | Medical Referrais | Clinical Notes | Attachments | Medicare / DVA | | Tracking | Quotations | X-rays | Events | Notes | Recalis | Future Billing | Contacts|
beoen o |
" ——— | | Add X-ray
i 5 & " :‘ . | Report Scan X-ray
| i g 4 f + Add Report
e Mol
| Add Folder
b 4 i
01/11/2012 06/12/2012 06/12/2012 06/12/2012 06/12/2012 06/12/2012 JE

Spine Report

LeftLeg

Delete
View
Print

Export

Al Invert

2971142012

A2 Rotate

R
@E R

Smartsoft Clinic Thursday 612/2012 10:55am I

Admin - Burngide
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3; Patient X-rays

To insert an X-ray image click Add X-ray. Locate and select the image you wish to
insert and click Open. To select multiple X-rays hold down the <SHIFT> key on the
keyboard whilst making your selection. You can import images in colour by selecting

the Include Colour when Importing (Default Greyscale Only) option.
=)

[ * Cpen

Lookin: || Patient X-Rays i -

- @ v
~ *i 2 l 1y
Recent Places , f ‘.-'. ?
i I i

XRayl.jpg XRay2,jpg XRay3,jpg XRayl.jpg
Lil‘)rar\e; ‘C -
pros ¥
= 2
Computer kr’ ‘
‘-.! Hray5.jpg
Network
File name | - Open
«] [ cencel |

Files of type A1 graphics

[ Inchude Colaur when Importing [Default Greyscals Only]

L

X-rays can be scanned directly into the X-rays section of a patient file. This
functionality is reliant on an X-ray digitiser or scanner being installed and working on

your computer prior to scanning X-rays in Front Desk 2021. Click Scan X-ray to
open the scanning dialog.

File System Reports Window Help
MllsMae s BeLr08B (202 F8Becol
D&, Patient - MrJohn Smith f=e =4
| General | Billing Details | Additional | Medical Referrals | Clinical Notes | Medicare / DVA | | Tracking | Quotations | X-rays |Events | Notes | Recalls | Future Billing | Contacts |
Preview | Detail
' | — 'l- -‘ Add X-ray
A = e
Report
% , vor wnto, 44— Scan X-ray button
» = ‘ Add Report
A %
lV ‘ Add Folder
ns/wzmz 06/12/2012 06/12/2012 Edit
Spine Report
Delete

06/12/2012 06/12/2012

01/11/2012

View
Print
Export

b Invert

42 Rotate

20/11/2012
& swap
e R

Thursday 6M12/2012 10:55am

Smartsoft Clinic

Admin - Bumside
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1 Patient X-rays

Select the scanner from the Select source drop-down box. The Colours option will
generally be set to Grey Scale but can be changed if required. Checking the
Advanced Scanner Options will allow you to directly use the X-ray scanner
software settings. A Comment regarding the X-ray can be entered and an X-ray
Report can be attached as required.

Click Scan to begin the scanning process.

Scanning @1

Scanner Type
Select source
|WIA-HP LJ M2727nf Scan ~ |

Options

Colours | Grey Scale -

[7] Advanced Scanner Options
Use Sheet Feeder
Double Sided Scanning

X-ray Options
Comment

Date of X-ray
06/12/2012 |-
Report

|-

I i} Scan ]




ADVANCED FEATURES

1 Patient X-rays

To create an X-ray report, click Add Report. Enter a title, the date and the report
details, click OK to save.

Add X-ray Report g

Title  Chest Xray [L]
Date  06/12/2012 |

Report Detail
Mo rib fractures evident]

To associate a report with a particular X-ray, select the X-ray then click Edit. From
the drop-down box select the report you wish to link to the X-ray and click OK.

" Edit X-ray =)
X-ray Comment ’ 0K ]
| *
: Date of X-ray

06,/12/2012 Re
Report

[ Add ] [ e ] 6/12/2012 Chest Xray |- Report drop-down box
{06/12/2012 Spine Report
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3‘ Patient X-rays

X-ray folders are used to logically organise a series of X-rays and reports into folders.

To create an X-ray folder, click Add Folder. Enter a Description and a Date and
click OK to save.

MNew X-ray Folder

Description  Spine
Cancel

i

Date 05/01/2016 | v

To add X-rays or reports either drag and drop onto the folder or double click on the
folder and add accordingly.

To close the folder, double click on the folder containing the green up-arrow to the
left.

Eile System Repots Window Help
Aishaes @eo0dB i 2OLIFEHRm >0l
)&, Patient - Mr John Smith = = =

| General | Billing Details | Additianal | Medical Referrals | Clinical Notes | Attachments | Medicare / DVA | Transactions | Tracking | Quotations | X-rays | Events | Notes | Recalls | Future Billing | Contacts|

Preview - Spine | Detail

+

Add X-ray
Scan X-ray
Add Report

Add Folder

06/12/2012 Lil
Delete
View
Print
Export
b Invert

42 Rotate
1 Swap

[ o8 r

Admin - Burnside Smartsoft Clinic Thursday 6(12/2012 11:37 am

Multiple X-rays can be exported from the Preview tab by highlighting the desired
X-rays and selecting Export.
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2.. Patient X-rays

Select the Detail tab for more X-ray functions.

File System Repots Window Help

Hlsmaes BEgLo0dB i Ro2I4BRr ool

[T ErTeer— Sl es
General | Billing Details | Additional | | Clinical Notes | Attachments | Medicare / DVA | Transactions | Tracking | [ Quotations | X-rays | Events | Notes | Recalls | Future Billing | Contacts|
m Detail
=] Add X-ray
it
Scan X-
0] dd Report
IS EEE Print function
0 Edit
0 = lete .
a —— Export function
<
N
<
= €—— Invert function
&
@ B swap
A [@ea &
L Rotate function
Swap function
Help

‘Admin - Bumside Smartsoft Clinic Thursday 611212012 11:38 am

The Print button will print the selected X-ray.

The Export button allows you to save the X-ray in another location.

The Invert button reverses the X-ray.

The Rotate button rotates the X-ray 90° clockwise.

The Swap button switches the position of the X-rays from left to right. This option is
only enabled when two X-rays are displayed.

The button displays just one X-ray on the screen. The button displays two

X-rays on the screen. The @ button displays the X-ray report attached to that X-
ray.
The icons on the left of screen allow you to insert lines, text and magnify parts of the

Fit to Width — maximises the width of the X-ray to fit the screen

Fit to Height — maximises the height X-ray to fit the screen

Full Screen — maximises the X-ray to fit entirely on the screen

Zoom - allows the view to be increased or decreased by percentage of magnification
Magnify — Allows you to enlarge certain areas of the X-ray

Negative — replaces the white areas with black and black areas with white

Contrast — adjusts the contrast level

Brightness - adjusts the brightness level

Restore Contrast / Brightness — returns the X-ray to the original contrast / brightness
Draw Line — Allows you to draw straight lines on the X-ray

Draw Freehand — Allows you to draw anything on the X-ray

Draw Angle — Allows you to draw any angle on the X-ray

Draw Text — Allows you to add text to the X-ray

Draw Ruler — Allows you to draw a line and measure the length of objects

Select — Allows you to highlight an object, text, or line that you have drawn or inserted
Scroll Image — Allows you to move the image around the screen, if it is maximized
Delete Image - Allows you to delete lines or text that you have added to the X-ray
Show Annotations — displays the icons from Draw Line and below

o 0

L (LYK L3

=
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To view two X-rays together hold down the <SHIFT> key on your keyboard and click
on the two X-rays you wish to view. Alternatively, drag your mouse over both X-rays
until they are both highlighted. Click on the Detail tab to view both X-rays.

File System Reports Window Help

AL sMa2aes BRLO0AB (I AO2IE R w0l
i Patient - Mr John Smith \Eﬂm
| General | Billing Details | Additional | Medical Referrals | Clinical Notes | A | Medicare / DVA |

ctions | Tracking Quotations | X-rays | Events | Notes | Recalls | Future Billing | Contacts|
[ o] |
= = | [ addxry |
b [k [ scanx-ray |
y
|
[ T | [AddRepont ]
& X | [Add Folder |
u—" = [ et |
0 =

= ‘ =
EEEE

EREEENE AN T
R EEANEING

N

The Swap button will become enabled, this option allows you to switch the order in
which the X-rays appear.

Thursday 6122012 11:43am

~ Admin-Bumside  SmamsefClmc  Tnusaay 6122012 11:43am
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Angles

You can draw angles on X-rays using the on the left. An example is shown
below.

Right clicking on the line will display the Edit button. Clicking the Edit button opens
the Edit Object Properties dialog.

Edit Object Properties =

Pen Colour Lok |
Penwidh 1 2] Cancel

The width and colour of the line can be altered using the Pen Colour and Pen Width
options. Additionally, clicking the Set Font button allows the font, style and size of
the angle text to be altered.

Front Desk 2021 - Tip

The X-ray functionality in Front Desk 2021 can also be used by practices wishing to
store clinical photos or images. The X-ray tab can be renamed accordingly (e.g. to
‘Photos’ or ‘Images’). This option is available on the Options tab in System
Information.
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Select the Advanced tab in System Information. The SMS and Email Integration
options should be checked if you wish to send SMSs and/or emails directly to a
patient’s mobile phone and/or email address.

* System Information

Advanced | Health Fund / EFTPOS / Medicare|

(=] & =

| Metwork | Backupl Messengerl SMS | Email | Advanced At

[] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[7] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[7] Medical Specialist Referrals
[ Multiple Locations
[ Stock Contral

Manage Stock per Location

Close

Ernail Integration (
SM5 Integration
[T] Patient X-rays
[] Patient Photos
[] Patient Contacts
[ Quotations
[] Patient Events
[ Future Billing
Sales Processes

Defaults for Profession | hd

Current Account Balance Get Balance

* Systern Information EI = @
Backup Messenger SMS Email  MailChimp Advanced b
Settings Close
Username —
Password oSty

Notify when balance is —

SMS and Email
Integration options

An SMS tab and an Email tab will now appear in System Information.

Select this option to receive a warning natification when

[] Automatically add calendar link to SMS reminders (

Reply Optiens

[[] Don't receive SMS replies on this computer (
[1Receive SMS replies via emnail

Reply Email Address

Sender D

&
[[]Show Sender ID option when sending SMS Y
Use Sender ID by default
Sender ID

5MS messages will appear from this name, but replies will
not be returned to Front Desk,

Help

the SMS balance reaches below the specified amount

Used to Automatically add a calendar link to SMS
reminders

Select this option to stop receiving replies on this computer.
This should be used for home / backup copies of Front Desk

The Sender ID determines the name or number (ID) that
appears on the recipient's phone when a message is
received. If a mobile number is entered, including dialing
code, all replies will go to that mobile and will not return to
Front Desk. If a name is entered (eg ‘Smartsoft’) the
patient will not be able to reply
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®  Auto SMS

|5

Enabling Automated SMS Reminders

The Auto SMS functionality in Front Desk will automatically send SMS reminders,
based on set rules, for appointments with an SMS Reminder flag. Further, should the
appointment be rescheduled or cancelled the pending SMS will also be rescheduled
or cancelled accordingly.

To enable Automated SMS reminders, login to Front Desk as the ‘Admin’ user and
open System Information.

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

Practitioner Queue
Cash Book

Practitioners
ltem Codes 3

GP [ Medical Referrers

(] & 2> @ B 0e [

System Information

Patient Booking Gateway Configuration

Printer Setup

2 4

Exit

Navigate to the SMS tab, then click Auto SMS.

W, System Information o @ |-
WorkCover Queensland| SM5 Email  MailChimp 1t

Settings

Username MyUser

Close

Password Erssrmnann Auto SMS

Current Account Balance Get Balance

] Notify when balance is
[] Automatically add calendar link to SMS reminders

Reply Options
[[] Don't receive SMS replies on this computer
[[] Receive SMS replies via email

Reply Email Address

Sender ID

[[] Show Sender ID option when sending SMS
Use Sender |D by default

Sender ID SMARTSOFT

5MS messages will appear from this name, but replies will
not be returned to Front Desk. Help

The Automatic SMS Appointment Reminders dialog will be displayed. To enable
this feature, click Automatically send SMS appointment reminders.
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Automatic SMS Appointment Reminders X

l[;d Automatically send SMS appointrent reminders I

When to send reminders: Cancel
v| at [1:00aM

the day before
| Practitioners

[ Send additional bocking confirmation SMS

Dnly for the following appointment types

D
Deleta

up reminder f | on the same day as the appointment

DDondsendan,'SMSmthm 1 hot

SMS Templates
Default Reminder Template
‘Appo-;lgrr;emFefn;ndev B T: :] Add a calendar ink to SMS reminders
Default Bocking Confirmation Template
Apposntment Remindet Add a calendar link to SMS reminder:
Overnde templates
Reminder Type Template Prac / Group Appointment Type A Add

Edit

Delete

Customising Automated SMS Reminders

By default, the SMS reminders will be sent at a pre-defined time on the day before
the appointment.

Please ensure an appropriate Default Reminder Template has been set under SMS
Templates, before clicking OK.

This is the template that will be used to send your automated SMS.

[~SMS Templates
Default Reminder Template
Appointment Reminder v | [JAdd a calendar link to SMS reminders

By default, SMS reminders are set to send automatically the day before the
appointment. For most users, no further customisation is required. These settings
can be customised with the following options:
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|

When to send reminders:

SMS appointment reminders can be automatically scheduled to send a number of
hours before the appointment, on the day before, on the day before excluding

Sunday, or on the previous weekday.

When to send reminders:

the day before v| at |11:00 AM

When set to send a number of hours before the appointment, users can also prevent
SMS being sent between set times:

|'If-‘_ hours before appointment

[+] but not between these times | %:00 PM and ? 00 AM

Send additional booking confirmation

SMS This option will automatically send a booking confirmation SMS to the patient,
to be sent shortly after the appointment has been made. If required, this can be set to
send only for specific appointment types.

Send additional booking confirmation SM5
Only for the following appointment types

Mew Patient Add

Do not send a follow-up reminder if |on the same day as the appointment  ~

Use the Do not send a follow-up reminder option to prevent a follow-up SMS being
sent for appointments on the same day, or within two days of the appointment.

Do not send a follow-up reminder if | SR eI Es FIEt o R [s ]l (gL a)e

on the same day as the appointment

within two days of the appointment

Do not send any SMS within X hours of appointment

If an appointment has been made for the near future (1-12 hours), this setting will
prevent an SMS appointment reminder from being sent.

Do not send any SMS within |1 hour « | of appeintment
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SMS Templates

An SMS template can be set as the Default Reminder Template, or as the Default
Booking Confirmation Template. These will be used when sending automated
SMS.

SMS Templates
Default Reminder Template
|Appnintment Reminder + | [[J Add a calendar link to SMS reminders

Default Booking Confirmation Template
|Bc|c|king Confirmation ~ | []Aadd a calendar link to SMS reminders

Users can also Add a calendar link to SMS reminders.
Override Templates

Override Templates can be set if you have specific SMS templates you wish to use
for individual Appointment Types, Practice Groups or Practitioners.

Override templates

Reminder Type Template Prac / Group Appointment Type ~ Add
Reminder Mew Patient Reminder Mew Patient
Edit
Delete
L
&

Click Add to create an override.

Edit SMS Template Override ol

SMS Type |P.emin|:|!r b oK
Appointment Type |New Patient A Cancel
[] Group Appointments

[ By Practice

Group Dr Robert Smith Group
Practitioner  Adam Ardvark - Adelaide

5MS Template MNew Patient Reminder

{

[[] add a calendar link to SMS reminders

Select whether this template applies to the Default Reminder or Booking
Confirmation.

Reminder W

Booking Confirmation
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Select the appropriate options to apply this override to an Appointment Type, and
whether this applies to Group Appointments.

Appointment Type | New Patient L
] Group Appointments

If required, filter By Practice.

[+*] By Practice
(® Group Dr Robert Smith Group v
() Practitioner  Tom Jones - Hazelwood Park

Lastly, select the SMS Template to be used and whether to Add a calendar link to
SMS reminders.

SMS Termnplate Mew Patient Reminder W

[] Add a calendar link to SMS reminders

Practitioners

Click the Practitioners button to enable or disable Auto SMS for specific
practitioners.

Enable Auto SMS for Practitioners ot
K
0 - vy
Cancel Adam Ardvark - Adelaide All
Mrs Good Hands - Adelaide
Tom Jones - Hazelwood Park 1 None

If Auto SMS has been disabled for a practitioner, any patients booked in with that
practitioner will not receive automated SMS.
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How does Auto SMS work?

Every 15 minutes, Front Desk will read your appointment book and upload
appointment reminder information to the Smartsoft gateway. Any changes to your
appointment book will be uploaded at this time:

« If a new appointment has been made, it will be scheduled to send based on your
Auto SMS settings.

« If an appointment has been moved, the scheduled time will be updated
automatically.

« If an appointment has been deleted, the scheduled SMS will be removed and not
sent.

Note: If an appointment has been created or moved within the period to send SMS
reminders, the SMS will send immediately on the next 15-minute update. E.g. You
have set your SMS appointment reminders to send at 11:00AM on the day before the
appointment. If you make an appointment for the CURRENT day, it is within this
window and will be sent immediately on the next update (every 15 minutes).

Cancelling SMS that have been queued for delivery

If an automated SMS has been scheduled for an appointment, the appointment will
display the Queued for Automatic Delivery reminder flag. The Cancel Scheduled
SMS option is available when right-clicking the appointment.

Mr John Smith (5]

Make Next Appointment

Appointment Scheduler

Appointment Status ¥
Reminders... ¥
Receipt

Bill

Patient File

Clinical Notes

Patient X-rays

Edit Appointment

Change Appointment

Delete Appointment

Pack Appointments

Send SMS...

Send Email...

Cancel Scheduled SMS

Alternatively, when deleting a queued message from the SMS tab of a Patient File
users will have an opportunity to cancel the scheduled SMS.

The complete documentation for the Auto SMS functionality can be found here:
https://www.smartsoft.com.au/docs/FrontDeskAutoSMS. pdf



https://www.smartsoft.com.au/docs/FrontDeskAutoSMS.pdf
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(* System Information E] Ei‘
WorkCover Queensland SMS Email  MailChimp Advanced | ¢ |*
Qutgoing mail
(O MAPI (e.g. Outlook)
(®) SMTP (Direct Email)

Server mail.internode.on.net

Close

Sender Name |Smartsoft (Australia) Pty i

Sender Email |frontdesk@smartsoft.com

Reply Email ntdesk@smartsoft.com.au| More

(O Front Desk acting as a mail server (SMTP Relay)

: Smartsoft Email Gateway

Statements/Invoices Patient Booking Gateway

[[] Send Statements/Invoices via Smartsoft email gateway

Sender Name
Reply Email

Settings

Default format HTML v Help

When using Microsoft Outlook as your email client select the MAPI option. With this
option users can choose to send on behalf of an alternative name and email address.

Alternatively, select SMTP (direct Email) and enter your email details as required. If
you are unsure of your email settings please contact your system administrator or
ISP (Internet Service Provider) for these details. To set up SMTP Authentication
click the More button and select Outgoing server (SMTP) requires authentication
and enter your User Name and Password.

SMTP Advanced Settings -
Outgoing server (SMTP) requires authentication
User Mame smartseft@internode.on.net
Paszword

SMTP Port 25

Use the following type of encrypted connection: Mone -

e

SMTP port and encryption can be used for the sending of emails through other email
services (e.g. Gmail, etc).
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The Front Desk acting as a mail server (SMTP Relay) option allows you to send
emails directly from Front Desk® without using an email server. For this functionality
to operate correctly your ISP must allow you to send traffic on port 25 (SMTP
protocol).

The Smartsoft Email Gateway can be used to assist with the bulk emailing of
statements, invoices and Patient Booking Gateway notifications.

Srartsoft Email Gateway

Statements/Invoices  Patient Booking Gateway

Send Statements/Invoices via Smartsoft email gateway

Sender Mame  |[Smartsoft Practice

Reply Email info@smartsoft.com.au

This option can be used if your current mail provider has difficulty sending emails or
attachments in bulk.

Please note statements and invoices sent using this method will use the sender
email client@frontdesk.smartsoft.com.au. The Sender Name and Reply Email will
be as specified by the user.

To send SMS messages from Front Desk 2021, you need to purchase SMS credits
from the Smartsoft website. Select Purchase SMS Credits Online from the Help
menu to enter the Smartsoft secure purchase area. The SMS messaging system in
Front Desk 2021 is an Internet based system, so it requires you to be connected to
the Internet when sending SMS messages (similar to sending email messages).

Smartsoft will provide your practice with a SMS Username and Password. To find
out how many SMS credits you have available click the Get Balance button.
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The telehealth features of Front Desk allow users to add their telehealth conferencing
links to individual patient appointments so that they can be used in letter tags for
SMS and emails, to add a link in the patient booking gateway, and for fast access to
the telehealth session from the appointment book for the practitioner.

To enable telehealth features, go to System Information.

Navigate to the Telehealth tab, then click Enable telehealth integration.

*Syslemlnfom'lation EI El @
Telehealth |Waiting List Shifts  Printing Options Printing Layout | * | *

Telehealth Integration -
I Enable telehealth integration | =ose

[[] Separate links for practitioners and patients

Patient Default Templates
Default SMS <No Default SMS Template> |~

Default Email <No Default Email Template> |+

Help

Depending on your telehealth or video conferencing software, users can store a
single telehealth link or separate links for the practitioner and patient.

Enable the Separate links for practitioners and patients option if two individual
links are required.

M, System Information o= & @
Telehealth Waiting List Shifts  Printing Options Printing Layout | * | *

Telehealth Integration
] Enable telehealth integration

| [ Separate links for practitioners and patients I

Close

Patient Default Templates
Default SMS <No Default SMS Template> |~
Default Email <No Default Email Templates |«
Practitioner Default Templates
Default SMS <No Default SMS Template> |+

Default Email <No Default Email Templates |«

Help
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In the Default Templates section set the SMS and Email templates to be used when
sending telehealth links to the patient or practitioner.

M. System Information ol B .
Telehealth Waiting List Shifts  Printing Options  Printing Layout | 4 | *

Telehealth Integration
[ Enable telehealth integration

1 Separate links for practitioners and patients

Close

Fatient Default Templates
Default SM5 Telehealth Reminder [Patient] v
Default Ernail Teleheatth Reminder [Patient] |+

Practitioner Default Templates

Default SMS Telehealth Reminder [Practitio »

Default Email Telehealth Reminder [Practitio

Help

The following tags are available for use in your SMS and Email templates:
<<TelehealthLink>> The telehealth link when using an individual link.
<<PatientTeleHealthLink>> The patient telehealth link.

<<PractitionerTelehealthLink>> The practitioner telehealth link.

Creating Telehealth Appointment Types

With telehealth enabled and default templates in place, the next step is to create
telehealth appointment types.

Open System Information, then navigate to the Appointments tab and click
Appointment Types.

This will display the Appointment Types window.
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Click Add to create a new Appointment Type.

Appointment Types >

Appointment Types  Defaults & Following Appointments Close

Description Code A Add
P Standard Patient 5 Edit

Mew Patient M
Dispense ) Delete
Orthotic Review OR
Pa A PA &
BEME BME "y

[] Show Archived Appeintment Types Help

To enable telehealth features on the Appointment Type, check the Telehealth option
as below.

MNew Appointment Type x
Settings  Patient Booking Gateway oK
Description Code Cancel
Telehealth Appointment TEL [A Telehealth
[] Archive

Colour
sckgound Tl 1¢] T [vine
Defaults

Practitioner Interval Width Item Code ~ | Add |
M| Andrew Smartsoft 3 1 .

Julia Semith 31 Edit

Peter Brown 3 1 Delete

Robert McDonald 3 1

w

Click OK to finalise.

When this appointment type is selected from the appointment book, it will include
fields to store telehealth links for the patient and/or practitioner.
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Adding Telehealth Links into Appointments

With your telehealth Appointment Type created you are now ready to create a
telehealth appointment and record the conference links.

Open the Appointment Book and Add or Edit an appointment.

Select your telehealth Appointment Type, which will make the bottom Telehealth
Link fields available for use.

Mew Appoantrment - Wednesday 8 Apnl 2020

Practitioner |.I!|n|:|rm Smartsoft | oK

Patient |Mr1-:hn Smith | Cancel
e |Fm1 || <Al Schedules> - |

Time B:00 am .Imervllslﬁ_l': Wide 1 =

Pencd 30 minutes
App. Made (08042020 10:36 am |

Made By |Admin -

|.ipp. Twpe |Telehealth Appaintrment w |
Reminders | [SME] v

[l Recall on this appointment
Recall Type & manth review

App. Status |Patient Mot Arived L

Resource | <<Mo Resource Selected» » -

Patent's
Notes

|
|
Motes ‘

Telehealth Links

Patient | * |

Practitioner | |
Last App: Tuesday 70420 (yesterday) Help

Enter the Telehealth Links from your conferencing platform.

Telehealth Links

Patient |patient.telehealth.net.fabcd L4 |

Practitioner | host.telehealth.com/adbc |

Click OK to finalise the appointment.
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Using Telehealth Links
The stored telehealth links can be used in several ways including:

* Copied from the appointment book.

* Opened from the appointment book (practitioner link).
* Emailed to the patient.

* Emailed to the practitioner.

» Sent via SMS to the patient.

* Sent via SMS to the practitioner.

These options are available from the right-click menu of the appointment:

Andrew Smartsoft
Mr John Smith [TEL)

Make Mext Appointrent
Appointment Scheduler
Appointment Status >
Reminders... >
&35 am Receipt
8:40 am
2453m i
&50am Patient File
855 am Clinical Notes
5:00 am
205 am Patient X-rays
210am Edit Appointment
Z15am .
Change Appointment
.20 am 2 pp_
25 am Delete Appointment
530 am Pack Appointments
%35 am
e Ty Send SMS...
9:45 am Send Email...
%50 am
355 am Copy to Day Notes
10:00 am Copy to Reminders
10:05 am
= CoEr to Clipboard
10:15 am Copy Patient Telehealth Link
10:20 am —— .
10:25 am Copy Practitioner Telehealth Link
10:30 am Open Practitioner Telehealth Link
T Send Telehealth Link > Email Patient Link
240 am
10:45 am Help 5MS Patient Link
10:50 am Email Practitioner Link...
10:55 am == =
ey SMS Practitioner Link...

SMS reminders for telehealth appointments can also be sent in bulk using the
standard SMS/Email Reminders utility on the Appointment Book.

Reports & Utilities
Day List
Appointment Book
Appointments Report

Appointment Reminders

SMS/Email Reminders

Export To Excel

Future Appointments
Search Casual Appointments
Edit Cancels / Reschedules

Appointment Book Rules

s kel P4l B ) [l el =

Waiting List Report
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If you do have a combination of in-person and telehealth appointments, please note
you may need to send two sets of SMS or Email:

1) One SMS or email batch for your in-person appointments, using your standard
appointment reminder template.

2) One SMS or email batch for your telehealth appointments, using your new
telehealth reminder template.

The SMS/Email Reminders window now includes filters to assist with this, allowing
users to select between All Appointments, Excluding Telehealth or Only
Telehealth.

() All Appointments

(®) Excluding Telehealth
() Only Telehealth

To send only telehealth reminders in bulk, select the Only Telehealth option, then
click SMS or Email.

For users of the Auto SMS functionality, this can be configured to send the correct
template automatically for telehealth appointments based on the Appointment Types.
This is done by using Override Template for Telehealth Appointment Types, and
then specifying an SMS template that contains the telehealth links.

Override ternplates

Reminder Type Template Prac / Group Appointment Type h Add
Edit
Delete
@&
o
W
Edit SM3 Template Override X
SMS Type Reminder v oK
| Appointment Type |Telehealth Appointment ~ Cancel

[] Group Appointments
[ By Practice
Group

Practitioner | Andrew Smartsoft

| 5MS Template Telehealth Reminder [Patient] |«

[ Add a calendar link to SMS reminders

For a detailed guide on setting up telehealth reminders with Auto SMS please contact
Smartsoft or see the full telehealth integration guide here:

https://www.smartsoft.com.au/downloads/Front_Desk_Telehealth Guide.pdf



https://www.smartsoft.com.au/downloads/Front_Desk_Telehealth_Guide.pdf
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Setting up Standard Messages

Standard SMS and Email messages allow you to send standard customised
messages to clients. To set up a standard message, select Standard Messages
from the System menu then select either Standard SMS or Standard Emails.

System | Reports Window Help

Standard Messages 4 ii Standard SMS
(=l Standard Emails

To create a new message template, click Add.

(R Standard SMS E]!El@‘
Description E
T | Add

MNew Patient Welcome
Edit

Delete

Help

Enter the name of the message in the Description field and the contents of the
message in the Text field. Enter the appropriate Standard Letters tags for the
message.

e ™

Mew Standard SMS

Description Appointment Reminder

Text Hi <<PrefName==. ¥our next appointment with

<AppointmentPraclame=> is on <<AppointmentTime>>.
If unable to attend please call 1800 18 18 20. From
Smartsoft Clinic.

Click OK to save the template. Note that these tags are the same as the letter tags
used in Standard Letters.
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Front Desk 2021 supports enhanced (HTML) emails instead of Plain Text emails,
which use standard fonts and contain no images. This feature is useful for patient
marketing campaigns, newsletters and practice updates. To create targeted emails,
Standard Letter Tags can be introduced to personalise each email sent.

Repeat the Setting up Standard Messages process as described above, and select
the Standard Emails option. The New Standard Email dialog will be displayed.

To send HTML emails select the HTML option at the bottom of the dialog and then

double click in the Message area to bring up the HTML editor.

Set your preferred Default Mail Format to Plain Text or HTML on the Email tab in

System Information.

Mew Standard Email

Description  Happy Birthday
Subject Happt Birthday

Meszage

[ '
smartsof’
Hi =<Prefname=>

The staff at Smartsoft would like to wish you all the
best for your birthday.

Kind Regards

) Plain Test

@ HTML

m

Cancel

—
[_concel ]

You can create HTML emails directly in the HTML Editor or by copying and pasting a

document from another editing program such as MS Word.

Hi <<Prefname=>
The staff at Smartsoft would like to wish you all the best for your birthday.
Kind Regards

The Staff at Smartsoft

Nty v/

M, Edit HTML Email )
File Edit Font Paragraph Format Insert Table

D H| &S|k B [HEA-B[ 0
BsrusT|A[AZ|Elz==|EE 22

Arial ~ 10 -
E---W---2---3--‘4‘w-5---E---?---E--‘B‘--WD---11---12---13~‘14‘-65-
. ) -
smartsof!

Use the menus
and icons to create
the HTML email

To complete your HTML email template, close the HTML editor and click OK.
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® Sending SMS and Email

To send an individual SMS or Email to a patient from their patient file, simply click
the Mobile/SMS button to send a text message or click the Email button to send an
email.

)&, Patient - Mr Justin Smith
Generdl | Biling Detalls | Additional | Clinical Notes | Attachments | Medicare / DVA | Triansar

Full Name MrJustin Smith

Prefered

Address 100 The Parade
Nonwoo d 54 5067

Dateof Bith  01/07/13657 v Age 43 [] Mailing List

Gender hale [+ Fil o 2 [T Archive
Phorie Home 2512621 Work
Send SMS 0456857868 Fax N ecall )
Message hortdek @emartaft com s Nowgegamnen || &

4days
Practitioner Dr Robert Smith [+ Last Appaintment
Tue 12 Oct 2010 10:00 am

Fee Category  Standard [+ 1wk 3 days 300

90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00 Help

You may wish to type a custom message, or you can select a pre-created message
from the Message Template list. The CC field allows you to carbon copy the email
to other addresses. The BCC field allows you to blind carbon copy an email, so
recipients cannot see the other email addresses.

M, Send Email X
Message Details
To... john@smartsoft.com.au ‘v Iil

(G ] -
Bec. " Preview

Subject
Happy Birthday!

M==re € View Merged Data button
> E (ABC button)
Dear <<FirstName>>
Min_hahalf nf tha @martenft Clinie and all aur ctoff wa wnnld lika~

Attached:
3 Template Birthday Email Promotion |+ Format HTML = —_—
Help

To Add file attachments, check the Attachment option and click the browse

buttonl:-. Navigate to the folder containing the file to attach and select the file. To
add multiple files hold the <CTRL> key while selecting the files.

To view the message as it will be sent, click the %¢] button to replace the tags with
your patient’s information. Click Send to send the message.

You can also send an SMS or Email from the Appointment Book. Simply right click
on the patient’s appointment and select Send SMS or Send Email from the menu
then follow the same process as above.

To send HTML emails, select HTML from the Message Format drop-down box.

To Edit an HTML template/message before sending your email, double click within
the Message area and make changes within the HTML editor.
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| Sending SMS

To send an individual SMS through Front Desk 2021, select Single SMS on the
Front Desk 2021 Toolbar

File System Reports Window Help

HiB st s B6L0EB

CHOR S Jol=- i JECRON

Single SMSi

or from the System menu

System | Reports Window Help

= Send SMS » ‘
5 SingleSMs |

To search for a patient click the button, or manually type the number in the
Mobile Number field. Type the message you wish to send or select a pre-defined
message from the Message Template list.

Click Send to send your SMS.

R Send SMS
[~Message Details
. Close
Mobile Number 0400 000 000 ) l
Message (45 characters remaining until additional credit required) Send
Hi John

'You've left your wallet at the practice. We are open until 5:30PM if you
would like to pick it up today|

SMS length: 115 Credits required: 1

Template <None> v
Help
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% Group SMS

To send text messages to a list of contacts from an imported CSV or Excel file, select
Group SMS located under the Send SMS option in the System menu.

On the following screen click Import List.

-
M. Group SMs S5
Select = ﬂ]
'
€— Import List button
[ SMS Sent W SMS Failed
—SMS Message Details Account Details
Message b Gl |
Current SM5 Balance
Selected Sent: 0
——————— | Failed: 0
Balance after sending
Message Template Mabile Mo Field _

Select the file you wish to import and click Open.

n‘ Open ij
Look in: . Contact List v é 7 » '
Name ’ Date modified Ty
E‘—}ﬂContact List.xlsx 28/07/2015 2:39 P M
< | mn »
File name: Contact List.xlsx
Files of type: [Excel [2007-2010) Documents v ] [ Cancel ]
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z Group SMS

Front Desk 2021 will then import the contact list into the SMS dialog.

M2, Group SMS: 12 selected @
< Close
Select FirstName Surname M~
P ¥ [John Lewis 04 All I
7] |Mark Bailey 04 :
Wl [Jane Conway 04 Nane
V| |Kathy Egan 04 1 Send I
@ [Phil Alexander 04 = ot
V] [Maria Sander 04 Import List | (— Import List button
V] |Anthony Davidson 04
|| |Betty Davidson 04 +
< »
5 SMS Sent B SMS Failed
SMS Message Details e Account Details
«» .
Message 62 =)= Current SMSbalance 4975 &——— Account Details
Hi <<Prefame=>. The staff at Smartsoft 12
Clinicwould like to wish you all the best Selected ;
or this Christmas and New Year. SMS credits required 12 E::Ed g
i 4963
Template Mobile No Field Halance sitersending
shore> | Mobile  v] | | [getBatance] Hep |

Data values in the imported list can be edited directly from the Group SMS window
by double clicking on the cell you wish to edit, and typing in a new value. Note that
this will not change the original source data.

Type the message that you wish to send or select a standard message from the
Message Template drop-down box. To view a message as it will be sent, click the

2 button to replace the tags with your patient information and use the left and right
arrows to scroll through your data. If you do not wish to send a message to a
particular contact, uncheck the box in the Select column next to their name.

Click Get Balance to calculate the current balance before and after sending the
messages. The Selected field will show you the number of contacts that have been
selected. Click Send when the message is ready. Front Desk 2021 will send each
message individually, highlighting each contact as they are sent.

In order for Front Desk 2021 to send SMS messages from your computer, Microsoft
Internet Explorer must be Working Online. If Front Desk 2021 detects that Internet
Explorer is currently Working Offline when attempting to send an SMS, the following
message will be displayed.

[ Confirm [i_z-r

Front Desk has detected that Internet Explorer is set to "Work Offline”.

Front Desk is unable to send 5MSs while Internet Explorer is in this state.

Would you like to set Internet Explorer to Work Online?

Click Yes to set Internet Explorer to Work Online, and continue sending SMS.
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=]  Group Email

To send email messages to contacts from an imported CSV or Excel file, select
Group Email, located on the System menu.

On the following screen click Import List.

[ ﬂ\ Group Email l&r
Select - \&I
i m Al
Maone
£ Send =]
Import List ———  Import List button
Emails Sent B Ermails Failed W Sending Email
Email Message Details Email Details
Message lﬁl ) (=) = [ Subject
] Attachment Sent: 0
Failed 0
Message Template Emnail Field Message Format
<None> |~ - HTML  ~ help
Select the file you wish to import and click Open.
W& Open
Look in: Contact List > & G 2 Sl Y g
Narme - Date modified Ty
(31 Contact List.xlsx 28/07/2015 2:39 PM M
< m )
File name: Contact List.xlsx Open »
Files of type: | Excel (2007-2010) Documents ~| [ cance |

Front Desk 2021 will import the information from the file into the Group Email
recipient screen.

Data values in the imported list can be edited directly from the Group Email window
by double clicking on the cell you wish to edit, and typing in a new value. Note that
this will not change the original source data.

Type the message that you wish to send or select a standard message from the
Message Template drop-down box. To view the email as it will be sent, click the

button to replace the tags with your patient information and use the left and right
arrows to scroll through your data. If you do not wish to send a message to a
particular contact, uncheck the box in the Select column next to the contact.
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9 Postcode Maintenance

Select Postcode Maintenance from the System menu.

System | Reports Window Help

9 Postcode Maintenance

This will display the Postcodes window.

M, Postcodes X

Search “ I Show [SA v Close
Suburb / State Postcode A Add
ABERFOYLE PARK SA 5159 Edit
ADELAIDE SA 5000
ADELAIDE SA 5001 Delete
ADELAIDE SA 5800 :
ADELAIDE SA 5810 Import List
ADELAIDE SA 5839 -
ADELAIDE SA 5830 SpoiLe!
ADELAIDE SA 5888
ADELAIDE AIRPORT SA 5950
ADELAIDE BC SA 15000
ADELAIDE MC SA 5881
ADELAIDE MC SA 5882
ADELAIDE MC SA 5883
ADELAIDE MC SA 5884

% Help

From this window users can Add, Edit and Delete postcodes as required.

The Export List option can be used to export an editable list of all postcodes, which
can then be re-imported with the Import List feature after changes have been made.
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3‘ Appointment Reminders with SMS and Email

If you have enabled SMS and Email Integration, you can set default appointment
reminders for a patient in the patient card.

From the patient file select the Appointments tab. Under Remind Patient of
Appointment, select the type of reminder(s) the patient requires.

0]

W& Patient - Mr John Smith M@ |[=]
Appointments | Events I Notes I Recalls I Tracking IAttachments I Contacts ]vC!lnicaI Notes I Xera | *

Close

Appointments ICanceIsIReschedulesrl Statistics I Patient Booking GatewayJ

Time

Group ltem Code Appointment Type Practitioner M

P|18/01/201601:15PM [E [s00

O

V| Future Appointments Only

Remind Patient of Appointment:

Standard Consultat Jane Conway 14/ |

Missed Appointment

»

["] Default Appointment Type

[sMs] I- € Reminder options
Reminder

v 30 Days Current Balance
matemneet $0.00 $0.00 $0.00

The selected reminders will now be set when making an appointment for this patient.

New Appointment - Monday 18 January 2016

Practitioner George Rogers - Hazelwaod Park

Patient  MrJohn Smith [®] {gam\ |
Ttem 505 v <All Schedules> &
Time 10:45am Intervals 2 5| Wide |1
Period 30 minutes
App. Made  15/01/2016 2:59 pm
MadeBy  Admin |+
App. Type  Standard Consultation |~
Reminders  [SMS] ]

" Recall on this appointment
Recall Type |6 Month Appointrment

App. Status Patient Not Arrived
Resource  <<No Resource Selected>>

Notes

Patient's
Notes

Next App: Manday 18/01/16 (three days)

Help |

If you wish to change a reminder option after the appointment has been made, right
click on the patient’s appointment in the Appointment Book, select Reminder and
check or uncheck the different reminder types as required.

Make Next Appointment

Clinical Notes

Patient X-rays

Mrs Rhonda Macfarlane ()

Appointment Scheduler YTT—
Appointment Status v [WrscottMaglicay
Reminders... » | ¥ Reminder

Receipt v | SMS Reminder

Bill v | Email Reminder
e vrs e EE KeEE Iy

Mr Rick Underhill (5)
Miss Natalie Allan (5]

Mrs Maureen Alexander (F)

Edit Appointment
‘ 't Appointment Mrs Kay D'Agastine (N]
Lunch Change Appointment WIrs Glenice Daddow (5]
B Delete Appointment
) —
Lunch} Pack Appointments Mr Phil Alexander (S)
e
LuncH Send SMS... firs Joanne Dale (W)
Send Email...
Mrs Joanne Dale (F)
Copy to Day Notes

Copy to Reminders
Copy to Clipboard

Help

Miss Kathryn Radbone (5}
inch
inch
inch

Mst Alexander Daloia W)
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3‘ SMS Message Failure

To maintain the highest level of reliability when sending SMS through Front Desk, all
Australian SMS are sent directly from Smartsoft to each carrier— Telstra, Optus or
Vodafone. For most overseas clients Smartsoft also uses local carriers.
Unfortunately, even with using the best possible routing available, a small number of
SMS will not be received by your patients.

This document will help identify the different types of failure and what options you
have if a failure occurs.

Why did my SMS fail?

Invalid number - Front Desk will alert you before sending an SMS if the mobile
number does not have the appropriate number of digits, however Front Desk cannot
determine if a mobile number with the right number of digits is a valid mobile number.
For example, if the mobile number does not exist the carrier will reject the SMS.

Handset/Account issue — The patient’s handset may be out of range or turned off.
Most carriers will attempt to re-send the message, however if the handset remains
unavailable for an extended period, the carrier will stop attempting to deliver the
message. Further, the patient’'s mobile plan or service may include restrictions in
certain circumstances. For example, some carriers will not allow clients to receive
business SMS if they do not have credit.

Network/Handset errors - The SMS has been sent from Smartsoft to the destination
mobile network, however the SMS has failed to be received by the patient. This could
be attributed to a technical error on the destination network or an error on your
patient’s handset.

Have | been charged for the failed SMS?
SMS that have been sent by Smartsoft into the mobile network, regardless of delivery
success, will deduct from your SMS credit balance as a carrier charge will apply.

My SMS was not delivered, what can | do?

When Smartsoft receives confirmation from the mobile carrier that an SMS has failed
to be delivered, a notification will appear in the Messages tab on the Appointment
Book.

Messages
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4

SMS Message Failure

In the event of a SMS failing to send, your options are as follows:

Patient File

Resend SMS

Add Warning to Patient File
Go To Appointment

Why Do Messages Fail?

Mark as Unread
Clear Message

Clear All Read Messages

Check that the mobile number is correct. If you believe that the number is
correct you can attempt to resend the SMS by right-clicking the notification in
the Messages tab.

Add a warning to the patient file to update the mobile number on the
patient’s next visit by right-clicking the notification in the Message tab.

Attempt to call the patient (perhaps on an alternate contact number) or
email them to remind them of their appointment and confirm their mobile
number
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3‘ SMS / Email Appointment Reminder Reports

To generate a report of SMS and Email reminders, click the Reports & Utilities
button in the bottom left hand corner of the Appointment Book.

§§ Reports & Utilities

Reports & Utilities
Day List
Appointment Book
Appointments Report
Appointment Reminders
SMS/Email Reminders
Export To Excel
Future Appointments
Search Casual Appointments

Edit Cancels / Reschedules

P e @l E =

Appointment Book Rules

The SMS/Email Reminders option will enable you to send SMS messages or Emails
to patients with an upcoming appointment, with a reminder set.

SMS/Email Reminders
Reminders in Period '
Close
From Wednesday, 25 Novermnber 2015 |v * E b
Email |[€———— Email button
To Wednesday, 25 Novermnber 2015 |v !
SMS  |4—————— SMS button
“Time Range
@ Al
©) AM
_ BM
") Before
) After
Filter
[7]By Practice
9) Practice Group |Adelaide
Practitioner Anne Smith
[T1By Appointment Type
Initial Consultation
[] By Appointment Status
Confirmed ]
Help

This can be filtered By Practice, By Appointment Type and By Appointment
Status.

To send appointment reminders via Email, click Email.
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3\ SMS / Email Appointment Reminder Reports

r 5
2, Select Email Recipients @
Select Title Firstname Surname Ernail A~
4 Mrs  Maureen Alexander frontdesk@smartsoft.com.aw 2
Miss  Lauren Badcock frontdesk@smartsoft.com.aL 1 -
Mr  |Jehn Smith frontdesk@smartsoft.com.ac P
Mr  Andrian Van Denbroek frontdesk@smartsoft.com.aL 2| .
Send =1
Mr  Damian W Young frontdesk@smartsoft.com.aL 7
« L r
Emails Sent B Ermails Failed B Sending Email
Email Message Details. Email Details
Message EEE]E] Subject
Hi < <Prefname>>. - Appointment Reminder
3 [] Attachment Sent: 0
Your next appointment with Failed: 0
< cNevthnnnintmentaracNamess
Message Template Message Format
[Appointment Remind S ATML

Type the message that you wish to send or select a standard message from the

Message Template drop-down box. To view the message as it will be sent, click the
button to replace the tags with your patient information and use the left and right

arrows to scroll through your data. If you do not wish to send a message to a
particular contact in the list, uncheck the box in the Select column next to the
patient’'s name.

When the message is ready to send, click Send. Front Desk 2021 will send each
message individually, highlighting each contact as they are sent.

To send appointment reminders via SMS, click SMS.

n Select SMS Recipients

M ¥
¥
e
v
72
[¥]
]

™

<

Select Title

Miss
Mrs
Mrs
Miss
My
Miss
Mr
My

B SMS Sent

SMS Message Details
Message

Firstname Surname
Renne Empen
Noeleen Matthews
Kathy Mazzocato
Kathryn McTaggart
Tim K Packer
Tracy Pascale
Chatles Keith Pay
Leonard Pillans

B SMS Failed

(52) ()i<](x)(m]

Template

Hi <<FirstName>=>, your next
appointmentis on
<<AppointmentTime>> at Smartsoft
Clinic. Please reply Yes’ to confirm

-

Appointment: Rem'ind v

[T14dd a calendar link to SMS reminders

Mobile

0412 345 678
0412 345 678
0412 345 678
0412 345 678
0412 345 678
0412 345 678
0412 345 678
0412 345 678

Account Details

Current SMS balance
Selected
SMS credits required

Balance after sending

Get Balance

Addressl =
12 Clearview 1
12 Justinian St/E
42 Narelka Str|
42 Blaciller 8w
3 Booth Court
3 Booth Court
4 Station Aver
22 A Cedar Av ~
»

11

(=
[ None |

Type the message that you wish to send or select a standard message from the

Template drop-down box. To view the message as it will be sent, click the
button to replace the tags with your patient information and use the left and right
arrows to scroll through your data. If you do not wish to send a message to a
particular contact, uncheck the box in the Select column next to their name.
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£ SMS/Email Appointment Reminder Reports

Select Add a calendar link to SMS reminders to include a link at the end of the
SMS, which will allow the recipient to add the appointment to the calendar software
on their phone. The added calendar appointment will provide additional appointment
details and a second reminder closer to the booking. Further, on compatible
smartphones the location of your practice is available on a map with GPS direction
instructions.

V] Add a calendar link ta SMS reminders

Please note iCalendar Integration must be enabled to use this functionality.

* Select SMS Recipients @
Select Title Firstname Surname Mobile Address1 = L&J
M| [¥] [Miss Renne Empen 0412 345 678 12 Clearview 1 All
V| |Mrs  Noeleen Matthews 0412 345 678 12 Justinian St =
V| [Mrs  Kathy Mazzocato 0412 345 678 42 Narelka Str { None
V] |Miss Kathryn McTaggart 0412 345 678 42 Blaciller Av
Send
Vvl |Mr Tim K Packer 0412 345 678 3 Booth Court ‘ =
V] [Miss Tracy Pascale 0412 345 678 3 Booth Court
[¥] |Mr  Charles Keith Pay 0412345678 4 Station Aver
v |Mr  Leonard Pillans 0412 345 678 22 8 Cedar Av ~
< »
1 SMS Sent: B SMS Failed
SMS Message Details — Account Details
Message EHLJ@E‘ Current SMS balance
Hi Renne, your next appointmentis - 1
on 25/11/2015 12:45 pr at Smartsoft Selected '
Clinic. Please reply Yes’ to confirm SMS credits required Ser\t. 0
our booking, or call us on 18001818 ~ Failed: 0
Balance after sending
Template Appointr
Add a calendar link Get Balance Help |

To view your SMS balance, click Get Balance. This will display your Current SMS
balance, the number of SMS currently Selected, the number of SMS credits
required and the Balance after sending.

Account Details
Current SMS balance 1373
Selected 11
SMS credits required 22
Balance after sending 1351

’ Get Balance

Click Send when the message is ready. You will be prompted to either send the
messages now, or to select a time and date in the future when your messages will be
sent.

Send SMS (=234

© Send 11 messages now
) Delay Send
Send at  |25/11/2015 10:29 AM

ok ][ concel |

Front Desk 2021 will send each message individually, highlighting each contact as
they are sent.
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3‘ Standard SMS Replies

Standard SMS Replies can be setup to automatically update a patient’s
Appointment Status upon receiving a set reply to an appointment reminder
message. This relies on the patient responding in a specific way, which can be
prompted in the Appointment Reminder as seen in the example below:

“Hi <<FirstName>>, your next appointment is on <<AppointmentTime>> at Smartsoft
Clinic. Please reply ‘Yes’ to confirm your booking, or call us on 1800 18 18 20 to
reschedule.”

To setup this feature select Standard SMS Replies from the System menu.

System | Reports Window Help

(63 Standard SMS Replies

Click Add to create a new Standard SMS Reply.

LS Standard SMS Replies =R

Standard Replies
Close

SMS Reply Appointment Status A ;
E_m_ [

Edit

Delete

Enter the specific response you are expecting to receive, and the corresponding
Appointment Status this response will set on the appointment. Click OK.

Additional Appointment Status can be created from the Appointment Book tab of
System Information as required.

Edit Standard SMS Reply =

When this SMS reply is received oK
‘{Vgsr | Cancel
change Appointment Status to

Appointment Confirmed v

It is recommended to add additional Standard SMS Replies for variations of the
expected response e.g. ‘Yes’, 'Y’, ‘OK’ etc.

Once configured, the appointment status will automatically update on the
appointment when receiving the corresponding SMS reply.
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£ Sending SMS and Emails through Front Desk Reports

The following reports can be used to generate SMS and Email messages for a group
of patients.

Recall Patient List

Active/lnactive Patients

Birthday List

Patient Referrals

Patient List

Events Report

GP / Medical Referrers List

B EE =3

&

For Example:

Select Patient List from the Toolbar.

FEile System Reports Window Help

il sMmae s B0 025243 B ool
Patient Listi

The Patient List function generates a list of patients with details that match a group
of selected options.

W& Patient List
Patients Report Type
@ Al Mailing List @ Patient List ) Mailing Labels
[¥] Include linked patients [7] Show File Numbers
Filter Transaction Filtering
[V] Exclude Archived Patients [] Trans. between 01/01/2016 and |31/01/2016
[T] Archived Patients Only [] By Item
= e ®) Iterm Code 10960 Medicare Consultation
|| By Default Practitioner Mail Merge
@) Group Hazelwood Park Schedule Non-Service
Practitioner George Rogers - Hazehwood Park Item Group Initial Consultation Codes
[7] By Fee Category | Standard [T] Transaction with
= DA @ Group Hazelwood Park
[] By Health Fund | BLPA P Mailing List
[T] Gender Practitioner George Rogers - Hazelwood Park
= € MailChimp
[T] Age between 0 and 100 Appointment Filtering
[ By GP [7] Appoint between | 01/01/2016 and |31/01/2016
Patient Tracking [T] By Appoint Type
[ Patient Tracking [T] Appointrment with
ll:w. if ang,-llm’. if all IEw:Iudt I A @ Group Hazelwood Park
Practitioner George Rogers - Hazelwood Park
X Help
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z Sending SMS and Emails through Front Desk Reports

Click SMS and the SMS dialog will appear containing the clients selected in the
chosen report. This allows you to send the same text message to many patients.
Note: Only patients who have a mobile number recorded will appear on this
dialog.

M8, Select SMS Recipients @
Select Title Firstname Surname sl |
M| [7] [Ms Dianne Adarns 04 [ Al ‘
7] |Ms |Conine Adcock 04
7] [Mr Shannon Alander 04 blone
V] |Mrs Antoinette Alexander 04 =
7] |Mrs Maureen Alexander 04 =
@] [Mr Pl Alexander 08
7] |Mrs Delrene Allen 04
[¥] |Mrs  Sharon Austin 04 ~
)
B SMS Sent B SMS Failed
SMS Message Details — Account Details
Message 2 W= Current SMS balance
Hi <<PrefName>> 7 e 5
he staff at Smartsoft Clinicwould Sent: 0
SMS credits required
like to advise that we are closed this ~ Failed: 0
Balance after sending
Template
oliday - Practice Clas[R3 [ Get Balance | ——
Help

Type the message that you wish to send or select a standard message from the
Message Template drop-down box. To view a message as it will be sent, click the

) button to replace the tags with your patient information and use the left and right
arrows to scroll through your data. If you do not wish to send a message to a
particular contact uncheck the box in the Select column next to their name.

Click Get Balance to calculate the current balance before and after sending the
messages. The Selected field will calculate the number of contacts that have been
selected. Click Send when the message is ready. Front Desk 2021 will send each
message individually, highlighting each contact as they are sent.

Click Email and a screen similar to the SMS dialog will appear. This allows you to
send the same customised email message to multiple patients. Only patients who
have email addresses will appear on this dialog. Follow the same process as
above.

Type the subject of the email in the Subject field.

B, Select Email Recipients e
Select Title Firstname Surname Ermnail A | Close
B[] |Mrs |Maureen Alexander frontdesk@smartsoft.com.a. 2 | All ‘
V| |Miss Lauren Badcock frontdesk@smartsoft.com.ac 1] _
V| |Mr  |John Smith frontdesk@smartsoft.com.aL P | None ‘
V| |Mr |Andrian Van Denbroek frontdesk@smartsoft.com.a 2 | [ ‘
end =
V| |[Mr  Damian W Young frontdesk@smartsoft.com.ac 7
] 3
Emails Sent B Emails Failed B Sending Email
Email MessageDetaMs«_» — Email Details
Message [G2) (][> (=] Subject
Hi <<Prefnames>. - Appointment Reminder
Attachment Sent: 0
Your next appointment with Failed: 0
¢ ¢NavtAnnnintmentnrarNamess
Message Template Message Format
[Appointment ReminddlS HML v —

Click Send to begin sending the message. Front Desk 2021 will send each message
individually, highlighting each contact as they are sent.
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@ Quotations

Select the Advanced tab in System Information. The Quotations option can be
used to create quotations for products and services.

M, System Information EI'E‘@
| Metwork | Backup | Messengerl SMS | Email | Advanced il I

Advanced | Health Fund / EFTPOS / Medicare |
Close

[7] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

7] Additional Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[7] Medical Specialist Referrals
[7] Multiple Locations
[7] Stock Control
Manage Stock per Location
[] Email Integration
[] SMS Integration
[] Patient X-rays
[7] Patient Photos
[7] Patient Contacts
Quotations € Quotations option
[7] Patient Events
[] Future Billing
Sales Processes

Defaults for Profession | -

When setting this option you will need to restart Front Desk®. Once restarted, go
back to System Information and select the Printing Options tab.

(‘, System Information =] @ !@‘

Printing Options  Printing Layout Mail Merge Front Desk Word Prc ¢ | *

Invoice/Receipt Statement App Sched Quote

~Quotation Page Size

@ A4 O A5 (O Custom

Close

Printer Settings | Custom Setiings

[~ Printing Options
Lines
Practice Name
Column Headers

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

A new Quote tab will now be available.

Click this tab and select your preferred paper size for quotations.
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@ Quotations Types

Before you can start using the quotation facility you will need to have at least one
Quotation Type.

Select Quotation Types from the System menu.

System | Reports Window Help

[Q Quotation Types

The following window will appear.

& Quotstion Types =<
Default 12 month treatment |v Close
Description = Add
412 month treatment |
Brace
upment ]

i Help
Use the Add, or Edit or Delete options to manage the Quotations Types available.

- B
Mew Quotation Type u

. —T—
; S
Quotation Type  Surge

Select one of your quotation types to be the default from the Default drop-down box.
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@ Patients Quotations

Open a patient file and select the Quotations tab.

M Patient - Mr John Smith =] B ([
1 General I Additional | Billing Details I Medicare / DVA I Transactions IAppointments I Events I SMS [t |t
]
Quote Date  Quotation Type Expiry Date  Total Quote z @
)|2U;‘04!2016 Equipment Hire 30/06/2016 $52.95 :

Delete
= Process

[¥] Current and Unprocessed Quotations Only M Expired M Processed
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $0.00 $0.00

To create a new quote, click New. The following window will be displayed.

New Quotation @

Quotation

Type Standard Treatment ‘v

Expiry Date <[ «][ <] 20/05/2005 | [>][>]]

Notes Fax quotation to John's work address,

Details

Practitioner Susan Everrett - Adelaide ‘ v

Itern Code 505 v <Al Schedules> ‘v
ehadui Fee $78.00 Include GST [

Description  Standard Treatment “ Reduction $0.00
~ MNetFee $78.00

Item Description Prac NetFee #
505 Standard Treatment Susan E $78.00
GST Item Totals $78.00 _
Print [7]
l OK ] I Cancel } [ Help I

Select a Quotation Type from the drop-down box and enter any notes that are
required and an Expiry Date for the quotation.

Fill in the additional information as required, e.g. practitioner, item code, amount.
Click Add to add the item to the quote. If you wish to print the quotation make sure
the print box is ticked, and click OK.

The quote will be entered into the patient file under the Quotations tab and may be
edited or deleted as required.




ADVANCED FEATURES

<

Patients Quotations

To convert a quotation into an invoice, highlight the quotation and click Process.

f

== =]

Qqse
New
Edit

Delete

Process (—

‘ Patient - Mr lohn Smith
Quotations  Appointments Events SMS  Notes Clinical Notes Recalls Tracking Attachn| * 1 '
Quote Date  Quotation Type Expiry Date  Total Quote A
01/03/2018  Standard Treatment 28/04/2018 $52.95
01/03/2018  Equipment Hire 30/04/2018 §75.00
Confirm X
@ Process this Quotation?
Make payment now
Account |Primary v
Yes No
v
Current and Unprocessed Quotations Only M Expired M Processed
90+ Days 60 Days 30 Days Current Balance
$0.00 $0.00 $0.00 $403.00 $403.00

Help

—— Process button

You will be prompted to Process the Quotation with the option to Make Payment Now.

If you select the Make Payment Now option it will take you directly to the Payment
screen. Otherwise, the Billing screen will appear as shown below.

Billing

X

Patient

Date

item Code [C005

IMr John Smith

| Account  Primary

Practitioner |Dr Robert Smith - Adelaide

‘v|

01/03/2018|v

v “<AI! Schedules> v

Reduction

Description | Standard Consultation Net Fee $75.00 Include GST []
Date Iltem  Description Prac NetFee  Payment A
01/03/2018 |CO05 |Standard Consultation Bob §75.00 $0.00

| GST Item Totals | $75.00] 5000 v
[ Accept Unallocated Payment o practitioner  Dr Robert Smith - 4 $0.00

~Online Claiming
[[] Medicare Easyclaim ] Print
[]Bulk Bill [JEmail Send now using template Invoice Template
Edit before sending
Help Cancel
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ADVANCED FEATURES

@ Patient Quotations

To view expired or processed quotes, uncheck the Current and Unprocessed
Quotations Only option.

If a quotation has been processed or it has expired, it will automatically change
colour. Expired quotations will be shown in red and processed quotes will be shown
in blue.

"\ Patient - Mr John Smith E]! = [@1

‘ General lAdditional I Billing Details | Medicare / DVA | Transactions |Appointments I Events | SMS| ¢ | >

Close

>

i
s

Quote Date  Quotation Type Expiry Date  Total Quote

95

Equipment Hire 2016

Standard Treatment

Edit

m

Delete

Process

Uncheck this
option to view —» [] Current and Unprocessed Quotations Only M Expired M Processed
past and =
processed 90+ Days 60 Days 30 Days Current Balance
quotes $0.00 $0.00 $0.00 $52.95 $52.95
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ADVANCED FEATURES

Stock Control

Select the Advanced tab in System Information. The Stock Control option should
be enabled to keep a track of stock levels and details of suppliers. If you are using
the Multiple Locations option, you can Manage Stock per Location by checking
this option, which will record individual stock levels at each location.

'E System Information E\’E‘@
| Networkl Backupl Messengerl SMS | Email | Advanced N 2

Advanced | Health Fund / EFTPOS / Medicare |
Close

[7] Multiple Accounts per Patient
Default Billing Details on Search & Patient File Title

[7] Additienal Info (Health Fund/Medicare/DVA)
GP / Referring Doctor Details

[T Medical Specialist Referrals
Multiple Locations

Stock Control p, Stock Control and
Manage Stock per Location Manage Stock per
[] Email Integration Location options

[ SMS Integration
[] Patient X-rays
[ Patient Photos
[7] Patient Contacts
[] Quetations
[ Patient Events
[] Future Billing
Sales Processes

Defaults for Profession | -

You will need to restart Front Desk 2021 for the changes to take effect.
Go to Item Codes from the Toolbar or from the File menu.

Eile System Reports Window Help

FLiRB SsSHha®s BRLA0EAB ¢ 20292 R e 5ol

Item Codes

Select an item code that requires stock control from the list.

Search on Item Code M

Search Characters Schedule
<< == |v

Code Description -
Initial Consultation and Treatment ‘ ‘

505 Standard Treatment -
509 Long Consultation

510 Long Consultation - 2 areas

514 Extended Consultation

515 Extended Consultation - 3 areas

535 Standard Home Visit

555 Hydrotherapy -

[] Show archived Item Codes

oK l [ Cancel
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ADVANCED FEATURES

Stock Control

The Item Codes screen will now have an additional Stock Control tab.

& New item Code =N
Item Details Stock Control
This is a stock item Close
~Ordering
Supplier ISmartsoft Supplies I
Supplier ltem Code 134512 ‘ Unit Cost l SS&OOI
Order Quantity | 10‘ Min Level ‘ 5|
Stocktake:
Date/Time [18/09/2018 11:53am  [Now v |
Quantity Current 5
~Note:
This is a standard stock item.
Help

Select This is a stock item.

To create a new supplier click browse L] from the Supplier field and then click New.

-
New Supplier

)

Close

MName Emartsoft Supplies
Contact James Black Delete
Address Po Box 500
Burnside 3A 5066
Phone 0421561362 Fax
Mobile

info@smartsoft.com.au
www.smartsof't.com.au|

Help

New suppliers can also be added from the File menu.

'Eile ! System Reports Window Help

Naviosts $0
* Navigaie 10. ‘

H‘ [tem Codes > > Navigate to..
|&= Suppliers
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ADVANCED FEATURES

Stock Control

The following details are required for stock control:

Suppliers code is the code for this item which is used by your supplier and
may be required for ordering

Unit cost is the last price paid for one of these items

Order quantity is the number of these items generally ordered at one time
Minimum level is the level which the stock can reach before re-ordering is
required

Date/Time is the last time a stock take was done on this product

Quantity is the number of items present at the last stock take.

Current is the current number of stock items which should be available,
taking into account the number of items available at the time of the stock take,
number of items sold and number of these items purchased since the stock
take.

As new stock arrives it needs to be entered into the system in order to be able to
calculate accurate stock levels. Select the Stock Arrival option from the File menu.

_Ff_ile“ System Reports Window Help

5

[tem Codes >

‘ é Stock Arrival

Click New to enter the details of new stock arrivals.

M Stock Arrivals @
Date From 01112,’2015| v To 31,’12;‘2[]15| v Location Adelaide |v
Date/Time Notes Supplier & Dewy
19/12/2015 1:45 pm | Arrived Late Adelaide Medical S

BB-SML Small Back Brace 15

Delete

m

Help
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ADVANCED FEATURES

@ Stock Control

Enter the Date/Time that the stock arrived, any Notes regarding the stock, the
Supplier, Item Code and the Quantity. Click Add to add this item to the list of
arrived items.

New Stock Arrival @
Date/Time 19/12/2015 01:45 prn {Nowr } v Location Adelaide 'v
MNotes Arrived Late Supplier Adelaide Medical Supply Co ]v

Add
Itern Code  BB-SML (v Small Back Brace Qty 15
Itern Code Item Description Quantity 4
BB-SML  Small Back Brace 15
Total Quantity 15 -
| ok || cancel || Hep |

A Stock Adjustment function is available to adjust stock levels, e.g. for stock used in
the clinic, breakages or missing stock. Select the Stock Adjustment option from the
File menu.

Click New to enter the details of a stock adjustment.

~

New Stock Adjustment @
Date/Time  15/01/2016 01:55 prm [Now]|v Location Adelaide |+
Reason Damaged

Add
Itern Code BB-SML |v  Small Back Brace Available: 11 Qty -1 =

Iterm Code Itern Description Quantity  »
BB-SML  Small Back Brace -1

m

Total Quantity -1~

‘ 0K H Cancel H Help }

Enter a Date, Reason, and Location (if applicable), select the stock item (Item
Code), quantity (Qty) and click Add to add a stock level adjustment.

Entering in the stock arrival or adjustment information will update the Stock Control
level under Item Codes or in the Stock Control Reports.




ADVANCED FEATURES

@ Stock Control Reports

Stock control reports can be generated from the Reports menu.

Reports ‘ Window Help

‘@ Stock Control » 5‘] St ck Order
j Stock Levels Report

The Stock Order report will list items that have fallen below the minimum stock level
and require reordering.

r', Stock Order Report E]l -
r “Filter— Close

[] By Supplier

[] By ltem Print
[temn Code 500 Initial Consultatio Preview
Schedule | Non-Service
[tem Group No ltem Groups Availal

[] Include archived item codes

[] Include stock notes

[J By Location  Adelaide Help

To set the minimum level for a stock item, go to the Stock Control tab on the Item
Code screen and enter the amount in the Min Level field.

‘ New Item Code EEI@
[tem Details Stock Control
This is a stock item Close
Stock at Location |Adelaide v l
Ordering
Supplier ISmartsoft Supplies

Supplier ltem Code SM BB1 | Unit Cost 523 50
Order Quantity “ Min Level 4 ( Min. Level field

“Stocktake
Date/Time [18/09/2018 1201 pm  [Now] |
Quantity Current 12
“Notes

Standard back-brace.

Help
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ADVANCED FEATURES

@' Stock Control Reports

Select Stock Levels Report from the Reports menu.

‘Bepcrts Window Help

|l3‘ Stock Control > I : |
l Stock Levels Report |

This report will provide the current stock levels for all stock items.

W, Stock Level Report | B (S|
Filter
cl

[] By ltem S
ltem Code |B-1 Back support sml Brint
Schedule Maon-Service Preview
ltemn Group |Mo ltern Groups Availal Export

[] Include archived item codes

] Include stock notes

[] By Location  Adelaide Help

The Stock Levels Report can be filtered by Item Code, Schedule or Item Group.
Select Include archived item codes to include items that have been archived.
Select Include stock notes to include the stock notes of the item.

If you have enabled Manage Stock per Location, select By Location to report on
the stock levels at a particular business location.




