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Introduction

Purpose of this guide

This guide provides administration staff with the knowledge and procedures required to
effectively use Pracsoft within an Aboriginal Community Controlled Health Organisation
(ACCHO). It is designed to support consistent administrative processes, accurate patient record
management, efficient appointment scheduling, billing activities, Medicare claiming, and other
day-to-day practice operations.

The guide outlines standard workflows and best-practice procedures to assist staff in delivering
high-quality, culturally safe, and patient-centred services while maintaining compliance with
organisational policies, privacy requirements, and Medicare regulations.

This document should be used as both a training resource for new staff and a reference guide
for existing staff performing administrative functions within Pracsoft.

Intended Audience

This guide is intended for administration staff working within an Aboriginal Community
Controlled Health Organisation (ACCHO), including:
e Receptionists

o Administration / Medicare Officers
¢ Practice Support Staff
e Practice Managers and Team Leaders

The guide assumes users have basic computer skills but may have limited or no prior
experience using Pracsoft. It focuses on the administrative functions of the system and does not
cover clinical workflows performed by General Practitioners, Nurses, Aboriginal Health Workers
and Practitioners, or other clinical staff unless those workflows directly interact with
administrative processes.

Software version
The guide is current for version 4.3a of the MedicalDirector Pracsoft software. As software

functionality is updated periodically, some screens and features may differ slightly depending on
your practice's installed version and configuration.
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Topic 1 — Adding and editing patient records

Patient records can be edited and created from both the Appointment Book and Waiting Room
screens in Pracsoft.

Edit an existing patient record

You can edit a patient’s details from either the Patient Details View (if the patient is already
showing in your Waiting Room or Appointment Book screen), or from the Search screen.

1 To search for a patient click on the Magnifying Glass icon. The Select Patient '
screen will appear. .
2 Type the first letter or two of the [Searchpatint
surname, a comma and the first e i cvryore (5ot
letter or two of the first name and
. hart ‘atient
preSS enter or click OK M fhart | age | pom Aelress Medicare | Farrt
ANDREWS, Maureen 345644 87yrs  Z3[06/1923 3 Best St, 5T, KILDA, 3107 2294 72417 1 23
3 Click on the correct patient from ANDREWS, Max 1lyrs  08/02/2000 2 Kennedy Rd, DEMO TOWHN, 4523 3500285121 26
the options listed.
4 Click on Edit.
5 You will now be in the Edit Patient
Details screen. Update the relevant
details.
6 Save.
Status: Active Phone(HY 5182 5634
ok || mew || Edt || oDeete | |walingRoom| | cancel

) T TR R TR TN N ST GETE e

Dr A Practitioner MD Ssmple Data - DESKTOP-HE0SSLIVHCNSQLOT Tuesday, 29 April 2025 9:53 AM
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Add a new patient record

It is essential patient demographic information is entered accurately as this helps to identify the
needs of individual patients to optimise healthcare delivery. Inaccurate or missing information
can lead to gaps in the delivery of healthcare for a patient. Therefore we need to ensure the
process of collecting and recording patient information is accurate and comprehensive.

To create a new patient record, first make sure they don’t exist in the Pracsoft database. To do
this you need to tick ‘Include everyone’ when performing the search.

Note: Inactive patients are displayed in the list in red text.

1 From the Waiting Room, click on the Add button from the bottom of your screen or F3.

2 Enter the first few letters of the patient's surname to search the database. If their name does
not appear, click on New.

3 Enter all data on in the top section of the Add New patient screen

Add Patient(s) to Waiting Room
Patient | Medicare | Chart number
| Include everyone || Sounds like
And, Mal v
Name ﬁ:art Age DOB Address Medicare P:tlent
ANDREWS, Maureen 345644 a7yrs  23(06/1923 3 Best 5k, 5T, KILD&, 3107 2294 724171 23
ANDREWS, Max 1iyrs  08f02/2000 2 Kennedy Rd, DEMO TOWN, 4523 3500 265121 26

Status; Active Phone(H), 8182 5634

[e]4 || e || Edit | | Dilete || Cancel |

Click on the Payer tab and set the payer and enter concession details
Click on the Address / Phone tab and enter contact information for the patient
Click on the Personal details tab and enter the relevant information

Click on the Notes tab and enter any relevant notes

0 N oo Oa

Save
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The following screenshots and associated field descriptions provide further detail to assist with
completing the patient demographic information screens:

o e FEep e - > 2 = —_ -

[T single Name 0 Please complete all mandatory fields in order to save the patient record.
Title: * First name: Middle name: *= Surname: Known as: * Date ofbirth: = Sex atBirth: Transgender:
IMr | Jacob Beau Winters Jake 10/05/2000 | [Male C)
Pronouns: ~| Gender Identity: ‘ . J
Status: Medicare No: Expiry date: * Medicare Gender:
Active _ \ 2343970156 6  01/12/2028 Male
Regular practitioner: [_) If the patient's name is different on the Medicare Card
- ‘ Alias Surname:
MyMedicare Registration Status

Alias First Name:
Registered with this Practice

ATSI: . Chart type IHI No:

Aboriginal A ‘ Permanent y ’ ‘
Ethnicity: f:hart No: IHI Record Status:

| ] (1234 | (@] | |

IHI No Status:
Allocate Chart No ’ }

The following table describes each field in the top section of the Add New Patient screen
(shown in the screenshot above):

Field Name Description

Single name Tick this box for patients who are known by a single name only. Enter their
name into the Surname field.

Title Select from the drop-down list. This will print on documents that include the
patient details

First Name The surname of the patient (must match Medicare card)

Middle name The middle name of the patient

Surname The first name of the patient (must match Medicare card)

Known As The name by which the patient prefers to be known e.g Dave (whereas their
given name may be David)

Date of Birth Tick the box then click V to select the date

Sex at birth This is the gender recorded at birth (must match Medicare card). The Sex at

birth field is used in the clinical record to determine what actions are
available e.g. obstetric history.

Transgender Tick if the patient is transgender

Pronouns Select from a drop-down list to indicate how the patient is to be addressed in
conversation and correspondence.

Gender identity Select from the drop-down list

Pracsoft Administration Workbook | Version 1.0 | Page 6
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Field Name

Description

Status

Select from the following
Active — select when creating a new patient
Visiting — Short term patient / visitor

Next of Kin - Someone who acts as the next-of-kin for another patient in your
database, but who themselves is not a patient.

Emergency contact - Someone who acts as the emergency contact for
another patient in your database, but who themselves is not a patient

Inactive — a patient who is no longer visiting the service.

Regular
practitioner

Used when registering a patient for My Medicare. Select the patients
preferred practitioner to match the registration.

MyMedicare
registration status

Tick if the patient is registered for MyMedicare at the practice

ATSI

Select from the drop-down list to indicate if the patient has aboriginality or
not

Ethnicity Start typing the first characters of the country and select from the list OR
Select ‘..." button and choose from the drop-down list. Multiple ethnicities can
be chosen.

Medicare No. Enter the patients 10-digit Medicare card number (no spaces).

IRN Enter the IRN in the next field (position of the patient listed on the
card/before their name)

Expiry Medicare card Expiry date (DD/MM/YYYY format) e.g. /06/12/2028

Medicare gender

Gender is automatically entered if you select male r female in birth sex. If you
selected 'Intersex/Other’, you must also indicate the patient's gender as
recorded on their Medicare card.

If patients name is
different on the
Medicare card

Tick if the patients name is different from what is printed on their Medicare-
card. Then enter their alias first name and alias surname

Chart type Permanent
Chart no. Will be auto-assigned when the new record is saved
HI This field will usually auto-populate once the patient name, address and data

of birth have been added. Do not enter the number manually.

IHI record status
IHI No status

The HI Status fields will automatically update based on the results of the
lookup. Active and verified will display if the patients IHI number was able to
be verified online.

Payment details

The Payer will default to ‘self however this can be changed as a means of linking family
members together. e.g. Parent and child.

To link a child to a parent or carer:

i AH&MRC
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1 Click on Other

Search for the payer in your patient database If they are also a patient in the database

2
3 Select from the list
4

Click OK.
Payment Details | Address/Phone |l Personal Details || Notes |
Payer details Other payment information
ayer: Concessions: Bulk Bill |
@) Self
DVA file No: Validate
Other
I Entitement No: | 4567890900

HCC expiry date: 31.12/2028

Insurance; None |

5 Add concession details (if applicable) under the ‘Other payment information’ section.

The following table describes each field in the Payment details section:

Field Name

Description

Payer

Self: Default setting. Leave this ticked when you don’t want to link this patient
to another family member.

Other: Used to link family members together. For example, link a child to
their parent or carer. Tick ‘Other’ , select the parent/carer using the ‘...’
button and search for the record in Pracsoft. Click OK.

Concessions

Select Bulk Bill as the default billing type from the drop-down list.

DVA file no. Enter the DVA card number

Entitlement No. Enter the patients pension or health care card number
HCC expiry date Expiry date on the card (DD/MM/YYYY format).
AddreSS/Phone Payment Details Address/Phone | Personal Details | Notes

1 Click on the Address/Phone tab an
information for the patient.

Preferred mailing address Default phone number to be displayed

Address  Postal Address @ Residental O Postal (O Home O work (@ Mobiie

Street: 61 Wallace Street Home:

Work:

2 Tick the Send SMS box to indicate Fax:

from the practice.

3 Save

Mobile: 0424565666

Suburb: Bundaberg

State: Postcode: | 4670 Email:  anderson.p@hotmail.com

Preferred contact:  Phone ¥| Send SMS

[ Auto capitalise Waiting Room Save Print Cancel
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The following table describes each field in the Address/Phone section:

Field Name Description

Address Street: Enter the street address for the patient
Suburb: Enter the suburb

Postal Address Enter the postal address for the patient (if different from the home address)

Preferred mailing | Tick residential or postal

address

Default Tick Home, Work or mobile

Home Enter the patient’'s home phone number including area code e.g.
0298765432

Work Enter the patient’s work phone number including area code e.g. 0298765432

Mobile Enter the patient’s mobile phone number e.g. 0469009008 (do not include
spaces)

Email Enter the patients email address. This can be used to send eScripts and
other documents on request.

Alt email Enter an alternate email address for the patient

Pref contact The patients preferred contact method. Select from the drop-down list.

Send SMS Tick if patient consents to receiving SMS messages. If unticked the patient
will not be sent appointment reminders / other SMS communications.

Personal details

1 Click on the Personal Details > Contact details and enter Next of Kin and Emergency
contact information.

2 To enter Next of Kin details, click on the Select button beside Next of Kin. This will open the
patient database.

Payment Details Address/Phone Personal Details; || notes |
3 Enter the surname Of the patient Contact Details | Personal Information
you are addmg (assumes the Next of Kin: ANDERSON, David Select... Edt | | Remove
NOK is a patient with the same Relztonship: Parent o)
sur’name) B Same as Next of Kin No next of Kin provided

4 |If the NOK is a patient find them
in the database and then click
OK, otherwise click on New and
enter relevant details (at least the name and telephone number).

5 Ensure you select the next of kin from the database list to allocate.

6 Repeat this process to add Emergency contact details below or if the same person is both,
tick ‘Same as Next of Kin’ as in this example.
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The following table describes each field in the Personal details section:

Field Name Description

Contact details

Next of Kin Click Select and search for the contact in Pracsoft, OK to select. Select
relationship to patient.

Emergency Click Select and search for the contact in Pracsoft, OK to select. Select

contact relationship to patient.

Personal information

Relationship Select an entry from the dropdown eg. Married, single
status
Occupation Enter the occupation if known

Country of birth Select country of birth from drop-down list OR start typing the first few
characters of the country and select from the list.

Yr of arrival in Aus Select Year of arrival in Australia from drop-down list.

Spoken language | Click ... and search for the language in the list OR start typing the language
and select from the available options.

Preferred Select preferred language from the drop-down list
language
Interpreter Tick if an interpreter is required for practice visits.
required

Notes

1 Click on the Notes tab and if appropriate, make relevant patient notes.

Payment Details || Address/Phone | Personal Details Notes

This is not an area for clinical notes. It should be used to record information such as ‘needs
community transport’ or ‘interpreter required’ would be appropriate for this section.

2 Save.

Note: When finished adding new patient data you have the option to click on Waiting Room at
the bottom of your screen to add the patient in the Waiting Room. This automatically saves
patient information.

Linking patients — Adding families of patients

In Pracsoft a 'family' consists of a group of two of more patients, where one patient is designated the
payer for all others in the group. Linking patient records in Pracsoft is done using the Payer field in the
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Patient Details window. Pracsoft also displays the relationship between two patient records based on
their Medicare Number.

To link patient records in Pracsoft:

From the patient details window:

1
2

N o a b~

Click Edit (The Edit Patient Details window appears)
Select the Payment Details tab.

In the Payer Details section, select the Other (Payer) option. The Select Payer for window is
pre-populated with patients who have the same surname as the current patient.

Select a patient to become the Payer for the current patient.
Click OK.
The patient will now be linked to the person listed as the payer.

To view relationships, click on the Related button to see patients with same Medicare card
number.

Adding Emergency Contact (EC) & Next of Kin (NOK) Details

From the patient details screen:

1
2

6

Select the Personal Details tab, and then Contact Details tab.

Within the Contact Details section, click Select to select the Next of Kin or Emergency
contact.

Select another patient in the list to be the NOK or Emergency contact.
If the NOK/EC is not listed, click New and add them to the database.

Select the type of relationship from the Relationship drop-down menu. You can also free-type
an entry here.

Save.

Note: Tick ‘Same as Next of Kin’ if the Emergency contact is the same person.

Recording patient consent for electronic communications

a A O DN

Open the patient details window

Tick Send SMS

Record a mobile phone number in the mobile field for the patient.
Save

Appointment reminders, clinical reminders and SMS messages relating to results are now
able to be sent to the patient.
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MyMedicare patient registration

Patients can be registered for MyMedicare in a number of ways including online via PRODA or
via the Medicare app. Practices can also assist patients to register after they have completed a
pre-printed form.

Any patient with a Medicare card or DVA card is eligible to register for MyMedicare. Patients
can register your practice as their preferred practice under MyMedicare if they have:

= one face-to-face visit for practices in remote locations (MMM 6 and 7)

= two face-to-face visits for practices in other locations in the previous 24 months.

Record a patient’s MyMedicare registration details in Pracsoft
This step must be completed so that Pracsoft can apply claiming rules related to MyMedicare:

From the patient details window
1 Select Edit

Edit Patient Details %

(7] Single Name
Title: = First name: Middle name: *= Surname: Known as: = Date of birth: = Sex atBirth: Transgender:
Mrs | Penny ANDERSON Penny 04/07/1993 | [Female - 0O
Pronouns: v | Gender Identity: | N

Status: Medicare No: Expiry date: = Medicare Gender:

Active y | 6288253443 2 Female

Regular practitioner: () If the patient's name is different on the Medicare Card

AP - Surgery - | Alias Surname:

MyMedi Registration Statu

YA negsTen S Alias First Name:
B Registered with this Practice!

2 Under My Medicare Registration Status, tick the box ‘Registered with this practice’
3 Under Regular Practitioner, select the patients preferred GP from the dropdown list.

4 Save
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Update Pracsoft with MyMedicare data from PRODA (bulk)

To keep the data in Pracsoft synched with the MyMedicare registration data in PRODA it is

necessary to regularly download the CSV registration file from PRODA and import it to Pracsoft.

Note: You must first download and install the MyMedicare Import Wizard to be able to run this

process.

1 Access PRODA and download the CSV file via the My Programs > MyMedicare tile.

2 Locate and run the & MyMedicare Import Wizard.

3 In the Configuration field, select the database you want to update.

4 If your practice operates from multiple locations, in the Location field, select the practice
location whose patient database you want to update.

5 Select your username and password.

6 In the MyMedicare Import Wizard window, in the Import File Path section, click
the ... Ellipsis button.

7 Browse to and select the .csv file provided by Services Australia.

8 Click Import.

9 When the import is complete, the MyMedicare Import Wizard displays a list of patients

whose MyMedicare status was successfully updated.

10 To check for any unmatched patient records, click Unmatched Patients.

11 Check any unmatched patient records in your Clinical/Pracsoft database. Correct the

records manually if appropriate.

12 If you made any corrections manually, run the MyMedicare Import Wizard again to update

the remaining records.

13 Close.

S AH&MRC
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Mark patient records as inactive or deceased (single)

Use this method to mark individual patient records as inactive (when they are no longer visiting
the practice) or deceased (when the patient has been confirmed as deceased). This will prevent
further outgoing correspondence from being sent to the patient.

N o0 g A~ 0ON =

8

From the patient details screen
Select Edit

Select Inactive in the Status field
Save

To mark a file as deceased
Select Patient > Mark Deceased

Tick the Deceased check box. The Deceased
Date box is automatically populated with the current
date, but can be edited if necessary.

Save

Mark a Patient as Deceased b 4

Patientname: ANDERSON Mrs Penny (Penny)

Deceased::

Deceased date: |05/07/2026 .

Save Cancel

Merging duplicate patient records

@ ratient WaitingRoom Accounts Proc
Search Patient F2
Advanced Patient Search
New Patient F6
Edit Patient

Merge Patients

Mark Deceased

List of Merged Patients

Exit

When a duplicate patient record is identified in the database and both records have visit
notes/clinical information recorded, it is important to merge the 2 records so information is not
lost.

If you create a duplicate record and realise before any visits
have been recorded or correspondence has been saved, you
may be able to delete the duplicate record using the ‘Delete’

button in the View > Patients screen.

Step 1 - Identify which of the 2 duplicate records is the

master or correct version (to keep)

Step 2 — Merge the 2 records

1 Open the patient details window for the patient you want to

keep.

Search Patient F2
Advanced Patient Search

Mew Patient F6
Edit Patient

Merge Patients

Mark Deceased
List of Merged Patients
Exit

% AH&MRC
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2 Select Patient > Merge Patients.
3

The Select Patient window will populate with names that are similar to that of the first patient
you selected. You may select from other patient records if you need to.

Select the patient to merge. This patient's data will be merged with the first.
Click OK to merge the records.

Click Yes to confirm.

N o g b

The second patient record will now be removed and any notes, results, documents, and
patient data recorded for the patient will be moved to the patient you selected to keep.

Note: To view a list of Merged patients, select Patient > List of Merged patients.
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Topic 2 — The Waiting Room

The Waiting Room screen is used to manage the queue once patients arrive to ensure they
aren’t overlooked and to view wait times. A patient is automatically added to the waiting room
once the status of their appointment is marked as ‘Waiting’.

Appointments will automatically be removed from the waiting room once an account is created
and the appointment is ‘completed’.

In addition, you can view the appointment time (if applicable), arrival time and wait time from
the Waiting Room screen and notes can be added to provide additional information e.g. triage
status.

& MedicalDirector Pracsoft Demonstration 4.33 - [Waiting Room]

(D Fatent waitngRoom Agrounts Processing Reports Medicalrector Admin Setup SMS Window telp

m a3 8 4 4 8 5 £ 0= -0+ =5 0

ItemsToBl | BlingType | Notes Recals and Remnders Type Status | OPV/OW Status
7/07/202 2:30 pm 7 - TEST $ Hot Performed

7/07/2026 2:18 pm 07/20 27 pm - ¥ female GP INFLUENZA VACCINATION 1 Not Performed

7/07/2026 2:42 pm 7/07/2 28 pm - COLONOSCOPY K Mot Performed

ANDREWS, John 7/07/2026 2:54 pm 4mns None IF - Surgery .2 Mot Performed

Add patients without appointments (Walk-ins) to the Waiting Room

Practices accepting walk-ins can use the Waiting Room to add patients directly to the queue so
they can be seen by the first available doctor or triaged by a nurse/Aboriginal Health Worker.

1 From the waiting room screen, select Add
2 Search for the patient
3 Select the patient in the list

4 OK
Add Patient(s) to Waiting Room x
| Andr, J] | ([JIndude everyone [ Sounds like
Name Chart No Age DOB Address Medicare ::bie SR
ANDREWS, John 58... 17/06/1968 2 Kennedy Road, BUNDABER... 3500 2...
ANDREWS, Julie 90... 03/03/1936 5 Jefferson St, BUNDABERG. ... 6500 2... 0415876.., 17

5 Tick if the patient is responding to any listed reminders
6 OK

7 Right click > OPV to perform an OPV check

8

View (F7) to verify patient details are correct and Edit if required > Save
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The selected patient will be added to the Waiting Room.

Note: Double click on the Practitioner column and select a practitioner (if required as per your
practice protocol) and double click on the ‘Notes’ column to add any applicable notes (eg
‘female GP requested’)

Add waiting room notes

Waiting room notes are visible in the details area in the Waiting Room screen. They help to
communicate important information across the practice team such ‘requested female GP’ or
triage details.

1
2
3
4

Highlight the patient in the waiting room
Double click on the notes column
Enter temporary notes

To create a permanent note that always
displays, tick ‘Edit permanent notes’ and enter
a note in the Permanent appointment notes
text box.

Save

Re-order patients in the waiting
room queue

It may be necessary to re-order the patients in
the waiting room from time to time.

1
2
3

Highlight patient in the waiting room
Right click > Move patient

Select Up, Down, top or bottom to re-order

the patients in the queue

ANDREWS, Fred
ANDERSON, Penny
ANDREWS, Heather

Patient Notes - ANDREWS, Fred %
Temporary waiting room notes:
triaged| I
Permanent patient notes:
[T Edit permanent notes
Save | cancel |
Name Chart Appointment Time Arrival Time Waiting Time

7/07/2026 2:25 pm

7/07/2026 2:30 pm 25 mins
7/07/2026 2:30 pm

7/07/2026 2:18 pm

24 mins

23 mins

ANDREWS, Julie 7/07/2026 2:42 pm 22 mins
ANDREWS, John 7/07/2026 2:54 pm 2:28 pm 22 mins
| ANDREWS, Maurgas 7/07/2026 2:35 pm

View Patient

Edit Patient

Record Visit

Remove from Waiting Room
MD

Overdue Details

Print Blank DB4
Print DB4 No Prov
Print PC1 Claim

Print Patient Demographics

Print Label »
Moye Patient ... » Up Ctrl+Up
Send SMS To Patient Down  Ctrl+Down
Top Ctrl+Left
Bottom  Ctrl+Right

& AH&MRC
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Topic 3 - The Appointment Book

View the appointment book

From the Waiting Room screen, select the book icon to open the appointment book. i"‘ |

Switch between appointment book layouts

If using multiple departments and locations, click on the drop-down to change the Appointment
book view. For example, you may have one layout for the clinicians in the GP clinic and another
layout for the clinicians working in the SEWB clinic.

# 4 |Monday, 6 July 2026 ~ W [ 1:Undefined |

Appointment Status — colour coding in the appointment Pk ANDERSON,David, 0456765432

book helps to easily see where a patient is as per the
following diagram:

# ANDREWS,Anna
ﬂ ANDREWS,Maureen

AP =l =TT~ & 1158
ANLUREVY S Jullg, Us1lod

oJrl

Appointment Status Changes in Pracsoft

o (2 ©

0o

Patient booked Patient waiting Patient in consultation Patient gone
Appointment has been Patient has arrived and is Patient is currently Appointment is complete
scheduled. waiting to be seen. with the clinician. and the patient has left.
e
Patient Booked Patient waiting Patient in Patient gone
consultation
o X L 8 8

% AH&MRC
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Typical Appointment Workflow

Appointment is booked (black text) Patient Booked

¢ Highlight the desired appointment slot in the book
o Start typing the name of the patient (surname, initial) > Enter
o Select the patient from the list > Select

¢ Right Click on appointment > Select appointment type

Patient arrives and details verified (3 points of identity)

¢ Right click > Patient details to verify and update patient details / contact information is
accurate (3 points of identity). Update if required > Save

¢ Right click > Waiting

Patient Waiting

Medicare / DVA eligibility check is performed

Online checks verify the details on file match Medicare details and therefore are useful in
avoiding unnecessary rejections from Medicare due to outdated or inaccurate patient details.

e Click on the Pracsoft logo to jump to the Waiting Room screen Q
e Select the patient in the queue
¢ Right click > Online patient verification

o Pracsoft will connect to Medicare / DVA and verify the patient information matches. If the
patient matches with Medicare/DVA data, a success message displays. Click OK

o |If there is a mismatch between Medicare and Pracsoft data, an update window will
display. Tick the data you want to update > OK

Clinician opens patient record and records consultation

. Fatient In Consultation
details

Clinician adds item numbers to bill via ‘Medicare’ button in the clinical record.

Reception / Administration staff completes the visit by opening the visit and finalizing
the account to complete the billing. - see Topic 5 - Billing

Visit is auto-marked as ‘completed’ Fabent Gone
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Search for an appointment (F2), view and modify

1 Select F2 (Find appointment)

From date: To date:

1 Adjust the date range if necessary. e [l [1507702% B

2 Search for the patient using last name, first initial in o | and,m |
the Search for: field (&) Linked patient appointment

() Appointment text

3 Sea rCh Appointment text search options

4 Select the patient in the list. All future booked
appointments will be displayed in the Search results
area.

Delete reason:

5 To jump to an appointment in the list: Right click on Search resuls:
an appointment > Go to appointment ..

6 To delete the appointment, enter a delete reason >
delete

Close

Print a list of appointments for a patient

From the appointment book screen to print a list of future booked appointments
1 Highlight the patient in the book

2 Select Print > patient appointments.

Reschedule an appointment

1 Select the appointment book

Select the practitioner

Select the appointment to be rescheduled
Select Edit > Cut

Enter the reason for deleting if prompted
Find another suitable appointment timeslot
Select Edit > Paste

N o g~ 0N

Fit-in appointments

A fit-in appointment is one that is scheduled in between two standard, booked appointment slots
to cater for urgent care.

1 Select the time slot prior to where you want to schedule the fit-in appointment

2 Select Appointment > Add Fit Appointment

Pracsoft will create a new appointment slot in the book to allow you to add an appointment.
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Record patient no-shows

3
4
5
6
7

Select the appointment
Right click > Select No-Show

OK to revert reminder message

This will change the colour of the appointment text to ORANGE.

Record the details of the No Show / DNA in the permanent appointment notes for the

patient including the Date, Clinic and total number of DNA’s so you can track occurrence.
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SMS Appointment reminders

Send a single appointment reminder

1 Highlight the appointment in the
appointment book

2 Select ".‘

[sss)

3 Select a template or enter your
message in the text field

4 Preview
5 Send

Send 5MS to Patient

Name: Ms Jennifer Andrews
Mobile No: | 0415257542

Merge fields: Message text:

X

Approx. 0 characters [ 1 SMS credit

[ Insert
Patient Given Name
Patient Surname
Patient Full Name

Preview

I

Clear Send Cancel |

Send bulk SMS appointment reminders

This function is only available from the appointment book.

—

Use Quick select or enter a date/time range to include

2
3 Tick the practitioners you want to include
4

Tick the appointment types to include

Select SMS > Send SMS Message > Send SMS Reminder to Multiple Patients

Send SMS Reminder to Multiple Patients ﬁ
Select Patients
Choose date/time range
Quick select: Start date: | 15/08/2015 Jiw| Start time: |00:00:00 &
Tomorrow ) o Enddate: |15/08/2015  [«|  Endtme: |23:50:58 (&)
) -
ggglc:mh'nent Appointment Book Practitioner Appointment Type B
Undefined Dr A Practitioner Standard
Dr I Feelgood Vaccination
Procedure =
Home Visit
Script
Dressing | &
Obstetrics
Emergency
| Clear all | | Selectall | Clear &l | | Select al
| Close | |Review Recipients = |
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6 Select ‘Review recipients’

7 Tick to ignore patients already sent an appointment reminder (if required)

Send SMS Reminder to Multiple Patients

[

Review Recipients

|| Ignore appointments with reminder already sent {regardless of success)

|#| Indude new patients (Reguired new patient format: Last name, first name, mobile number, etc.)

| Clear all

|| Select all |

Mew . . Mabile Appointment Appointment Appointment
Patient Patient Practitioner Mo Time Lengih {min}) Type

AMDREWS, Jennifer Dr I Feelgood 26;'08,;’2!3 1502:06 PM 12 Standard
AMDREWS, John Or A Practitoner 04F—=—="" 26/08/201502:30FM 12 Standard

User

AP
AP

Bog

Und
Und

Close

< Back Il

8 Select Choose message

9 Select a message template OR free type a message
10 Tick ‘Request a reply’ if required.

Send SMS Reminder to Multiple Patients

Choose Message

Appointment Book Template |

Approx. 160 characters (81 truncated) / 1 SMS credit

This is a reminder or your appointment on <Appointment Date= at
R e e <Appointment Time = with <Appointment Practitioner = at <Appointment
g Location=. Reply YES to confirm this. NO to cancel.

Message

Appointment Location ||

Tnserk | may betruncated

| Extend message length

Replies )
@) Patients cannot reply

Show sender as: |OurPractice

Messages received from your practice will appear on the
patient's phone as coming from this sender (between 3 and 11
alphabetic characters).

|Request a reply

Close

< Back Il[ View Summary = ] I
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11 Select View Summary
12 Select Send > Send (twice)

13 Select View SMS audit log if any messages failed to send to resolve.

SMS messages — sent and reply status legend

Appointments with a reminder sent will display

Legend

symbols to indicate the status of both the
message sent and the patient reply as per the
legend here.

The first bar on the left shows the status of the
sent message and the second bar shows the I:I
status of the patient response. ‘

Sent - not
awaiting reply

Failed to send

Sent - awaiting
reply

Sent - patient
confirmed

Sent - patient
declined

Sent - reply
uncertain

15
30 |STRUTHERS.DALTON || FORTHE, saLLy
45

10:004M  {DONNELLY, GEORGE  []

15 1 ANDREWS, HEATHER |
30

a1 SMITHJASON

fRTANDREWS, ANNA,

L NI e o J,e

Check appointment reminder replies

Patients can only reply to an SMS if you have ticked ‘Request a reply’ when sending. Accepted
responses are shown below. Note that these are case-insensitive;

e YES or Y + alternates: The patient is attending their appointment.

e NO or N + alternates: The patient cannot attend the appointment.

o STOP + alternates: The patient wants to opt-out of further SMS notifications.

If the patient replies 'Yes' or 'No' (or some variation of yes/no) to the SMS appointment reminder, the
status is automatically updated in the second bar of the Status. Some responses will require a manual

update of appointment attendance status

AH&MRC
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Topic 4 — Billing

Communicating Iltem Numbers to bill/Finalise Visit

The provider enters the item numbers to bill when recording clinical notes in MedicalDirector by
using the Medicare button in the Progress Notes area or directly through the Waiting Room
screen (typing directly in the items to bill column). Item numbers will display in the Waiting
Room screen under ‘Items to Bill’ alongwith the ‘Billing Type’ when the visit is complete.

Name Appointment Time

ANDREWS, Fred
ANDERSON, Penny
ANDREWS, Heather

7/07/2026 2:30 pm
7/07/2026 2:30 pm
7/07/2026 2:18 pm

Arrival Time

7/07/2026 2:25 pm

fo7,

26 2:26 pm

7/07/2026 2:27 pm

Waiting Time Concession Practitioner Items To Bl | Biling Type
5632 mins None IF - Surgery 23 Bulk bill
5631 mins None AP - Surgery AAD10, AA... Bulkbil
5630 mins None AP - Surgery 715 Bulk bill

Recording a patient visit (bulk billing)

From the Waiting room screen
1 Highlight the patient to be billed

2 Select the Visit button at the bottom of the screen or F5. The Record Visit screen will now

appear.

3 If you haven't already selected the treating doctor from the Waiting Room screen do so now
by clicking on the Seen-by Dr drop-down arrow and click on the doctor’s initials.

File  View

Patient name: M\
Consult time: \%‘
Consult date: |11/07/2026

Invoice to:

Service details

Seen by:

AP -Dr A Practitioner

‘ Locatiorf | Surgery v

Visit Date
11/07/2026

4 Check the following information is correct

e Seen by (practitioner

e Location

e [nvoice to = Bulk Bill

Level B Surgery

£58.90

Gap Fee Rate GST Rate | GST Amount | Text
§0.00 Schedule Fee 0.00 £0.00

5 Review the item numbers added by the clinician

) AH&MRC
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If the doctor has not entered an item number you can enter directly into the Item Number cell

To change the default item number, doubleclick on it and type over with correct number.

6
7
8 To Add an additional item number, click on Add.
9

Select Voucher to save the account for batching and sending | Add | |

to Medicare

Delete

Adding Service Item text when recording a visit

Under certain circumstances, health professionals are required to provide additional information
on an account so that a service can be assessed by Medicare. E.g. not duplicate service, not

related.
In the record visit window:

1 Add the service item (item no.)

2 Locate the Text field on the far right of the line and click

window appears.

3 Select pre-defined text from the Standard text drop-down list

4 Add up to 50 characters of additional text in the Explanation field, if required.

5 Save.

Service details

The set service text

Text

o

it Date Item No Description Fee Gap Fee Rate GST Rate = GST Amount
/07/2026 AAD20 Standard Level B $80.75 $0.00 Rebate 85 0.00 $0.00
Set Service Text Ed
General
Service details
1
$80.75 Standard textl iNot Duplicate Service |
Explanation:
(] 1n hospital Apply incentive
Payment options (F12) Visit options

Full Payment Remove from Waiting Room

Held Accounts

Save

Cancel

Hold Receipt Account

Cancel

This feature is used to create an account when the details cannot be finalsied at the time of the
visit. This could be because the patient is a newborn and does not yet have a Medicare card or
the billing item chosen is dependant on the return of pathology results not yet available. In these
circumstances it may be necessary to create a Held Account that can be finalised when the
relevant information becomes available under Accounts > Held Accounts from the waiting room.

To create a Held account, instead of selecting Voucher when creating a bulk billing account,

select Hold on the Account details screen.
To process held accounts:
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1 Click on Accounts from the Waiting
Room screen.

Click on Held Accounts
Highlight the relevant account
Click View Patient.

When the patient view screen appears
click on the hand then Edit to finalise
the billing.

a ~h O DN

Referral Invoicing

Show invoice to: All v Screen options
v Print preview

| w|Show separate row for each practitioner

I No | Patient Name

Invoice To Practitioner Location xx::s Amount
e —r——————
| ANDREWS, John Patient Surgery $39.80 $0.0
113 ANDREWS, Sasha Patient SP Surgery 1 $37.05 $0.00
| Print View Patient ‘ ‘ Close |

For providers that require a referral for billing, you can add it via the Patient details window or

when recording a visit.

Add a referral (from the patient details)

1 Open the patient record. If the patient has referrals recorded they will display at the top of

the record.
Patient name: |ANDERSON Mr David (David) ‘ ATSI: Neither Aboriginal nor Torres Strait Islander |
Date of birth; |04/01/1955 Chart No: ‘ Ethnicity: |
Status: Active Chart type: |Permanent Refer to: sP |
Payer: Self Referred by: Dr Cranfield |
Held accounts: :None | Expiry date: 6/07/2027 |

2 Select Referral button at the bottom of the screen.

3 If this patient does not already have referrals recorded for them, you will be
immediately prompted to add a referral.

\: AH&MRC
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If this patient has already had
referrals recorded for them,

the Referral History List window
appears.

Select Add to create a new referral
record

Select the Refer to from the drop
down list.

Select the referral type

Click Search to select the referring
practitioner. (Referred by)

Enter request date and effective
date.

10 Click Save to confirm.

Referral Details =

Referral details recorded for Referral details recorded for David ANDERSON
Refer to: sp |

Referral type: Standard
Referred by: Dr Cranfield Search

Provider No:

Provider details: |

Requestdate:  |7/07/2026 | Effective date: [7/07/2026
Referral period: |12 months
Expiry date: _06[07}'2027

Referral reason: |Knee Oeteoarthritis

[CJReport issued

Cancel

Note: To edit a referral, when you click on the referral button, a historical list of referrals for the
patient will display, select the referral and click Edit.
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Workers compensation (institutional) billing

Invoice to: Other is selected when the payer is neither the patient nor Medicare. Institutional
Payers will most likely not be there at the time of the visit to pay and will therefore be sent an
account. Examples of ‘Institutional Payers’ include:

¢ An insurance company for workers compensation.

¢ An employer undertaking hearing tests or employment medicals etc.

From the Waiting Room:

1 Select the patient's record

2 Select Record Visit

a— 0y eresmm e v semisrsrs s rene

File  View

Patient name: |ANDERSON, Penny

-

Consult time: |1:16:14PM =
Consult date: ,W‘T‘
Invoice to:  |Other v
Insttution:  [w_CoMP ]

Seen by: AP - Dr A Practitioner | Location: Surgery ~
Payer: WorkCare

PO BOX 56A

Demotown

Reference: |Claim No: 12345 DOI: 20/06/2026 v

[J1In hospital Apply incentive
Payment options (F12)

OPay now Full Payment

O ray later Gap Payment

Service details
Visit Date Item No Description Fee GSTInd | Fee Gap Fee Rate GSTRate  GST Amount | H
8/07/2026 Level A - Institution Visit 1 patient [ ] §43.73  $3.98 Schedule Fee 10.00 $3.98
$43.73 §3.98 §3.98

Add Delete Up Down

Visit options Print options
8 Remove from Waiting Room [ Non visit Print voucher [ Print preview
") Non patient account ") Aftercare [CPrintPC1 Copies:

3 Check the following details appear in the Account header information:

e Seen by Dr, to indicate which practitioner the patient saw

e Location

4 Select Other from the Invoice To drop-down list.

5 Select an Institutional Payer from those available, and then click Select

A AH&MRC
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Select Institutional Payer >
|| Show inactive
Search text: | Search on: Code || | Search |
Code Name Contact Phaone Address Suburb Notes
A N T
For Your Health Wiliam Mitchell 0212345667 232Easy Street  MANGERTON
W_ComMp WorkCare Steven Weibe 0415258XXX 123 Main St DAPTO
Max. records: 200 Merge Print | | Add | | Edit | | Delete | | Close

Note: To Add an Institution to your Address Book during billing, Cllick on Add to enter the
institution’s details.

6 Include relevant details eg claim reference number in the reference line as necessary.

7 Add or modify service details / item numbers as required

8 Select Pay later Record Visit =
File  View
9 Select Account
Patient name: ZANBUCK, JODIE Seenby: KO ) Location: |Surgery 129
Consult time:  3:54:54 PM ] Payer: GIO Insurance
P O Box 3833
Consult date: |26/04/2014 |+ SYDNEY NSW 1003
Invoice to: | Other iz
Institution: GIO 1 ‘_‘
Reference: 1838383 [
Service details
Ttem No Descrintion Fee GST Fea Gan Fee Rate GST GST Pavment
RPT Insurance Report $132.00  $132.00 1000 $12.00 $132.
L) I 2
$132.00 $132.00 $12.00 $132.
(=] In hospital Add ‘ | Delete
Payment options (F12) Visit options Print options
© Pay now [»l Remove from Waiting Room (| Non visit [/ Print preview
@ Pay later |- Non patient account (| Aftercare (=) Print PC1 Copies: |1

Note: If you don’t know the insurer or insurance reference/claim number at the patient’s first visit
an account may be generated in the patient’s name or the employer’s name. This will depend
on the predetermined protocol of each individual medical practice.
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Topic 5 — Payments

Entering payments after date of visit (Institutions)

Click on the Payment/Receipt icon to access the payment area.

1 Search for the Institution by ticking Other

Institution and type the Code of institution (or  Payment/Receipts for Selected Patient... =X

Enter to see the entire institution address

book). Payment for

@) Private patient

3

I

Details of outstanding debts for that institution ) Other institution

will then display.

Patient search

2 Enter the Payment Details of the amount 20,1

received in the top section of this screen. Click ~ Enter Surname, Firstname

on Add Item if entering more than one form of

text:

[ Search H Cancel |

payment.
Receipt
Receipt date:26/04/2014 |+ | Receipt for MISS JODIE ZANBUCK
5 JEFFERSON ST
Bank to: KO |iae

Payment details

==

Site ID: 0

RANE

Drawer / Name on Card No / Cheque Branch / Expiry
No | Amount | Payment Type Card . Bank . Status
1 $120.00 Cheque Zanbuck Industries 188383 NAB uappy vaLLey [
$120.00
Comment
| Add Ttem | |De|ete Item|
Payment allocation
User | Item

No | Patient Visit Date
No

1 ZANBUCK,... 26/04/20... KO 36 .. Level"C"Sur.. $120.. $50.00

Description Fee GST | paid | Amounf Paymer Account

Due Allocatic No
$0.00  $120... FIVINE 34

$0.00

[ Print previev Copies:1

$120.00 $120.00

| Receipt || Cancel |

3 After entering payment details at the top of the screen you then need to allocate these
payments to the correct visits. This is the lower half of the payment screen called Payment

Allocation.

4 Click in the Payment Allocation column and enter the amount that is being paid for that

visit.

5 Click on Receipt. If you have incorrectly receipted or forgotten to allocate payment you will

be prompted now.
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6 Preview your receipt and then click on Save / Save & Print or Email directly to the

institution.

| Email | |

save | [{Save &Print.

A e P e

Viewing patient billing history
From the waiting room screen:

1 Find the patient record and select Open

2 Select the Account tab to view patient billing history

3 Adjust the filters to view the required details (Display, Show, Invoice to)

Patient name: |ANDERSON Mrs Penny (Penny) | TSt Neither Aboriginal nor Torres Strait Islander |
Date of birth: |04/07/1993 Chartho: | Ethnidty: [chin ]
Status: Active Chart type: [Permanent Refer to: ]
Payer: Self Referred by: ‘
Held accounts: [None \ Expiry date: \

PatientDetails | Nextof Kin $ Accounts § | Visits | MNotes

Display: | By items billed |#| Show: Paid and unpaiditems |+|| Invoice to: Al types {%| | iShow hidden entries
Name Invoice To Practitioner | Location | VisitDate | Selected g:::y ItemNo | Description :‘Eﬂml GST ?:i‘:’; mmt
Penny ANDERS... [l AP Surgery  07/07/2.. (]  07/07/2... |23 Level B Surgery $55.00 $0.00  $45.05

Bulk Bil ap Surgery  05/07/2.. (]  05/07/2... 23 Level B Surgery $45.05 $0.00  $45.05

4 Select Print > Patient History and select the date
range and categories to print the required patient
billing history.

5 Print

The report will be sent to the default printer.

Viewing patient visit history

1 Find the patient record and select Open

Print Patient Account History x

From date: 1/07/2025]

To date: 8/07/2026

Payer category: | Private, Bulkbil, Vet Affairs

Letterhead: The Surgery

[_Jindude all accounts

Print |

2 Select the ‘Visits’ tab to see a list past visits for the current patient.

PatientDetails || NextofKin | $ Accounts § Notes

Visit Date Practitioner Location Item No Status Description Held Non Patient
07/07/2026 AP Surgery 23 Level B Surgery O
05/07/2026 AP Surgery 23 Bulk Bill Level B Surgery O
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Viewing institutional account history / print statements

To view institutional accounts or print statements for institutions:

1 Select Reports > Institutional Statements from the Waiting Room

Select Institutional Payer =%
[ Show inactive
Search text: | Search on: |Code | Search
Code Name Contact Phone Address Suburb Notes
AP AMP 0299066600 AMP Society
W_comp woke [ | JosManst [ [ |
Max. records: | 200 ‘ Select Print Add Edit Delete Close

2 Select the Institutional Payer and click Select. The Institutional Statement for this

Institutional Payer is displayed.

3 Click Print and then select the items to print on the statement, ie All Unpaid or Within Date

Range.

4 A print preview is displayed. Select to print either the current page, or the entire statement.

[ Institutional Statements @

Unpaid accounts for Sherry Billing Inst.

Mame Date Practiioner | Location Item Mo | Fee GST ;T:unt Account No

Loung, D... 29/01/2010 GP Surgery 23 £34.30 sS0.00 534.30 34

£34.30  £0.00  &0.00
Statement letterhead: Statement type: Sort order:
Insane |# | |Details QOnly [# | |Surname B
Address blodk position {mm): Distance from left margin: |23
Distance from top margin: |45
Print | | Cancel

-
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Topic 6 — Online Claiming
Batching and sending claims to Medicare / DVA

Batching is the process whereby Medicare bulk-billing vouchers are grouped together for each
doctor into a bulk claim. Each bulk claim is totalled, allocated a claim number then sent to
Medicare for payment. Use this method if you are batching and sending claims in one step,
usually at the end of the day.

Payment is received as a lump sum according to the total claimed and receipted for relevant
patient accounts. ‘Exceptions’ are when there are errors in a claim, for example an invalid item
number. Medicare will advise of any exceptions and they then need to be amended — either
accepted (eg Medicare paid the correct amount) or resubmitted (eg Medicare did not pay any
amount due to incorrect billing).

Batching multiple Bulk Claims

1 Click on Processing from the drop-down menu bar.
2 Click on Batch Bulk Claims.
3 Click on Medicare or Veterans Affairs as required.

Pracsoft calculates the number of claims required for vouchers that are not already batched.
Details of individual claims are shown on the right of this window. Summary details are
shown on the left. To view the complete list of vouchers in each claim click on Show.

Batch Bulk Claims - Medicare E
Claim details Claim 1 af 2
4 [
Practitioner; AP rumber of vouchers: |4
Location: Surgery Total amount daimed: | $198.90

Claim number: | 40001

| Shiowy | | Process
aurmary
Unclaimed visits: 7
niclaimed amount: $358.70
Minirnurn number of claims required: | 2
| Cose |
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You can choose to print at
this stage by clicking on
Print.

Click Process to process the
batch. You will be prompted
to confirm this action.

Select Yes.

Upon successfully
processing a batch, the
Batching Bulk Claims
window will indicate that the
batch has been processed,
and the Process button will
no longer be available for

-

Bulk Claim Details

Medicare Unprocessed Claim for services provided by IF:

Patient Name Visit Date
o2
16/08/2012
16/08/2012
Camel, Meg 16/08/2012
16/08/2012

Item Mo

721
723
23
732
23

Agsigned Fee

$136.05
$107.80
$34.90
$57.80
$34.90

Mo of vouchers: 2

Total amount daimed:  £371.45

[ent |

this batch. After pressing Yes the red Processed will appear on the screen.

Use the forward(right) or

backward(left) buttons to scroll
through the remaining batches, and

process each one.

Batch Bulk Claims - Medicare

Clairn details

4+ | PROCESSED

Practitioner: AP
Location: Eurgery

Claim number: | A0001

Surmnmary
Unclaimed visits: 7
Unclaimed amount:

Minirnum number of claims required: |2

$388.70

Claim 1 of 2

Mumber of vouchers: |4

Tokal armount claimed: |$198.90

| show |

| Close

e Click Send to send the batch now OR

e Click Close to save the processed batches for sending in bulk at a later time.

Batch Bulk Claims - Medicare

8 Once you have completed processing all batches you can either:

X

Claim details

4 L3
Practitioner: AP
Location: Surgery

Claim number: | A0001|

Summary
IUnclaimed wisits:

IUnclaimed anmounk:

Claim 1 af 2

Murnber of wouchers:

4

Tokal armount claimed: |$193.90

Show

Process

7

$388.70

Minimunn number of claims required: 2

Close |
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Batching Direct Bill Claims & sending to Medicare

Sending Bulk-Bill claims to Medicare

To send bulk billed claims including those that were batched but not
sent in the previous step: This method is useful if one staff member
batches claims during the day and another sends them later, or if you

deliberately hold claims before transmission.

Step 1 — Selecting Claims

From the Waiting Room:

1 Select Processing > Online Claiming to begin the process of electronically forwarding your

batched Bulk Claims to Medicare.

-

Processing Reports  Medical Dire

Banking

Batch Bulk. Claims

Receipt Bulk. Pavments

Cnline Claiming

Cnline Patient Claiming

Medicare Australia Online Claiming / Easyclaim Reconciliaticn

25

File WView Setup

1 Select Claims | 2 Prepare Claim Data

Claims selected to prepare:

|| 3 Print Claim Reports

| 4 Transmit Claims || 5Request Reports

Claims prepared ftransmitted:

Claim Mo | Amount | Practiioner | Provider Mo | Type Claim Mo | Amount | Practiioner | Provider No | Type
ADD21 $371.45 2101221K ADDO3 $41.65 2109111X
| aooos §170.20 AP 123456AF  Medicars
| <] |aooos | s1,840.30 T 2101221K  Medicard
[>] |Ao003 §549.35 AP 123456AF  Medicars
— | anozo §314.35 MOC 2109111X  Medicard
4 L 3 4 L 3
| Nextstep |
Location Id: HS500000 | Close

2 This includes claims that have been batched but not yet sent (and immunisations from

Medical Director) on the left. Any claims that have previously been prepared or sent will be
on the right.

3 When all the claims are in the Claims Selected to prepare list, click Next Step.
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Step 2 — Prepare Claim data

-

Medicare Australia Online Claiming / Easyclaim Reconciliation

File View setup

=¥ CLAIMS SELECTED TO PREPARE:ADDZ1 =

FEEE EMD OF CLAIM{AOOZ2 1): Processing successiul

Location Id: HSS00000

| 1Select Claims 2 Prepare Claim Data 3 Print Claim Reports

=== START OF CLAIM(AQ021): Started processing 16/08,/12 07:32:46 pm
Claim Mo. A0021 has been processed - Total fees = 5§371.45; No of vchrs = 2,

Preparation/authorisation of Claim(s) completed. Check messages above to determine whether to proceed to Transmit stage

|| 4 Transmit Claimzs || 5 Reguest Reports |

Edit | mextstep |

| Close |

In the Prepare Claim Data tab:

4
5

Select Prepare

Check that the correct claims have been
selected for processing

Select Yes to prepare the claim data.
If a claim fails preparation,

¢ Note the reason
Click Edit

Correct as necessary

.

PracScft - Prepare Claims

You have selected to prepare the following Claims for the following
Practitioners

ADD21

IF (2101221K)

Do you wish to continue?

Click Processing > Online claiming and try to process the claims again.

When all claims have been processed successfully, click on Next Step.

Step 3 - Printing Claim Reports

This step provides a detailed printed list (with claim number) of what you are claiming.

9 Click Yes if you want to print the prepared claims or to proceed without printing, click No.
10 Click Next Step
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Step 4 — Transmitting Claims

11 Click Transmit to transmit the
claims. In the Transmit
Claims window:

12 Click the claims to be
included

13 Click Transmit. A message is
displayed saying whether the
transmission succeeded or
failed.

14 Click Transmit Claims

Medicare Australia Online Claiming / Easyclaim Reconciliation

File View

| 15elect Claims

Processing:

Setup

Location Id: HS500000

|| 2 Prepare Claim Data 3 Print Claim Reports | 4 Transmit Claims || 5 Request Reparts

*#¥ CLAIMS SELECTED TO PRINT:AQ021  **

Print | Mextstep |

Print a one page rej

A message will appear to advise if the

transmission was successful.

Transmit Claims

===

List of daims to transmit

Selected | Claim Mo Claim Type Practitioner | Provider Mo | Date Amount

B oo F|zomow ipemi | s

Select Al || Clear All || Transmit H Cancel

h

r

Medicare Australia Online Claiming / Easyclaim Reconciliation

==

File View Setup

| 1Select Claims

Processing:

Location Id: HS500000

|| 2 Prepare Claim Data

**= START of TRAMSMISSION at 16/08/12 7:33:20 PM
Claim A0021 successfully transmitted at 16/08/12 7:33:21 PM
*== END of TRANSMISSION - 1 Claim(z) sent to Medicare Australia

[ 3 Print Claim Reports

4 Transmit Claims | 5Request Reports [

| mextstep |

| Close |
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Checking for Medicare/DVA Direct Bill Payments

Requesting Reports/Receipting Bulk Claims

A request is sent to Medicare periodically (usually once per day) to provide you with exception
reports or payment reports about previous claims you have sent. Reports cannot be requested

on the day you transmit the claim.

Step one: Generate Processing report — then resolve/accept any claims
Step two: Generate Payment report — this activates auto-receipting.

1 Select Processing > Online Claiming.

2 Select the Request Reports tab.

Medicare Australia Online Claiming / Easyclaim Reconciliation

==

Eile View Setup

1 Select Claims | 2 Prepare Claim Data || 3 Print Claim Reports || 4 Transmit Claims

I| 5 Regquest Reports

Claims selected to prepare: Claims prepared ftransmitted:

Claim No | Amount Practitioner | Provider Mo | Type Claim No | Amount Practitioner | Provider No | Type
| Aooos 5$170.20 AP 123456AF  Medicarq
|<] [ao00s  s1,842.30 2101221K  Medicars
[> | |Ao00s $543.35 AP 123456AF  Medicard
| ADoz20 $314.35 MOC 2109111X  Medicars

4 I 3 4 1 F

| Mextstep |
Location Id: HSS00000 | Cose |
Any exceptions you have received but not yet resolved will be visible here.
3 To update this list, click Request.
P ’ q | Re-Request ||| Request ||| Resove || Stetws

Reports are sent directly to your default printer.
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The Processing report will list any (G e s e s e )
exceptions and the reasons for the List of caims
eXCG ptlons Reguest | Claim No Claim Type Practitioner Provider Mo Date Auth Amournt
| W [a0003 |veterans _IMoC___owoix 300512 | $4165)
The Payment Report lists the [C] A0020  Medicare MoC 2109111 16/08/2012 §314.35
amount pald by Medlcare for the I:l ADD21 Medicare IF 2101221K 16/08/2012 £371.45
claims. If you don’t have any
exceptions, you will receive the
payment report and this means the
payment has been made and auto-
receipting occurs.
If you do have exceptions these
need to be resolved, then the
. Claim type: | All ||
payment report is requested. Once vt ype: [ romsra e e o]
this happens auto-receipting will st (8072 O v [Bowz O
occur. -
Request | | Cancel
Request Claim Reports from Medicare Australia
List of daims
Request | Claim Mo | Claim Type Practitioner Provider No Date Auth Amount
F7732 Medicare DMA 23211167 08/11/2017 $1,535.55
F77g3 Medicare GALDRI 46365984 08/11/2017 51,873.35
F7734 Medicare HMA 47254636 08/11/2017 £536.55
F7785 Medicare KATHK 205535WE 08/11/2017 £1,512.80
F77s6 Medicare KJB 2702005L 08/11/2017 52,105.88
F7787 Medicare MGREIS 216574DA 08/11/2017 §329.25
F77a8 Medicare MGREIS 2165740DA 08/11/2017 §27.25
F7739 Medicare MNYQQMNG 007207GW 08/11/2017 51,011.60
FF0 Medicare SAMPAY 4032361A 08/11/2017 51,171.75
F7791 Medicare SRE 412021KE 08/11/2017 £2,405.40
F7r2 Medicare SLE] 0001457F 08/11/2017 £109.30
F7793 Medicare 481115LL Ds,fn,fzm? £2,293.40
I T T I T T Y
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Resolving Exceptions

When there is a variation or issue with a voucher, Medicare calls this an ‘exception’ and they
allocate a code to explain the reason for the variation. All exceptions must be resolved and to
‘resolve’ they must be either ‘accepted’ or ‘resubmitted’. If Medicare has paid you anything (for
example your MBS fees hadn’t been updated and you were claimed an incorrect amount) you
need to Accept. If they have not paid you anything you will likely want to Resubmit.

The Reason Code is used to provide information from Medicare about why a claim was not
paid. If you click on the Reason code the full explanatory text will be displayed. See Service
Australia’s website for a list of reason codes - Medicare reason codes - Medicare Australia

After you have requested your reports and received a Processing Report detailing exceptions:

1 Click on Resolve

| Re-equest | | Request |

| Resolve || Status |

The Resolving Claim Exceptions window is divided into two sections. The upper half shows
claims with exceptions. The lower half shows exceptions to resolve within each claim (with
reason codes).

-

Resolving Claim Exceptions

S

Claims to resolve

Claim Mo Practitioner Location Claim Date

Date of Transmission

25/08/11 12:06:59 PM

Exception lines for daim number A0015

Mame Medicare No | Visit Date Item Mo Assigned Faid Reason Code
Baxter, Lola 2950 04699 1 04/05/2011 00023 £34.90 S0.00 179

Baxter, Lola 2950 04699 1 04/05/2011 00023 $34.90 $0.00 179 =
Camel, Meg 695002536 1 04/05/2011 00723 £107.80 50,00 182

Camel, Meg 635002536 1 04/05/2011 00732 §57.80 $0.00 162

Camel, Meg 6950 02536 1 04/05/2011 00701 $47.60 50,00 1682

Maris, Clive 4950 03096 1 04/05/2011 35011 £40.50 S0.00 124

Harris, Ting 3950 03420 1 04/05/2011 37201 8677.85 50.00 124 -

| Resubmit/Edit | | Accept | | Close

2 In the upper-half of the window, select the claim that contains the exception(s) you want
to resolve. The exceptions for that claim will appear in the lower-half of the window.

3 In the lower-half of the window, select the exception you want to resolve.

Then either:

¢ Click Accept to accept Medicare's exception. For exceptions returned by Medicare
where a partial payment has been made, you must accept these exceptions - you

cannot edit and resubmit them.
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e Click Resubmit / Edit to edit and resubmit the claim.

Resolving Claim Exceptions - -

=]

Claims to resolve

Claim Mo Practitioner Location Claim Date

ADDD3 30/05/12 12:06:27 PM | 30/05/12 12:07: 14 PM

Date of Transmission

Exception lines for daim number A0003

Mame Medicare Mo Visit Date Ttem Mo Aszigned Paid Reason Code
30/05/2012 00023 $34.90 $40.95
Claudius, Cla. .. 30/05/2012 10990 $6.75 $6.90
|ﬁesubmithdit| | Accept | | Close |
L .

Choose Resubmit/Edit if no
payment has been received
and you believe you are
eligible.

If Medicare has paid you
choose Accept. This may
indicate you need to update
your fees in Pracsoft.

4 You will be prompted to enter a comment for why you are editing or resubmitting the

voucher. It is not essential to enter a comment when editing.

5 Confirm that you want to edit and resubmit
the voucher by clicking Yes
The Edit Visit from Claim window will appear.

6 Make any changes you think necessary to
resolve the exception reported by Medicare.

Camment:

7 Click Voucher to confirm your changes.

Verify Resubmit and Edit Voucher,

Resubmit and Edit item number 00023 For Boves, Simon?

Old Medicare Card

8 Click Resubmit /Edit to remove the voucher from the claim so it can be edited and batched

in a subsequent claim.

9 To accept the payment or rejection of a voucher, select the voucher from the Exceptions to

Resolve list and click Accept

10 Once all claims are accepted or resubmitted click on Close.
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11 Close

After Resolving Exceptions

1 Resolve all exceptions listed in your Processing report.
2 Request a Payment report.

3 Auto-receipting will then occur. (If more than one claim has been sent through together all
claims must be resolved before auto-receipting will occur).

Checking the Status of a Claim you have transmitted to Medicare Australia Online

1 Click on the Status tab | ReRequest | | Request | | Resove || Status |

2 Click on the dropdown arrow.

3 Select relevant report.
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Topic 7 — Scanning and Importing documents

Scanning and Importing documents
Scanning (or importing) files is done in MedicalDirector rather than Pracsoft.

Scanning/importing new incoming documents (not yet seen) into the Holding File

Open MedicalDirector and login

1 Open [File] Patient User Tools Clinical Corresponden
2 From the main screen select File Address Book... Ctrl+K
3 Choose Scan/Import Correspondence scan/Import Cerrespondence...,
4 Select the Import button. MDStats
5 Navigate to the file/s to be imported on your Exit
computer
-il File Window Hel_p ; — —
Preview - Bottom - | Full Preview | Clear Filter | Move Location | Document Details |Scan - Import v| Delete | Refresh
Dof reoords,\found. Mote: Filtered columns are marked with an asterisk ()
Date Collecte: - Patient - Subject Description Doctor - Location = Type = Date Created Source W * User -

6 Multiple files can be selected at once by selecting the first document, holding down the shift
key and selecting the last document to be imported.

7 Select Open

O Name Status Date modified Type Size
|@ () Result 1.pat ) 19/02/2024 1214PM  Adobe Acrobat D... 17K8|
‘ (] @ Result 2.pdf @ 19/02/2024 12:14 PM Adobe Acrobat D.., 20KB ‘
‘a [+) Result 3.pdf © 19/02/2024 12:14 PM Adobe Acrobat D... 17 KB ‘
|@ (3 Resuit 4,paf ) 19/02/2024 1216 PM  Adobe Acrobat D... 126 k8|
‘B (&) Result 5 xray.pdf o 19/02/202412:15PM  Adobe Acrobat D... 129 KBl

8 Delete source after file import ? Yes to remove the files from your computer

MedicalDirector Clinical 4.3a - [Scan/Import Correspondence]
B! File Patient Window Help
Preview - Full = | Hide Preview = Clear Filters = Move Location | Document Details  Scan - Import = Print + Delete Refresh
4 of 4 Records
Date Created | /|| Patient ['7] Subject 7| Description ['7]| Type 7| Recipient/Doctor
5/07/2026 Result 1 Document Dr A Practitioner
5/07/2026 Result 2 Document Dr A Practitioner
5/07/2026 Result 3 Document Dr A Practitioner
5/07/2026 Result 4 Document Dr A Practitioner
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9

10 Select each file in turn (or multiple files at once) and choose

Right click on each file in the list > Document details to
assign the Document Date, Subject, Document Location,
Doctor, and Select patient.

either ‘Store to Holding File’ if it has not been seen by the
doctor or ‘Store to patient’ to save directly to the

Document Details X
Date Entered: Document Date:
7/2026 2/07/2026 ENd
Subject:
X-Ray imaging
Description:

X-ray right shoulder

Document Location:
Results Tab

Document Type:
X-Ray

Assigned to Recipient:
Dr A Practitioner

Select Patient

‘Documents’ folder on the patient record. Usually
requires a release mark indicating this e.g. signature,
instruction etc

You can use the Cleanup tools before Storing the documents
under the Cleanup menu if required.

Note: The same process is used to Scan documents direct from
the scanner. Choose Scan instead of Import.

oK Cancel

&f Scan Document SN IS “

File  View | Cleanup | Annotate
B - De-Skew

De-Speckle

Remove Borders

Remove Hole Punch
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Topic 8 - Reports

Each day it is advisable to print a list of appointments for each provider for the next day in case
your computer system is unavailable for any reason.

Print provider appointment list/s

From the appointment book screen:

1 Select the required date from the top of the screen Patient Appointments
2 Click on the Print drop-down menu. For IF - Surgery only
3 Click on For All Shown. For All Shown

4 A preview will appear. Select Print. No Shows

Your appointment list will now print for all clinicians working on the date selected, one per page.

Resolve Uncompleted Appointments

In Pracsoft all visits will remain in the Waiting Room screen until accounts have been finalised.
Therefore it is not necessary to run a report to show uncompleted appointments.

The best way to identify patients without accounts created who have already been seen by the
doctor is directly from the Waiting Room dashboard.

1 Open the Waiting Room in Pracsoft.

2 Look at the Items to bill column for the day.

3 Locate patients without Item Numbers recorded in the Items to Bill column.

Once the patient has been seen and an account created, the patient is automatically removed
from the Waiting Room screen.
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Daysheet report

Use this report to verify all billings are correct at the end of the day before batching and sending
claims to Medicare. A Daysheet report is for reconciling the day's transactions. This includes

visits, receipts and adjustments.

1 Select Reports > Daysheets from the Main menu.

a h WO DN

Select to print for all
practitioner/s and location/s
or a single practitioner/location.

6 Select from the display
options to Show totals, 'Group

3

Select 'Report Type' = Visits recorded from the drop-down list.

Select the 'Date Selection' from the drop-down list (eg Visit date)

Select the 'Daysheet Date' from the drop-down calendar. Default = current date

Report type:

Visits Recorded Practitioner selection

O All practitioners

Daysheet date: W‘ O single practitioner
| pracos: @ s

Date selection: |Visit Date

Location:

Display options
(D) Group by invoice to type

[ Indude adjustments

Dt oo i

by' and 'Include adjustments' if Tme | Povent Practtoner| Locaton | Type  \o"Fee [GST amamt |
H 12:19PM ANDERSON, Pennr AP Surger Bulk Bill 23 §45.05 $0.00 $0.00 4 AR
reqUIred 2 12:20PM ANDREWS,HethZr AP Surger: Private 35503 $221.55 $0.00 $221.55 5 AH
. 3 12:21PM ANDREWS, Anna AP Surgery  Bulk Bill 11306 §22.30 $0.00 $0.00 6 AR
7 Click Export to export the Total AP $288.90  $0.00 $22155
Daysheet to a spreadsheet or
text file format. Click Open and
enter a file name to save the
file.
8 Click Print to send the report to
your default printer.
9 Close
(_JPrint Landscape Export Refresh Print Close
Sample report output
HCN Pracsoft Page: 1
Version 4.3a Run: 05/07/2026 12:28:12
MedicaDirector Samples Database Printed By: AP

Daysheet of Visits Recorded for 05/07/2026 by Service Date
For Services by Practitioner: AP And ALL Locations (adjustments excluded)

;I,::':c Patient Practitioner | Location | Type Il\‘loem
1 12:19PM ANDERSON, Penny AP Surgery  Bulk Bill 23
2 12:20 PM ANDREWS, Heather AP Surgery  Private 35503
3 12:21PM ANDREWS, Anna AP Surgery  Bulk Bill 11306
Total AP

Fee

$45.05
$221.55
$22.30
$288.90

GST Amount ::u:unt User ID
$0.00 $0.00 4 AP
$0.00 $221.55 5 AP
$0.00 $0.00 6 AP
$0.00 $221.55
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Keyboard shortcuts

Keyboard shortcuts for Appointment book and Waiting Room

APPOINTMENT BOOK WAITING ROOM

Key Action Key Action
F2 Find patient’s appointment F2 Find patient
F8 Next 4 weeks F3 Add patient to Waiting Room
F9 Today F5 Record Visit
F11 Next day F7 View patient details
F12 Next week F6 Add new patient
Shift+F5 Find next appointment Ctrl+R Refresh
Ctrl+A Add “Fit In” appointment Ctrl+L Log off
Ctri+W Add patient to Waiting Room
Ctri+l Open patient in Clinical / In Consultation
0 Ct}I+G T KAark ;';étic;utvas Gor;e - T
Ctrl+Enter Create non-patient booking
Ctrl+Insert Cut appointment
 Alt+Insert Ciopyiapprointme;ti o e
Shift+Insert Paste appointment
Shift+Delete Delete appointment range
Shift+Tab Switch between search p_anes in
Patient Search
Additional Navigation
¥ CtF+Pa;e VUpA Previous day
Ctrl+Page Down | Next day
__ Ctrl+Home | First appointment in view |
Ctrl+End Last appointment in view
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