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Section 1 — New user setup guide

Program Setup Wizard
Click HERE to watch video

Getting Started & Program Setup Guide

=

Diary DataEntry Setup Accounts Batches Reports Labels Housework | Services
HICAPS Diagnostics (F3)
@ smevonizeicars

Restore Backup ZIP file.
certified Editor

. = Setup Wizard
Enterprise Version o o

Version 9.0.0

eNotes Upload Patients File

User ‘ppmp’ on computer LISA-PC connected to PMPDATA on (LOCAL). (gfefile oermecry

Telephgfie : 1300 784 908
Facsjphile : 1300 784 906
Enyfail : info@ppmp.com.au
‘ebsite : www.ppmp.com.au
Physiotherapy

Support deskis open Mon-Fri from 8:30am to 4:30pm AEST
Current Melbourne Time :  11:58 AM

e On the Main PPMP® Screen click on Services
e Select Setup Wizard

SoudstartWamd &

| Instructions Staff | Task List

Click on the button.

Staff

“rou will be taken to the
Staff Setup window,

Flease enter the names of
the practitioners yvou wish to
be able to make
appointments for and kbill
work. for in the program.

Ga To The Staff Setup Window

e The above window appears
e Click on Go to the Staff Setup window

e Click Add New

Page 6 of 232
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Details |.“ ider Nos | Appointment Types | 1st Available |

Staff Mo, 4 Currently employed

Mame Mickey Mouse

Mame ta show on accounts Mickey Mouse
Mame to show on the diary Mickey

Login Details :

Login Mickey
Pasgword ~ |mwes=x
Uszer Security Level Mo Restrictions [v]

Charge Types Uzed [optional] -

Far treatments | Cloar Charge Type
For Other Charges [v] Selections

o Enter their FULL NAME & and the name you want to show on the diary

=)

e Click Save (save the changes)
e Click Yes

Details | ink t Types | 1st Available | Tyro Payments |

Treatment Location
Rooms [v] Save Provider No Details

Payment Method
- Save Provider No Details
Not P Method Specific [v] To All Payment Methods

Provider No : 241310 A

Hicaps

Provider Group Type | Physiotherapy

{:} I Yiew Hicaps Item MNumber List ]

Service Type Code 5 - Specialist

Tyio
Service Type Code S - Specialist [V]

Medicare Online :
Claim Type : D¥A Allied Health

Claim Service Type : | J - DVA Allied

Address

Click Provider Nos Tab
Enter Provider Numbers

Save Provider Mo Details

To All Payment Methods

Click Save Provider No Details to All Payment Methods

Click exit
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Mext Task

e Click on Next Task

B Quick Start Wizard

| Instructions

Tick the practiioners that
need an appointment
column on the diany.

Arrange the narmes (using

the Up and Down buttons),

inthe arderyouwantthese

columns on the diary. The

top name will become the
left most colurnn.

YWwhen you are happy click
the Sawve Diary Setup
buttan.

| Task List

v Sam

| Bradley

v [ Brenda
Mickey

0l (U nspecified)
Mandy
Gil Zimmerm
JOHM TEST
DENT
PHYSIO
ABLC

Diary Practitioners

Save Diary Setup

Previous
Task

INext Task{

e Select the Practitioners you want displayed on the diary

e Using the Up/Down buttons put them in the order you want them to appear on the diary.

¢ When you have the columns in the order you want

Save Diary Setup

e Click on Save Diary Setup
PANECT
2nter
L or ‘ppmp ME This cpuld wipe clear aII_diaries. You should ONLY do this if you don't have
any work in the diary you wish to keep.
Continue?
I nero
1
Facsimile : 1300 784 906 ‘J'l'il
Email : infi mp.com.au
AUSTRAL
Il'urr_-in'lll'lnrﬂnur Website : www.Dpomp.com.au PHYSIOTHER)

e Click Yes

Page 8 of 232
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Diary setup saved.

Talonmbhona = 120

e Click OK

e Click Next Task.

E Quick Start Wizard =
[ Instructions [#] Diary Times Listing ’T
Editthis list of times which
will appear down the left F—— :
S?E;JB of the diary. WF Insert Raw
315
Use the Insert and delete - am
" 9 30am Delete B ; ; -
buttons to add extra lines or G dEam S C Ol Diary Times Listing
take outlines. 10:00am =
. . 10:15.
The diary will hawe one row 10.3022
{line) for each time line. \We 1 0h45am
suggestyou leave a blank ‘I‘I:DDam
line atthe top. 11-15am
B e B 11:30am Your diary will have
Click Sawve Times List 11:45am 37 lines [rows).
hutton when you are happy. 12:00pm
12:15pm
12:30pm
12:45pm
1:00pm
1:15pm ious
1 Task

e Diary Times List — using the insert or delete buttons - setup your diary times

e Click Save Times List.

Diary DataEntry Setup Accounts Batches Reports Labels Housework Services Help

®—HCAPS—O

ertified software CONNECT

Enterprise Versio

User ‘ppmp’ connected to PMPDATA on {loj FAULT}

Diary times list save.

Partner of:

PPMP: = Wy

Email : infi mp.com.au
. ) AUSTRALIAN
Physmtherapy Website : www.ppmp.com.au pHYil‘,%IJ'?m‘TJPFI

e Click OK



Click Next Task

o Tao The Fees & Charges

Setup Window

Click Go to the Fees & Charges Setup Window

Payment Method Set-up

Payment Method list

T — ]

List 5etu,
Mormmal account layout.
M Homal  [P8

? Waorkcnwer

Click on the set up button for Payment Methods

List Setup ]

Click on List Setup

Available Payment Methods List Management

CRS
Uninsured
Private
Workcover
Medicare

DVA
INJURYNET
COMCARE
3RD PARTY

Add or delete Payment Methods

Click Add and make your own payment methods list (e.g. Private, Workcover)

Page 10 of 232

Move these into your order of preference by clicking on a Payment Method and using the up down buttons to

move it up or down the list
Click Exit
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Payment Method Set-up

AL Private Landscape

Hormal receipt layout,

Ad Compenzible
A5 Private
A5 Landscape

= This Payment Method hist uses
Clazs Packs

Page 11 of 232

e On the Payment Method Setup List select the Account and Receipt Layout designs you would like to use for each

Payment Method
e Click Exit

PPMP

f - . The normal print leyouts used by the ourent payment rethod has

changed. Do you want to save this chlnge?

e Save the changes.

e You are now ready to insert your Fees and description and build your list of charges.

W Fees, Payment Methods Set-up

e Select the Payment Method

e Click Add New
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Itern Code [if any]| 500
Medicare Code | 10960

Description Initial Conszultation -

Don't save

Mormal Fee § 115.00 Other 1 103.50 Requires GST F1
Expected Rebate 0.00 Other 2 100.00
Dizcount 105.00 Other 3 60.00

[J1s a Class Pack ltem

e Type in Item Code, Description and Fee

e Click Save
e Continue this process until all your fees and charges have been entered

Rooms
Home Visit

Home Visits Y. <- Set-up ‘

Remembering to do the same for different locations (if required)

| Treatment Location
[ )
e Click Exit when you have finished this process.

Click Next Task

3o ToAddress & Practice Infnl

Setup

Click Go To Address & Practice Info Setup

oetup the Address Llp31

Lizt

Click Setup Address Types List to set up your contact details for referrals, work places, insurance companies etc.
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Address Types Management

Doctors |

Referred hy
E mployer

Insurance

e Click Add and Enter different List Headings

Hew entrp title

Other

e Click save

Page 13 of 232
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Doctors
Referred hy
Employer
Insurance

e Use the Up & Down buttons to put these in the order that best suits

e Click Exit

N Addresses Management

Add L] t | Add Labels and Mailouts | HICAPS Re:
Address List Type List Title
Referred by M ()] T
Doctors Address
Referred by
Employer
Insurance .
Other EEe Ealutatlon,

S —— — =

e Select List

e Click New Entry

Dr. Scott Phillips

e Inthe “To” line — enter the name as it would appear on a letter or envelope

List Title | Phillips, Dr. Scott

e Inthe “List Title” — enter the name how to appear on your list

(Lastname, Dr. Firstname)

e Add Address information and anything else here you need.

Page 14 of 232



™ Addresses Management

Addresses Management |Addless Labels and Mailouts | Report Header |

Address List Type List Tite | Phillips, Dr. Scott
Doctors M 1 To Dr. Scott Phillips
Address List Address E:LE::; 0z.
Goofy, Dr_ Melb, ¥IC. 3079
Phillips. Dr. Scott

Reid, Dr. Brenda 3 alutati

Smith, Dr John Sa D Phillips

Delete Provider No | 123456MM

Phane + 1300734908

Contacts
Setup the Address Tupes 1300784906
ki 0402485786
Motes info@ppmp. com. au

e Click Save

e Continue this way to build your address lists

W Addresses Management

Add M | Add Labels and Mailouts |

Practice Name: PPMP

Address: Po Box 102,
Ivanhoe,
Melboumne, VIC. 3079

e When lists are complete click on Reports Header Tab
e Enter in your Pracatice Details

e Click Save & Exit

e Click Next Task

[Cray)
aH
Fax
Mabile
Ebdail

Page 15 of 232
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Instructions

This concludes a Basic
setup.

On the Setup menu there are more

All of these setup tasks and optiones for the tasks covered here, and
others can be accessed other setup ogtions not covered by the
fram Setup on the main Quick Startizard

menu of the pragram. .
You will want to use these to fine tune

your setup (for example, if relesant,
adding Provider MNumbers to your staff
list).

Please call if you need help at any
stage.

Close \Wizard

This concludes the Basic Setup
Close Wizard

Task List

Cloging Meszage

Page 16 of 232
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Section 2 —Additional services

1 DVA Procedure

Before we start...

Dy DataEntry | Selup | Accounds  Baddhes Reports  Labels

Ly Leree

*
[ re s wminin 3

HoESEwEE  Seraoes  Hep

‘Change the Standard Pees + Charges

Add Stode
Acount ard Recept Frinbng Sehup

Enterprig =

e Goto Setup
e Fees & Charges

Ihem Mumber Fees Lists
Eeep Cusrent Chents On Cument Trestment Fees
Mz Al Onby The Currend Tresiment Fees

e Change the Standard Fees & Charges

Eapment Method Entries list

Medicare [el] Physiotherapy Consultation Item 10

Treatment Location

Rooms Treatments ~

LCharge Type

Treatment Charges ~

Add new

ltem Code if any Diescription
Physiotherapy Consultation Item 10960
Medicare Code

10960
Marmnal Fee § 72 .00 Other 1 0.00
Expected Rebate 0.00 Other 2 0.00
Discount 69.00 Other 3 0.00

[11s a Class Pack Item

Import Another Fees List

E xit

Edit

Delete

Requires GST [ |

e Under Payment Method select DVA / Medicare
(If you don’t have them already — Add New Payment Methods called Medicare & DVA or Veteran Affairs)

W Fees, Payment Methods Set-up

Payment Method Entriez list
- Set-
DVA [%] [<- Setup l cnuauoanzu

Treatment Location

Rooms M

LCharge Type

Treatment M

Import Another Fees List

Delete

Add new

Item Code if any Description
Std Consultation (PH20)

55.00 Other 1 0.00
Expected Rebate 0.00 Other 2 0.00
Discount 0.00 Other 3 0.00

[J1s a Class Pack Item

Requires GST [ ]

Page 17 of 232

e Make sure ALL Medicare & DVA Payment Methods have the correct information entered (including Item

Numbers)
e Click Exit
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Setting up staff

Diary Mﬁﬁhr.ﬂmlmﬂ- Batches Reports Labeis  Howsework Services Help

Liger Licenoe U
Fees + Charges Setup

v

Ancount and Recspt Printng Setup

o Addresses
Enterprig s
Vergion 8.12.0 ] Computer Ressunos Lisags
Go to Setup
Staff

Skaff List

certified software CONMECT

(%) Show employed staff only

T

) Show all staff

-—

Details | Provider Nos |Appointmenl Types | 1st Available |
Treatment Location

1 |Hooms
Payment Method

2 Dwv.A

HICAPS Group Item Type

Physiotherapy

B W

Provider No : 0718645y

Medicare Online :
Claim Type : 5 DV A Allied Health

Claim Service Type - 6 J - DVA Allied

Address

Suite 118. 40 Burgundy Street
Heidelberg. ¥IC, 3084

T

[Save Provider Mo Details

Sawve Provider No Details
To All Papment Methods

E B R

’ Yiew Hicaps Item Mumber List ]

(1]
[ie]

Select the staff member from the list
Click Provider No’s TAB
Select the Treatment Location — 1

(These steps must be repeated for each Treatment Location)

Payment Method - 2
Select Hicaps Group (Physiotherapy) - 3
Enter the Provider Number - 4

Under MedicareOnline — Claim Type - select DVA Allied Health - 5

Claim Service Type — Select - J-DVA Allied - 6
(Unless your Profession is actually listed)

Press Save Provider No Details to All Payment Methods

Repeat for each Staff Member & each Treatment Location

Page 18 of 232
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1.2  Setting up DVA clients and verification

Open client file

Client Dot

Tathe e

Surname JOHHANNA
Fiurst Namo Tim
MiddieN ame

[ 63 D
Addioss Axocs Dot
Emmadt

Comments etc

~ | Gondes
Deos. = M JOHHANNA
Diary Name JOHHANNA TiM

M ale

Postcode 5253
FPenswone: No.

Safety Net

Veteran Alfass No.

Modscare DVA use ONLYY
Subust> Avoca Dell

Health Case Card No.

20873

Exit Edt AKX Info Ensodes Letters/Emal efNotes Attendance Noftes Physo Notes Printouts Sasic Detals
Moin Detads More Detadis Motes (Empty) More Addgeszes SMS History

Packs

e Enter in ALL Client information

e Enter Medicare DVA requested information (Suburb, Postcode & Veteran’s Affair Number)

B3 Medicare Online Verification Selection
[

Select Option | Patien Vesfication Fesults | Vessran Verication Resub

@ [Onlne Veseran Viesscation|

Subimat

 Onkne Patient Verficaton - Patent Veilicaton Medicare

=)

e Select Online Veteran Verification

e Click Submit

PPMP e —

[E3[m=—

Are you sure you wish to submit this werification to Medicare Online?

e Click Yes

B Medicare Online Verification Selection

Contacting Medicare..... please wait

e Your request is being processed...please wait

Page 19 of 232
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w Medicare Online Verification Selection

Mg ane Slabus bnfomeation

Mt e Slaturs Cont [0 - TPt bk Fubd Buieiny Coommgubibind doaCad by

Wit o S ppen Fateort Dot

Wistesar Casd Tpges

e Check the Results (The task has been completed successfully)
e Click Exit

If there are differences between the data you submit and what Medicare have on file you will get the below screen

w Madicare CPalise Verificarion Selectisn

Fonlacct hphion

Fappant Slstun Indeuton,

[Flapoat Siwhus Coude 0 - 1 Lask Pan B compisted pacce shully
1mmu-uﬂnmsm1¢m

Bl et die S bboraatan

mmnmmm_-ruwmmwmmwu-mmwuﬁ
nderdded Pleaie chech the ridrmator sohured ared ugdate poos recoedh

o e Seitem Patant (et
Firpl P omesr

e Click Update Patient Details

Confirmation

\'q?_) Update client record with the information returned from the Medicare Online System?

T | T

e Click Yes
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EMEl Edt A Info Episodes Lethers/omad eMotes Attendance Motes PhysioMotes Printouts Das: Detads Packs
Main Details | MMoe Details . Holes [Emptp] More Addp SMS5 Hi

Titbe: My w| Gender  Male ] Cliert® [ 20873

En"'m""_t__"-' Mr JOHHAHNA Phone Waork

Diiaay Hame  JoHHANMA TIM Home
Surname 0 HHUAMNIMLA 3
First Name  TIM o

] cone %)

Complels
Suddress

0 Thiz record has changed. Save the changes? (Cancel = don't exdt)

L]

|
| | ) | il

Sty Avoca Dell
Postoodes L5253

Pensioner Mo

Safely Hel

Health Case Caad Mo,

WVeteran Allairs Mo, S AnnESHE

I ek e ' il as o I

e Close Client Details screen and save changes

1.3 Treatment charging, recording and transmitting the voucher

(E’ Appointment (F&)
rfél Treatment Charge (F7)

e Right click on Client Name on Diary
e Select Treatment Charge

IClient Name -Tim Johhanna AJC No 20905

Date Item Code Efeare Description (ltem Number) Fee MNormal Fee GST  Total
12/07/2013 PHZ0 Wid Consultation (PH20) 56.00 56.00 0,00 55,00,
Start Time (24hr) Duration hh:mm

] Add G5T Reverse GST status -

Standard Entries

. . Sid Consultation (PH20 )
Click For icare Benefit {MBS) Extended C. ltation (PH30) Show standard sntries
Accept
l Accept ] l Cancel Accept + Pap l Additianal Charge Accept + More
Ivpe of charge Treatment location Patient episode involved Payment Method Used
[Rooms [y [] Uninsured
New Treatments Hospitals CRS
Home Visits Practitioner Private
John ] | Medicare
D.VA
Eees scale INJURYNET
Nomal = COMCARE
ermal i 3RD PARTY
View Client Record

e Make sure there is an Item Number under Medicare Item #
e Treatment Charge as normal
e Click Accept and Pay
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From the Payment screen

Payment

Epiiods Maw opisodi - aot used yot

Double Click in the Paying field

Medicare

Medicare DVA Claim

e Click on Medicare DVA Claim

w0 Mpdicare Online VA Paperipss Streamiined

[#lanzans (vl Te:

H
g

ovideid Submesseon Date Piocessed Date P,

The above screen is the Main screen. This screen allows you to:
e Search (existing Claims)

e Create Claims

e Delete Claims

e View/Print Reports

i

Page 22 of 232
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Crngtion Date From ; [Flameems (sl To: 1102203 |
Claerit
Frasctitions: Unigecied) !
Subwitted Duate From (] » To: 1AOE2NE (=
Fuusmssed Fagel Fun = e To: | 1102203 | Sqmmmi::mmln
Pagenert ot From (] sl To: | 11.022M3  [w
Submassscn Dale Piocessed Date P
Wintres il Wigmathuni
Procert P,
e
Fieperts
Wiesy Claim Paocess
Rt
Viewr Claan Payment
Flegpat

e Under Claims, Click Add

"W Medicare Online DVA

DVA Elaims] D& Clairn Dietails ]

Search Criteria :

Creation Date From : |05/D?/201 3 : | 12/07/2M3
Clairrt
Claim Type :
Practitioner | [Unspecified)
Subritted Date Fram : |Osoroma [w] Te: 124072013 Subrmit Claim 1o
Processed Report From : |DDS#D?#2D1 3 : | 1240723 kedicare
Payment Repart From |Oosrorznis [se] To: [12/07/2m3
e /’—\
DateCreated i )
12Jul 2013 ADDDEE® | 24131014 " | View Clisnt Voucher
Retrieve
Processz/Payment
Reparts

Wouchers
Claimit VYoucher#t | Patient Name Veterani
Views Claim Process
Repart
Services
Claimit Youcherlt |Servicelt  ServiceDate X X
View Claim Payment
Report

e A New Claim will be added
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Youchers

Youcherf Patient Name

Add

Delete

e Under Vouchers, Click Add

Page 24 of 232

I
5. Medicare Online DVA

[ Claims ] DVA Claim Delails\|

Medicare Claim Type : |0 Alied Hzalth

Patient Family Name -

|11f’0411 376 Vl *

Gender
|7 = tale £ Female

Patient Date OF Birth [ddAmm. Ay ©

Medicare Claim Service Type : IJ - DA Allied ;I *
—Youcher Details :
Youcher Id : |1
Patient First Name : | =
|GEBRIEL, -

Patient Address Locality I

Patient Address Postoode : |304D

“eteran File # : IW -
Practitioner [&ndrew Hahne

Servicing Pravider # - W x

™ Service rendered in hospital?
I™ white Card holder?

Accepted Dizability Description : I
™ Include Refenal/Request Detail:

— Service Details :

Service [d: |1
Diate Of Service [dd/mmAmyy] : IDE;"DSQD] & af I *
Item # : IF‘H2D -

7E.00

Charge Amount [$]:

Distance Kms :

Service Tet:

Account Reference # :
Admizsion Date [dd/mm ) : |_1_'_'fns;nsx2m 5 b

Dizcharge Date [dd/mmpppy]

—

Equipment Id :

Mo. of Patients Seen: I_
— r

Mo, of Teeth: Tooth Humber :

Upper ar Lower Jaw Type : I j
Optical Restriction Override : I LI
Self Deemed Service Type : I j
Time of Service [hh:mm 24hr] - foonon >

Time Duration [in 15min intervals] :
I Prowision for second medical grade foobwear?

[~ Practitioner attended patisnt on more than one occasion oh same day?
I~ Service part of a multiple procedure?

Save & Go Back | Cancel

* Mandatory Field

e All sections marked with * MUST be entered

Feferral Period -

!:Kefe rral Frowider # :

2054781 I

Subrnit Claim to
Medicare

Retrieve
Process/Payment
Fieports

Wiew Client Youcher |

Yiew Claim Process
Feport

iew Claim Payment
Feport

o |f the above 2 fields are filled in — DELETE contents (unless the client is a WHITE CARD HOLDER)

Sawve & Go Back

e Click Save & Go Back
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™ Medicare Online DVA Paperless Streamlined

DA, Claims Unsubmilled} D& Claim Delails]

Search Criteria

Creation Date From [¥l7 A2emz [w] To:[1anzemz (v
Practitioner : ‘ [Unspecified) M
Submited Dae Fiom: O7 Az ] To: 14120202 (]

Frocessed Report From : \I:Imz,'zmz Ml To: ‘14.1‘1 2/2mz ‘l”

Fayment Report From : “:|7j121‘2012 Ii]l To: ‘14,‘1 202012 M‘ Search

Claimsg

Subrmit Claim to
Medicare

—

A
)

DateCreated Claimit PayeeProviderit | Submission Date Processed Date Payment Date Ad

14 Dec 2012 |AD354@ | 24131014 iew Client Vaucher

Delete

Retrieve
Process/Payment
Vouchers Repots
Voucher# Patient Name
1|Daphne, Desmond TX900408
Add Wiew Claim Process
Report
Services
Vouchert Servicell | ServiceDate X
1]23/09/2012 35 311438 Vi E'Ff'efggfymm

Add

Delete:

e We have recorded 1 Claim (contains 1 service/1 voucher)

Submit Claim to
kdedicare

e Click Submit to Medicare

Are you sure you wish to submit this claim to Medicare Online?

]

e Click Yes — you will receive natification that it has been sent.

NB: Please note PPMP allows you to create a claim with multiple vouchers and multiple services within each
voucher. However we HIGHLY RECOMMEND one voucher per claim for auditing and maintenance purposes.

1.4 Record white card holders

On Client Details Screen

Veteran Affairs No. stgl]l]ﬁﬁﬂ

e Insert Veteran Affairs No
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[ Client Details

Exit Edit A/CInfo Episodes Letters/Email ¢

Main Details | More Details | Notes (Empty)

e Click More details

White Card Holder? [v

e Tick White Card Holder
e EXxit & Save Changes

s | Karen's

. Actions Records Find Options Refresh Print  Classes ToDo Lists Waiting Lists  SMS #

[t Month | € Waek | ¢ Day | w0 | Fr Day»  Wesk>  Moath >
John (1) Sam Mabel

9:00am

9:15am

9:30am =
9:45am 1 =4 Appointment (F&)

10:00ar % Treatment Charge (F7)
10:15an Johhanna Tim Mote In Diary (Ctrl+N)

e Treatment Charge the client

:Ciient Name -Tim Johhanna

Date Hem Code

Stant Time (24hr)

290203 [PH2O [

Charges oo | 2
AIC No 200085
Medicare llem#  Description {Hem Number) Fee  Mommal Fes GST  Total |
Std Cansultation - s [ 5500 | om0 [ 550

Duration hh:mm

—

[~ Add GST Rovarse GST status -
4 keep same total charge

Smndard Entries

Click For Medicare Benefit Schedule (MBS) | !%itial Consultation
Std Consultation
Extended Consultation
Accept | Cancel | Accept + Pay |

apt +
Additional Charge

Accept + More

|
|
|
|
|
|
|
|
|
| Traval
|

More if adding Travel)

o Click Accept & Pay (or Accept &
Paymant - —
Chesthic. 20905
| tiame Jskhnnna Tim
Dt _Duscription © Amount  Unpoid
29/112013  Sid Consuliation 55.00 5500
| by Tonls |
Edit Entry Peying Samo HIGA-I"S} ‘
I = I Claim HICARS
. }
EFTPOS Paymont fuoin HIGAPS

- =3
Epitods [Bock =]
| Paying Practtioner _DVA Claimid(s)
55.00 Joha
seon | 5500
Misdican
Madicars DVA Claim
H

Cancal MICARS

Transochons Exit

e Double Click in Paying Field
e Click Medicare DVA Claim

Page 26 of 232
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Claimz

DateCrented | Claim# .Payeepmuidanl' 'Submigsion Date Processed Date -Paymanl Date  Claim Type 'Note

DVA Allied Health | | el

e Under Claims — Click Add

ouchers
| Claim# Youcherd  Patient Nome Veterand

e Under Vouchers — Click Add

r
£ Medicare Online DVA =

D4 Claime | DWA Claim Details
Service Details :

Medicare Claim Type : |DVA Alied Health Service [d: h—
Medicare Claim Service Type : |J - DV allied j * | | Date 0f Service [ddmm ] : ’Wl *
“oucher Details : Item PH20 =
Voucher Id: ! Charge Amount [$]: [f500
Patiertt First Name : [DaviD * | | Distance Kms : [
Patignt Family Mame : |GABH|EL' * | | Sarvice Taut:
Patient Date OF Bith [dd/mmAwyy) : | 11/04/1576 =
= - Account Reference #

Admizsion Date [dd/mm ) :

Patient Addiess Locality : | Dizcharge Date [dd/mmpppy]

Patignt Addiess Postcode : |304D

‘eteran File # : [\ RET 432 = }
Equipment Id :

Practitioner |Andrew Hahne =

Servicing Provider # : 12345660 =

Mo. of Patients Seen:

I~ Servi dered in hospital? ,_ ’_
er\.flce renderssin hospla Mo, of Teeth: Tooth Humber :
¥ White Card holder?
Upper ar Lower Jaw Type : | j

Accepted Dizability Description : |HAMSTR|“G
Optical Restriction Overide :
I Include Refenal/Request Detail: P SRR | j

Self Deemed Service Type :
Time of Service [hh:m 24hr] -

Time Duration [in 15min intervals] :
[ Pravision for second medical grade foohwear?

[ Practitioner attended patient on mare than one occasion on same day?
™ Service part of a multiple procedure?

* Mandat Field .
Sawve & Go Back | Cancel | andatory Fie

e White Card Holder should be ticked

e Accepted Disability Description should be inserted (this information will be taken from Episode screen ->
Presenting Problem)

e Tick Include Referral/Request Details



PPMP PROCEDURE MANUAL

Accepted Dizability Dezcriphion ©

v white Card holder?
[HAMSTRING
¥ Include Referal/Request Details

R equesting Provider #

Referral Ovemrde Type

R eferral Period

R eferral Period Type

Feferral Provider # :

-]

=]

!
—
!

|238041 A

e Tick Referral Issue Date

e Referral Period should be inserted

e Referral Provider Number should be inserted

e Make sure ALL * Fields are filled in
e Click Save & Go Back

Subrmit Claim to
Medicare

e Click Submit to Medicare

1.5 How to record travel - Km’s

NB: DVA do not pay the first 10km’s.

When recording Travel ADD it to the same Claim & Voucher as the Treatment

Actions Records Find Options Refresh Print Classes ToDo Lists Waiting Lists SMS Apt

<Month | <week | < Day | 20/m12013 | Wed

| Cray > I Waek > I Mo

John (1) (1) Sam
9:00am

Mabel

9:15am

9:30am |$-JOHHAMNMNA TIM |-

Sl Appointment (F&)

9:45am

[& Charge (F7)

10:00am Mata Tr Mises (O848

e Right Click
e Treatment Charge

Choose A Client Episode

[No Episode Selected]
Back

Shoulder

e Select Episode (if requested)

Page 28 of 232
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[Client Name -JOHHANNA TIM
Dt tem Codae Madi

AJC No 20873|

Pamd Do Ham Mumbar) Ean
|2|l.|'1 1f2013 PHZD Sid Consuliation S5.00
Su?rt Tima (Z4he) FJuIdion hehcrmen Cadd GS1

Standord Enries

Initinl Consultation
Click Fer Medicare Benefit Schedule (MBS
Extended Consullation
Trewel
Arcupt | Gancwt ] [ Accept » Pay ] [Mamt = ga] [ Accept = Mo ]

e Click Accept & More

d
d
d
|

(Or Accept & Additional Charge if Travel charges are on your Item No Fee Lists)

[Cer Mo T Jobbarea  AK: No 1464]

Dl Rem Cade Wodrcnes Bl [empios
e Kl L T

St Timar (488] Iuantsan kb mmn

Charge for Travel — making sure you have KM in the Item Code
— —— —

Payment “ e =
CleeiMa. 20905 Episode [Back =]
Hame Johhanna Tim

Date Description Amount  Unpaid Paying Practitioner DWVA Claimld{s)

2711172013 Sid Consultation 55.00 5500 55.00 Jokn

FTMA0TE Tesvel (@76 conte per km - owver the firsl 760 7ED John

it Entry | by Totals B2ED £5.00
HICAPS Medicars
Edit Entry Paying Soma H
Clnim HICAPS Muedicare DVA Claim
Erint Account | Paying All | H
H Cancel HICAPS P |
EFTPOS Payment Ouote HICAPS Transactions )

Exit

—
e Double Click in the Paying Column to record the payment for the Treatment
e Click Medicare DVA Claim
Claims
DateCraated Claimi PayeeProviderf Submission Date Processed Date  Payment Date  Clawn Type HNaota "
[

Click Add (to add the claim)
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Vouchars
Clevim Voucherd  Patient Name

e Click Add (to add the voucher)
e Make sure all * fields are filled in (don’t forget to delete Referral Period & Referral Provider #)
e Click Save & Go Back

Cresdcn Dude From: nAan) =] Too [HA101) -

e DO NOT SUBMIT TO MEDICARE
e Click Exit

e Back on the Payment screen
e Double Click in the Paying Field next to Travel charge
e Click Medicare DVA Claim
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Select the same Claim/Voucher
Under the Services Claim - Click Add

[term # : Kh =
Charge Amount ($)

Distance Kms : 20'

e Make sure Item # has KM

e Remove the Charge Amount

e Insert TOTAL Distance Kms (DVA will pay less 10 km’s)
e Click Save & Go Back

Services

Claim# |Vuuc:her# |Sen.|ri|::eiL |SENiceDate | Item#| Trans#

ADDY5E 1 221112013 PH20 313600

AD035@ _‘

Note the service (2 = Km) has been added to the same voucher / claim as the original service fee

Submit Claim 1o
Medicare

Click Submit to Medicare

1.6 How to record stock

NB: DVA ADD GST TO THE STOCK ITEM AT THE TIME OF PAYMENT
When recording Stock ADD it to the same Claim & Voucher as the Treatment

Actions Records Find Options Refresh Print Classes ToDo Lists Waiting Lists  SMS Apt
<Month | < wWeek | < Day | 2001172013 I Wed | Day> || week> | Mo
John (1) (1) Sam Mabel

9:00am
9:15am
9:30am |$-JOHHANNATIM ra™, et (re)

9:45am [
— & Tr Charge (F7)
10:00am, | Rinta Ta Pineu  (Coelatiy

e Right Click
e Treatment Charge

Choose A Client Episode

[Mo Episode Selected]
Back

e Select Episode (if requested)
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ienit Name -Mi Mouse,  AIC Ho 21
Date Iwm Codi Madicarn temid Deacription (em Numbar) Een  Nomal Fes asT Total
Bz P It Coneutiunon an | 6w o 6
Lohopind) e 2l Add GST Ruversa GST status -
i : [ —
Standard Entiies
Click For Medicare Beneft Scheduie (MBS)  PH0Superised ndiitus Aquac Pysiotherpy
PHEN Stnndurd Conrulinhon

PHET Group Hydrathoengy

PHI Extended Consulintion Hamae
PHI Extended Consulintion

PHET Physio Trostmaont Aids

Accupt Concel Accupl « By

Accupl «
Additional Chorge

e Click Accept & Additional Charge

[MEB Only enttims with & doscription arn resrdod)

Date Code Duscription Fee ¥ MNetTol  GST  Towl MedicarsCode
| L
Elank this line. (Line 1) iFandard charges WView AJC Hist
{Pg Up) {Pg Down} Total + GET =

e Click Standard Charges

P Schedule Payment .
Description MedicareCode
[s8 Stockings - Small $35.00  $0.00 PH34 I &l
e Select Item from list
e Click OK

NB: DO NOT ADD GST TO THE CHARGE AT THIS STAGE
(if GST is required you need to add it AFTER you have submitted to Medicare as they add GST to your total billed)

(ME Oty antrins with & descriplion ane recorded)

Dty Coda Description Fas ¥ HotTeinl GST Tatal
siflzreme 55 Sinckings - Small 135,00 .00 PHYA

Blonk this line. (Line 1) Standard chorges hirw AJC Hist Gl 0 guabs non 35000

Pa Up) (Pg Down) Total « GST = 3500
Stalt List Tupn of charge Tensimunt Localion Payant Method Client Episade
rspecing s [TTTSS  Guner!
Harpital Insurance

Clare Hamn Wisits Vet Adinies | decaption) |
Graichen Watkeznar

OVA, Groups EPL - Madicarn

dulit Hwnur Sinn

dudy Invesican WP Ok - Bncsipt
iR Acrounfinaurnn cn

e Click Accept (OK)
e OR OK (receipt) to go straight to payment screen

Back on the Diary — if you chose Account (OK)

Pack Sale e
$ Payment (F8) |
‘3 Print An Invoice  (F11) Fil | )

e (o to Actions
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e Payment

PayeeProvider?  Submission Date Processed Date  Pa Claim Type
|2413101A ] ] ] | DA, Allied Health

e Click Add (to add the claim)

‘Wouchars

Claim# __ Voucherd _ Patient Name Vaterand ‘

e Click Add (to add the voucher)

e Make sure all * fields are filled in (don’t forget to delete Referral Period & Referral Provider number — unless they
are White Card Holder)

e Click Save & Go Back

|
i

e DO NOT SUBMIT TO MEDICARE
e Click Exit

Chieest Mo, 2138 Epinccs Genaral

e Back on the Payment screen
e Double Click in the Paying Field next to Additional Charge
e Click Medicare DVA Claim
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Clairms (1)
DateCreated Cloim# PayeeProvider# Submission Date Processed Date  Payment Date Claim Typa

Z6Movzots  fmoooz@ | [ [ [ |DVAAlliedHealth _

e Select the same Claim/Voucher (under Claims — top section)

Senicas (1)
Claim# Voucher?  Servicef  ServiceDale Item#

(ao002@ | 1] tjezn2pena | pHio)

e Under the Services Claim - Click Add

ltem #:
Charge Amount (3) :

e Make sure Iltem number is present

| Save & Go Back |

e Click Save & Go Back

Services (2)

Claim# Youcherd Service# ServiceDate Item# TrﬂnsiL

AD0D2@ __

ADD02 (@ 2 02A12f2014 PH94 33393

e Note the 2 services have been added to the same voucher

Subrmit Claim to
Medicare

e Click Submit to Medicare

e Back on the Payment screen you will see that the service has been added to the same DVA Claim
e Exit and return back to the Client’s Account information screen (if you need to Add GST)

Back in the Client Account Information Screen

Unpnid Tabal | $38 30
naw Depaei Held | soon

Descriphon Rl GST Oebit GSTCr Credi Unpaid Balance  Pristed Episode  Prochibiones IJl:ahln DA, Claim

QA 204 PHIO - PHID laitial Cangull 1 6330

An002G

e Select the item that requires GST
e Select Ctrl G (on your keyboard)
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Change |

e This will bring up the “Change” button
e Click Change

Do Code Dwecription Fow ¥ Mot Teinl GET Total MedicamCodo
nEnEoA BE Siockings - Small #15.00 RN L0 L0 P

(NE Ointy antrins with & description are recorded)

e Click in the “GST” column (this will add GST to your total)
e This should now be the amount that you will receive from Medicare

1.7 DVA Reports

Retrieve Process/Payment Reports

Retrieve
Frocesz/Papment
Repart:

e Click Retrieve Process/Payment Reports
NB: Select this once/twice a day to check if Medicare has processed the claim(s), (usually a 48 hour turn around
by Medicare). If a claim has been processed and/or paid, then PPMP will display the relevant date on the main
screen beside the applicable claim.

View & Print Client Vouchers (Patient Copy)

Wiew Client Woucher

e Click View Client Voucher

D12168

e Print this and give a copy to the Patient (if requested)

View Claim Process Report




PPMP PROCEDURE MANUAL

Wiew Claim Process

Repart

e Click Claim Process Report

e The report displays details of the selected Claim that have been submitted to Medicare

View Payment Report

Wiew Claim Payment
Report

e Click on View Claim Payment Report

Would you like to include the DVA Claim Processing details?

e Selecting Yes will give you detailed report

e No will give a summary

Medicare DVA Processing Report

Shim# AGQCIED (BVA ANiad Health ] Processed Date: 210018 Payment Date: 200018

Sarvicol ; 1

Mo 0 Eneses Conautaos S ¢

e Report displays Claims that have been paid
o Exit

To View / Transmit Claims
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On the Main Screen of PPMP

s
|E PPMP
Diary DataEntry Setup | Accounts | Batches Reports Labels Housework  Services Help

Print Accounts

Transmit TAC EDI Accounts
| Transmit Medicare DVA Claims |

) ) certified software COMNMNECT
Enterprise Version

User'ppmp’ connected to PMPDATA on (LOCAL). Version 8.0.2 (Profile : DEFALT)

Partner of:
E) Telephone : 1300 784 908 ﬂ
PPMP Facsimile : 1300 784 906 %]b[;
Email : infe mp.com.au
: Website - . omp, ST
M A . .
Physiotherapy Rstie mp.com.au ASSOCIATION
—

e (Go to Accounts
e Transmit Medicare DVA Claims

= Medicare Online DVA Paperiess Streamlined

DV Clsims Uinsubeited |

Semch Criteria

Creation Diate: From 11 a2mz (s To: 11/0472013  (»

Claims :

Praciiione: [Unspecied] (]

Submitted Date Fiom 4 /4 sl To: 1042013 [

Processed Repcd Ficm: [+ /0t il To: (110472013 () Sgtuni Cliniic

[_sewer ] Mo
Pagment Repor Fiom : 404 wl To: 110472013 [w
Clsaris

PayeeProvider  Submizsion Date Processed Date  Payment Date
241304
20noaA 29 0ct 20012 30 0ct 2012 30 0ct 202

il
i

EEILTY
24131014
201N0A
24 29 Oet 2012 30 Det 202

i

| TX900407

1;
i
]

Voucher!  Servicell  ServiceD ale e

i
&
i

e Insert Date Range

e Click Search

e The display will show all Claims that have been Submitted, Processed and Paid within the selected search
parameters.
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2 HICAPS

2.1 HICAPS installation & activation

Click HERE to watch video

NB: If you are using the HICAPS Integration you will need to Activate HICAPS first.

From the Main Menu of PPMP®

N PDMD
PRadT

Diary Data Entry | Setup | Accounts Batches Reports Labe
User Licence 3

Fees + Charges Setup »
Add Stock
Account and Receipt Printing Setup
Addresses

& Staff

| Computer Resource Usage |
e Click on the Setup Menu

e Click on ‘Computer Resource Usage’
e Click on the EFTPOS tab

W General Settings

PPMP Options .".I Program Links .".I More PPMP lle....".I Backup Options ".I
" Window Styles General eNotes ".I'ﬂelwolkinngMS

Please Select One :

Use HICAPS
[] use TYRD
Printing Options

(O Local Printer

WorkCover
EFTPOS

LCancel

Click OK

Tick “Use HICAPS”
Tick “HICAPS Terminal”
Click OK

Restart the program for the activation to start.

Page 38 of 232

NB: If this is the first time you do not already have the correct HiCaps software installed on your computer you will be

prompted to install it. (see below)


http://files.ppmp.com.au/video/Hicaps.htm

PPMP Dptions % Program Links .".I More PPMP Op...}
" Window Styles General eNotes

I .
i Networking/SMS

Use HICAPS

Printing Options

Backup Options %,  1st Available
HICAPS

@ You have chosen to enable HICAPS. Would you like to install the

W' HICAPS client software (if you have not already done so)?

Lancel

Click YES to install HIPCAPS software.

@ HICAPS Connect Setup

Ie

E=REol )
License Agreement @

Please review the license terms before installing HICAPS Connect.

Press Page Down to see the rest of the agreement.

HICAPS Connect - License Agreement

1| »

Installation of this HICAPS Connect program ("Program”) creates a binding Agreement on =
the following terms, between your company ("You®) and National Australia Bank Ltd ABN
12 004 044 937 ("NAB"), governed by the law of Victoria, Australia. If you do not agree,
press 'Cancel' or ‘Back',

All intellectual property rights in the Program and its accompanying materials are owned

exclusively by NAB. You are granted a non-exdusive, non-transferable licence ta install
and use the Program on & computer in Australia, solely for the purpose of exchanging

If you accept the terms of the agreement, dick I Agree to continue. You must accept the
agreement to install HICAPS Connect.

[¥]1 Accept
HICAPS Connect version 1.0.2.96

AN

N\

@ HICAPS Connect Setup

Click the “I Accept box”
Click Next

Choose Install Location
Choose the folder in which to install HICAPS Connect.

Setup will install HICAPS Connect in the following folder. To install in a different folder, dick

Browse and select another folder. Click Install to start the installation.

Destination Folder

:\Program Files (x86]

Space required: 8.2MB
Space available: 850.2GB

HICAPS Connect version 1.0.2,96

< Back ][ Install

] [ Cancel

Click Install

Page 39 of 232
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HICAPS Connect Setup 3

A reboot is required to finish the installation. Do you wish to reboot now?

Click Yes to reboot the computer and allow the installation to finish.

Once the reboot is complete restart PPMP®.

A new Hicaps Connect screen will appear leave the default settings and just click save.

Hicaps will finish the setup and find the terminal. (As long as the terminal is connected to your computer)

NB: If there is any issue at this stage with your computer and your Hicaps terminal connecting please contact Hicaps
and advise them “your computer and terminal wont connect to each other” before turning Hicaps on in PPMP®

Hicaps Connect Service Setup
Tick the ports that have a teminal Network Seftings
@ comt Server Ip Address e -

Defaut Teminal -
(EB ”IEQPS e LogCode +++++++

Display Status Message Box (V]

CONNECT HICAPS Connect
10296

[ ot ][ Updates | [ Save ][ Cose |

e Click Close after this has finished and restart PPMP® again.
e From the Main Menu of PPMP®

Diary Data Entry | Setup | Accounts Batches Reports Labe

User Licence 3
Fees + Charges Setup 3
Add Stock
Account and Receipt Printing Setup
Addresses

@ Staff

‘ Computer Resource Usage

e Click on the Setup Menu
e Click on ‘Computer Resource Usage’
e Click on the EFTPOS tab

r General Settings

PPMP Options %, Program Links  More PPMP Op...} Backup Optians | WarkCaver
" Window Styles | General eNotes ' Networking/SMS,  EFTPOS

Please Select One :

Use HICAPS
[ use TYRO
Printing Options

O Local Printer

e Tick “Use HICAPS”

e Tick “EFTPOS Terminal”
e Click OK
Restart the program for the activation to start.
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2.2 HICAPS staff setup
Click HERE to watch video

Cinry  Data Entry | Setup l MAooounts  Babdes  Reports
Liser Licemoe

Fees + Charpes Satup

Add Shock
Aocourt and Resosipt Printing Setup
Addresoer

Enterprig ==

e Goto Setup
e Click Staff

(%) Show emploped staff only

() Show all staff

|Pll]UidEl Nos | Appoi Types | 1st Available | Tyro P

Staff No. 1 Currently employed

Mame Mickey Mouse

Mame to show on accounts Mickey Mouse

MName to show on the diary Mickey

Login Details :

Login Mickey

Password zxax

User Security Level Mo Restrictions M

Charge Types Used [optional] -

For tieatments
M Clear Charge Type|
For Other Charges M Selections

e Select Staff Member

Details |l |A.ppuintment Types | 1zt Available | Tyro Payments

e Select Provider Nos tab


http://files.ppmp.com.au/video/Hicaps.htm
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Details | Provider Nos |Appuinlmenl Types | 1st Available | Tyro Payments |

Treatment Location

Rooms [v] Save Provider No Details
Payment Method

. Save Provider No Details
Not P Method Specific [v] To All Papment Methods

Provider Mo : 24131014

Hicaps
Provider Group Type | [T IR |
- = . [ View Hicaps Item Number List ]
Service Type Code S - Specialist V]
Tyro
Service Type Code S - Specialist [Vl

Medicare Online :

Claim Type : DWA Alhed Health [Vl
Claim Service Type : | J - DVA Allied [vl
Address

e Select HICAPS Group Item Type

Provider No

123456K

e Insert Provider Number

Save Provider Ho Details

Save Provider Ho Details
To All Payment Methods

HAcaps ltem Humber List ‘

e Click Save Provider Details to ALL Payment Methods

The Payment Methods heve been updated.

e Click OK
e Click Save Provider Details
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i Yiew Hicaps Item Humber List I

e Click View HICAPS Item Number List for a List of ltem Codes

Ehysiotheramy

Ergy Bgm® Bescrigtion
200 Prisinl Consulsion And Trestmant IHIT CONETRT
gos Standard Trasimant ETD TREATMENT
L3 ] Lo Conulition

[ widd -
LOMG CONE

e Exit

2.3 Using HICAPS Connect with PPMP®

2.4 Processing aclaim

From the PPMP® Diary,
e Treatment Charge & accept payment from the patient.

e (Ensure you have setup item codes for HICAPS in the Fee’s & charges Setup)

[Client Name - BARNEY GUMBLE __ A/C No 20827
Date Item Code  Medicare Itemll Description (item Number) Fee NomalFee  GST  Total
27/0672013 505 Std Consultation a7o0 [ semo oo [ svog
Start Time (24h1) Duration bh:mm Cadagst T RETTIT
[ : kesp same total charge
Standard Enlries
. ' Sehedul Initial Consultation
i S {MBS) (e
Extended Consultation
New Injury Consultation
Re-Assessment & Trealment
Accept Cancel Acgept + P Acoept & Accept + M
Accen Cancel coept + Pay Additone Chargs coept + More
Type of charge Treatment location Patient episode involved Papment Method Used
AT | general [v] CRS
Hospitals Uninsured
Home Visits q
Practitioner Workcover
Dr Brenda 2]  Medicare
Fees scale INJURYNET
ot P COMCARE
ormal i 3RD PARTY
View Client Record
|
ClertMo. 20827 Episode | general [»]
Name  GUMBLE BARNEY
Date Description Amount|  Unpaid| _Paying| Practitiones DVA Claimld(s)
27/06/2013  Std Consultation 9700 9700 97.00 DiBrenda
28/06/2013 _ Initial C 11500 115.00 | Sam
o Totals 212.00 71200
HICAPS Medicare
"
L Medicare DVA Claim
[ Print Account ] [ Paying All ] H
H Cancel HICAPS Claim Medicare
EFTPDS Papment Quote HICAPS Ti i
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Double click in the “paying” field to enter the full payment amount, select the Claim HICAPS button.
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Date | Description | Amount| Unpaid  Paying Practiti DVA Claimld(s)
27/06/2013 Std Consultation 97.00 97.00 97.00 D1 Brenda
28/06/2013 _ Initial C i 11500 11500  115.00 Sam

Patient Card NUmber

Card Number |1 ‘

| -

DiscountEntry | by | | Totals 212.00 212.00
HICAPS Medicare

H

[ pintaccount | [ Payingan |

LCancel HICAPS
Transactions

EFTPOS Papment Quote HICAPS Claim Medicare

e Enter the number corresponding with the patient name & press begin.
e PPMP® will display the following message

Processing HICAPS, please continue
process on machine.

e The HICAPS terminal will prompt you to swipe the patient’s card & display your computers name.
e Once the process has completed successfully, PPMP® will display & print the claim summary for you & the
Patient. See examples below.

#tHHCAPS—O & HHCAPS O

Fat ciairm... o the 150t

Fast clarrd... o the ipat
[ Baw Rrwma SAGRTETY Fage e

o PPMP® will return you to the payment window, you will notice the Hicaps claim amount has already been
deducted from the total amount owing, you can pay the remaining balance or exit.
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Farmoy Gumbie

Epssode | Geroeral

ZEANSS2001 M

[P Y [T T

TiAL COMSULTATION

At

&5

Wil |
3250

- Paying Pract
ol

Paying Al

st E rvtuy 211 Totals |

HICAPS and Medioans

H

O uata HICAPS

i Baalk Bl
s e

| [ Erint Acocount

e To pay the remaining balance, select Paying All to continue.

Barney Gumble

Payment Details

PatMo 4 Episode e

neral

[ Lancol HICAPS Transactions |

DEPOSIT AVAILABLE : $0,00

Print receipt ||£l:l:!|ll but don't
. = -

Drawer Bank/Card Branch Pay Type Amount
MFundDret
Ci Crd $32.50
Deposit
Cath
Cheque
Total so far | 32.50
Total required | 32.50
Deposit paidin today |

[print

Frinttuly | Errpos P.,m.nl Go back || Cancel |

Receipt layout printed

q [¥] Re-use the details from the last pagment

[ Change the ieceipt message I

e From the payment window, select the payment type & accept the transaction.
e To pay via EFTPOS Payment, enter the amount & select EFTPOS Payment.

HICAPS EFTI*0S

Transaction Amount

Cash Dut Asmount

i Start Transaction | | Cancel

e Enter the amount & press Start Transaction.

Chooze Merchant

MERCHANT #3 3DES MULTI MD

e Select your terminal & press Choose.
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HICAPS EFTPOS

Please complete remaining tasks on

HICAPS device.

e Complete the transaction on the HICAPS terminal & PPMP® will print a receipt.

2.5 HICAPS - Medicare Easyclaim & staff setup

From the Main Menu

Disry  Dats Endry Sen.|;|||lncnt.nr5 Batches Heports  Lsbels  Mousswork  Services  Help

Liger Lidanon L]
Fees + Charges Setup 13
Add Stock

Account and Recept Printing Setp

Enterprig s

e Goto Setup
o Staff

Tasl
TEST CHIRD
TESTT

Dty | Provides Hos | P s ||
S by E
Mara Michap Moumn
M b= o Michap Mouze
s Sl
Mg i3 i
e oy Michey

Chage Tppag lived | 0otensd
od Dty

SOt |
g

& HCAPS—©

certified software COMNMECT

e Select the staff member

e Click the Provider No tab.
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Staff List

Micke

(© Show smplyed saff oy
Minnie

Daisy () Show all staff

Mandy
Staff

Donald Duck Add new

Details | Provider Nos |Appoinlment Types | 1st Available | Tyro Payments |

Treatment Location

Rooms M Save Provider No Details

Payment Method - T —
> ave Provider No Details

EPC - Medicare M To All Payment Methods

Provider Mo : 2147661H
Hicaps

Provider Group Type |Physiotherapy M l View Hicaps Item Number List ]
w

Service Type Code G - General Practitioner

Tyro

Service Type Code 5 - Specialist M
Medicare Online :

Claim Type - DVA Allied Health ]
Claim Service Type : | J - DVA Allied M

Address

e Select your Medicare / EFT Payment Method
e Select Hicaps Provider Group Type

e Select Service Type Code

e Enter your provider number

Save Provider Mo Details
To All Payment Methods

e Click Save Provider Details
e You must do this for ALL staff members

2.6 HICAPS - Fees & charges setup for EPC

From the Main Menu

Diry Datanty | Setp | Accounis Gatches Reports Labels Housework Servicss Heb
Usar Licgnce v
[ Fees + Charges Senp || crange te Standard Fees + Charges
Add Stok Tbem Mumber Fees Lists

e Goto Setup
e Fees + Charges Setup
e Change Fees + Charges
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w Fees, Payment Methods Set-up

Pavment kethod Entries lizt

EFC - Medicare M EPC Consultation

Treatment Location

8
Add Hew

Charge Type

Treatments M

Print Current Fees

Print All Fees

Import Another Fees List

Item Code [if any] 23
Medicare/Healthpoint Code | 23

Drescription |EPC Consultation

Maormal Fee § Other 1 Flequires GST 7
Expected Rebate Qther 2
Digcount Other 3

[11s a Clazs Pack Item

e Select the Medicare / EPC Payment Method

e Add or edit the Fees
NB: Make sure the appropriate item code is entered into the Medicare/Healthpoint Code field.

2.7 HICAPS - Medicare/EPC Episode

2.8 Client setup/create a new client record or setup

From the Diary
=5 PPMP Diary

Actions | Records | Find Options Refresh Print  Classes ToDolists Waiting L

< Month Client Records  (F3) F3 Day > " week »
Find Appointments (Ctrl+A) Ctrl+A Test

e Go to Records
e Client Records
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Choose a Clhent
Name bo Find OR the Requined Clisnt No.

Selecied Chent's Addeess

1 Buaigurdy Stheel

‘wiasl Hedelberg
i Z000

e Search for the client name or add a new client.

% Client Details

Exit Edit A/CInfo Episodes Letters/Email eNotes Attendance Motes Printouts Basic Detsils Packs Appointments

Main Details | More Details | Notes [Empty) | More Addiesses | SMS History

Title Mr M Gender

5 alutati
--3:;1?-“ Mi Bishop

Diary Hame Bishop. Gomer
Surname Bishop

First Name | Gomer
HiddleName

Complete PO Box 102,

Address Ivanhoe,
Melb, VIC. 3079

Email info@ppmp.com.au

Comments etc

Clientht [22°

Phone Work
Home

Mobile 0402485786
Fax

D.0.B. 22111971

Date Started | 05/02/2015
Dccupation

‘Why They
Chose Us

[ Medical Records Details |

Chart Ref

Medicare No. 4950159871

Medicare DYA use DNLY!

Suburb Ivanhoe
Postcode | 3079

Pensioner No.

Safety Net

Private Health Card No.

Veteran Affairs No.

tedicare Verification
Patient Yerification D ate
eteran Verfication Date :

e Complete the Client Details (including with the Medicare No if known
If not known - it will completed automatically after you swipe

the client’s Medicare Card
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Episodes for Mickey Mouse
Bxt Bdt AR Info Attenclance Motes Prinfout
E parode Details ; Hotes | Alsms - To Do List, Digch | & % TACH Dy

Epivode Jdu & FeleredBy | Dr. Jokn Smith -
Teestmart ] 123456 Frons (13 1234 5678
Lo Proe Mo

Fax 1234 5678
—— Addrezs 123 Green Steet

Foe Sealn ] Drangs
NSW 711
0,00 Aare BT ol e
A

vt S FelDate  O1AOF2013  Esgess 0150272004
0.00 st .
Falerad Te The mactice

Thoa chond [Madn Fila) | UsusThenscist [Mickes
ir

[ Mew Epzode | | Detet Selecied

e Fillin ALL the episode details
e Select the correct Payment Method
e Enter the referral details.

Exit Bdt AN Info Attendance Notes Printout
Episode Details |, Hotes ', Alams - To Do List', Discharge, Addgezzes’, TAC Documents 5 Chaat

Episode [ife  |Back RefenedBy Do John Smith

T:,cm,- Aooms P Mo :

; Doctors

Paymerk EPE - Medicare Fax

" Arkkess Zﬂlmgl ;:hn

Fan Scala Hormal fl Jonez, Dr Peter
- Smith, Dr John

Iritial Fee 0.0M) £ e S arabes s Wha, Dr What

s 7 v i
Usal Fee 0.00] At

SedATTETO The client (Main File) ~|

e Use the browse button to select a doctor from the list or enter the information at the time.

2.9 Referring doctors setup
From the Main Menu

(B vomp
Dary DataBnbry | Setip | Accounts  Gotches Reports Labels Housework  Services  Help
User Licence v

Fees + Charges Sebup [

disu @ MICAPS ©

| Account and Receipt Printng Sehup -
I certified sofiware COMMECT

o Addressas
Enterprig sur

e Goto Setup
e Addresses
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‘114

Labels and Mailouts | Report Header |

Address List Type List Title  Phillips, Dr. Scott
Doctors M m To Dr. Scott Phillips

Address List RIS E’ZEI‘?:;.DZI

Goofy, Dr. Melb, ¥IC. 3079
Phillips. Dr. Scott

Reid, Dr. Brenda S alutat
Smith, Dr John Do Dr. Phillips

Delete Fravider No- 123456MM

Ehone + 1300784908
Contacts

Setup the Address Tupes 1300784906
s 0402485786 Mokl
Mates info@ppmp.com_au Emdail

e Add or Edit the address list of the doctors
(Including Doctor’s provider numbers)

2.10 HICAPS - Charging aclient & submitting a BulkBill claim to Medicare
From the diary

= PP Diary
Actons | Records Find  Options  Refresh Print  Classes ToDolists Watinglists  5M5 AptReminders  Help

|Days | week> | Months | Today ll:.qm
Im TestPhysio 1

[# Treatment charge £
Nate In Dy (Cirl+)
Special Appointment  (Ctrl+5)
Has Arrived (CEi+)
Has Entered (Ctrl+d)
Has Left (Corl#)
Appontment Confirmed  (Cal+C)

Mouse Mickey

e Select Client
e Click Actions
e Select Treatment Charge

imnt Hamn Wik Mousn Ho FOBON
Date Mem Code Medeors lem8 Deseription INews Humirer] Eem  Hosmal Fos GET Tt
(L = Fhopssthe oy Consultstron fiom 7200 7200 a0 200
St Vimes [24be] Dumation b - Clasegss | Fouweren 85T viatmn= |
[ - : boep 1ame fotal chaios
Stendard Emrins
Click For Madicars Benelit Scheduls gupg) [<FTTETIE e e
[roe— Goncel | | Accapt » P | !“‘-‘"“'E‘ Accept » Mo
Try of chags L e e— Potrert ey b Ponpmerst Mcthad U
EFTTE [T T TR 8k = A Alkod Wasith ~
Marragm Hirdnes Wrmte 0.V,
Fecdustiy Gim Winit s IILITYNI T
Disetseian Work s Vinds P . THJURYMET = 2 Invaies
Heomen Wessin Tastihnio ] Ausinaka Past
gt COMCARE
Feer acabe W PARTY
Hommal - e

TAL (T1ana Accsiert
INTEFHE T ORDER

Select the charge from the entires list
Make sure all details are correct including Medicare Iltem No.
Check the Episode, Payment Method & Practitioner.

If the client details have been setup correctly, all information will be pre filled.
Press Accept and Pay
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e Double click in the Paying field
e Press the Claim Medicare Button.

Payment amount of $0.00

Clarn Type: | Bukd ]
Reéfaral Penod Coda: | indsinie >
Referral Ovemde Code: I |

—

Item Dversde Code Paping  Amount

e Select the appropriate Claim Type, Referral Period & Referral Overrite from the drop down list, i.e. Bulk Bill.
e Press Claim.

p
21Dec 2012 14:43:31
Received, Waiting for
Terminal :
192.168.15.3

® HCAPS—©

e Follow the prompts on the screen & terminal to process the claim.

-
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| 72

21 Dec 2012 14:45:28

BULK BILL CLAIM

PRINT PROVIDEER COPY?

e Follow the prompts to process & print receipts

You will be advised of the outcome of the claim*

Payment amount of $72.00

21 Dec 2012 14:57-18
FULLY PAID CLAIM
Claim Declined
9718
Refer To Receipt

E E] E] ]

| PavPsiens Cormtuson gFT703) | | Carcel |

o *for testing purposes this screen shot has been included.

2.11 HICAPS - Charging a client & submitting a fully, part or unpaid claim to Medicare

From the diary.

'm|gm Find Options Refresh Print  Classes ToDolists WaitmglUsts  5MS AptReminders  Help
J1= [ —— F6 | Day> | Week> | Month> | Joday | Calem
[ Treatment Gharoe £7) 7 TestPhysio 1
‘ Note InDiary  (Ctrl+H) Cirl+h
{  Specl Appointment (€45 cHiss
I Has Arrrved (T 4H) Ctri+h
( HasEntered (Cilsd) cuie)

Has Left (Ctrl#i) Curi# Mouse Mickey

Agpontment Confirmed. (Cl4C) [

—_—

e Select the client
e Click Treatment Charge

erret M b Mouse Mo POBD)
New Coste Meddbcore liemB Description e Humbier] Eem  Hosmal Fes GET  Teisl
L E] 1m0 Fhpassibees opp Comanlt atiom lem 7200 2m am 2m
Stot Times [24be] D atioms Ho [l Aad GST Maverse G51 siatus - |
—— . ram
Stomdasd Enrea
Click For Wadicars Benedi Schedube (R g) T LT I (-] <o st i aetrmt
- - : .
| hocept | | Gonemt | |Mccmpt « Po | Lo, | Accapt « Moe |
Trpm o chars Tiatmnt o ation [Patient epivads invobeed Ponpemerst Methesd Uamd
= [y Bach. - A Al Tha olth -
“ s Wi DA P,
Focduatip i Vinid INILIN YR T
o ‘Worh st Virits o IMJURYMET - 2 Invoice
Homa Wit s Tasti o = ki
Fapearia COMCARE
Eees acale W0 PARTY
Hoemal - e
TAL [Trona == L
INTEMNE T NG -
|_Stan a nem cpuads |
M Cleent Flecend |

information will be pre filled)

Press Accept & Pay the transaction
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Select the charge from the entires list, make sure all details are correct including Medicare Item No.
Check the Episode, Payment Method & Practitioner. (If the client details have been setup correctly, all
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e Double click in the Paying field
e Click Claim Medicare Button.

Medicare Claim

Payment amount of $72.00

Claim Type: | I -~ |
Referral Pariod Code: | indefinte )
Referral Override Code: ~]

Iem Dvairide Code  Paying Amount

e Click Pay Patient Contribution (EFTPOS)
e If the Medicare Number is not filled out in the Patient Details, you are prompted to swipe/insert the card.

21 Dec 2012 14:55:41

Receivad, Waiting for
Terminal :

| Pay Patert Comtbution tEFTPOS) | [ Cancal

e Follow the prompts on the screen.
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Payment amount of $72.00

e

21 Dee 2002 14:56:32

SHMART CRARD
PLEASE REMOVE CARD

| Pay Pt Conttution EFTFOS) |

e Follow the prompts on the screen.

Payment amount of $72.00
Claim Type: FulyPad

Refeiral Permmss

Patient Card Number

Card Number i £72.00] $72.00

Begn

| Pay Pasens Cersution €FTPOS) |

e |f the Medicare Number is not filled out in the Patient Details screen,
you will be prompted to swipe the card.
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21 Dec 2002 14:57.05

COMME
DIALING HOW

e Follow the prompts to complete the transaction

21 Dec 22 145718

FULLY PARID CLAIM
Claim Declined
9718

Rafer To Receipt i
§72.00|$72.00

e Once the claim has been processed you will be advised of the outcome of the claim
**for testing purposed this screen shot has been included.
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3 TYRO

3.1 TYRO.installation & activation
Click HERE to watch video

NB: If you are using the TYRO Integration you will need to Activate Tyro first.

From the Main Menu of PPMP®

ﬁ
PR

Diary Data Entry | Setup | Accounts Batches Reports Labe
User Licence »

Fees + Charges Setup 3
Add Stock
Account and Receipt Printing Setup
Addresses

& Staff

| Computer Resource Usage |

e Click on the Setup Menu
e Click on ‘Computer Resource Usage’
e Click on the EFTPOS tab

[*. General Settings

PPMP Options "-.‘ Program Links "-.Ium Ppupap___"-.l Backup Options :
' Window Styles }  General % eNotes Metworking/SMS

~ Please Select One : -
Use HICAPS
+ Uze TYRO
: Printing Options
Local Printer

S EFTPOS Terminal

0K LCancel

e Tick “Use TYRO”

e Tick “EFTPOS Terminal” — (for Printing direct to the terminal)

e Click OK
Restart the program for the activation to start.
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NB: If this is the first time you do not already have the correct Tyro software installed on your computer you

will be prompted to install it. (see below)


http://files.ppmp.com.au/video/TyroActivation.swf
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[*. General Settings

PPMP Options .".I Program Links .':I More PPMP Op___ ".I Backup Dptions .".I WorkCover
" Window Styles General eNotes ".I'ﬂelwolkinngMS EFTPOS
~ Please Select One :
Use HICAPS
/| Use TYRO
| PPMP B3

the TYRO client software (if you have not already done so)?

@ You have chosen to enable TYRO Payments. Would you like to install

No

oK LCancel

e Click YES to install TYRO software.

ﬁ Tyro Terminal Adapter (v1.2.36) Setup

Welcome to the Tyro Terminal Adapter

(v1.2.36) Setup Wizard

The Setup Wizard will install Tyro Terminal Adapter (v1.2.36)
on your computer. Click Mext to continue or Cancel to exit

the Setup Wizard.

e Click Next
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_‘@ Tyro Terminal Adapter (v1.2.36) Setup

Destination Folder
Click Mext to install to the default folder or dick Change to choose another.

Install Tyro Terminal Adapter (v 1.2.38) to:

|C:‘|,Program Files (x88)\Tyro\Tyro Terminal Adapter),

e Click Next

fé’ Tyro Terminal Adapter (v1.2.36) Setup Autoc Update

Install Options
Choose options for the TTA install,

Please enter the update time {in 24 hour time):

Hour: Minube:

Install development files

Enable file watcher interface (please chedk with your POS vendor to see if you
should enable this option)

e Select an Auto Update time (this is for TYRO software only)
e Click Next



PPMP PROCEDURE MANUAL

ﬁ Tyro Terminal Adapter (v1.2.36) Setup EE

Ready to install Tyro Terminal Adapter (v1.2.36)

Click Install to begin the installation. Clidk Back to review or change any of your
installation settings. Click Cancel to exit the wizard.

Back ” Install ] [ Cancel

Click Install

ﬂ Tyro Terminal Adapter (v1.2.36) Setup

Completed the Tyro Terminal Adapter
(v1.2.36) Setup Wizard

Click the Finish button to exit the Setup Wizard.

Back Caneel

e Click Finish

Switch user
Log off
Lock

Restart

Shutdown | ¥ Sleep

e Once the reboot is complete restart PPMP®.
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Diary Data Entry | Setup | Accounts Batches Reports Labe

User Licence »

Fees + Charges Setup 3

Add Stock

Account and Receipt Printing Setup
Addresses

Staff

Computer Resource Usage

e From the Main Menu of PPMP®

e Click on the Setup Menu
e Click on ‘Computer Resource Usage’

W General Settings

PPMP Dptions .".I Program Links .".I More PPHP l:lp....".I Backup Options .".I WorkCover
" Window Styles General eNotes ".I'ﬂelwmking!SMS EFTPOS
FPlease Select One :

[] Uze HICAPS

Printing Options
) Local Printer

() EFTPOS Terminal

1] 4 LCancel

Click on the EFTPOS tab

Click OK

Tick “Use TYRO”

Tick “EPFTPOS Terminal”

Click OK

Restart the program for the activation to start.
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Page 62 of 232
3.2 Using TYRO with PPMP®

Click HERE to watch video

3.3 Processing aclaim

From the PPMP® Diary, Treatment Charge & accept payment from the patient
(Ensure you have setup item codes for TYRO in the Fee’s & charges Setup)

[Client Name -Elephant.. Dumbo

AJCNo 10|

Date Item Code Medicare llem#t  Description
10/02/2015 505

Fee MNomal Fee GST
Standard Consutation

Total
50.00 90.00 0.001

50.00

[]Add GST Reverse GST status -
- keep same total chaige
Standard Entries

Initial Consultation

tandard Consulation

Start Time (24hr) Duration hh:mm
00:00 00:00

Click For Medicare Benefit Schedule (MBS)

[ Accept ] [ Cancel

Accept +
Additional Charge Accept + More

Type of charge

Treatment location Patient episode involved

Payment Method Used
[T | General v
Hospital u

Vet Affairs
Home Visits Workcover

EPC - Medicare
Donald

[ |Pilates

Practitioner

Eees scale

Normal M

Start a New Episode
View Client Record

ClientNo. 12 Episode | General

Name Hibbert, Dr Julius
Date Description Amount|  Unpaid|  Paying| Practitioner DVA Claimld(s)
10/02/2015 _ Standard C ion_(11:004M) 60.00 60.00 60.00 Donald

by oo Totals

Tyro

PayingSome | [_Tywa Healtvpant

[ Print Account ] [

[ Tyro EasyClaim ]

Tyro Healthpoint
Paying All ] Calculate Gap Pagment
Medicare DVA Claim WA

Double click in the “paying” field to enter the full payment amount, select the Tyro Healthpoint button.


http://files.ppmp.com.au/video/Health%20and%20EFTPOS%20Payments%20with%20Tyro.htm

Client No. 12

Marme

Hibbert. Dr Julius :

Episode | General

Date Description
10/02/2015 Standard Consultation [11:00AM)

Paying | Practitioner
60.00 Donald

Amount Unpaid
60.00 60.00

DVYA Claimld(s)

by 0.00

Patient Card Number

Card Humber |

|

Totals 60.00 60.00

Tyio

Paying Some [__TwoHealthpoint_| | Tyro EasyClaim

I

[

Print Account ] [ Paying All

| Tyio Healthpoint Calculate Gap Pagment

Medicare DVA Claim

Tyo EFTPOS

e Enter the number corresponding with the patient name & press begin.
o PPMP® will display the following message

Healthpoint

Processing claim - please wait

|

Healthpoint request started

Cancel
Transaction

e The Tyro terminal will prompt you to swipe the patient’s card.
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Healthpoint

Claim assessed. Gap $101.00

ACCEPT (1) ‘ REJECT (2) ‘

Processing claim - please wait
Swipe health fund card
Healthpoint request started

Cancel
Transaction

e Click accept to accept and process the health insurance claim.

Client Mo 12 Episode  General

Narne Hibbert, Dr Juliug :

Amount Unpaid Paying | Practitioner DVA Claimld(s)

Date Description
201.00 101.00 Donald

10/02/2015 Standard Consutation

.
@ TYRO claim complete.
ar

by Totals | 101.00 | 201.00

Tyro Healthpoint
[ Print Account I l Paying All I yc e Calculate Gap Payment

Tyro

Once the process has completed successfully PPMP® will return you to the payment window, you will notice the
Tyro claim amount has already been deducted from the total amount owing, you can pay the remaining balance

or exit.
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[s

CientNo, 12 Epivode | General
Name Hibbest, Dr Julius -

Date Description Amount|  Unpaid| _ Paying Practitioner DVA Claimld(s)

10/02/2015_ Standard Consutation 20100 101.00 i1 00! Donald

by .00 Totals 101.00 101.00
Tyro
Paying Some [ Tyio Healthpoint ] l Tyio EasyClaim ]
Tyio Healthpoint
[ PintAccount | [ Payingan | anoaliation Calculate Gap Payment
Medicare DVA Claim WK CRAANATES

e To pay via EFTPOS Payment, enter the amount & select Tyro EFTPOS.

Transaction Amount

Cash Out Amount

Start Trangaction

e Check the amount entered and click start Transaction.

Purchase

Amount $101.00
Cashout $0.00
Total $101.00

Swipe / Insert Card. Purchase $101.00

Purchase started - Amount: $101.00, Cashout: $0.00 -

Cancel
Transaction

e The Tyro terminal will prompt you to swipe the patient’s card.
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Purchase

Amount $101.00
Cashout $0.00
Total $101.00

APPROVED. Print customer copy?

YES (1) NO (2)

Processing transaction - please wait
Enter PIN

Select account

Swipe / Insert Card. Purchase $101.00

Purchase started - Amount: $101.00, Cashout: $0.00

Cancel

Transaction

1 m_|»

3.4

Complete the transaction on the Tyro terminal & click yes to print a customer copy.

TYRO - Medicare EasyClaim & staff setup

From the Main Menu

Diry DotaBnty | Sehwp | Accounts  Batches Reports Labels Housework  Services  Heb
Uiy Lioanos L]
Fees + Changes Setup »

Add Stodk
Account and Receipt Printing Sebup

Enterprig s

Go to Setup
Staff

Staff List

Mool @ Show employed skt only
Minnie

Daisy

Mantly © Showal staf

Stalf

Donald Duck

Details ] Provider Nos | Appointment Types | 1st Available | Tyro Payments |

Staff Mo [1 | Currently emploped

& HEAPS O

certified software CONMNECT

Hame |Mickey Mouse

Name to show on accounts | Mickey Mouse

Manne to show on the disry | Mickey

Login Details :

Login |Mickey ]
Password [= |
User Securiy Level | Mo Restrictions [v]

Charge Types Used [optional) :

For treatments [ [

For Other Charges [ [+

Clear Charge Type]
Selections

Select the staff member
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e Click the Provider No tab.

Staff List

Minnie @ Show emplayed staff only
Minnie

Daisy

Mandy O Show all staff

Staff

Details | Provider Nos |Appnintmenl Types | 1st Available | Tyro Payments |

Treatment Location

Rooms M Save Provider No Details

Payment Method

- Save Provider No Details
EPC - Medicare M To All Payment Methods
Provider No : 2147661H

Hicaps

Provider Group Type | Physiothera b
4 L4 [ View Hicaps Item Number List ]
Service Type Code G - General Practitioner

Tyro
Service Type Code S - Specialist

Medicare Online :
Claim Type : DVA Allied Health

Claim Service Type - |J - DVA Allied

Address

e Select your Medicare / EFT Payment Method
e Select the Service Type Code for TYRO
e Enter your provider number

Save Provider Mo Details
To All Payment Methods

e Click Save Provider Details
e You must do this for ALL staff members

3.5 TYRO - Fees & charges Setup for EPC

From the Main Menu

Diry DataEnbry | Sehp | Acconls Balches Reports Labels Housewsrk Senices Heb
Lisar Licence a
| Fees + Charges Sehp M| Crange the Standard Fees + Charges
Add ok Them Mumber Fees Lists

e Goto Setup
e Fees + Charges Setup
e Change Fees + Charges
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W Fees, Payment Methods Set-up

Payment Method Entries list

EPC - Medicare [] EPC Consultation
Treatment Location
&

Charge Type

Trcatmerts o]

Import Another Fees List

Delete

Print Current Fees

Print All Fees

Item Code [if any) 23
Medicare/Healthpoint Code |23

Description M | EPC Consultation
Normal Fee § 37.05 Other 1 0.00 I ——
Expected Rebate 0.00 Other 2 0.00
Discount 0.00 Other 3 0.00

[ s & Class Pack. Item

e Select the Medicare / EPC Payment Method
e Add or edit the Fees
NB: Make sure the appropriate item code is entered into the Medicare/Healthpoint Code field.

3.6 TYRO - Medicare/EPC episode

3.7 Client setup/create a new client record or setup

From the Diary

& PPMP' Diary
Actions | Records | Find Options Refresh Print Classes ToDolists Waiting L
< Mgnlh” Client Records  (F3) F3 |n |[ Day > ][ Week >
Find Appointments  (Ctrl+A)  Ctrl+A Test

e Go to Records

e Client Records

Hame to Find OR the Required Chent No.

mou
[+] Clhent Mumbe:
Moure Mickey Jn
Mouse Minnie [ tnwoice Number
[ Chant Nusbes
[ Fiest Name
[“] Last Name
[ Addresses
[] Phone Numbers
[ Email Addvess
[l Posteode
[ Date of Bisth

e Search for the client name or add a new client.
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W Client Details

Exit Edit A/CInfo Episodes Letters/Email eMotes Attendance Motes Printouts Basic Details Packs Appointments

HMain Details | More Details | Notes [Empty] | More Addiesses | SM5S History

Title Mr M Gender Male M

Salutation
“Dear. "

Mr Bishop

Diary Mame  Bishop, Gomer

Surname Bishop

First Name |Gomer
MiddleN ame

Complete PO Box 102,

Address Ivanhoe,
Melb, VIC. 3073

Email info@ppmp.com. au

Comments etc

Complete the Client Details (including with the Medicare No if known
If not known - it will completed automatically after you swipe

the client’s Medicare Card

Episodes for Mickey Mouse
Exit Bdt AR Info Attendsncs Mobes Princut

E parode Details ; Hotes | Alsms - To Do List, Digch

Clientht [22

Phone Work
Home

Mobile | 0402485786
Fax

D.0OB. 221111971

Date Started 05702/2015
Occupation

wWhy They
Chose Us

[ Medical Records Details |

Chart Ref

Medicare No. 4950159871

Medicare DVA use ONLY!

Suburb Ivanhoe
Posteode 3079

Pensioner No.

Safety Net

Private Health Card No.

Veteran Affairs No.

[ Medicare Yerfication

Patient Yerification Date :
“Weteran Verification Date :

5 TAC: D

Epenccs Titls

Teestresnk ]
Loc-stwn s
Fw -

Methd i
Foe Scale Hormal |
Irdtisi Fae 0,00 Lo LT arsbers o

P A e S
Uinasl Fee 000 seaindite

Serd AT T0 | Trn chont (M Fil)

Accidend Dale A F

OlamfFle |

Relerence
2

Precnting
Prptdar{z]

Fill in ALL the episode details

D doken Smith

1F2456E. Pl (103 1234 5678
1334 567H

122 Green Shest

[ range

H5W 2111

OLAIFAE Ewpres 071 A22014
The pacticn (=]
Hickey =)
014032003

L

Epssode Lish [Tites]

[ Mew Eprrode | | Detete Selected

Select the correct Payment Method

Enter the referral details.
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Ewit Edit AJCInfo Attendance Motes Prinfout
Epitode Detail |, Notes’, Alams - Ta Do List’, Digcharge’, Addeesses’, TAC', Documents ° Chat

Episade Titke
Teeatment Rooms
Locstion

Paymerk - i
W EPLC - Medicane

Fee Scale Mormal

]
>
=]
]

Initiad Fi DU (v RO o e
- s e vl e

Usmial Fee .00 e e

Send ATITO  The client (Main File]

]

Refemad By
Prere Mo

Fam
Ay

Dr. John Smith

Doctors

Use the browse button to select a doctor from the list or
Enter the information at the time.

Referring doctors setup

From the Main Menu

(E5 vonp

Diry DataEniry | Setp | Accounts  Batches Reports  Labels Housework  Services  Help

=

Liser Liganoe

Fees + Charges Sehup

Add Stndk

Acocunt and Fecept Printing Setup

Enterprilé —

Go to Setup
Addresses

- Addresses Management

Addresses Management ]Addless Labels and Mailouts I Report Header I

Address List Type

| Doctors

[v]

Address List

m

Reid, Dr. Brenda
Smith, Dr John

Goofy, Dr. :
Phillips. Dr. Scott [ Eat |

' @® HHCAPS—©

certitied software COMNMNECT

List Tite: | Phillips, Dr. Scott

To Dr. Scott Phillips
Address |Po Box 102,
Ivanhoe,

Melb, ¥IC. 3079

Salutation, —
Dear...  |Di- Phillips

Provider Mo | 123456MM

Phone + 1300784908 [Day]
Contacts A
Getup the Address Types |1300784906 | Fax
List .

£ 0402485786 | Mabile
|info@ppmp.com.au | Ebd ail

Motes

Add or Edit the address list of the doctors
(Including Doctor’s provider numbers)

x)
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3.9

TYRO (Bulk Billing) - Charging a client & submitting a BulkBill claim to Medicare

From the diary

= PP Dfary

--ﬂchnrs|ﬁm¢s Bnd Options Refresh Print Casses ToDolkst Waitinglsts  5MS AptReminders  Heb

|Day> | Week> | Month> | Today | Calen

| Treatment Charge (F7) = TestPhysio 1
Note InDisry  (Ctrl+M)
Specl Appontment (CE1+5)
Has Arrived  (Cirll4d)

Has Bntered  (Cirlsl)

Has Left (i) Mouse Mickev
Apponisent Confrmed  (Cil4C)

Select Client
Click Actions
Select Treatment Charge

wnl Mamn -k Mousn Mo FOED
!}q_- _dl-nﬂ- ‘e o8 Descrgdaen ST Toad
18T | Or3€0 Fhrpasslbmapy Conuullalon |lem 2 z L] 200
Slart i (240 D e bl e T ———————
I: b e

Poppemersl b ethesd U amd

0V A Alked Hasdth

0V A Pagsidean
THILHTYHL 1

. THILIAYME T 2 Ivosce
Hurbraka Past

COMCARE

TAL [Trana Acceberd
I FHE T OHEt

Select the charge from the entires list

Make sure all details are correct including Medicare Item No.

Check the Episode, Payment Method & Practitioner.

If the client details have been setup correctly, all information will be pre filled.
Press Accept and Pay
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e Double click in the Paying field
e Press the Tyro EasyClaim Button.

[

| Medicare Claim

Payment amount of $37.05

Claim Type: | Fuly Paid ]
. Fully Paid
Referral Cverride Code; [Part Paid

Uripaid
Referral Period Code: _

Client Mo, 22 Epizode |EPC
Narne Bishop, Gomer :EPC

Date \ Description \ Amount Unpaid| Paying| Practitioner |DVA Claimld(s)

18/02/2015 EPC Consultation 37.05 37.05 37.05 Donald

Discount Entry | bp| | Totals 37.05 37.05
Tyro
Paying Some [ Tyro Healthpoint | [ Tyio EasyClaim
Tyro Healthpoint
[ Print Account | [ Paying Al | Calculate Gap Payment
Madicars DVA Claim WWIENAANAIES

Item Code | Descrption Item Ovemide Code Amount

23| EPC Consultation $37.05

Claim Pay Patient Contribution [EFTPOS]

Page 72 of 232

e Select the appropriate Claim Type, Referral Period & Referral Overrite from the drop down list, i.e. Bulk Bill.

Fau Patignt Contribution [EFTPOS)

e Click Claim.
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Medicare Easyclaim

Do you accept the claim for $37.05

YES (1) | NO (2) |

Processing claim - please wait
Medicare Easyclaim request started

Cancel
Transaction

e Follow the prompts on the screen & terminal to process the claim.

Medicare Easyclaim ‘Fg

CLAIM SUBMITTED. Print practitioner copy?

YES (1) | ND (2) |

»

Do you assign your right to benefit?

Answer accepted I
Do you accept the claim for $37.05 2
Processing claim - please wait
Medicare Easyclaim request started

-

1

Cancel
Transaction

e Follow the prompts to process & print receipts
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3.10 TYRO (Fully Paid)- Charging a client & submitting a fully, part or unpaid claim to Medicare

From the diary.

=X eI Diary

Actors | Records  Fnd  Opions Refresh Print  Classes ToDolists Waitnglsts  SMS AptReminders  Help

[ 20 sopcinwent 176) 6 | Dayy llie*>|!l°"">| Todss, I':*'"'

[ Treatment Charge F7) 7 | TestPhysio 1

‘ Note In Disry (Ctrl+) e

‘ Special Appointment (Cirl+5) 45

| Has Arrived (CurleH) Corl+H

i Has Entered (Cil+)) Crled

| (Hasleft bl Bk Mouse Mickey
Appoiniment Confirmed  (Cirl+C)

e Select the client
e Click Treatment Charge

[Climm Hamn Mirkiry Mousn AT Fi FOBON

Daje Mo Comder Hedec e Hewm®  Dancrgpdion Mew Humdrer] Ees  Hoimal Fes BET Tatad
18IS 01T 1 [r3e0 Fhpusttem sy Consullatson e i) om0 00
Start Vi [28b] D atvon b Cadagsy | ———
[ ; bemp 1ame total chags
Standad Erdies
Llick For Wedicars Benelii Schedule MBSy 1o S0t lis — [2] Sbumet tarctared ereres
| thooemt | | Comest | [Accmpt o Boy| gt Chargs| | Aocmpt » Mese |
Ty of chags Troatment o aton Patent cpnode svobeed P onemerst M othod Uaed
[Tinstmers Ehages | e Back - A Alad et A
] Hydan Windy DM A Fapeidess
ety G Vinitn IMILHTYNL T
D Wk mitm Winidn po . THIURYMET - 2 Inwaien
Home Viis [T Auntraka Fost
Rapoats COMCARE
Eeer aale D PARTY
Hormal ” on
TAL (Trana Acesiont Come)
INTIANE T ONGE -
L EE--HE ]
| Mowwe Cleort Recod |

e Select the charge from the entires list, make sure all details are correct including Medicare Item No.
e Check the Episode, Payment Method & Practitioner. (If the client details have been setup correctly, all

information will be pre filled)
e Press Accept & Pay the transaction

e Double click in the Paying field
e Click Claim Medicare Button.
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Medicare Claim

Payment amount of $72.00

Claim Type: GRS
Refermral Period Code: | indsfinke
Referral Ovemide Code:

ltem Ovamide Code  Paysng Amount

e Select the Claim Type

¢ Click Pay Patient Contribution (EFTPOS)
e If the Medicare Number is not filled out in the Patient Details, you are prompted to swipe/insert the card.

. "
RPeceived, Waiting feor
Terminal :

Pmem:m{EFlPﬂﬁ]l

e Follow the prompts on the screen.
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Payment amount of $72.00

-

21 Dec 2002 14:56:32

SMART CRRD
PLEASE REMOVE CARD

| Pay Pasient Contbution EFTFOS) |

e Follow the prompts on the screen.

Payment amount of $72.00
Claim Type: FulyPad

Refeiral Permmss

Patient Card Number

Card Number i £72.00] $72.00

Begn

| Pay Pasens Cersution €FTPOS) |

e |f the Medicare Number is not filled out in the Patient Details screen,
you will be prompted to swipe the card.
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21 Dec 2002 14:57.05

COMME
DIALING HOW

e Follow the prompts to complete the transaction

21 Dec 22 145718

FULLY PARID CLAIM
Claim Declined
9718

Rafer To Receipt i
§72.00|$72.00

e Once the claim has been processed you will be advised of the outcome of the claim
**for testing purposed this screen shot has been included.
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4  WorkCover Queensland - Version 9 and above of PPMP®

4.1 Step 1 - Register with Queensland WorkCover

e |tis a simple set up process—ijust send an email to providers.providers@workcovergld.com.au (include reference
to ‘B2B’ in the subject line) to obtain a B2B username/password which you will need add into PPMP® (step 3).

e Once you receive the information, please enter it in the PPMP® setup or contact PPMP® to arrange a setup time
& training.

4.2  Step 2 — Enter reqgistration details into PPMP®
On the Main Screen of PPMP®
e Select Setup
e Select Computer Resource Usage
e Select the WorkCover tab to enter the appropriate information.

r General Settings

Window Styles "-.I General . eNotes “'-.Iﬂenmrkingzsus"-. EFTPOS

' PPMP Options . Program Links  More PPMP Op...% Backup Dptions & WorkCover

State/T emtory agT\V

VIC
Q|
SA
WA
TAS
NT

Policy Number P9900000003

URL  https:/Zacols.workcovergld.com.au/ols/api/providerinvoiceUpload

API Client Key 2b692645-71c6-4b32-b0e4-40af04991b6a
UsertName B2B_P3300000003

Password =======

Save Test APl Connectivity

State/Territory: QLD

Policy Number: WorkCover Queensland Supplied

URL: PPMP® Supplied

API Client Key: PPMP® Supplied

User Name: WorkCover Queensland Supplied

Password: WorkCover Queensland Supplied

e Save the configuration & then press Test APl Connectivity


mailto:providers.providers@workcoverqld.com.au
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Sending Transactions To The WorkCover QLD
System............Please Wait

o Please wait while the system initiates a test.

Results
[The WorkCover API is up and running!

Select and Submit your invoice items when you are ready to proceed.

e The follow screen is displayed if successful. Press ok
e If you plan to lodge on more than one terminal, please repeat Step 2 only & install all three certificates.
e If you experience an error, please contact PPMP® Support for assistance.

4.3 Step 3 - Practice reqgistration details

On the Main Screen of PPMP®
=20 PPMP
Diary DataEnt &tup Zﬁaounts Batches Reports Labels Housework Services Help

r User Licence » ] Enter Licence Key |
' )

Fees + Charges Setup View/Print Registration Details .
Add Stock

e Click Setup

e Select User License

e Select View/Print Registration Details.

e Complete the registration, including Business Name & ABN See below
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PPMP Registration Details

PPMP Application & Licence Details
PPMP Veision 9.0.0.0
Date of PPMP Upgrade [03/02/2015 01:36:10 PM
Licence Key [LF&A RERFFRER-ASA
Licence Version |Enterprise Edition
No. of Licenced Users
Licence Expiry Date 05/02/2050
No. of Cumertly Connected Users D
SMS UseName [:I
Medicare Location |D 00000000
Maintenance/Support Status
PPMP Registration Details
Business D ** |2881 | Check Practice Details >

Business Name  PPMP

Business Type | Physiotherapy

Dumer [PPMP

ABN 47203658 Provider Number
Address :

Fhone 1300784908
Fax
Email

Your Message (if .
any)

If you are having trouble saving this information then please contact PPMP :

Telephone : 1300 784 908

Email : inf mp.com.
Print | | Save | | Exit
e Click Save
4.4  Step 4 - Fees & charges setup

NB: Item Codes - https://www.worksafe.gld.gov.au/service-providers/allied-health-fees
On the Main Screen of PPMP®

Diary DataEntfy | Setup I Acgounts Batches Reports Labels Housework Services Help

User Licence

)I/
I —— | —

| Fees + Charges Setup » Change the Standard Fees + Charges
Add Stock : Item Number Fees Lists

Click Setup
Fees & Charges Setup
Change the Standard Fees & Charges
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Payment Method

[Warkcover EF <- Setup
Treatment Location

'Rooms IS Setup
Charge Type

[Treatments - ¢- Setup

Entries list
Initial Consultation Up _
Standard Consultation Egit
Down
Add New
Edit
Delete

Piint Cumrent Fees

Print All Fees
Import Another Fees List
Item Code (if any) 100021 * S
Save
Medicare/Healthpoint Code
Descript Initial C ~| [Dentsave
v
MNomal Fee & I on on Miher 1 nnn - o —

4.5

Click Save

Step 5 - Client record setup / Episode setup

Edit A/CInfo Episodes Letters/Email eNotes Attendance Notes Printouts Basic Details Packs Appointments

Main Details | More Details | Noles [Emplyl' More Addresses | SMS History |

Title [ +| Gender [Male vl
Salutation
“Dear..." Homer
Diary Name | Simpson, Homer
Surname Simpson,
First Name  Homer
MiddleN ame
Complete 727 Evergreen Temace A
Springfield,
Addiess | Jie "S000
v
Email homer@springfield. com
Comments etc
-

Cient [4 |
Phone Work 1234 6547
Home
Mobile 0402485786
Fax
D.0.B. 12/05/1979
Date Started 25720772013
Occupation | nuclear power plant

‘Why They
Chose Us

[ Medical Records Details |
Chart Ref
Medicare No. |
Medicare DVA use ONLY!
Suburb
Postcode

Pensioner No.

Open the Client record
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e Go to your Workcover Payment method and ensure the Item Code is entered for each individual charge
Do the same for treatment locations and any other areas you have Workcover charges entered
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Exit A/ClInfo Attendance Notes Printout

Episode Details b'.‘!m'- Alarms - To Do List’, Disch

. Addresses’, EDI', D s

Episode Tite  |(ET3 <
Trestmert  [Rooms v|
Location
;a;ml l\\.’nlkcovew -

Fee Scale lllnrmal ~|

Initial Fi 0.00 Zasse S800 urbos poes
e sl b ovamol Hhe

Usual Fee 0.00| S

SendA/Cs To [Episade Dther Addr's -

AccidentDate 7 7

Clsim/Fle | | 123456789y

Presenting
Pioblemfs) B2k

Reference - Episode List (Titles)
No's 2
] Pilates

ReferedBy  Dr. Scott Phillips

Prov No 123456MM Phone 1300784908
Fan 1300784906
Addiess Po Box 102, ~
Ivanhoe.
Melb, VIC. 3079 v
Ref Date v Expiies /£ 7

Refered To  The practice

Usual Therapist  Mickey

Date Statted 2570772013 [Filled in automatically
after first treatment)

Canx appointments D

EPC

New Episode Delete Selected

e Fill in the episode details

¢ Change the Send A/C’s to Episode Other Addr’s (4)
e Enter the claim number in Claim/File Reference No’s 1

Exit A/Clnfo Attendance Notes Printout

@ N/A (O TAC
TAC Client Details

Address 1

Episode Details’, Notes ', Alarms - To Do List’, Discharge, Ad(to
TAC

Service Location

Address 2

R Rooms -

Suburb/Town

PostCode

Clear Ch

for ReT

WorkCover

Type : ‘Workl.‘.mrel aLp

Claim # : 123456783y

e Click the EDI Tab

e For Type Select WorkCover QLD

e Enter the Claim number
e Click exit
e Save the changes
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4.6 Billing a patient
Click HERE to watch videook

oDo Lists  Waiting Lists ~ SMS Apt Reminders  Switch Diary View Help

| Week> | Month> | Today | Calendar | |

Minnie

Donald (10)

$-Simpson, Homer : ] I —

[ Special Appointment (Ctrl+S)
~ Has Artived (CtrieH)

e Select the Client on the Diary
e Click Actions
e Select Treatment charge
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[Client Name --Homer Simpson, AJC No 4|

Medicare /
Date Item Code Healthpaint
1050242015 _1NIB

Start Time (24hr) Duration hh‘\

Click For Medicare Benefit Schedule (MBS)

Description Fee Mormal Fee GST Total
Standard Consultation [8:00AM) ~ 71.00 71.00 0.00 71.00
[ Add GST Reverse GST status -
v keep same total charge
Standard Entries
Initial Consultation _

Accept Cancel Accept + Pay Accept +

Addit | Ch Accept + More
I;e"al'ﬂﬁ; Treatment location Patient epizsode involved Payment Method Used
[Back - Privale
Hospital Vet Affairs
Home Visits : Workrover
RIACHBORSS EPC
Donald
Fees scale
|anml -
. Start a New Epizode

Select the correct charge
Ensure all fields are correct
Click Accept
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4.7 Submitting aclaim

On the Main Screen of PPMP®

E Diary  Data Entry 5 ounis _“.'
Print Accounts
Transmit TAC EDT Accounts
Transmit Medicare DVA Claims

Reports  Labels Housework Services Help

SMS Overdue Amounts

Version 9.0.0

e Go to Accounts
e Transmit QLD WorkCover Accounts

List Create Settings | Client List |

Uninsured

Workcover
DVA

Rooms

Hospitals
Home Visits

e Selectall Payment Methods and Treatment Locations with WorkCover charges

e Click Continue
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[ QLD WorkCover
List Create Settings | Client List |

. Print The List . . Prepare and Send WorkCover File .

Client#f | Name Eps; LastA/C | A/C Bal Include in Batch

4 Simpson, Homer / 1 60.00 Yes
A Little, Chicken 1 60.00 Yes

' Deselect All |
To view a client's record click on their Name.

To remove an item from the batch, change the Yes to a Mo by clicking on it.

e Click Prepare and Send WorkCover File once the list has been created

Sending Transactions To The WorkCover QLD
Please Wait
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WorkCover QLD Interface T 1 i [F)

The batch was sent successfully to the WorkCover system! -
WorkCover will send you the results once they have been processed.

|

e Once transactions have been submitted the results screen appear confirming successful transmission

4.8 Recording a payment

On the Main Screen of PPMP®

Batches Bf orts Labels Housework Services
Manage Batch List

Diary DataEntry Setup Accourfs

Batch Creation

g Batch Payment

e Select Batches
e Select Batch Payment

[ LUV WEaLD 8 1170272015 Uiss the Mouse of Asow Kays b
(LD & 03/02/2015 = Select a Batch from the List

o Bank Branch Amount Total $
[ | I | [Cash - o [ oog
| I I | [cash - Allocated
| I [ | Cash = [_1ez00

e Select the Batch you wish to pay
e Allocate the payments that you have been advised of
e Click Accept Don'’t Print
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4.9 WorkCover Queensland return and error handling codes

The PPMP Workcover QLD module will show the following errors. See below for a brief description & trouble shooting.

4.10 Workcover Return Code (400)
Client has provided malformed JSON or XML

WorkCover QLD Interface

Results
WorkCover Retum Code = 400 (Unauthorized)

Please check your WorkCover login credentials as authentication has failed

Please try again and if the problem persists then please contact PPMP support.

Please verify all information you are transmitting is correct. If the return code still exists, please contact PPMP Support.

4.11 Workcover Return Code (401)
Accesses denied (authentication has failed)

WorkCover QLD Interface 0

Results
WorkCover Retum Code = 401 (Unauthorized)

Please check your WorkCover login credentials as authentication has failed

Please try again and if the problem persists then please contact PPMP support.

Please verify all setup is correct & login information was entered correctly. Check with Workcover QLD that you have
registered correctly. If the return code still exists, please contact PPMP Support.
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4.12 Workcover Return Code (403)

Accesses denied (authentication has failed — your Provider Online account does not have authority to create invoices, or
the vendor API key is invalid.).

WorkCover QLD Interface

- (=]
Resuits
WorkCover Retum Code = 403 (Forbidden) -
Please check your WorkCover login credentials. Your Provider Online account does not have authority to create invoices or your
client API key is invalid.
Please try again and if the problem persists then please contact PPMP support.

=
Please verify all setup is correct & login information was entered correctly. Check with Workcover QLD that you have
registered correctly. If the return code still exists, please contact PPMP Support.

4.13 Workcover Return Code (500)

A Service-side error has occurred (please interrogate response object.).

WorkCover QLD Interface

Resuits

‘WorkCover Retum Code = 500 (Intemal Server Emor)

{
"invoi [0].invoi
"You must fill this field in™
1
}

[0].servi Number": [

Please try again and if the problem persists then please contact PPMP support .

Close

1= =1
Please verify all information you are transmitting is correct. If the return code still exists, please contact PPMP Support.
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4,14 Workcover Return Code (503)
The WCQ services are down.

";'i‘nrkarﬂ QLD Interface

-

[Unable to connect to the remote server
WorkCover Retum Code = 503

Please verify your workstation is connected to the internet & a firewall is not blocking PPMP access. Check with
Workcover QLD that the service is available. If the return code still exists, please contact PPMP Support.
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Section 3 — PPMP® user manual

5 Account (Invoice) runs — printing, emailing and SMS’ing accounts

Account print runs are used to automate the printing of accounts for a range of patients.

5.1 Print accounts — Stage 1

On the Main Menu PPMP®

Diary DataEntry Setup | Accounts | Batches Reports Labels House
| Print Accounts

Transmit TAC EDI Accounts
Transmit Medicare DVA Claims
Transmit QLD WorkCover Accounts

SMS Overdue Amounts
FET ST YTy

Entarnrica

e Click Accounts
e Click Print Accounts
Supply the settings that will be used to decide who should receive an account.

Payment Methods

Private
Workers Compensation
Yet' Affairs

TAC

EPC

Classes

e Select the payment methods to be included in this run.

Account Layout printed

Compensible
Private

New account layout.
New account layout.

e Choose what account layout you want used.
¢ Only one account style can be chosen at a time

Treatment locations

Rooms
Hospital

Home Yisits

* No need to choose a Treatment Location (all will be included)

Skip anyone who has had an account
izsued after this date.

0170672013
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e The cut-off date will automatically load a one-week cut-off (skip anyone who received an account in the last

week.)
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5.2 Controlling which charges are itemized

[ Skip if there are no new charges

[ Skip if there is no claim number

e You can choose to skip patients if there are no new charges or no claim number

There are two mutually exclusive approaches to the account print run.

O ltemise New charges only

®iltemise All unpaid charges.:
OR

¢ Itemise New Charges only — your account will print a Balance brought forward from the most recent previous
account, and then any new charges are itemised.
e Itemise All Unpaid Charges - your account will print all unpaid charges.

OR

Itemise all charges on + after this date.
but don't itemise any before this date.

I, (MB If not blank, overrides
option abowve)

Itemise all charges from a particular date

Enter a ‘cut off’ date - all charges incurred on or before that date are covered by a Balance brought forward entry
(even if they haven't been printed previously).

All charges after that date will be itemised even if they have already been printed on an account.

Don't include charges dated after this
date

o

Ignore charges added after a specified date (Any charges added on or after this date are ignored)

Don't print the |
Balance BFwd

e Click Continue
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5.3 Account print run stage 2

Page 92 of 232

When Stage One is complete and you press the 'Continue’ button, the program will scan your patient files and select

the patients that meet the requirements you specified in Stage One.

A list is displayed on screen. You can then proceed to do the following: -

‘Mo 'Name Ep'sd | LastAJC  AJCBal' Print
1 1 Crompton Karen 1 250,00 :(_l_a_'g_____
2 3550 Mouse Minnie 1 250,00 No ]

3552 Duck Donald 100.00 Yes

e Look through the list and cancel particular accounts.
¢ Do this by changing the print status (see the right hand column) from 'Yes' to 'No'.
e You can also view a Client’s record by clicking on their number

You can print the listing as shown.

I Frint list only

e Press the 'Print list only' button.

You can finish without printing the accounts. Press the 'Exit' button.

5.4 Delay settings
At the bottom of the screen you will see

Wait |2 seconds after every |1 account.

e Wait 5 seconds after every 1 account - this facility is there so you can instruct the program to print a certain

number of accounts and then pause for up to a minute.

Wait Iw seconds after every 15 account.

e These numbers are changed by clicking on them and typing in the desired number.

Wait |U seconds after every ID account.

e You can disable this option by setting the delay or the number of accounts to ‘0’ — this means you will not be able

to print anything else until your account print run has finished

5.5 Print Accounts

Print accounts

e Press the 'Print accounts' button to print the accounts

e The program will start at the top of the list and print an account for each entry that has a 'Yes' in the Print column

of the list. As each account is printed the 'Yes' will change to 'No'.
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5.6 Pausing or stopping the print run

e When printing starts, a Pause button will appear.

e Pressing this button at any time will have the printing process complete the account it is working on and then stop
and return to the print list as at the end of Stage Two.

Print accounts

e You can restart printing by pressing the “Print accounts” button again.
e Already printed entries will be skipped, as their print status will now read 'No'. (You can request any of these
entries by changing their 'No' status back to 'Yes' by clicking on the 'No").

5.7 Change the print delay settings during printing.

You can change the delay time, the number of accounts printed between delays, or disable this facility, while the
printing is taking place.

5.8 Email accounts

5.9 Email accounts — Stage 1

On the Main Menu PPMP®

Diary DataEntry Setup | Accounts | Batches Reports Labels House
| Print Accounts

Transmit TAC EDI Accounts
Transmit Medicare DVA Claims
Transmit QLD WorkCover Accounts

SMS Overdus Amounts

FEAW % T TN

Entarnrica

e Click Accounts
e Click Print Accounts
Supply the settings that will be used to decide who should receive an account.

Payment Methods

Private

Workers Compensation
Yet' Affairs

TAC

EPC

Classes

e Select the payment methods to be included in this run.
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Account Layout printed

Compensible
Private

New account layout.
New account layout.

e Choose what account layout you want used.
e Only one account style can be chosen at a time

Treatment locations

Rooms
Hospital
Home Yisits

e No need to choose a Treatment Location (all will be included)

Skip anyone who haz had an account
issued after this date.

0170672013

e The cut-off date will automatically load a one-week cut-off (skip anyone who received an account in the last
week.)

Controlling which charges are itemized

[ Skip if there are no new charges

[ Skip if there is no claim number

e You can choose to skip patients if there are no new charges or no claim number

There are two mutually exclusive approaches to the account print run.

() ltemise New charges only

®itemise All unpaid charges.
OR

¢ Itemise New Charges only — your account will print a Balance brought forward from the most recent previous
account, and then any new charges are itemised.
e |temise All Unpaid Charges - your account will print all unpaid charges.

OR

ltemise all charges on + after this date.
but don't itemise any before this date.

I (MB If nat blank, overrides
option abowve)

e Itemise all charges from a particular date

e Enter a ‘cut off’ date - all charges incurred on or before that date are covered by a Balance brought forward entry
(even if they haven't been printed previously).

e All charges after that date will be itemised even if they have already been printed on an account.
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Don't include charges dated after this
date

o

e Ignore charges added after a specified date (Any charges added on or after this date are ignored)

on't print the |

;B.ﬁ].ﬁnna..BEwd..E

e Choose whether or not to Print the Balance Bought Forward

Continue

e Click Continue

5.10 Email accounts — Stage 2

When Stage One is complete and you press the 'Continue’ button, the program will scan your patient files and select
the patients that meet the requirements you specified in Stage One.

A list is displayed on screen. You can then proceed to do the following:

‘Mame Ep'sd | LastA/C  AJ/CBal' Print
1 Crompton Karen

3550 Mouse Minnie
3552 Duck Donald 100.00 Yes

e Look through the list and cancel particular accounts.
e Do this by changing the print status (see the right hand column) from 'Yes' to 'No'.
e You can also view a Client’s record by clicking on their number

You can print the listing as shown.

Print list only

e Press the 'Print list only' button.
e Press the 'Email accounts' button to email the accounts

Are you sure you wish to print/email the selected accounts?

’Email Accounts ]

e Click Yes to send the Accounts via email
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5.11 SMS overdue accounts

Click HERE to watch video

NB: You will need to set up an Account or Overdue account SMS template first.

To do this on the Main Menu PPMP®

Enterpri

Version 9.0.0
User'ppmp’ on cor

Physiothe

©

Senplms Batches Reports Labels

User Licence
Fees + Charges Setup
Add Stock

Account and Receipt Printing Setup

Addresses

Staff

Computer Resource Usage
Diary Layout and Colour
Security

Chent Record Lists Setup
Receipt Group Setup
Practice Type Title Setup
Presenting Problem Coding
Internal Email System

»
»

SMS Template Setup

TAC EDI Setup
Medicare Online Claims Setup
Letters and Phrases

-

one :

certified software CONN EC’%‘)

ILOCAL). (Profile *\DEFAULT)

1300 784 908

: 1300 784 906
: info@ppmp.com.au
¢ WWW.ppmp.com.au

desk is open Mon-Fri from 8:30am to 4:30pm AEST
Welbourne Time: 12:36 PM

e Go to SMS Template Setup

™ SMS Appointment Reminders

Template Setup |

Template List
i Reminder
Pilates

Season Greeling
Drvesdue Account

Ternplate:

(%]

e Click Add New Template

|
ol ey
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W SMS Appointment Reminders

NB : The table in the database is called
SMSTemplates

Merge Fields for Appointment
H:?Iiu Messages

<Dy

<Date>

<Times
«Practitiones:

< Chent Fstriames
<Clhent Surname:
«Confirm

<Overdue Amourts

Appoinkmend List Crder
(2) Drder By Cokmn
() Drder By Time:

e Click Add

List Setup

Merge Fields for Appoinkment
H:?dnl Messages

<Dawr

<Date>

«Timex

«<Practitionet:

«Clhen: Fiestniame
«<Chent Sumame>
<Confim Apponiment:
< Overdue Amount>

Appoirtment List Order
(%) Drder By Cokumn
) Drdet By Time

e Click save

Type in title for new SMS template (e.g. Account or Overdue account)
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'm SM5 Appointment Reminders

Template Setup |
Template List
Sgporinent R (isiionforpne |
. Add New Template

Season Greating .
Appiox Message Size (156)

Merge Fields for Appointment
Template Reminder Messages
Hi =Client Firstname= A friendly reminder your account for the amount of <0ve s <Day>
contact PPMP to make payment on 1300 784 908 < Add To Templste <Date>
«Times
«Practitioner>

<Client Firstname>
<Client Sumarne>
<Confirm Appointment>
<Dverdue Amount>

Type body of SMS here

Appeirtrment List Order
(%) Order By Column
() Order By Time

Select merge feilds and click add to insert themi

e Select the template in the list you want to setup and type in the information you require.

NB: The Approximate message size will also be displayed and how many messages you will be charged for (see
examples below)

Appointment Reminders
Template Setup |

Template List

Pl et Reinder

Season Gresting .

Approx Message Size (156)

Merge Fields far i
T erge Appointment

Hi <Client Firstname=, A friendly reminder your account for the amount of <Ove a | Dap>
contact PPMP to make payment on 1300 784 908. T | < Add To Template <Date>

<Overdue Amount:

Appaintment List Order
| (%) Drder By Column
v () Drdes By Time:

[ Save Template |

e Click save template
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5.12 SMS account run
Click HERE to watch video

On the Main Menu PPMP®

Diary DataEntry Setup AcoomtsIBahd\es Reports Labels Housew
Print Accounts

Transmit TAC EDI Accounts

Transmit Medicare DVA Claims
Transmit QLD WorkCover Accounts

Enterprise ‘w%wénums

e Select Accounts
e Select SMS Overdue Amounts

w Clients With Overdue Accounts

Overdue Amounts Prior To: | 07/07/2015  [v|

Payment Methods -

Wet Affairs
Workcover
EPC - Medicare
Pilates

e Click Continue
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*_SM5 Appointment Reminders o
Select Template To Use | i . |
STEF 1 Choose atemplate or manally enber your v STEP 2: Chck hate to get & kst of the reminders that wil be sent
Select o Template to use for the Reminden:
pportment Famndat
Samnﬁlﬂ
Oveedus Srcourt
How EdRt DR Cieate Vour Message Template bolow
Appointmend Reminder Template Editor Apponiment Femindes Mergs Fislds
Helks <Clignt Firstnarme= | Just & reminder you ok an outstanding Jomount ol D
in the amount of <Overdue Amount> Tl cDpnr
Pleaze call PPMP on 1300784308 1o arange payment. « Tinms
Procs;
:EiertFlsm;m
«IChert Sumames
«Canfam Appomiment:
«Dvarcs Amount:
il
(<] >

e Select the template you wish to use and click Next Step

e You can now either send SMS accounts how or remove any you do not wish to send or even delay the sending of
the accounts to a later time and date.

w 5M5 Appointment Reminders
Select Template Tolse | Review Messagos/fiecipients and Send |
iesrinder Lint - 1 lbernz)
Sert | Chent No| Chant Name |__Appt Date|  sppt Time| Practiione:
3 Smpron Bait
4 Sgnn, Home
5 Amadololis, Amtotie
B Brockman, Kert
T Godemolhe, Fasp
2 Durzo. Sha
10 Elephant. Db
11 Flander, Hed
T4 Litths, Chacken

ul ﬂl'\llmlﬂl| hlulml-‘

Message Preview  [rou can ecit s message before sending if you lke)
Helio Chicien , Jusi a reminder you have an sutstanding account
in e amounl of 55000

Please call PPMP on 1300784908 b arandé payment

e When your happy with your selections click Send SMS Reminders Now

(_ﬂh SM5 messages have been sent.

[ ox ]

e Your messages have now been sent.
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6 Alarms

The PPMP system has an alarm function, which can warn you about the number of treatments for a patient.

For compensation patients in particular or any patient in the database there is a function that allows you to set a date
or a specific number of treatments, where once they have reached or passed the set date or treatment number the
system will give you a warning.

Before setting alarms you must make sure your Treatments are being marked as Treatments —to do this

Go to Setup (on the Main Menu)

Diary Data Entry [ Setup '[ Accounts Batches Reports Labels Housework Services Help (F1)
User Licence >
| Fees + Charges Setup v Change the Standard Fees + Charges |

e Fees & Charges Setup
e Change the Standard Fees & Charges

Treatments M ‘

Click Setup (next to Charge Type)

| Charge Type
.

e Select Treatments
e Click Edit

Mew entry title

Treatments
[ are these Treatments? ]
(%) Classify these charges AS trealments. Cancel

() These charges are NOT treatments,

e Select “Classify these charges AS treatments”
e Save & Exit and back to the main menu.
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Exit A/C Info Attendance Motes Printout

Episode Details"-.l ﬂutesll: _Digcharge"-.l Add[esses":l TAC,"DVA"-.I Documents Qhart"-.l

e Open a client’s file and go to Episodes
e Click on Alarms — To Do List

There are a few different alarms explained as follows: -

1. Number of Treatments Approved (total)

Alarms
Fix's approved (total) |3 Total so far |1
Mumber of Fx 2 ff (Date is
Warnings i Before | § # aptional)
0 i/
Messange MNew Referral

e Putinto Rx’'s approved (total) the number of treatments approved. Each time a Treatment is charged the “Total so
far” will increase.
e Put a number in the field beside the “Number of Rx warnings” and a small message in the message field.

[2] Mouse Mickey

e When the client comes within the last 2 of these treatments their name will appear in a light red/pink background
with the Number of remaining approved treatments beside it.

. =]
ALARN E

i Treatment Countr alarm. See Alarm message below :-
S New Referral Regd

e By entering the date after the number of treatments this allows you to set a number of treatments within a certain
time frame and a small message in the message field. Therefore once the patient has been charged for the
number of treatments set in the alarm section (before the optional date) you will receive the message as a
warning.

e When they exceed the Number of approved treatments their name will appear in red with a negative number
beside it.
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2. Repeated Appointments

YWarn me ewvery B thwisit  Staring fram wisit 1

New Referral Required

e If you want to be reminded every so many appointments e.g. if you wanted to review a case say every 6™ visit.

i I_E Mew Referral Required

e This alarm is triggered at the time the treatment is recorded (charged).

3. New Appointment

Warn if new appointment is after this date 1040442012

Message New Referral Required

e Enter a date in the “Warn if new appointment is after this date” alarm field and a small message,

The alarm is set to sound from : 10/04/2012

Alarm message below :-

Mew Referral Required

¢ When making an appointment on the diary after that date the alarm will be triggered and the message will be
displayed.
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7  Appointments
When making an appointment you will be faced with one of three situations.
e For a New client

e For an existing client
e For an existing client who has an appointment already on the diary.

7.1 New client appointments

ESPrNP Diary

Actions Records Find Optons Refresh Print  Classes
< Mgath | < Woek | < Day | /032013 | Fri

e Select the appointment day, time and column where you want to put the appointment.

ER PP Diary
[Actors | Records Fnd  Options Refresh Print  Classes
[} 50 sopcntment Existng Chent F5) s |
|| Acpomntment Mew Clent (F2) Gl
e Click 'Actions'
e Select 'Appointment New Client’

| New Patient

equires DVA taxi |

VA # - v123456

An input box will be displayed with an area to type the patient’s name.

It is recommended you use the convention Surname then First name when entering names.

Press Enter

This will move you to the notes area. (Use this to make a note about new patients e.g. Requires assistance or
phone numbers

e Press Enter

e Enter a mobile number (if necessary)

e Click Ok to record the entry

You can view a new client's note area by highlighting the appointment,
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|
[NE

= PP -Diary

[Actors | Recorde  Find  Options Refresh Print  Classes

Treatment Charge  (F7)
U hote tnDiry (o)

e Click Actions
e Click Note in diary

Appears on the diary as
|House Mickey |

Requires Assistance]

e You should now be viewing the above screen — you can add or change things in the note or mobile area.

7.2  Existing client appointments
Click HERE to watch video

PPN Diary

e Select the appointment day, time and column where you want to put the appointment.

Actions Records Find Options Refresh Print

Appointment Existing Client FS |

e Click Actions

e Select Appointment Existing Client

Choose a Client
Hame to Find OR the Required Client No.
mous

o -~ . |

The Choose a Client box will appear
Type in Surname of client (or 3-4 letters)

Highlight the client you want on the list

Click OK - the appointment will be entered on the diary.
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7.3 Rebooking clients from a diary appointment

Click HERE to watch video

= PP -Dary

g:00 Mouse Mickey
8:15

e Select the existing appointment from the diary.

EX rpur Diary
| Actions | Records Fnd  Options  Refresh
1@ Appointment (F6) Fé

e Click Actions
e Click Appointment

05/02/2008

John 1
|

EM!',“?@, Mickey

¢ Move to where you want to put the new appointment & Press Enter

7.4 Moving appointments
Click HERE to watch video

S5-Mouse Mickev

e Select the appointment on the diary that you want to move.

e Click Actions
e Select move

Actions | Records Find  Options Refresh Print Classes
11 Appointment (Fs) F&
| ‘ Treatment Charge (F7) E7
‘ <[ MNoteInDiary (Ctrl+N) Cirl-+
Special Appointment (Ctrl+5) Ctrl+5
Has Arrived  {Ctrl+H) Ctrl+H
Has Entered (Ctrl+3) Cirl+3
Has Left (Ctrl+K) Cirl+K
Appointment Confirmed  {Ctrl+C) Ctrl+C

| Move (Ctrl+M) Ctrl+M |
# Cancel (Del) Del

e The patient name will disappear off the diary and show in the top bar of PPMP®.

=5 PPMP Diary - Moving appointment for George Mandy
Records Find Options Refresh Print  Classes ToDoLists  Waiting Lists
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e Select the appointment day, time and column where you want to move the appointment to and double click on the

empty spot to insert the patient.
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7.5

Cancelling appointments

Click HERE to watch video

Select the appointment on the diary that you want to cancel.

ll:m:uu
S$-Mouse Mickey 11:15am
11:30am
[ )
e Click Actions
e Select cancel

5 PPMP “Diary
m‘ Records Find Options Refresh Print  Classes
45 Appointment (F&) F&
\ Treatment Charge (F7) F7
#[ NoteInDiary (Ctrl+) Cirl+
Special Appointment  (Cirl+3) Ctrl+5
Has Arrived {Ctrl+H) Ctrl+H
Has Entered (Ctrl+) Ctrl+
Has Left (Ctrl4K) Cirl+
Appointment Confirmed  {(Ctrl+C) Ctrl+C
Move (Ctrl+M) Ctrl+M
K| cancel (Del) Del |
Additional Charges (F9) Fg
[ ]

-~  $-Mouse Mickey

~ DELETE this diary entry?

A new option menu will now appear

At this stage if you have made a mistake you can select no and nothing will be canceled.
Select YES if you are sure you want to cancel this appointment.
You will now be given an option list to record the reason for the cancelation.

Select the reason and click ok.

Qancellation for = George Mandy’
Rebooked

Unable to attend.
Did not attend.

No treat't required.
Unwell

‘Wark Commitments

Cauldn't wait any longer
Don't know. Don't record cancellation

Indicate a reason for the
cancellation. to not record
the cancellation in the
cliants file press Esc or
click on the button above.
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8 Appointment types

Go to Setup on the Main Menu

I PPMP e
Diary Data Entry | Setup | Accounts Batches Reports Labels Housework Services Help
Usér Licence L3
Fees + Charges Setup »
O ® HICAPS—©

Account and Receipt Printing Setup

Staff

Enterp | compserresource usage ,

Addresses certified software CONMNECT

Computer Resource

Window Styles General % aNotes % Metworking/SMS

¢ ] i o
PPMF Options 3 Program Links L'-‘lall:nm FPFPMP Elpli___“.._ Backup Options

Use Appointment Types

Click PPMP Options

Tick Use Appointment Types
Click OK

Close PPMP and Re Open

On the Main Menu
S PPMP

Diary Data Entry | Setup | Accounts Batches Reports Labe
User Licence 3
Fees + Charges Setup J
Add Stock
Account and Receipt Printing Setup
Addresses
|#  staif
e Goto Setup
e Staff
Staff List
TV _ <h layed
pane oShanamson
Liz Lowve
Ay F 1 Shaow all staff
Sarby V

(oo

Details | Provider Nos | Passwords | Appointment Types | 15t Available |

e Select staff member

e Select Appointment Types
Add New |

e Click Add New

HICAPS
15t Avnilable
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Title Veteran Affairs

DiaryLings o -
Raurad Diary Gulorsl

:ﬁ:f on N

e Enter a Title Name
e Select how you would like it to appear on the diary
e Click Change color

Tite Weteran Affairs

DiaryLines |2
oA [ iery cotors|

e Click OK
e Continue this process until all Appointment types have been created

¢ Click Add to All (this will add the same appointment types to all staff)

_

Are you sure you want to add this type to all staff members currently on
the list?

e Click Yes

8.1 Making appointment types

5 PPMP -Diary
| Actions | Records Find Options Refresh Prinl

&l Appointment Existing Client  (F5)
IS & Appointment New Client (F2)
| I Types
e Click Actions
e Click Appointment Types

Choose a Client
Mame to Find OR the Required Client No.
mouse

Mouse. Mickey : [#] Client Number

e Select client
e Click OK
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g
|
| [El-'n:;Epiaodu Selected]
'

e Select Episode
e Click OK

Appointment Types

Cancel

e Appointment Types will be listed
e Select the Appointment type (DVA)

11.00AM %-Mouse, Micke
11.20AM

e The Appointment type requires 2 lines
e Charge and receipt as normal
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9 Attendance notes, template setup - charts — viewing/editing

Click HERE to watch video

9.1 Template setup

From the Main Menu of PPMP®
B PPMP :EE

Diary DataEntry | Setup | Accounts Batches Reports Labels Housework Services Help

User Licence 3

Add Stock
Account and Receipt Printing Setup certified software CONNECT

Addresses

Enterprig .«

Version 9.3.0 Computer Resource Usage

User‘ppmp’ on co local). (Profile : DEFAULT)

Diary Layout and Colour
Security 3

Client Record Lists Setup 3
one : 1300 784 908

<

Receipt Group Setup

Practice Type Title Setup le : 1300 784 906
Presenting Problem Coding : info@ppmp.com.au
Internal Email System : @ WWw.ppmp.com.au

Physiothe' SMS Template Setup
TAC EDI Setup

Medicare Online Claims Setup deskis open Mon-Fri from 8:30am to 4:30pm AEST

Letters and Phrases Melbourne Time : 3:08 PM
| Attendance Notes | Template Title Setup |

eHealth Documents Template Description Setup
e Select Setup

e Select Attendance notes
e Select Template Title Setup

-

-

L3St Setup

Attendance Note Titles

Initial
Standard
Filates
Gymn

ME : The table in the database iz called
AttendanceMotePhiasel st

e List Setup screen appears
e Click Add for a new title
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st Setup

Attendance Note Titles

Title

Frevisw

Save Lancel

e Type the new title list name and click save

List Setup
Attendance Mote Titles

Initial
Standard
Filates
Gy

ME : The table in the database is called
AttendanceM otePhrasel st
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e The new title will appear in the list. You can move its position in the list with the UP/DOWN buttons on the right-

hand side.

e Once happy with the list and all Title Templates are set click Exit
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9.2 To add the body of the template

Template Tite Setup

Template Description Setup

e Select Setup
e Select Attendance notes
e Select Template Description Setup

Attendance Note Template Setup

Template [vl
Initial
Mote TempfStandard
Pilates
Gym (Mpdo | Spell Check

Review =
] 5 [z]u] =[=]

| R
N

[
[T 71 75 « Tt 712 73 F & 5 No ¢ < 2 5 2 e 9]

A

e Select the drop down box and select the Title you wish to edit
e Select Attendance notes
e Select Template Description Setup

Atte-n dance Note Template Setup

Template | Initial lv]
Note Template Selup |
[_cu | [_Copy | [Faste | [ Undo ] Spell Check
| Nomal [ [versana v] 35 [v] B|z|u|[E | [oos [v] I P'::;g:s Merge Fields

[t o «  t]13[3[F[el~ v |3 Fl <23 2]e o]

meds:

Allergies:

Sodal Hx:

HOPC:

exacerbated by

~

[

e Simple type in your information you can also use merge fields in here.

e Click Save & Exit
o Repeat this for all titles you wish to set a template in
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Go to Client Details Screen

Exit A/C Info Episodes Letters/Email eNotes Attendance Notes

e Select Attendance Notes

[ Contact Notes

‘ | _ Date Notes

1870572012 Initial Consultation - OJE

e Select Date for Editing

e Click Edit

Contact Notes I

Date |18/05/2012

Editing Note | Attendan

e Click Editing Note

Editing Note | Attendance Notes List | Clie
|Initia| Consultation - O/E - Add more info

e Add extra text to your notes

e Click Exit & Save Changes

dCL MOLES

Date Motes
02/02/2012 Initial Consultation - O/E - leg pain

Phrase is inserted in notes
You can add or edit text — click on date

e Click Exit & Save Changes

' Contact Notes
Date Motes

08/10/2009 Type your phrase or template
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e All notes are listed

e Click on entry — select Edit, Add, Delete, Print

o Exit

OR

e Select client on diary and go to Episodes
e Click Add

o Follow the above steps.
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10 Backup instructions
Click HERE to watch video

e Go to the Main Menu (PPMP®)
e Select ‘Setup’
o Select ‘Computer Resource Usage’

£ PPMP - =X
Diary DataEntry | Setup | Accounts Batches Reports Labels Housework Services Help
User Licence >

Fees + Charges Setup »

Add Stock (:) 'II( "I ; e

Account and Receipt Printing Setup

. certified software CONNECT
DEMO Vlg cur
Version 8.12.0 Computer Resource Usage
User'ppmp’ on cor Diary Layout and Colour (LOCAL). (Profile : DEFAULT)
Licence Key Exp Security Y
Client Record Lists Setup > Partner of:

e Click on the ‘Backup Options’ tab

NB: The temporary backup location is set to a default location; do not change this as incorrect settings
may result in the backup not being complete.

*- General Settings

Window Styles | Genetal | eNot | Networking/SMS |, HICAPS |
" PPMP Options | Program Links ' More PPMP Op...}, Backup Options % 1st Available

Enter the Temporary backup file destination path

C:\PPMPDBBACKUP | | Browse |

Must be local to this computer, folder name must not contain spaces

Enter the Final backup file destination path

Preferably a removeable storage device

| 0K | | Cancel |

e Then select ‘Browse’ to enter in the final backup file destination path
Select the external drive you wish to backup to (do not select the Local
Disk). Backups must go to a removable drive that can be taken offsite.
e Click ‘OK’
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Browse for Folder X

Pre-selecting folder using the folder's string.

€ Network -
4 Libraries
2] Recyde Bin
A Matt Kemp
(5§ Control Panel
4 M Computer
+ i, Local Disk (C:)
» ey DVD RW Drive (D:)
. [ =y Removable Disk (Ez)
» ¥ Matt (\\server01\UserShares) (H:)
» &8 public (\\server01) (P:) -

oK | cancel |

e Once you have selected the location click the ‘OK’ button

"~ General Settings

Window Styles }  Genesal % eMotes ‘ﬁuammusi HICAPS

PPMP Options % Program Links ' More PPMP Op...", Backup Dplions & 15t Available

Enter the Temporary backup file destination path
C:APPMPDBBACEUP | | Browse |

Must be local bo thés computer, foldar name must not contain spaces

Enter the Final backup fils destination path
E

i’nelehﬂp a remanneable storage device

e You will then be taken back to the home screen
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e For the changes to take effect you need to restart PPMP®. Click the ‘X’ in the top right hand corner
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Diary DataEntry Setup Accounts Batches Reports Labels Housework Services Help

®HICAPS—©

certified software CONNECT

DEMO VERSION

User ‘ppmp’ on computer MATT-PC connected to PMPDATA on (LOCAL). (Profile : DEFAULT)

Licence Key Expiration Date : 20/12/2013
Partner of:

® Telephone : 1300 784 908 ‘
Facsimile : 1300 784 906 ‘] ’p
Emai : inf mp.com.au

Physiotherapy Website : www.ppmp.com.au PHYSIOTHERAPV

If you wish to backup to another location, select the 2" tick box. Once the initial backup is complete you will be

[ ]
prompted to select the location you wish to backup to.
e Click ‘Backup Database’
laackup Exit
Don't Forget To ...
~Backup Options - Please select now -
i Backup Database | 15 | Backup Timeout (Mins)
+ Backup to thiz location : E:\
Select another location after the backup is ready to be written to a |
¥ storage device
Are you sure you wish to EXIT ?
Mo Yes |
e The following window will appear indicating the backup process is happening.....Please wait

Frocessing SQOL Backup . .. PLEASE WAIT.

The following window will appear indicating the zip file is being created.....Please wait
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Creating Zip File : 41%

[T | Cancel

e The following window will appear indicating the backup has been successfully completed.
e You may now exit PPMP® or continue using PPMP®.

Backup Sucessfully Completed!

It is advisable to open your backup folder on the removable device and make sure all of the folders and the database
are visible. If you are unsure, please contact our Customer Service Team for assistance — 1300 784 908/ Option 1 or
info@PPMP®.com.au

If using third party software, please contact us to discuss your requirements or to obtain help with a test restore. We
will happily take calls from your IT provider if they have some specific or technical questions.

10.1 Restore PPMP® backup

Insert Removable Drive

Dinry Dots Entry Setep Accounts Batches Reponts Labels Housework | Senices | Help
Restore Badup I fila.
] Editor
Setup Wizard
© Syncronise efictes
ehotes Uphsad Patients File

e Click on Services
e Click Restore Backup ZIP file

HOTE * Yo masst o kgaed i % an Admenisirter bs 5a s function

Snlacy e ey ot mueed

e Click on Restore Database or Select Backup Zip File

B Removable Disk (F:)

e Select Removable Disk Drive (or where browse to where backup is stored)


mailto:info@ppmp.com.au

nl

.
PPMP crocepure manuat Page 120 of 232

L
[NE

08/10/2014 11:31 .. Compressed (zipp-

E Zip Files {*zip)

|

e Click on the file and Open

w Restore Backup

NOTE : You must be logged in as an Administrator to use this function

Select the Heg you wand restored.
Fila(s) Salect Backup Zip File
[¥] PMPOATA=080c2014 bak
O Rastora Files
@ Rastors Dotabass

PRastare Detabase

e Click Restore Database

i (CAUTION : Restoring the database will REPLACE the data file
h curmently active.
You will loge any data added since the backup was performed.

Do you wish to continue?

e You will get a warning to make sure you are not restoring over your current database otherwise you may lose
some data
e Click Yes

PPMP =

WARNING: You will lose any existing data entered from the time you
made this backup.
Please be sure before you continue, this operation cannot be undone

e You will get another warning
e Click OK

| wm Making a copy of the LIVE database.._please wait

NOTE : You must be logged in as an Administrator to use this function

e Note — Making a copy of the Live Database

Finshed Restoring Database.

e Click OK
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Back on the Restore Backup Screen

w Restore Backup
NOTE : You must be lagged in as an Administrator to use this function

Salec Be fles youwand resioed
Fibais} b
[] Fptemspencebmtliin
[#] Fatoencynontiim =
— @ Furicen Fily|
O Fwsies Dalabass

Saiect Backsp Dp File

[#] Fatosencynont s

[#] Fuatespencitcmnt szn - 3
[7] Patesmaciontt “rpt A ]
[] atisencten b

[#] Fatosencynont? e

[#] Fatepencitcnz szn

[#] Patemncyicntz “pt

wa

g

[#] Fateencinontt mp

[#] Ftipnc it cnrs b

[#] Fatesencinontt s

[] Fuptemeencbimts 1t

[#] Pt Cusiom dot
[#] Fatespenc ez e
[#] Fatesenc Diptaui I

L

e To restore the Files change the selection from Database to Restore Files
e Click Restore Files

0 Finshed Restoring Files.

e Click OK
e Click Exit
e Close and re-open PPMP
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11 Changing fees in PPMP®
If you are wanting to keep you current clients on the current fees for little while longer

On the Main Menu

I PPMP Karen's - Main Menu
Diary Data Entry | Setup | Accounts Baiches  Reports  Lobels Housswork Senvces  Help

Usar Licencs |
[ Fees + Charges Setup b]  cnenge the Standard Fees + Charges
Add Stock Irem Kumber Fees Lists
Account and Receipt Printing Setup |_ Kisép Currint Chents On Currént Trestment Fees
Addresses Move All Grto The Current Trestment Fees

e Click Setup
e Fees & Charges Setup
e Keep Current Clients on the Current Treatment Fees

&I PPMP Karen's - Main Menu

DmEnw Setup Accounts EBatches Reports Labels Housewor

EPISODES CHECKED 788 - 3

e System is adjusting fees in the client’s episode screen

Finished

e Click OK

for Karen Crompton

Ewt Edit ASCInfo Attendance Nobes Physio Notes Print
Episode Details ; Motes | Alarms - To Do List;, Di;
Episode Title (Y ~|
Treatmant Fiooms Traaiments |
Locstion 1
Payment DVA w|
Mathad —
Fee Scale HNormal Vi
Infial Fas B0 Zeme AR wnless pow
W ip oviermole the
Ususl Fae 55.00 st s

e Under Client Episode you will notice Initial Fee/Usual Fee have your current fees (relating to that episode)

Back on the Main Menu

5y PPMP Karen's - Main Menu
Disry Dot Entry | Setup | Accownts  Batches Repons  Lobels  Housework  Sendoss  Help

User Licence 3
| Foes + Cherges Setwp ¥||  change the Standard Fees + Charges
Add Stock Tem Humbser Fees Lists
Agrount and Recespt Printing Setup Keep Current Chents On Current Treatment Fees
e Click Setup

e Fees & Charges Setup
e Change the Standard Fees & Charges



d
Trowel

Fiooms Trealments

Crarge Type

Traaimant Chargues

Mo Codad oy Descsphon
10962 Initisl Consultation
Ligdhcane Coda
10952
Hoemal Fas e oo
Expacied Rebeie
Dhescoust

[lis & Class Pack lem

e Go through each Payment method and change Fees
e Click Save

When you are aready to move ALL onto the new fees

[RPPMP Raren's - Main Mend -
Diary Data Entry | Setup | Accounts Batches Reports Labels Housework Services Help
User Licence 3

Fees + Charges Setup 3] Change the Standard Fees + Charges.
Add Stock Rem Number Fees Lists
Account and Receipt Printing Setup Keep Current Clients On Current Treatment Fees
Addresses [ Move All Onto The Gurrent Treatment Fees ]
Click Setup
Fees & Charges

Move All onto the Current Treatment Fees

This option is intended for use where you have used the 'Keep current
patients on current fees’ option (usually before changing your fees). This
option will set everyone back to using from here on whatever your
standard fees are right now. Do you want to continue?

e Click Yes

Ext Edit A/CInfo Attendance Notes Physio Notes Printo
Episode Details ;, Notes ', Alarms - To Do List’, Dig
Epizode Tile  DWVA :]
Treatment Rooms Trealments vJ
Location 8
Payment DVA B
Method
Fee Scale Normal ﬂ
Initial Fee 0,00 [Zeme 000 unless yow
wam io ovemas the
Usual Fee 000 Sandanees)

¢ Inthe Client Episode Screen the Initial Fee/Usual Fee should now be set to Zero.
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12 Charging an appointment
Click HERE to watch video

Actions | Fecords  Find  Options  Refresh Print  Classes  ToDolists  Help  SMS Apt Remindery

{5 sppontment (F8) L Doy > || Week > || Month> | 1
[ Treatment charge (F7) Fr Test 1

17 mote InDiary (Ctri+) [= BT

i Spedal Appontment  (Cir+5) cuiss : 1
: Has Arrived  (Ctrl+H]) Ctri+H Mouse Mick

Select the Client on the Diary

Click Actions

Select Treatment charge

The list of your Fees & Charges will appear
Select the correct charge

[Client Name :-Mickey Mouse AJC No 20800

Date Item Code Medicare Item#t Description (Item Mumber)

Fee Mommal Fee G5T Total
26/06/2013 505 5td Consultation 57.00 97.00 0.00 97.00

Start Time [24hi) Duration hh-mm

[]Add GST Reverse GST status -
— : keep same total charge
Standard Entries
; ; Initial Consultation
Click For Medicare Benefit Schedule (MBS) St Consultation Show standard entries
Extended Consultation

Mew Injury Consultation
Re-Assessment & Treatment

l Accept l I LCancel ] Accept + Pay [Addi:zﬁ:r::;alge Accept + More
Type of charge Treatment location Patient episode involved Payment Method Used
test [v] CRS
Hospitals Uninsured

Home Visits Practitioner

Workcover
Sam [:] Medicare
DVA
Fees scale INJURYNET
N I U COMCARE
ormal ¥ 3RD PARTY
Yiew Chent Record

e Click Accept (or Accept + Pay — you will be taken to the Payment screen)

Mouse Mickey

e Once the client has been charged for their treatment, their name on the diary will change colour.
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12.1 Cancelling a charge

r
[ Client Details
AfCInfo Episodes Letters/Email eNotes Attendance Notes Physio Notes Printouts Basic Details Appointments

Main Details | More Details | Notes [Empiy) |, More Addresses , SMS History',

Title [Master| - | Gender [Male -]
“Dear" |Bart ]
Diary Name |5impson. Bart ]
Sumame  [Simpson,
First Name | Bart
MiddleName
Complete | 742 Evergreen Temace, =
Addiess | Springfield.

Melbourne_ VIC. 3000
Email

Comments etc

Client#t | 3
Phone Work | 9856 3254
2145 8541
1400221144

Home
Mobile

Eax
DOB.

2670971997
Date Started [18/07/2013
e T —

Chose Us
r [ Medical Recards Detalls ] —————————————————————

Chart Ref

Medicare No. I:l I:l

Medicare DVA use ONLY!
Suburb

[ Postcode

Pensioner No. l:l
Health Care Card Ho. |:|
Veteran Affairs No. I:|

[ Medicare Verfication |

e Select the Client on the Diary and double click to open the file

e Select A/C Info

e The list of Charges billed will appear
e Select the incorrect charge and click the Cancel Entry button

[Z. Account details for Bart Simpson,

Episode |AII Episodes

Unpaid Total : $490.50

Het A/C Bal : $490.50

Deposit Held : $0.00
Client 3
No. GST Bal : $0.00
Date | Description | Ref| GST| Debit| GST Ci| Credit| Unpaid| Balance| Printed | Episode | Practitioner | Location | DVA Claim
1870772013 PYS00 - Initial Consultation 1 110.00 110.00 1 Daisy Rooms
1870772013 EFT:$144.00 Med'| Fund ... 1 200.00 [90.00) 1 [Unspecified)
1970772013 505 - Standard Consutation 1 50.00 0.00 1 Daisy Rooms
22/0772013 505 - Standard Consut 1 30.00 30.00 80,00 26/09/2013 1 Daisy Rooms
2470772013 505 - Standard Consutation 1 90.00 90.00 180.00 26/09/2013 1 Daisy Rooms
0270872013 500 - Initial Consultation 1 110.50 11050  290.50 26/09/2013 1 Donald Rooms
06/09/2013 505 - Standard Consutati 1 90.00 90.00 380.50 26/09/2013 1 Daisy Rooms
2670972013 500 - CANCELLED : Ini - 1 380,60 26/08/2013 1 Donald Rooms
26/09/2013 Account printed. No 5. ACT 380.50 26/09/2013 1 [Unspecified)] Rooms
2770972013 500 - Initial Consultation 1 hﬂ.ﬂﬂ 110,00 490.50 1 Daisy Rooms
Hide Adjustments Activity Summary
Eharges‘ Paymenls‘ HNo of Rx's
All 690.50 -200.00 7
Y1D 690.50 -200.00 7
‘ Cancel Entry MTD 200.00 .00 2
| AJT History Print
Cancel button
| View Entry in Detail ‘ | Print Papment Summary
| Attendance History ‘ ‘ Exit

DELETE AN ACCOUNT ENTRY

e Click Yes if you are sure you want to cancel this entry
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Description
1840772013 PY500 - Initial Consultation
1840772013 EFT:$144.00 Med'l Fund ...
1940772013 505 - Standard Conszutation

2210772013 505 - Standard Conszutation
2410772013 505 - Standard Conzutation
02/08/2013 500 - Initial Consultation
0650952013 505 - Standard Conzutation
26/09/2013 500 - CANCELLED : Initial__.
26709/2013 Account printed. Mo 5. ACT
27/09/2013 500 - CANCELLED : Initial..& 1

e The cancelled entry with now appear in the list.
NB: Charges and Appointments cannot be removed from the diary due to auditing/security purposes — this will not
affect reports, statistics etc.

12.2 Receipting a payment
Click HERE to watch video

Actions  Records  Find  Options e

< Mgnth || < Week | < Dagp | 01403/
Homer 1

:30 nMouse Mickey

o If the client making the payment is already on the diary select that appointment.

== LeTT (LOTTR) Cl+
Appointment Confirmed  (Ctrl+C) Ctrl+C
Move (Ctrl+M) Ctrl+M

A Cancel (Del) Del
Additional Charges  (Fg) Fg
Pack Sale

% Payment (Fa) F8 ||

U Print An Invoice (F11) Fi1
More Accounting Options 3
Print Duplicate HICAPS Receipts  {Ctrl+D) Crl+D
Cancel Previous HICAPS Transactions  {Ctrl+%)  Cirl+%

##  Attendance Notes (F12) F12
Print Attendance Notes

Wt Write Letters/Emails 3
Set Client Recall Date

e Click Actions
e Click Payment

oose a Client
Hame to Find OR the Required Client No.
mous

[T 7] Client Mumber
[J1nvoice Number
[] Chart Humber
[IFirst Name

[0 ot Bl

-
e If you didn't choose an appointment choose a patient from the patient list.
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e If necessary choose the episode the payment is for

CientNo. 20818 Episode | General [v]
Name

Date Description Amount|  Unpaid_ Paying| Pratitioner DVA Clainld(s)

22/06/2012 500 Initial Consultation JM 11500 11500 11500 Sam

02/10/2012 500 Initial Consultation AF 933.00  999.00  939.00 John

02/10/2012 Ain Disc Balance Exercises 205 905 45! John

by Tatals 112305 1122.08
HICAPS Medicare
[ Editeny | [__Paying Some | H
SiiEss Medicare DVA Claim
[__Pintaccount | [ Payingan | H
H [EancalHIGeES Claim Medicare
EFTPOS Payment Quote HICAPS Eait
—

e Click Paying All (if total amount outstanding is being paid)
e Or Click in Paying field and type in amount being paid
e Click Paying Some

a
L ——
ClientNo. 20818 Episode  General
Name

Payment Details
DEPOSIT AVAILABLE : $0.00

Drawer Bank/Card Branch Payment Type Amount
Cash
Cheque
Credit Card
Discount
Deposit
Other

EFT $1.123.05
Medical Fund Direct
Direct Deposit
Medicare

Total so far 1123.05
[] Preview Repont? Total required 1123.0%

¢ Print Receipt | Print Fully ccept But Don't Deposit paid in today
1 [normal) _| I Itemised Print Go Back Cancel

Beceipt layout printed

Mormal Receipt ] Re-use for this client next lime

e Enter amounts being paid and how they paid

Total so far 630.00
[]Preview Report? Total required 630.00

Print Receipt Print Fully Accept But Don't Deposit paid in today
[normmal) I Itemized l Go Back Cancel
Receipt layout printed
Mormal Receipt [v] Re-use for this client next time ’ Change the receipt message ]

e Print a receipt (normal or fully itemised) if required
e Or accept but don’t print
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13 Class Packs

The class pack system is designed to automate the process of pre-selling a number of visits (usually but not necessarily a
class of some kind), then using these up as the client attends, warning when they have run out, and to manage the
payment for the class pack.

13.1 The Basics

You sell a pack to a client, as they attend; the system takes an unused pack item and puts it in the billing window. If
accepted it is transferred to the used list.

If such a client has run out of pack items you will be asked if you wish to bill them for another pack before moving on to
the usual charging window.

When you do bill a pack, you don’t have to record a payment at that time, the payment can be done at any time just as for
other charges. |IE the pack doesn’t have to be paid for to use items from it.

So that the program can tell if a client is using class packs, you set up one (or more) of your Payment Methods as a class
pack Payment Method.

In the client’s episode you select this Payment Method. The system will then expect to find unused pack items in the file,
and if it doesn’t find any it will ask you if you (optionally) want to sell them another one.

13.2 Setting Up
There are two parts to setting up.

Initializing the Class Packs

On the PPMP Main Menu
.2 PPMP A . S

Diary Data Entry | Setup | Accounts Batches Reports Labels Housework Services Help (F1)

User Licence »
Fees + Charges Setup >
Add Stock
Account and Receipt Printing Setup
Addresses

© Staff
Computer Resource Usage

o

Click Setup
Computer Resource Usage
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W General Settings

General eNotes |, Metworking/SMS |

, e A o,
Program Links ' More PPMP Op...% Backup Options

Use Appointment Types

[l Always ask if charging + there are multiple current episodes.
Request extra text when making appointments

Record all diary cancellations [on any day not just today's page).
[JUse Word Processor for attendance notes.

[¥] Add appointment time to treak t charges when charging from the diary.

[Juse alternative banking report screens

[JUse Multi List item charge system for treatments.
[ Make quote recording system available.

Use Class Packs system

[]#rd Processor - Use short path [A]

EFTPDS
WorkCover

e Click PPMP Options

e Tick Use Class Packs System

e Click OK

e Close PPMP & Reopen

¢ Marking a Payment Method as a Class Pack Payment Method
e Onthe PPMP Main Menu

s PPMP

Diary Data Entry Setup[Accoums Batches Reports Labels Housework Services Help (F1)

User Licence »

Fees + Charges Setup »

e Setup
e Fees + Charges setup
e Change the standard fees + charges.

[3. Fees, Payment Methods Set-up

ﬂ < Setup

Payment Method

| Private

Change the Standard Fees + Charges

e Click on the Setup button beside the Payment Method List

Payment Method Set-up

=

Payment Method list

private __________|

Hormal account layout.

Exit
List Setup

e Click on List Setup
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Available Payment Methods List Management

Vet Affairs

‘Workcover Up
EPC - Medicare Down
Pilates

Private

Insured

e Click Add

New entry litle

Save

Add
Available Payment Methods List Management (=
Exit

|Claasaa

Fill in the New Entry Title
Click Save & Exit
On the Payment Method Setup screen

Payment Method Set-up =)

Payment Method list
|Clns ses ﬂ Exit

List Setup

Normal account layout.

Ad Compensible =
AS Private Portrait a2
Al Comp Portrant

Ab Private Landscape o

Mormal receipt layout.

A5 Portrait
Ab Landscape

I This Payment Method list uses
Class Packs

Class receipt layout.

Select your class payment method

Select the Account Layout

Select the Receipt Layout

Tick this Payment Method list uses Class Packs
Select a Class Receipt layout

Exit & Save changes
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Payment Method

Entries list

Treatment Location

|Classes M £- Setup

Charge Type

| Rooms M £- Setup

|Trealmenls M <- Setup

Edit

Delete

-

Choose your Class Payment Method

Click Add New

W Fees, Payment Methods Set-up

Payment Method

Classzes <- Setup

Treatment Location

Rooms <- Setup

LCharge Type

Treatments <- Setup

Entries list

Import Another Fees List

Add Hew
Edit

Delete

Frint All Fees

Medicare/Healkhpaoint Cade

Description Class Pack - 10

Don't save

Is a Class Pack ltem

Mormal Fee $ 200.00
Expected Febate 0.00

Dizcount 0.00

Other 1 Requires GST
Other 2

Other 3

Clazz Code Clazs Attendance Description

O

||:P1|] | |Pilales Class - 560

Enter your Class Pack fees
Tick is a Class Pack Item

Fill in Class Attendance Description, Iltem Code & No. Required

Click Save

Continue until all Class Pack Items have been entered

Click Exit
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13.3 Before selling packs
You need to set up a new Episode for Class Packs

53 Client Details

Exit A/C Info Letters/Email

Main Details | More Details | Notes (E

e Go to the Client’s Episode screen
e Click New Episode

Epizode List [Titles)

’ Mew Epizode elete Selected l

¢ Name the episode in Episode Title

Episodes for Chicken Little,

Exit AfC Info Attendance Motes Printout

Episode Details |, Hotes ', Alarms - To Do List’, Disch

Epizode Title Pilates

Treatment Rooms
Location

Payrent Privak
Method i
Private

Fee Scale Vet Affairs
Workcover

Iritial Fee EPC - Medicare
Pilatesz

Usual Fee

~

e Click Payment Methods and Select Class Payment Method
e Exit

- T

e Save the Changes

You are now ready to sell a Pack
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13.4 Selling packs
New Sale

On a BLANK SPOT on the Diary

£ PPMP Diary
Actions | Records Find Options Refresh

< Note In Diary (Ctrl+N) Ctrl40
Special Appointment (Ctrl4+5) Ctrl+5

Move (Ctrl+M) Ctrl+m
2 cancel (pel) Del
Additional Charges {F9) F3
| Packsde
% Payment (F5) Fa

e Click Actions
e Pack Sale

Choose a Client
Name to Find OR the Required Client No.

mouse

1 match Search Tips

[¥] Client Number

e Choose a Client
e Select the appropriate episode

&

Choose A Client Episode

[h!u Epizode Selected]

wing

Cancel

e Click OK
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Charges Pack

0 [JAdd GST

Date Description [Item Number) Fee Mormal Fee GST
05/03/2015 Class Pack - 10 200,00 200.00 0.00

Eode Class Attendance Description No Req Ezxpiry Date
CF10 Pilates Class - 560 10 01/01/2016

Standard Entries

Class Pack - 10
Class Pack - 5

Accept [ Edit I l LCancel I Accept + More Accept + Pay

Type of charge Treah t i Practiti Patient episode involved

[T ponald Duck [v| |Pilates

Hospital

Home Visits Eees scale 3
Normal [v]
Yiew Client Record

e Select the Pack from the available packs list.
e Enter an Expiry date (This is optional)

l Edit H Cancel

Accept + More Accept + Pay

Type of charge Treatment location Practitioner Patient episode involved
T ponald Duck [v| |Pilates [v]
Hospital

Home ¥isits Eees scale N
Start a new episode
Normal [v]
Yiew Client Record

e Ensure all details are correct. E.G. Type of Charge, Location, Practitioner
e Click Accept or Accept+Pay
o Make Payment for the pack as you would normally take a payment

NB: Health Insurance Claims cannot be completed at this time.

Payment

Client Ma. 14 Episode | Pilates

Name Little, Chicken Pilates

D ate Description Amount Unpaid Paylng Practitioner Claimld/Batch
05/03/2015 Class Pack - 10 200.00 200.00 20000 Donald

by Totals | 200.00 | 200.00

[ Print Account ] [ Paying All l

Medicare DVA Claim
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13.5 Using pack items
To use one of these items

e Select client appointment on the diary (make sure the appointment has been made using the correct
episode/payment method).

Little, Chicken

c'“_-_'g’ Appaintment (F&)
|rfé| Treatment Charge (F7) |l

e Click Actions or Right Click
e Click Treatment Charge

[oove _ =)
There are Pack Items availble, Do you want to use one of these?
Yes No

e Click Yes ‘

Client Name -Chicken Little, AJC No 14|

Date Description G5T Total
05/03/2015 | Filates Class - 560 000 20,00

Reverse GST status -
keep same total charge
Pack Items Available - 10 Receipt
Issued Description Value  GST
05/03/2015 | Pilates Class - 560 | 2000/ 0.00 A5 Portiait
05/03/2015  Pilates Class - 560 20.00 X A5 Landscape
05/03/2015  Pilates Class - 560 20.00
05/03/2015  Pilates Class - 560 20.00
05/03/2015  Pilates Class - 560 20.00
05/03/2015  Pilates Class - 560 20.00
05/03/2015  Pilates Class - 560 20.00
05/03/2015  Pilates Class - 560 20.00

05/03/2015  Pilates Class - 560 20.00
05/03/2015 _ Pilates Class - 560 20.00 fccept Loncel
Tvpe of chaige Treatment location Practitioner PEatient episode involved

I | ponald v| |Pilates v
Hospital u U
Home Visits

Yiew Client Record
Payment Method Used

e A pack item from the clients file will be automatically entered into the charge window (the oldest on file will be
selected).
e Click Accept
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Do you want to print a receipt?

e Click Yes
(If you do not print the receipt now you will not be able to print later)

13.6 Using a different pack item

e lItis possible for a client to have more than 1 class pack at any given time

3 Client Pack

Print

Packs, Allunused dass e

|17/04/2012 Class Pack-10
7 ck-10

17/04/2012 Gy Class Pack- 10

e If you want to use a particular unused pack item scroll down the Pack Item list and click on the particular item you

want and click Accept

e You might need to do this where you have sold multiple packs such as normal Class and Gym class. The system
might pre-load a normal class item when you want a Gym class item.

This would indicate that the appointment was made selecting the wrong episode

13.7 Viewing client usage & status

ndance Motes Printouts Basic Details | Packs | Appointments

Unused items

Class Packs View + Edit

ddreszes | SMS5 History

Chentt |14

e Go to the client’s record
e Click on Packs on the menu
e Choose “Unused items”
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| unused class items |
Unused tems =19~
Date Pack Mo Description | Fee| Line No Code | ExpinyData|
Class Pack -10 $50L00
Class Pack-10 $50.00
Class Pack-10 $50.00
Class Pack-10 $50.00
Class Pack -10 $50000
Class Pack-10 $50000
Class Pack-10 $50.00
Class Pack-10 $50.00
170452012 Class FPack-10 $50.00
1704202 Gy Class Pack - 10 $50.00
170472012 3 Gym Class Pack-10 $50L00
170472012 3 Gym Clags Pack-10 $50.00
170472002 3 Gym Class Pack-10 $50.00
170452002 3 Gym Class Pack-10 $50.00
1704720012 3 Gym Class Fack-10 $50000
1704202 3 Gym Class Pack-10 $50.00
17/04p2m2 3 Gym Class Pack-10 $50.00
170472012 3 Gym Class Pack-10 $50.00
170472012 3 Gym Class Pack-10 $50.00

17/04;2012
170472002
170452012
17/04/2012
17/04/2012
17/0472012
17/0452012

2
2
2
2
2
2
2
2
2
3

SO NLAWNS0o0R YDA L WM

e Brings up all unused items available for use

Unused items
Class Packs View + Edit

o Alternatively Click Class Packs View & Edit

- | Listed Meweast pack to oldest

Fee| Line No Code
Class Pack - 10 S50.00 2
Class Pack - 10 $50.00

Class Pack - 10 E50.00

Class Pack -10 EE0.00

Clasz Pack-10 $50.00

Class Pack - 10 250,00

Class Pack -10 $50.00

Class Pack - 10 $50.00

P33 MRS R PN D)

I Date Descrption | FefMo| Group Line| Pack Fee
| 174202 Class Pack-10 2 1 $50.00

| Cancel lem Usage I Audd nenw em | Edit pack line I Delete this pack |

e You have full access to all the packs and be able to adjust or change them
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[ View Entry in Detail ] [__Pprint Payment Summary |

Episode ANl Episodes Unpaid Total : $300.00 Net A/C Bal : $300.00
Deposit Held - $0.00
Clienttt  [14
GST Bal - $0.00
Date Description Ref| GST  Debit| GST Cr  Credit| Unpaid| Balance Printed| Episode | Practitioner | Location | Claim/t ~ |
06/02/2015 5001 - Standard Consutati.. 1 201.00 201.00 1 Donald Rooms
17/02/2015 5001 - Standard Consutati___ 1 201.00 402.00 1 Donald Rooms
17/02/2015 TYRO Healthpoint:$100 57 100.00 302.00 1 [Unspecified)
17/02/2015 TYRO EFT:$101.00 58 101.00 201.00 1 (Unspecified)
17/02/2015  TYRO Healthpaint:$100 59 100.00 101.00 1 WUnspecified)
17/02/2015 TYRO EFT:$101.00 60 10100 o0.00 1 [Unspecified)
17/02/2015 5001 - Standard Consutati. 1 201.00 201.00 1 Donald Fooms
17/02/2015 Chq:$201.00 61 201.00 0.00 1 [Unspecified)
05/03/2015  Class Pack - 10 5 200.00 200.00 2 Donald Rooms
05/03/2015 Cancelled - Rebooked - 0. Cnl 200.00 1 Donald Duck Rooms
05/03/2015  Cash:$200.00 88 200.00 0.00 2 [Unspecified)
05/03/2015  Pilates Class - 560 5 0.00 2 Donald FRooms 1
05/03/2015 GYM Class - 10 Pack (6:... 7 300.00 300.00 2 YRenour  Rooms 3
05/03/2015 Cancelled :- Cash:$300.00 S0 300.00 2 [Unspecified)
05/03/2015 Receipt 30 Cancelled 300.00 2 [Unspecified)
05/03/2015 Cancelled :- Cash:$300.00 90 300.00 3 (Unspecified)
05/03/2015 Receipt 90 Cancelled 300.00 3 (Unspecified)
05/03/2015 Cash:$300.00 30 300.00 0.00 2 [Unspecified)
[GYM Class- 10Pack (... | 8 [300000 [ [ 300.00] 30000 [  3[DonaldDuck [Rooms [ [
<] I J [2)
[ ]Hide Adjustments Activity Summary
Chaiges|  Payments  No of Rx's
[15how class packs only Al 1878.01 1578.01
YTD 1403.00 -1103.00 3
MTD 800.00 -500.00

e Oryou can go to a client’s Account history screen

e Click on a pack item
e Click the View button
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e You will be taken to the Client Pack screen where you can make adjustments or edit pack information

Print

Packs ' | Allunused class items

When a Class Pack is Finished

giem Name -Mickey Mouse AJC No 18|

Dafe Description (tem Number)
Jjosmzmz Class Pack - 10

hem Code
CP1D

P E
Madicare Code S1ung;n;§2 Hr  Standard Entries

[ Gym Class Pack - 10
I Pilates - 10 Pack
Durakan hh:mnm

|BC'=—BP'H Edit H Cancel l

Type of charge Treatment location
Hospital
Home Visits

Class Pack - 10

Eee Normal Fee GST Total
S00.00 500,00 0.00 500.00

[JAdd GST
Reverse GST stalus -
keep same total charge

[#] Abweys show standard entries
Accept + Pay
Practitioner Eatient episode invoheed
ME Aswell (NotEmp) [ ] Class ¥

Fees scale Starl a new episode
Normal | [ View Client Recard

Payment Method Used

As you try to treatment charge, a new class pack will be available to select

The Tabs at the top “Packs” / “All unused class items” shows you all pack items and what is still available

When a client is on a Pack Item Payment Method and there are no unused pack items in their file

HIGHLY RECOMMENDED TO CANCEL - and sell the pack through the Pack Sale option — Actions or right click on a
blank spot — otherwise the name on diary will change color (because it has been charged) and you will not be able to use

an item from the pack.

And after the sale return to the Diary and charge as usual
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13.8 Classses — Setup new class

From the diary
5 PPMP Diary

Actions Records Find Options Refresh Print | Classes |ToDolists Waiting Lists
< Month [ Week | < Day | 20/05/2013 | M| ManageMesier Casses

e Click Classes
e Manage Master Classes

e Click Start New Class

Clazz name
Priates

Your code [if any]

l Ok Cancel
e Give Class a Name — Click OK

List of classes

e Click on Drop Down button and select Class
e Click Add a Client
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Choose a Client
Hame 1o Find R the Reguaed Chent Mo
Liad ol elasses [T
Filates [0]

Amoches

Chenl: i sebecled clais

Mours Mickey Jne
Meusn Minnm

Mounn Micker, et e chen ared clck OF o press Enter]

e Select Client & Click OK

W Clacses

List ol chasdng
Pilates [0]

Cheewitz inn erbmctod elase
Hait Ssnpoon

Homer 5 mpaon

Wickny Mourn

e When you have finished adding clients - Click Exit

13.9 Classes — Make class appointments

NB: When making changes to classes a new class will be added — this is so people can be added and removed from a
class on a particular day instead of having to delete and add back into future classes

From the Diary
PPMP Diary

Actions | Records Find Options Refresh Print Classes 1

= Appointment Existing Client (F5) F5
&% Appointment New Client (F2) F2
Appointment Types
Appointment Reoccurring
| Class Booking |

e Click Actions ( or Right Click on the diary)
e Select Class Booking

Pilates [2]

lULI

e Select the class

e Click OK
I List of classes
Filates A (2)

rilates A (2)

Clients in selected class .
Add a Client

Han Simpson
Mickey Mouse

Remowve Client

View Client record

e The number in brackets indicates how many people are in the class
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13.10 Classes — Treatment charges

Pilates (2]}

¢ Highlight class — the number indicates how many booked in the class

Pilates (2}

A% Appointment (Fe)
Il':é Treatment Charge (F7)

e Click Actions or Right Click
e Click Treatment Charge

217057213
i:
0k

Mickey Mouse [F]

Viow chiont record

Panzs the space har

e Click in the box next to name

Choose A Client Episode

[No Episode Selected]
General
Test1

e Select episode (if prompted)

e Click Accept

e Proceed with Payment as usual (if not paying Click Exit)
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El 0ot Simpson [F]
» Mickey Mouse [P

Froxs the spoco ha
o madk funmadk &
pateeed o chok an
fhe check box
barda rame,

o Repeat until all class attendees have been treatment charged
e Click OK

NB: If you need to cancel a treatment simply click on the tick next to their name

Are you sure you want to cancel Karen Crompton class
attandance?

e Click Yes
e The charge has now been removed from their account information.
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14 Client records on PPMP

14.1 Adding a new client to the computer
Click HERE to watch video

A new client can be added to the system in four ways.
This is the most common approach, (the program detects that they are a new patient and requires their details to be
entered before continuing)

The First Option

Mouse Mickey

e Click on the appointment for a new client on the diary

[ PPMP -Diary

Actions | Records Find Options Refresh Print  Clas
2% Appointment (Fs) F6
||'§75 Treatment Charge (F7) F7 |
e Click Actions

e Click Treatment Charge

Leery/lmad Bt Datmalic Uit Liti Packd Sppointmants
Main [etnils |, Mone Dedails', Motes ', More Addpesses | SME History',

W ) Chen Record Mo,

Surname  pngae Home Shown  Mouse Mickiy
Oa D
First Mickny b
Hamies Phann Wark
Addrias Home
bl
Fax
Email Address
noa BT

Cammnts el Date Sinrind ]

Decupatinn

Wiy Thiry
Chose Us

| Medaoal Reconds Datels |
Chart Ff

Midicars Mo

@Mone O PeaswiHCE  CFulDVA O Lid DVA

e s

e Fillin client details (see — Entering Client Details below)
e Click Exit

e Add this Mew Patient to the files?

(Cancel = don't exit)
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e Click Yes

0 Mow adding general episode.

e Click OK

Episodes for Mickey Mouse
Exit Edit A/CInfo Attendance Notes Printout
Episode Delail:"‘.‘ MNotes ', Alarms - To Do List’, Dizch Y Addr L TAC, D
Eptade Il [Post surgery ] eredey DR SMITH Breg [
Treatment Rooms ~ Phone | 3351 5111
Location U FrovNo
Payment Private ¥ Fa 3851 0719
Method Address
Addresses
Initial Fee 0.00 A a3 X7 s aoer
S R e Fef Date ‘ I Expites | £ 7
Usual Fee 000 s e
ST Refened To | The practice [
e s To i in Fi
The client (Main File) %] sl Therepist =
focidentDate [7 7 P— [Filed in sutomatically
after first treatment)
Claim/File 1 Canx appointments [0
Reference Episode List [Titles]
No's
test
Presenting
Froblemis] Post surgery E
=
=]

e Fill in the episode details
e Click exit
e Save the changes

[Client Name :-Mickey Mouse AJC Mo 3551]

Dt Deecription (Hum Mumber) Ene Homal Feo  GST Totsl
DB0Z/F00 Initil Conaultmtion 0960 w0820 [ 0ac0)
Hom Code [Add GST N —
a0 Revarse GST stanis -
keop same & arge

Madicass Coda S oG4 Dandord Envins

- Stndned
[ ] Ay show sinsdard sskias
Daration hamm

Ean Gancel Jrm———
e Proceed with the treatment charge

The Second Option
This approach is used when you want to fill in the new patient's details before you record their first treatment or are
ready to make another appointment for them.

Mouse Mickey

e Selecting the New Patient's appointment on the diary.

[ PPMP -Diary

Actions Records Find | Options |Refresh Print Classes Tol
| Add New Client

< Month l < Week ”_<

e Click on Options
e Click Add a New Client
e Proceed as in Option 1
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The Third Option

Without selecting a new patient’s appointment.
From the diary

Actions Records Find | Options | Refresh Print Classes Tol
| Add New Client |I

< Month ] < Week " <
Click Options
Click Add a New Client
This brings up the Client Details screen
Proceed as in Option 1

The Fourth Option
Add a New Client Using Data Entry system
e On the Main Menu PPMP®

PMP
Diary | Data Entry | Setup Accounts
Original Data Entry
Data Entry

e Click Data Entry
e Click Data Entry

Add a new client

e Select Add New Client

e Enter the Client details

¢ You normally don’t add a new client until the new client actually turns up for their visit, to avoid having client files
for clients who never actually attended

NB: You can't record a treatment or make a subsequent appointment without adding the patient to the patient file.

You only need to fill in client's name to proceed — you can then go back and fill in other necessary information.

14.2 Entering client details
Click HERE to watch video

The information on a client is divided into three main sections.

& Client Detafls )
Exit Edit A/CInfo Episodes LettersfEmai eNotes AttendanceNotes Printouts BasicDetsils Packs Appointments
Main Details | More Details | Notes (Emply) | More Addresses . SMS History
Title M] [v] Gender  Male [.,] Client# | 20800
Salutation | yickey Phone Waork
Diary Name | Mouso Mickey Home
Surname Mouse Mobile
First Name | Mickey [Eews
MiddleName: DOB. |7/
Date Started [27/04/2012
Complete
ddress Occupation
Why They
Chose Us -

[ Medical Records Detas |
Ch: ef

Safety Net
Health Care Card No.
Veteran Alffairs No.

e Their main Client Details such as Name, Address, DOB. Contact phone numbers, etc.
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EPISODES

Episodes for Mickey Mouse

Exit Edit A/CInfo Attendance Notes Printout

Episode Details |, Notes', Alarms - To Do List’, Discharge’, ' Addiesses’, TAC: D i
Eisade il |Post surgety Aefenedfy DR SMITH Greg =
e [v] PovNo | \ \ \
Pamert  |pivate  |v] = 81 o719
Cifiee] Adcess
Addreszes
WidFes | 0.00] fase S0
el [_am w»mm;;w;rme RefDate | ¢/ Expies | 7 7
sual Fee st Ao
o AT Riefened To | The practice (™|
end A/C's To ; Fi
The client [Main File) Usual Therapst =
hocidertDate [7 7 R— [Filled in automatically
alter first tieatment)
Fieferen Episade List Titles)
No's 2 |—| tost
Fresenting
Piesenia | ost surgery =
[ | il
[ =

Delete Selected
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e Details of a particular problem what they are being treated for. Such as what the problem is, who referred them,

payment method, treatment location, fees scale used, claim numbers, notes, etc.

ACCOUNT HISTORY

W Account details for Mickey Mouse'

Episode Post surgery

20800

Unpaid Total : $441.00
Deposit Held $0.00

Net A/C Bal : $441.00

GST Bal : $0.00

aid| Balance| Printed| Episode | Practitioner | Location | TAC Status

| Ref, GST| Debit GST Cr Credit Unp:
1 115.00

500 - Initial Consultation
505 - Std Consultation 1

115.00  115.00

97.00 97.00 212.00 2 Sam

514 - Extended Consultation 1 132.00 132.00  344.00 2 Sam

26/06/2013 |505 - Std Consultation I

[ Hide Adjustments

[ Show class packs only

[ szoo] | | o700 44100 |

Activity Summary

Rooms
Rooms
Rooms

[ 2[sam  [Rooms [ |

Charges| Payments | No of Rx's

All

YID
View/Reprint Cancel Entry HID
[ Quotes onFile ] i A/C History Print ] Credit
[ View Entry in Detail ] [__Print Payment Summary |
[ AvendanceHisoy | [ Print A/C ]

441.00 00 1
41100 .00 1
441.00 .00 4

—

GET INTO THE HABIT OF FILLING IN THE PATIENTS ADDRESS IMMEDIATELY.

Attendance records along with charges levied and payments received.

Each client has only one main record, but they might over time accumulate several different episodes.

Each entry in their account history is associated with one and only one of the episodes.

You can have more than one patient episode active for a patient at the same time.

Each episode is handled separately as far as issuing accounts and receipts is concerned.

They might have a private episode and a Compensable episode being treated and billed simultaneously.
pays to fill in the Client Records.

Most practices find in the long term that it pays to fill in all relevant information (you only have to do it
for the patient’s first visit) further down the track you may want to take advantage of the reporting capabilities of the
system, but they are dependent on the information you have entered.

You will find it frustrating if you use the automatic print accounts option only to find many of them don't have an

address on them.
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Fow -
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b

e
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R ———td e et h
w1 e
e

e Client’s main record screen

t Client Details X
Exit A/CInfo Episodes Letters/Email Attendance Notes Frintouts Basic Details  User Lists

Packs Appointments

Main Detoils . More Detoils|. Notes (Empty) . More Addresses |
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e There are several pages to record extra information like names and other addresses, notes, etc.

You can also access the patient’s episode details and account history from here.

14.3 Client episode details

Epl'sodes for Mickey Mouse 1
M|~ Exit Edit AfCInfo Attendance Notes Printout
Episode Details Motes . Alarms - To Do List, Disch Y Addp L TAC' D
T
g .
| Episode Tite Post surgery [v] Referedfy DR SMITH Greg D
O Treamert  Rooms [~] Prow Mo Phene 3351 5111
g Location
Payment Private [v] Fax 3851 0719
H  Method Address
k| FeeScale Hormal [v]
Ol Initial Fee 0.00] Zeasse ST ks poee
A SN 1 s e Ref Date I Expires | & ¢
Usual Fee 0.00] v faesf -
SEMELT Refered To | The practice B
i s Ta i i Fil
E The client [Main File) [v] Usual Therapist |Sam B
Accident Date P! Date Stated | 0570672013 [Filled in automatically
after first treatment]
0 ClaimfFie 1 Canx appointrents |0
F\erelence Episode List [Titles)
M35 General
R] leg W/c
Presenting (
Problem(s] Post surgery [:]
=
=
[ Hew E pisode ] [DE'ElE Selected

e The client episode details window

Start a new

Episode

e Each time a client attends for treatment for a new problem, you should start a new EPISODE for them.
e Each episode has a title, typically the problem being treated, and its own set of details. (e.g. Payment method,

Treatment location, Fees scale, Presenting problems, Claim numbers, Date of accident,
Send accounts to setting, Referred by & usual practitioner.)



Episode Title lBack|

Treatment I Rooms
Location

Payment Pilat
Method [Pilates
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e You don't have to fill in all of these entries, just those of interest to you apart from an episode title & the payment

method & treatment location.

Episodes for Minnie Mouse,

\Exit A/C Info | Aftendance notes Print

e There is also a provision for notes.

14.4 To start anew episode

Episode list (titles)

Back
Neck
Start a new Delete selected
Episode episode

e Click on Start a New episode

Episode list (titles)

Back
Neck

Start a new Delete selected
Episode episode

o Episodet title - Use a title so that when the client has been for more than one problem you can easily identify

which is which.

Episode Details "'.__

IExit A/C Info I

e If you click the Account information button here, you will only see the account history entries that relate to the

currently displayed episode.

wean?,
Usual Fee | 0.00 | cporcimrt oas)

Initial fee 0.00  Zaawe $0700 unfess o
e e

Initial and standard fees.

NB: These should be left $0.00 unless you want a special fee charged on a regular basis for this particular patient,

which isn't already covered by your standard fees.
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Episodes for Mickey Mouse

Exit AfC Info Attendance Notes Printout
Epigode Details ®, Motes ', Alarms - To Do Lisl:".l Dizsch

[ ToDo /Reminders ]
(O) Action Required (%) Not Complete (O All
Date Entered| Title D Date:

Description
[ View/Edit | [ Add Mew | [Remove Item |
Print Print List

[ Befenal thank you sent.

[ Discharge letter sent.

| Addr t TAC: D

Alarms
R’z approved [total] |0 Total sofar 3
Nurnber of Bx 1] v [Date is
warnings i} Before | 7 7 otiondl]
0 I

Meszage

Warn me every |0 thwisit  Starting from wizit | 0

‘warn if new appointment is after this date P

Message

n

Change/¥iew/Print the recall list
Last Recall Sent | ;4

[[]Mark this AC as a bad debt.

Bad Debt Date
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e Alarms By number of treatments - If you enter a number of approved treatments, the client’s appointments will
display in a different color with a number in brackets — this number indicates the amount of treatments left before
they reach their approved number of treatments.

e If you also include a date then the number of treatments must occur by this date.

e The appointment alarm window will appear when appointments are made after this date and the client’'s name will

show up on a red background when an appointment for them is made on the diary.
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15 Combine 2 client records into one

On PPMP Main Screen

B PPMP
Diary DataEntry Setup Accounts Batches Reports  Labels W‘ Services  Help (F1)
Mark Inactive Clients as Complete
Packs Check Unused List
Check Episode. .. »
| Combine Two Ciient Records Into One Record. |I

e Go to Housework
e Click on Combine Two Clients Records into One Record

W Combine Two Client Records

Transfer the Epizodes and
accounting from thiz file . .

I Chooze Source Client Record

I Wiew The Client Fecord

To thig file

| Choose Destination Client

Record

I Wiew The Client Record ]

Thiz window will trangfer all of the epigode
gheety and their details [accounting etc] o the
zecond file chogen,

Tranzfer The Epsiodes From
The Top File To The Bottom
File.

e Click on Choose Source Client Record

hoose a Client
MHame to Find OR the Required Client Ho.

mouse

3 matches
Mousze HickeE Client Number

Mousze Minnie [ ] Invoice Number

e Select the file to transfer FROM
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Tranzfer the Episodes and
accounting from thiz file . . .

Mouse, Mickey Chent No. 36

Chooze Source Client Record

[ Yigw The Client Record

T this file

Chooze Destination Client
Record

[ Yiew The Client Record

Thiz window will tranzfer all of the episode
zheets and therr detals [accounting etc] to the
zecohd file chosen.

e Click Choose Destination Client Record

Choose a Client
MHame to Find OR the Required Client Ho.

mouze

CEPE | [v] client Number
Mouse Mickey

Mouze Minnie [ Invoice Humber

e Select the file to transfer TO

w Combine Two Client Records

Transzfer the Epizodes and
accounting from thiz file . . .

Mouze, Mickey Chent Ho. 36

‘ Choose Source Client Record

[ Wiew The Client Record

To this file

Mouse. Mickey Client Mo, 32 Choose Destination Clent
Fecord

[ Yiew The Client Becord ]

Thiz window will tranzfer all of the episode T fer The Epsiodes F
sheets and their details [accounting etc] to the TLE'"?_ er F'IE T 93]'_':‘ EE rom
zecond file chozen. e lop ki EIE:iI: e Bottom

e Click Transfer the Episodes FROM THE TOP FILE to THE BOTTOM FILE
e Make sure you have selected the correct files



Page 152 of 232

Are you REALLY sure you wish to transfer the episodes from the first file to the
second file (you won't be asked again)

e Click Yes if you are sure (ONLY IF YOU ARE VERY SURE - this stage cannot be reversed)

MNEB if you are discarding the first file, then click on the view record
button and change the surname and first names to X,

e Click OK

® Combine Two Client Records

Transfer the Episodes and
accounting from this file . .

Mousze, Mickey Client No. 36

‘ Choosze Source Client Record

[ Yiew The Client B ecord ]

e Click on View the Client Record

W Client Details

Exit Edit A/CInfo Episodes Letters/Email eNotes Attendance Notes Physio Notes Printouts BasicDetails Packs
[ ]
[ ]

Main Details | More Details | Motes [Empty] | More Addiesses | SMS History

Title Mr M Gender | Male M Clienttt [36
Salutahi

“[?:a?__l_?'n Mickey Phone Work

Diary Name | Mouse Mickey Home

Surname ® - Mouse Mobile

First Name |X - Mickey EFax

Insert X before Surname/Firstname (you can remove the surname/firstname and just leave X)
Click Exit and Save Changes

Ta this file

Mouse, Mickey Client No. 32 Choose Destination Client
Record

L Wiew The Client Becaord J

¢ View the Destination Record (to make sure Episode and Accounting Information is correct)
o Exit
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16 Credits / Refunds

w Client Details

Bt Edt [ACInfo| Epsodes LettersfEmad efotes Attendance Notes Printouts BascDetads Pocks Appontments

Main Detadls | More Detaals | Noles [Emply] More Addiesses . SM5S Hiztoay

Title i) j Gender  Male 1] Clientlt |39
ED‘::,- Wi Wouse Phone Waoik

Diary Home: M ouse Mickey Home

Suiname M ouze Mobile 0400111222
First Home  Mickey Ean

MiddieH ame DOBR | #

e Open Client Details Screen
e Click A/C Info

W Account detalls for MECKRy Mouse

Urpaid Total : $0.00
Deposit Held : .00

1000, e

e Click on the Treatment Charge

e Click Credit Button

Crodit Adjustment
Cradit Adjustment
CoecifRoiurd Tree
Crodé Cad
Othet
EFT
Masical Furd

Select Credit/Refund Type

Enter amount being refunded

Enter comment relating to refund (e.g. why it is being refunded)
Click Refund
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SUCCESS'T

e Refund Processed Successfully
e Click OK
e Exit

Unpaid Total - $0.00 Mot AST Bal : $0.00
Dreposit Held - 000
GST Bal: $0.00

Rel GST  Dedat G5TG Coedd  Unpaid Balance
500 - Initesl Conauliation 1 100.00
sk 510000 153 VD00 0.00
PAYTIUT : $100.00, Belu..  CRD 100, 00
21/05/2013 | Ciedit babancod against P, | | 0.00 | | 1 00| | 1] {Unspecified] |

e Client A/C Info screen shows Payout etc.
e Check your Banking report and Activity Reports for adjustments.

210872012 160 29 Mouse Mickey 3-100.00

e All reports show negative / refunded amounts



nl

(=}
PPMP procepure manuaL

|
[NE

17 Data path

Diary Data Entry Setup | Accounts Batches Reports Labels
User Licence L

Fees + Charges Setup ¥

Add Stock

Account and Receipt Printing Setup
Addresses

Staff

&
Enterp|compiter Resoirce ussge

e Goto Setup
e Computer Resource Usage

Window Styles General gMotes % Networ
4L Wk A
FPMP Options . Program Links Mare PPMP Opti.... Backuj

[JAdd Client immediately on Making Mew Client Appointment

[“|Display the reports in your Word Processor (letter editor)

e More PPMP Options

» General Settings =

Window Styles L"-_ General E; eMotes L"-, Metworking/SMS L"-,
; ik ok Wb, b
PPMP Options % Program Links  More PPMP Opti..% Backup Options

[ 1Add Client immediately on Making New Client Appointment

[ Display the repors in your Word Processor (letter editar)

Use Internal PPMI nail Engine not Windows Default Email Eng

[+*]Use Reoccurrning Appointments

Default Attendance Notes Font Setlings

Enter in the destination path of the DATA folder.

WSERVERNAMEAPPMP

e Make sure the path is \\servername\PPMP) — Close PPMP & Reopen

EFTFOS
WorkCowver

e Same on all machines EXCEPT Server it stays as C:\Program Files\PPMP
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18 Deposits

18.1 Recording a deposit

On the Diary screen

Ky PPMP -Diary

| Actions | Records Find Options Refresh Print Classes ToDolists Help SMS Apt Reminders Fractith
u‘._.g Appointment (F6) Fé | Doy » I Week > I Month > I_]
= & Treatment Charge (F7) k7
Hote In Diary (Ctri+H) ctrbe Bart 1

| Special Appointment  (Ciri+5) Ctri+5S

l. Hag Arrived  (Clrl+H) Ctri+H

| HosEntered (Ctri+)) ctri+d

| Hasteft (Ci+) i+ :

| hppointment Confirmed  (Ctri<C) e Mouse Mickey

1 move (cwiem) arle L

‘ ¥ Cancel (Del) el

1 Addtional Charges  (F9) 2]

| Pack Sale

:5 Fayment  (F8) F§

1id print An Invoice (F11) F11

:| More Options »|  Reprint Last Receipt Issued

: Print Duplicate HICAPS Receipts (Ctri+D) Ctri+D Payment Using Invoica Ho.

: Cancel Previous HICAPS Transactions (Ctri+X) Ctrl+X | Record A Deposit (Ctrl + G) cri+ |

e Click Actions
e More Accounting Options
e Record a Deposit
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NB: If you have selected a client on the diary then this is where the deposit will be recorded — otherwise choose a client

from the list.

Deposit paid in

Client Mo 3z Episode  General

v

Clert Mousa Mickey

TOTAL DEPOSIT AVAILABLE $0.00

Drawer Bank/Card  Branch Pay Type
Cash

Amount
$500.00

Cheque

Credit Card

Discount

Deposit

Other

|EFT

Medical Fund Direct

Direct Deposit

Medicare

Total so far

| Print receipt | | Accept but don't print ‘ [ Cancel l

Receipt style printed
Physio 1]

Enter the amount being paid and how it was paid (cash, cheque, etc.)

Select the Episode

[ oo

| Print receipt || Accept but don't print ‘ l Cancel ‘

Receipt style printed
Physio

=]

e Select a Receipt Style
e Choose to Print or Accept but don’t print

Open up the client’s details screen
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Deposit held | $500.00 Digtails

Bottom right you will see “Deposit Held”
Click on Detalils to view Episodes deposit is related to
Check the Account Info screen is displaying the correct information

W Client Details

Exit Edit AfC Info Episodes
Main Details | More Detailsl".l

Click Episodes

| Episodes for Mickey Mo

Exit Edit Attenu

Episode Details ﬂntes"\l

e Click A/C Info

Unpaid Totad - $0.00
Deposit Held - $500.00

Refund Total Deposits

Fel GST Debitl GS5T Cr Ciedit  Unpasd
2317202 | CzhgS00.00 136 | | S00.00

e Make sure Balance is in brackets.
e Charge the client in the usual way

18.2 Payment using deposit

Select the Client on the diary (or off the list)

&8 PPMP -Diary
Actions | Records Find Options Refrash Print Classes °
'I Sl Appointment (F6)

Note In Diary (Ctri+N)
Special Appointment (Ctri+5)

Has Entered [Ctri+)
Has Left (Ctrl+K)

Additional Charges (F9)
Pack Sale

1% Payment (F8)

e Click on Actions
e Click on Payment
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ChentMo. 32 Episode  General :
Name Mouse Mickey
Date Description Amount Unpaid Paying Practitioner HfC DWVA
26f10/zmz2 Initial Consultation 100.00 100.00 100.01 Bart =) L]

e Enter amount being paid

Faying Some

Paying All

e Click Paying All (or Paying Some)

Cligm No. 3z Episode  General

Name Mouze Mickey

Payment Details
DEPOSIT AVAILABLE : $500.00

Drawer Bank/Card Branch Paymant Type Amount
Cash

Cheque
Credit Card

Discount
Deposit $100.00
DOther
lerr

o Bepae
|Me|:||nara
Click in Amount Column and select DEPOSIT
Enter in the Amount

[+] Preview Repoit?

Print Receipl Print Fully ept But Don'l EFTPOS
[normal) Itemized Print Payment

‘ |Enﬂu:k|| Cancel ]

Choose to Print a receipt or Accept but don’t print
OR Tick Preview Report to display the receipt (if you wish to print to an alternate printer)

Print all pages...
Right click: with printer selection

Right Click on the 2™ Printer Icon

wox [ & & Gl | ca @ e | B @ = 5|

E Print Options

Edit printer assignrment.

Primt target
Region Pranter Copies
F Standard Layouwut =58 HP Black & White "-Il

e Print Options Screen will enable you to change the Printer you wish to print to



Printer

=J HP Black & White

Click on

Print Setup

the ...Button

HP Universal Printing PCL 6 (v5.3)
Microsoft XPS Document Writer
PrmoPDF

: [Samsung CLX-3170 Sesies (Mona)

Send To OnaMate 2010
Snagh 8

Select your printer
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. Account details for Mickey Mouse [ ]| B gl
Episoda Neck Unpaid Tatal : $0.00 Met AJC Bal : -$400.00
et men Deposit Hald : $400.00

Rafund Total Deposits GST Bal - $0.00
Diate Diezcriplion Fel GST Debit GS5TCr Credil Unpaid Balance FPrinted Episode  Practitioner Location DA Claim
ZHNZ013  Csh§500.00 7S S00.00 (500.00) 2 [Unspocified)

12N P -

[Depositsioooo [ tovme] [ | [teoso] | (400.00)]

Stondard 1 100,60

(400,00}

2 Sam

24133714 Rooms Treatments

Go back and display the account info screen (deposit held has decreased as has Account Balance)
Also note the Refund Total Deposit button (if the account is not in balance this will not be available

18.3 Refund total deposits

In the Client File
- —

: Email |

3. Client Details.

|| Bxit Edit A/Clnfo Episodes Letters/Email eMotes Attendance Notes Printouts Basic Details Packs Appointments

| Main Details | More Dotails | Motes [Empty) | More Addresses | SMS History
1

Title i) | Gonder  [Male =] Clienté | 20800
'D;;, |Mickey Phane Work
Diary Mame |Mouse Mickey Home:

Sumeme  [Mouse

Mobile [

FirstName  [Mickey Bax [
| MiddleName DOB [7]

. Date Stated (27/04/2012
| mr’;as Dccupation l—

WhyThey [ |

Chose Us

Comments atc

[Medical Records Details
Chart Rl

Medicare No. ,— ,_

Deposit held

DVA use ONLY!

Suburb
Posicoda

Pensioner No, [

Safety Not ,—
Health Care Card No. [—
- Vateran Affairs No.
W Desk L MedcorVeicoton |

Click Episodes tab
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o |
Episades for Mickey Mouse — — W — I@Jl
Exit Edit A/CInfo Attendance Notes Printout
Episnde Detnils |, Notes, Alarms - To Do List’, D ge’, 5 TAC, Do Y
Episode Toe  [Neck =
5 e =) Redarmed By [ _I
Treatment 2 Te s Fhane
Tresmast [Raoms Troatme B e I
Peyment [Newn111 -1 Frxx [
Methad Address =
Fee Scole [Narmal =
kiiol Fes D00 ame £ iniess 0w =
o waant i vimme Bhe RefDate [ 77 Expires [ 1 f
Usual Fee [ Dm0 swmcoees =
Susd = Retered To | The proctice J
s i il - [
||| S ACeTC [Tha cliset (Main File) =l UssiTherepn [Gam Za13371A =
Accidant Data 112013 (Filled in automatical
L Dete Started lew 20 al\miusnmu'rmmrj"I
CloimFils | | Canx sppointmants [0
I 2 | Episode List (Titles)
Mo's Back
Prasankin
thlmn:s) [Mock Ll
| =l
Hew Episode Delete Selected

e Select Episode
e Click A/C Info

e Click Refund Total Deposits

Credit Adjustment | NS

Credit Adjustment

Credaietmd Type:

Credi Amount
M et Anncunt

Comments:
Retund

Select Credit/Refund Type
Check Amount Refunding
Type in a comment

Click Refund

SUCCESS !
| r h REFUND PROCESSED SUCCESSFULLY.
L
[ )

Click OK
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3 Account detais for Mickey Mouse . gy [EEEE=0] Elﬁ
| Episads Pock Unpaid Total : $0.00 NetA/C Bai - $0.00
Daeposit Held : $0.00
Clionte 20800 .
Retund Total Deposits GST Bal - $0.00
Date Description Ref GST Debit GSTCr Credit Unpaid Balance Printed Episode  Practiioner Location DVA Claim
212013 Cshs00.00 s S00.00 (so0.00) 2 (Unspecifiad)
28/11/2013  PIL - Standard 1 100.00 (400.00) Z Sam Z413371A  Rooms Treatments
| [2911/2013_ Deposit$100.00 107116 100.00 (400.00) ? (Unspecified)
Cradit balanced against Po... . | 2| (Unspacifind)

e Go back to Account info screen and check information recorded correctly

18.4 Transferring deposit to another episode

—

T —
bl e o)
3 Account detass for Mickey Mouse ko o) S
Cpisode ock Unpasd Total - $8.00 et A/C Bl - 490,00
Deposat Hold - 4400 00
Chosty 79900
Retuad Tow! Depasas | GST Bl $0.00

Date Descrption Red GST Debit GSTCr Credt Unpasd Balance Prsted Epssode  Prackoser Locatos OVA Qlaim | g
29/11/2013  CsA3500 80 s 50000 (500.00) 2 (Unspecitied)
29/112013  PAL - Standard 1 100 00 (490 00) 2 Sam 2413371A  Raoms Treotments
EAEIRR_I0vpoetee e IRLIDR i

e Click Refund Total Deposits

Credit Adjustment

Credit Adjustment

CredatyFoatund Typea:

(Medcal Fund

Credit Amnount: |: 1
o Crendit Arregiant |:

Commeants:

Transder b0 ancther EpisodeTlier

Bomes |

e This must be Refunded as Cash
¢ In Comments record you are transferring to another Episode or Client
e Click Refund
SUCCESS !
L., REFUND PROCESSED SUCCESSFULLY.
e Click OK
e You must then follow the Record a Deposit procedure to enter the amount into another Episode or on another
client’s files
L)

Your Banking report will then show a negative amount and a positive amount (cancelling each other out)
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19 Diary layout & colour
Click HERE to watch video

From the main PPMP® menu

EqpriP
Diary DataEntry | Setup | Accounts Batches Reports Labels Housework — Servic
User Licence 3
Fees + Charges Setup 3

Account and Receipt Printing Setup

Addresses

Enterprig s.r

5

Diary Layout and Colour

Security 3

Add Stock ®_'_HI

certified soft

User’ppmp’ conne | Computer Resource Usage rofile : DEFAULT}

e Setup
e Diary layout and colour

Appointment diary settings

:Diary Layout and Basic Settings:| Diary Colours I Diary Times I

| ReceiptGroup
0| Default

Rows Columns
7 5

Load as Default : |Delaull M

Column Width |35 | [Characters]

Load the Mormal Diary when the program starts
[ Load the Practitioner Diary when the program starts

Start the diary full screen.
[JHide the Days Of Week buttons at the bottom of the diary.

Special Diary Caption

Cancellation Reasons

I Ligt S5etup ]

Browse Current list

Rebooked.

Didn't Rebook

Unable to attend.

Did not attend.

Mo treat’t required.
Unwell

Work Commitments
Couldn't wait any longer.
Don't know.

e This is where you set up your diary rows
e Columns
e Fonts

Appointment diary settings

Diary Layout and Basic Settings I

e Click on Diary Colours Tab
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Appointment diary settings

Diary Layout and Basic Settings |:Diary Col

lours

| Diary Times |

Normal Appointments
Diary Backgiound

[ ] Cunent Location___] [E]
[ | Notes Background |
I
I

[ | [01d Patient New Problem |
[ | [ Reserved ]

‘ Hormal Diary Colour

e Colours displayed are the colours currently selected
e To change a colour click on the corresponding button, e.g.: click on Treatment Charge

e A colour chart will appear

Color g
Basic colors:
B[ 7 .. .
AR 8 B N N B |
a8 B 0 B |
8 8 R R B B B |
I N AN T Em
Custom colors:
[ [ |
8 8 B B 0 B 0§ |
l Define Custom Colors >> |
'TI Cancel |
e Select a color (e.g.: blue)
e Click OK

e You have selected BLUE for your Treatment Charged

I Refresh Diary | Exit |
e Click Refresh Diary & Exit
[ ]

Your Appointments, Reserves and Notes all appear with your chosen colour.
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20 Emails

20.1 Exporting client email addresses

From the Main Menu of PPMP®

=1 PEMP

Diary DataEntry Setup Accounts Batches | Reports | Labels  Housework Services Help
Account Balance Reports  »
Activity Reports b
Payments Reports 3
Banking Report
. = GST Payment Reports »
Enterprise Version |g s b
Version 9.2.0 Lists. » Alphabetical Client List
User ppmp’ on computer LISA-PC connected to
Recalls 3 New Clients X "Why They Chose Us'
Appointment Reports 3 Episodes - Client No Order
Provider Reports 4 Episodes - Client Name Order
Referred To L3 Episodes - Referred By Order
Stock Sales 3 Episodes - First Presenting Problem Qrder
® Journal Entries Reports —— » Episodes - Episode Title Order
KPIReports 4 Current Clients/Episode List
Physiotherapy Mailout Discharged Episodes List
Birthdays Clients Needing Referral Thanks letter
SMS Messages Sent Log Clients Needing Discharge Letters
Current Melbourne Time : Who Hasn't Been
Client Alarms Listing
Client Email Addresses for Exporting ||
Deceased Patients
5 New Client Account Statistics

e Select Reports
e Select Lists
e Select Client Email Addresses for Exporting

Report Requirements Settings

Client Attended Between - Date of First Contact
Starting Date Starting Date
Ending Date Ending Date

Last monlh

Cancel

e Select date range (usually Client Attended Between date)
e Click Display
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e The following screen appears

w Clients With Email Addresses

Ema
inlo@ppmp com.3u

info@ppmp com au
infogppmp com au
info@ppmp.com au
info@ppmp.com au
info@ppme.com. au
info@ppmp,com au
info@ppm.com au

info@ppme.com. au
info@ppmp,com au
info@ppmp.com au
info@ppmp com au
fonn@ppmp.com.au
info@ppmp.com au
fohn@ppmp.com. au
jonn@ppmp.com au
infogppmp com au
info@ppmp com. au
John@ppmp.com au
Jenn@epmp.com.au
info@ppmp.com au
Jehn@ppmp.com.au
jenn@spmp.com.su
info@ppme.com. au
fenn@ppmp.com sy
John@ppmp.com au

infogppme com au
@ppmp comau
@ppmp comau
@ppmp.comau

3ppmp.com au

e Click the export icon

=0 Acrobat Format (PDOF)

=3 Acrobat Format (FDF)
= Crystal Reports (RPT)
=) HTML 3.2

=) HTML 4.0

=BMS Exce I

= M5 Excel 57-2000 (D3

0@ ppmp.com.au
RO, Com.au

e Select MS Excel 97-2000 from
e Click OK

the drop down list
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Column width
(%) Column width based on objects in the ; Whale Report

() Constant column width (n poirts) - 36.0

Export Page Header and Page Footer Page range
] Create page breaks for each page (© Al pages
[ Convert date values to stings O From:

e The following screen appears

e Click OK
2
B =
@'\J'l. =t onk = [ 44| [ Search Desktop r
Organize » New folder . °
/r Favorites * Gallibraries
B Deskio, A Mandy Gearge
. Downlol M| Computer
] Recent Place €l Netwark

| Funnies
4 Libraries
& Documents
@' Music
5] Pictures

E Videos

M Computer
&, Local Disk (C:)
&% DVD RW Drive (D
58 Mandy (Vserverl ™

File name: | client email addresses
Save as type: | MS Excel 97-2000 wmbh\

EE]

e Select Where you want to save the file
¢ Name the file to what you want
e Click Save

¢ You should now be able to find your file where you saved it to merge into your email client
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20.2 Email setup

On the Main Menu PPMP

Diary Data Entry | Setup | Accounts Batches Reports Labe

User Licence ]
Fees + Charges Setup »
Add Stock
Account and Receipt Printing Setup
Addresses

& Staff
Computer Resource Usage
Diary Layout and Colour

E n.te rF Passwords
Co

Client Record Lists Setup 3
Receipt Group Setup 3
P Presenting Problem Coding

| Internal Email System

e Click Setup
e Click Internal Email System

“ouwill be able to change the From Name and
Email and Fieply Address when sending &

massage
From Name Practice Name
Fram Ermail practicename @bigpond.com

Feply To Email | practicename @bigpond.com

SMTP Server mail bigpond.com|

Usemarme

Password

[ About SMTF Senver ]

NE Emails sent through this system will NOT be listed in your Sent lems:
tolder inyour windows email tool (Microsoft OutLook efc)

e All fields must be filled in on the above screen

If you are unsure of any of this information, you can download a program to tell you this.
The program is called Mail Pass View; it is a free utility that checks your email information.

It can be downloaded from here, http://www.snapfiles.com/get/mailpass.html

Freeware > Security-Privacy » Pasaword Recovery Tools

Mall PassView
View Email Account Information

Our Rating: <717 orve  (Very Good)

Mail PassView allow's you 10 vew account infarmation, including

wsemame and password for POP accounts in Outicok Expross,
Micrasoft Outlook 200002003, ncrediMail, Eudora snd Group Mail
Frew. Just run the progeam and the window will autematically find and
display ol accounts. You can chooso to save all or colected
atcounts to & tax! Se or copy @ 10 the chpboard

Frooware
© pownload

e After you have downloaded & run the program it will come up with a list of your email details.
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Name Applica... Email Server Type User Password Profile

SKaren Outlook... karen@ppmp.com.au  mail POP3 karen@... karen123
SKaren Outlook... karen@ppmp.com.au  mail.bigpond.com SMTP

e Your email Address, SMTP Server & Password are displayed.

“rou will be able to change the From Name and
Email and Feply Address when sending &

message

Exit

From Name Practice Name:
From Email practicename@bigpond.com
Feply ToEmail  practicename@bigpond.com
SMTF Server mail bigpond.com|

Usemame

Password

[ About SMTF Server ]

MNE Emails sent through this system will NOT be listed inyour Sent tems
folder in your windows email tool (Microzoft OutLook etc)

o Enter these into the required fields.

Save

e Click Save

[ Send Test Email I

e Click Send Test Email

w Send Email e imie o
Send Message |

To practicename@hbigpond.com
Message Subject TEST

Atest message PPMP VT Setup

Anach afile

Frogress
Send Message

EMail Setings
From Mame: Fractice Mame
From Email practicename@bigpond.com

Reply To Emaill | practicename@bigpond.com

e Put a Message Subject Title (TEST)
e A brief description will automatically be inserted into the message box
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Send Message

e Click Send Message

Send Successfull

e Check your email — the test email should be in your inbox.

20.3 Sending emails (You can send individual emails or bulk emails)

Send Individual Emails

In the Client Details Screen

T} Client Details

Exit Edit A/C Info Episodes| Letters/Email |eNotes Attendance Notes Fh
: — Letters
Main Details | More D Send An Emall re Addresses

Title Mr -| Gender |Male

Salutation
"Dear..."

Diary Name jMnusa Mickey
Sumame Mouse

First Hame :Mickﬂy
MiddleName

|Mickey

Complete
Address

'inln@ppmp_mm_nu

e Click on Letters/Email
e Click Send Email

EFEREE
] Message | Insert  Ophions  Format Text i
Calibri (Body’ - 11
I U L Y

# Format Painter

Chpboard e Easic Ti

Ta infadRpprp.com_au
Ce

Subject:  Mouse Mickey

Type your email

e Type your message and then
e Click send
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20.4 Bulk email

On the main screen PPMP

s PPMP Karen's - Main Menu x
Diary Data Entry Setup Accounts Batches | Reports | Labels Housework M‘m
Account Balance Reparts. »
Activity Reports. »
Payments Reports » |CAPS o
Banking Report
| GST Payments Reports » pftware CONNECT
M stwuses »
CAUTION - TESTI} = ;
User ‘pprp’ on compter KAREN.PG conpel.— M3I0% DEFAULT)
—
e Click Reports
e Mailout
Report requirements settings
Epiznde Details Criterin ] Billing History Criteria
Client Details Selection Criteria | User Client Classification
Exit
Why They Chose Us Includes ~[ Client Started Date Between ] —
arting Date
SaRE /0171880 Build The List
Ending Date  [20/12/2013
Todmy Thig month |
| Yesterday = Last month |
Extra SOL Query Condition
lgnome Gender
Post Cade LD
From 0 From
0
gL To
After building the list you can print labels immediately or create a merge file
Stopping
e Select the Start Date Range
Report requirements settings
Client Details Selection Criteria | User Client Classification
Episode Details Criteria I Billing History Criteria
Exit
Payment Methods
Newl111 - [ Epsiode Start Date Between |
UNINSURED =)
Workcover Self-Insurec = e - -
Private Hith Insur Startting date  fgy/91/1980 | Build The List
Dietici . i
ol : Endngdate  coiezurs |
Today  This month
Treatment Locations (
Rooms Trantments = Yesterday Last month
Hydro Visits .
Gym Visits A
Worksite Visits Usual Thér.p"'
Home Visits (Unspecified) = & All Staft
Reports v M_mn!e O
Gil Zimmerm (NotEm Currently
Episode Title FIONA BUD (NotEm Employed
Episodel a:’:ez:; INA — Only
Episode2
Episode3 .
Episoded Only this Referral Source
f Only this condition
@ Include Exclude
Stopping

Choose From Standard List

R

e Click Episode Selection Settings
e Select the Episode Start Dates

e Select the Payment Method, Location, Staff (or select nothing to get all fields)
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Report requirements settings

Client Details Selection Criteria | User Client Classification

Episode Details Criteria |

In The Date Range

~Amount$ Billed
@ »= or <
This Amount
10,00
-~ Add Up

= All Charges

Just Selected
termn Codes

| (N8 An amount of 0.00
means this test is not
perfomed)

Billing Histony Criternia

Fram o1p01/2013] To zopfizp2013

Has been billed for tem Codes . . .

000001 - 10 Elbow & Wrist Fles -
000002 - 11 Hip & Knee Resist ]
000003 - 15 Lower Limb Resist

000004 = 38 Shoulder Resistan

00000% - 4 Ankle Resistance B

000006 - 48 Upper Limb Resist

000007 - 63 Resistance Band E
00000S - BE Swiss Ball Exerci

000009 - A Rainbow of Elastic

000010 - Abdominal Binder 206

000011 - Abdominal Binder 122
000012 - Acro Comfort Shoulde -

From These Charge Types

Treatment Charges -
Additional STOCE

Massage

Additional Misc Charge

Additional Workcover Chrg

Podiatry -

Build The List

Stopping
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e Select Amount Billed (by specifying an amount your report will display all clients that have been billed that amount
between the specified dates)

e Click Build the List

Report requirements settings
Client Details Selection Criteria
Episode Datails Crteria

User Client Classification

In The Date Range

~Amount$ Billed
& »= Of <
This Amount
10,00

~Add Up

= All Charges

Just Selected
ltem Codes

| (NB An amount of 0.00
rigans this testis not
perfomed)

Billing History Critenia

From 20/12/2013 To zonz/z013

Has been billed for lem Codes . . .
000001 - 10 Elbow & Wrist Res
oooonz =11 Hip & Enee Resist
oooon3 - 15 Lower Limb Resist
000004 - 38 Shoulder Resistan
00oDos - 4 Ankle Resistance B
000006 - 48 Upper Limb Resist
00oDo7? - 63 Resistance Band E
000008 - 88 Swiss Ball Exarc
anonng - A Rainbow of Elastic
00oo10 - Abdominal Binder 206
000011 - Abdominal Binder 122
000012 - Acro Comfort Shoulde

From These Charge Types

sis

nal Misc Charge
onal Workcowver Chrg

oty !
g the list. pl wait. 10455

e The list is being prepared

Build The List
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Hame
FOREA Cavina Flad
0P Carvempion Farm

TOT A bobereny Joiks
roam

iy b
Frim ]
Ta

ok it click O prits Enfie o S print Columan, 10 vidw &) palieni nicoodi double ik o porid Ente

e Your list of clients will be displayed
NB: Top of the screen tells you how many patients are on the list

| Email ‘

e Click Email

PMP x

o 3 Clients had an email address.
They have had 'Yes' changed to ‘No’ on the list.
This list is now being sent to the email window
for you to write the email to send to each of them.

e This tells you how many clients have an email address
e Click OK

w Send Email
Send Message | Recipient List (= 3) |

List Of Recipient Emails

n'fn e Remaove Selected
info@ppmp.com.au Fiecpient

e Click Recipients to see a list of all clients with email address (delete option available)
e Click back on Send Message
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"w Send Email
Send Messnge | FecipentList{-3) |

heestage Subjedt Spacial

Flease see sfached document foe fis months clinic specials

Adtech & file

CADesktop\Digeal Pen pdt
Progress
Send Message

EMail Seftings
From Mame: [Fractica Mama
From Email pracicenamel@sanice provider.com s

Feply To Email |gencicenamel@senice providercam a E

¢ Fillin the Message Subject and a short description
o Attach file (if required)
e Click Send message

B3 Send Email !
Sending Messages | [ Window Atways On Top Large Screen

e Click Start

[ Send Email )= & |
Sending Messages | [~ Window Always On Top Large Screen I

Sent 3 of 3 messages

e Once all messages have been sent
e Click Exit
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21 Flag 1 & 2 setup

Go to Client Details
PPMP -Diary

Actions Records Find Options Refrest

< Manth | < Week H < Day ‘ 05/06f

Bart 2
6:00
6:15 Mouse Mickey

e Double click on clients name on the diary (or search for client)

53 Client Details

Exit A/CInfo Episodes Letters/Email eNotes Atten
Main Qetﬁils\ More DElﬁi'S\ Notes (Emply)\ More

e More details

MNews Letter (Flag 1}):

Flag 2

Cancelled Appointments |

e Tick News Letter (Flag 1)

[ Client Details

{Em_} A/Cinfo Episodes Letters/Email eNotes Attendance Notes Printouts Basic Details Packs App
Main Details  More Details  Notes (Empty) More Addresses  SMS History

[ Family Group ] [ User Classifications ]

Set/Change Family

Hobbies/Spons/inerests UserList 2

exit)

This record has changed. Save the changes? (Cancel = don't
Yes No Cancel

e Click Exit & Yes to Save the Changes

On the Main Screen of PPMP

e PPMP

Diary DataEntry Setup Accounts Batches Reports Labels[Housework Services Help (F1)

Design labels [

Print labels I

e Print Labels
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QUERY PATIENT FILE

|[Flag1] = True

[Client No] * 0 and [Client No] < 67
[DOEB] > #mm-dd-yy# and [DOB] « #mm-dd-yy#
[Flag1] = True and ([Client Mo] > 0 and [Client No] < &
[Post Code] Between 4000 and 4010

[Post Code] = 4011

<= List - use guery

e Select (Flag 1) = True

<- List - use guery | m

e Click “List - use query”

w There are 2 patients listed.

Namea
18 Mouse Mickey

e List displays

Exit

Print labels

Print Merge Letters

Send EMail

Send SMS Message
Build C5V

e You can then print labels, email or sms

QUERY PATIENT FILE

Print Merge Letters

Print labels

Send EMail

Send SMS Massage

Build C5V

[Flag2] = 1

[Flag1] = True

<- List - use guery

Page 175 of 232

e If using Flag 2 — change (Flagl) to (Flag2) = 1 (for true — meaning you want a list of clients who have flag 2 ticked.

& Thereare 1 patients listed.

m Mouse Mickey

e Clients listed have Flag 2 ticked — a client can have both Flag 1 & 2 ticked
NB: If you are after a list of clients that do not have Flag 2 ticked — change (Flagl) to (Flag2)= 0

OR: If you are after a list of clients that do not have Flag 1- ticked — change (Flag1)= 0

Exit

Print labels

Print Merge Letters

Send EMail

Send SMS Message

Build CSV
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22 List and labels
You can print lists/labels for doctors or whoever you have in your addresses lists:

On the PPMP main menu

Diary [Dwta Entry Sdh.plhnn:uﬂs Botches Reports Labels Housework  Sendces  Help (F1)
User Licenoe ]
Fees + Charges Setup "
Add Stock
Agoount and Recept Printing Setup

Addresses
Staff

Computer Besource Usage
Diary Layout and Colour
Paspaords

Chent Record Lists Setup

e Goto Setup
e Addresses

W Afdriies Nanapeement

Akdierimn Mansgrment | Adiers Labels and Mados | HICAFS Receipt |

Addiens [998 o

o o
Ih—l w AHZ BAME
- - . « ARNOT TS NSCONTS WORECOYIR
Dergn Lab=h # BUSTRALIA MEAT HOLDINGS
« ALIS TRALLA POST WHRECIVI R
[ 8 ] + BHP GROUP
% » NHAMILL S GROur
« BRISBANE CITY COUNHCIL WORECOVER
[ 1 o DLEANAWAY
| o b Pl _ | « COLES MYER
» COMCARL WIRECIYE R
+ COMMONWEALTH BANE
« Lonrect
« CRS
o O Smema Agarwal
+ GOLBEH CIRCLE
# IHDLUS TR HIHING SEFVICES MY LTD
+ MAYHE GROUP
« ONL STULL Liamnn w

Dwaalatad b

| Emsdpeancoy |

e Click on the Address Labels & Mailouts tab.
e Click Design Labels

T
w Addresses Management
Addresses Management | Address Labels and Mailouts | HICAPS Receipts |

Addrass Type  Doctors ™

I Print Entries J Emplayears
Other
Staff
i Design Labels ] Claims Managers
Referring Physios
Patient

e Make a selection in the Address Types List
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w Addresses Management

Addresses Management | Address Labels and Maoilouts | HICAPS Receipts | E

Address Type Doctors

-
IW| ~ Mouse, D Mickay
[ Designiabes |

Frint Labels
Create Merge File
Email {via BCL)

Deseicea

e Make your selections on the list (Deselect All and select the individuals you want or Select All)

e Print labels

[Choose a abel design

Currently Selected Label :
Label Title : Dr' Address Label
Label File - LblsAdrs9 mpt

Address Label
el

e Select Label
e Click OK
e Create a List of All Dr's Names & Addresses

fm Addresses Management

Addresses Management | Address Labels and Mailouts | HICAPS Receipts | (=T
Addiess TYPe  Doctors zl
R ——
v Mouse. Dr. Mickey

| Selectan | | Deselected An |

e Select your List from Address Types
e Click Create Merge File
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Browse For Folder

Select a Folder

B Desktop

= Libraries

B Karen Crompton

& Computer

& Network
Crompton Family Phots
Emery Family

plans

[ make Hew Falder |

Merge file C\Users\Karen PPMPY Desktop\ADDMRG.csv has been
created.

e Click OK

ADDRESSMR
€]

e Go to where you saved your list

A 8 C [+] E F (<] H 1 )
SendTo Address Phonel Phone? Salutation Provider No Fax Mobile Ernail MenuTithe

D, Donald Duck 123 Disney Road 9123 4567 9123 4567 D, Duck 01234568 9123 4566 0400123 436  dduck@duckenterprise.com Duck, Dr, Donald
Dr. Mickey Mouse 126 Disney Road 91236788 9133 6789 Or. Mouse 0401 123 456 mickey@disneyland, com Mouse. Dr. Mickey

¢ View information saved

If you need any help with Mail Merge in Word try this link - http://support.microsoft.com/kb/294694
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23 Mailout
On the Main Screen PPMP

Diary DataEntry Setup Accounts Batches | Reports | Labels Housework Senvices Help

Account Balance Reports
Activty Reports
Payments Reports
Banking Report

GST Payments Reports.
Statistics.

i
erprise Versiol =

'IAPS ©
» Llo CONNECT

Brthdays

Discharge Summary

Patient Timing

Referred To

Outstanding Invoices

Stock Sales

Appointment Canceliations

To do Lists

Journal Entries Reports
Physiotherapy HICAPS Summary Report

Repriet HICAPS Receipt

SMS Messages Sent Log

Appointments Report

Partner of

()

AN

PHYSOTHERAPY

Uncharged Appointments Report

e Goto Reports
e Mailout

This brings up the reports requirement page

'Report requirements settings
Episode Details Criteria ] Billing History Criteria

Client Details Selection Criteria | User Client Classifi

ULALDA e U S [ Clinnt Storted Date Betwoan |

Starting Date 51560 |

Ending Date  [1qp7/z004 |

Todoy | | This month

Extra SOL Query Condition
Inore Gender |
Post Coda 208
From o From
To o

Aner building he listyou can print Iabels immadistaly of craata & marge file

| -
e |
Build The List

—e
[ Client Started Date Between ]

Starting Date 0170171980
Ending Date 1470772014

I Today l [ This month l

I Yesterday l [ Last month ]

Page 179 of 232

e Enter the date range — This relates to when the Client first attended your practice = LEAVE AS IS IF YOU WANT

ALL ON YOUR DATABASE
e Then click Build the List
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e There are 1 patients licted”

20957 | Mouse Mickey

e Print Labels

Email
SMS

23.1 Mailout new episodes

Report requirements settings

Episode Details Criteria |
| Client Detoils Selection Criteria ||

Choose what you would like to do: -

Print listing

Primt labels:

Cravate Morge File

Print Mange Lettars

Billing History Critenia
User Client Classification

e Click Episode Details Criteria to narrow down your search

[ Epsiode Start Date Between ]

Starting date 01/05/2014
Ending date 1470772014

l Today ] [ This month ]

l Yesterday ] [ Last month ]

Page 180 of 232

Create Merge File (will give you an excel spreadsheet with Names, Addresses, Phone numbers, DOB etc.)
Print Merge Letters (Letters created in PPMP)

e Change the Episode start dates to list all clients who have episodes that started between your requested dates (if
a client has more than 1 episode started between these dates they will appear on the list twice)

‘Report requirements settings
Chent Detnils Seluction Critena ] User Cliert Clnssification
Episodn Datails Criteria | ing His =
Peymunt Methods
(e — { Epsiodn Star Date Dotweon |
‘Workors Compansation
et Sating deto it Tho Lt
T ntng dee
Todoy_| [his memn
Trumtmunt Locations
CTr— [verurday | [Last mon |
Horm v
ma Visits
Nurging Home Msust Tharwpia)
college Bgagtad e
Currently
Epizudu Title O Envioma
Dty this Fedurral Source

e If you want to narrow your search for a particular Payment Method or Practitioner - Select a Payment Method or

charge type or Therapist
e Click Build This List
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23.2 Mailout - List of clients that have spent above a certain dollar amount

quirements setti

Episode Details Criteria Billing History Criteria
Client Details Selection Criternia User Client Classification

e Click on Billing History Criteria

In The Date Range From 0170542014 To (140772014

e Select your Date range

e By inserting a “dollar amount” in the Amount Billed section — this will give you a list of all clients that have been

billed (e.g. $50.00) or more between the requested dates

Add Up

@Al ChargesE

o Just Selected
Item Codes

(ME An amount of 0.00
means this testis not
performed)

e Select ALL charges orJust Selected Item Codes - click on an Item Code and Charge Type from the List
e  Click Build the List

The above 3 steps can also be combined e.g.: you can select your client Start Dates from No:1 then select a
Payment Method from No:2 and an amount from No:3 — Then Build the List

23.3 Mailout - User client classification

If you have setup Lists in Client File (More Details) you can also select from these list

Episade Detnils Gritria | Billing Histary Criterin |
Glient Dutails Selection Criterin | User Clien Ginssification |
Lot

[ Usor Clnssifications |
HobbissfSponsflaters:  UserLiat 2 =
1m CrT— ]
rEEEE Ebbbl
44240 creee
BEG6E dddda
BEERER @it
11111 m

‘-

User Classilicabion 1 Usaor Classification
Standby Mosaage erenenens
asdadands

e Select from the List you have created
e Build the List

e This report only refers to what you have selected on your List (you can’t combine 2 lists)
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Current Selection is - Mrs E Bloggs
Label File :- LABELS1.RPT

Title
[Mrs E Bloggs
30 tuemer 51 Alahambra

Mew Title Please
ENVELOPE

e Click on Print Labels or Merge Letters
e Select the Label or Letter design you wish to print
e Click OK

NB: Before doing the mailout you can edit your list:-

e Click on Yes in the Print column to change to No (or click No to change back to Yes)
e Patient’s with No selected will not be included in Labels, Letters or emails.
e They will still appear on the List if you select Print Listing only (with NO in the Print Column).

e You can now select to either Print Listing, Print Labels, Print Merge Letters, Email or SMS
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24 Printer setup for accounts & receipts

Click HERE to watch video

On the Main PPMP® Menu

Diary DataEntry | Setup | Accounts Batches Reports

Labels Housework Services Help

User Licence
Fees + Charges Setup
Add Stock

3

3

Account and Receipt Printing Setup

Enterprig

Version 9.0.0
User ‘ppmp’ on co

Physiother

Addresses

Staff

Computer Resource Usage
Diary Layout and Colour
Security

Client Record Lists Setup
Receipt Group Setup
Practice Type Title Setup
Presenting Problem Coding
Internal Email System

SMS Template Setup

TAC EDI Setup

Medicare Online Claims Setup
Letters and Phrases

LOCAL). (Profile *DEFALLT)

: 1300 784 908
: 1300 734 906
: info@ppmp.com.au
I WWW.ppmp.com.au

Melbourne Time :  1:06 PM

e select Setup

e Account & Receipt Printer Setup

desk is open Mon-Fri from 8:30am to 4.30pm AEST

~ [ Printing Settings ]

[Z. Account and receipt printing system and layout.

| Diesign your Accounts ’|

| Design your Receipts |

Exit

e Select Design your Accounts

e Select the account layout that you use (you may use a few, you will need to repeat steps)
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| w Account layout setup

[ Available styles/layouts |

A4 Compengible
A5 Private Portrait Choose a Layout

A5 Comp Portrait
A5 Private Landscape Add new
A5 Comp Portrait _

Style Details Page 1

Style name
A4 Private |

Meszage printed at the battorn of the form [if any).

Current Melboum{Time 107 PM

e Click Work on the Layout.

i Account Layout - C:\Program Files (x86)\PPMPiData\ReferenciAcnt.rpt
File Edit QEiZ«8 Chjects View 7

L) Page Setup... 100% . A a8 ‘ = ‘

Include... 10 2 30 40 50 i

Table of Contentgand Index...

Layers...

<logo.jpg>

Filter...
Sum Variables...

Uszer Variables...

Options...
- A [Text]
2 [Drawing]
- A [Text]

40

a0

Tn

"Patients Name:"[: " + C
"Date"” "Description’

an

e The design will open, select Project then Page Setup
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4 Printer Settings
Printer Name HP Universal Printing P...
. AT A4 (210.00mm x 297...[ <]
Orientation Landscape
Duplex No
Force Paper Size Yes

MNumber of Copies 1

Paper Bin
Size Adjustment Keep Scale
Sort Copies Use Printer Setting |

Use Physical Page Yes

1

Paper Size

Paper size (important for 'Force Paper Format'). Paper
sizes in brackets are not available for the currently
selected printer.

( oK | [ cancel

e Select Paper size
e Select Orientation and other setting for your printer can all be selected in here.

s Layout

Regions || Export Media

4 Printer Settings
[T <! Printing PCLE" (5[~
4 Paper Size Snaglt 8
Orientation Send Tg@ffeNate 2010
Duplex ung Universal Print Driver
Force Paper Size PrimoPDF
i Microsoft XPS Document Writer
HP Universal Printing PCL 6 (Colot

Size Adjustment HP Universal Printing PCL 6

Sort Copies Fax

Use Physical Page Formula...

Printer Name
Mame of the Printer. If a warning icon is displayed, the
printer is unavailable.

| [ cancel

e Click the drop down box to bring up a list of printers on your computer and select the one you wish to use.
o When you are happy with your entire selections click “OK” to save your settings.



[ Printing Settings ]

[7] Always Preview Account Report

Design your Receipts | [/] Always Preview Receipt Report

w Account [ayout setup

Printer Setup Help

[ Available styles/layouts ]

A4 Compensible
ABD Private Portrait

AB Comp Portrait
A5 Private Landscape Add new

AB Comp Portrait

Style name

A4 Private |

Meszage printed at the battom of the form [if any).

Choose a Layout

Style Details Page 1

Style Details Page 2

Work on the Layout

Repeat steps for all Account & Receipt layouts that you use.
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25 Recalls

25.1 Create your own recall reasons

On the Main screen of PPMP

PPMP Karen's - Main Menu

Diary Data Ertry | Setup | Accounts  Batches Reports Labels Housework Services  Help
User Licence O
Fees + Charges Setup » l
s @ HICAPS—©
Accourt and Receipt Printing Setup
Addresses \ certified software CONNECT

© Swff

CAU Tl( Computer Resource Usage
Diary Layout and Colowur

Version 8 14.0

PpMp’ on 4 Securky ¥ LT an (L OCALL (Realilos DEFAULT)
Client Record Lists Setup *]  Episode Tales
Recept Group Setup 4 Episode Recall Reasons
Practios Type Ttis Setep Raceipt Type Order | Partner of
Presenting Problem Coding List1
rernal Emal System ust2 ﬁ‘
SMS Template Setup List 3 ‘ ;
TAC EDI Setup List 4 m.au )
Medicare Online Claims Set  §9SH oY oy
7 = ebsite : www.ppmpcom.ay PHEOREEY

Letters and Phrases » ‘

Physioth  asenseoce tiotes ,
eHealth Documents [

Support desk is open Mon-Fri from 8:30am to 4:30pm AEST
Current Meiboune Time T53AM

e Click on Setup
e Client Record Lists Setup
e Episode Recall Reasons

(st Setup
Episode Recall Tiles

e Click Add

Epizode Recall Titles

Tele

3 moeh Fecall

e Enter a Recall Title Name
e Click Save
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Epizode Recall Titles

Imanth Rscal

(]
™

NE : The table in the daiabase is called
EpisodeRecallTiles

e Click Exit

25.2 Setting recalls

Wirke Leters/Emails

Set Client Recall Date
Episode-Appointment Link
Mouse Mickey Change Cobumnn Practitioner

2 Insert Times Column

¢ Right Click on client’'s name (from the diary)
e Click Set Client Recall Date

Add Hew Recall

e Click Add New Recall

e Click Set date

Client recall date for

Sat this client to ba recallad on

T © bom

O Weak

Calendar

Clear

e Set the date (either click ahead Month or Weeks or click Calendar to select date)
e Click OK
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Add New Recal

13/03/2014 |
3 meanih Racall
5 moth Fecall

e Select Recall reason from drop down list or type in a different reason

Racalls

13032014 3 manth Rscal Ext

1303214 Imocth Flecall -

I

e Click Save
e Click Exit

25.3 To view/action recalls

=2 PPMP Karen's - Main Menu = x
Diary DataEntry Setup Accounts Batches | Reports | Labels Housework Services  Help
Account Balance Reports "
Acthvity Reports *

revners s ' HCAPS ©

Banking Report
GST Payments Reports
Wl Sstatistics

CAUTION - TESTII ==

Recalls Recalls By Date
Version 8.14.0 Mallgut
User 'ppmp’ on computer KAREN-PC conne| Recalls By Recall Raason
Birthdays Issue Recalls

—
e Click Reports
e Recalls
e Issue recalls

pftware CONMNECT
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Report Requirements Settings

Bayment Methods

Newl111

UNINSURED
Workcover SelHInsured
Private Hith Insur
Dietician

Workcowver

D.W.A.

DY A Paperless
INJURYNET
INJURYMNET— 2 Invoice
Awustralia Post

~ Date Range Covered

Starting Date ||]11'1 2f2013

Ending Date W
| Today | | This month |
| Yesterday | | Last month |

Select Date Range

o Only recalls no done date

All recalls

Select Only Recalls — no done date

Recall Reason

3 month Recall

b month Recall

Select Recall Reason (or leave blank for ALL recall reasons)

e Display
3 Recalls -fx
| Pecalfasen Chanthio | Sumama Fusams  Pacel st EpsodeTés | Episcdato |Emal Mot incuda  Done
3MONTH RECALL
20080 Mouse Mckay 1402004 Back 1 #
& MONTH RECALL Silpct.al
20080 Mouse Mckay 212200 Back 1
UsSeact A
Rirav i
Salechon
Coliapae Al
[Expand Al
etk
Selactad As
Dene
EmailMasiage
Mg Litici Sad SMS: B
Part Labali Expon C5

Ept

Tick the Recalls to include
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Email Message

Merge Leters Hfameding type message inthis seld

Frint Labals

e Select from Options - Merge Letters /Send SMS/ Send Email / Print Labels / Export CSV.
OR

Just Mark Selected
As Done

e Click Just Mark Selected as Done
e Exit

25.4 Selecting recalls by date

Client Recall Listing

Recall Date : 16/12/2013

Client# Client Name Recall Reason Recall Issued  Episode
20800 Mouse Mickey G month Recall 2001272013 Back

Recall Date : 20/12/2013

Client? Client Name Recall Reason Recall Issued Episode
20800 Mouse Mickey & month Recall Back

o Allrecalls will be listed— Including recalls sent Indicating how they were notified.

25.5 Selecting recalls by reason

Client Recall Listing

Reason : & month Recall

Recall Date Client# Client Name Episode Recall Issued Recall Method
16/12/2013 20800 Mouse Mickey Back 2011212013 SMS
20122013 20800 Mouse Mickey Back

o Allrecalls will be listed— Including recalls sent Indicating how they were notified.
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26 Refunds / Credits

w Client Details

Bt Edt [ACInfo| Epsodes LettersfEmad efotes Attendance Notes Printouts BascDetads Pocks Appontments

Main Detadls | More Detaals | Noles [Emply] More Addiesses . SM5S Hiztoay

Title i) j Gender  Male 1] Clientlt |39
ED‘::,- Wi Wouse Phone Waoik

Diary Home: M ouse Mickey Home

Suiname M ouze Mobile 0400111222
First Home  Mickey Ean

MiddieH ame DOBR | #

e Open Client Details Screen
e Click A/C Info

W Account detalls for MECKRy Mouse

Urpaid Total : $0.00
Deposit Held : .00

1000, e

e Click on the Treatment Charge

e Click Credit Button

Crodit Adjustment
Cradit Adjustment
CoecifRoiurd Tree
Crodé Cad
Othet
EFT
Masical Furd

Select Credit/Refund Type

Enter amount being refunded

Enter comment relating to refund (e.g. why it is being refunded)
Click Refund
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SUCCESS'T

e Refund Processed Successfully
e Click OK
e Exit

Unpaid Total - $0.00 Mot AST Bal : $0.00
Dreposit Held - 000
GST Bal: $0.00

Rel GST  Dedat G5TG Coedd  Unpaid Balance
500 - Initesl Conauliation 1 100.00
sk 510000 153 VD00 0.00
PAYTIUT : $100.00, Belu..  CRD 100, 00
21/05/2013 | Ciedit babancod against P, | | 0.00 | | 1 00| | 1] {Unspecified] |

e Client A/C Info screen shows Payout etc.
e Check your Banking report and Activity Reports for adjustments.

210872012 160 29 Mouse Mickey 3-100.00

e All reports show negative / refunded amounts
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27 Reports

27.1 Accounts balance

On the Main screen of PPMP®

Diary DataEntry Setup Accounts

Batches | Reports | Labels Housework Services Help (F1)

| Account Balance Reports 3 ||

Full Aged Report - General

e Reports

e Account Balance Reports
e Full Aged Report General

I Report Requirements Settings I

Papment Methods [cunent episode setting).
CRS

[Uninsured _____________________|
Private

Workcover

Medicare

D.V.A

INJURYNET

COMCARE

3RD PARTY

I Locations (when charged).
[Rooms ________________________]

Hospitals
Home Visits

Charge Types
Treatment
Australia Post
Workcover Charges
Misc Charge
Reports

Display

LCancel

l-I I

lly pou will want ything to be
simply press Display.
You can h focus the t bal

you want to.

s0

report if

Treating Practitioner
[Unspecified] Selecting nothing on a list is
ohn the same as selecting

Gil Zimmerm everything on a list.
Sam

Bradley

Dr Brenda

JOHN TEST

DENT ©) All Staff

(%) Only Employed

But only entries that include this (word/phrase)

]

e Select required fields or leave blank for everything

e Click Display

W Account Balances
& & # [0

Preview |

Account Balance Report

Account Balan ces

3+ Months

Month This Month

15317 AARONS Shaun
4450 ALLEN Des
20855 Annabells Andre Vet

e Report displays

Payment Method : Uninsured

51.106.00
F158.85
$439.05

51,1060
1585
4390
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27.2 Activity report

On the Main screen of PPMP®
Eoowp T —————————————— e ®

Diary DataEntry Setup Accounts Batches | Reports | Labels  Housework Services Help (F1)
Account Balance Reports »
Activity Reports || chargesonly
Payments Reports » All Activity
Barking Report Activity X Payment Method
. - GST Payments Reparts 3 Charges Only X Description
Enterprlse Version W statistics » GST Activity
Connected to PMPData on (local). Version 8.0.0 Lists 4 Class PackItems Indusive
Recalls L3 Pack Expiry Report
Mailout Attendance Summary
Birthdays Attendance In Detail
Discharge Summary New Clients Ttem Code Summary
® Patient Timing Item Code Summary
Referred To 3 Normal Fee Billed Fee Comparison
Outstanding Invoices Issued Invoices Listing
P hysiothera Py Stock Sales 3 Charges Biled and Paid Combined by Pract
Appointment Cancellations summary Charges

Reports

Activity Reports

Select desired report from this list
New menu will appear

2Ments s

Report Re:

Payment Methods
CRS

Date Range Covered

Display

Uninsured i

Private Starting Date |41 06,2013
Workcover i

Medicare Ending Date  [30/06/2013
DVA

INJURYNET

COMCARE

3RD PARTY Yesterday Last month

Cancel

TIreatment Locations [ Show Tatals Only

Rooms
Hospitals
Home Visits

Staff List
{Unspecified) Selecting nathing on a list is
John the same as selecting
Charge Types 5:'5"'"“9"" everything on a list.
Trealment Bradley
STOCK D1 Brenda
Australia Post JOHN TEST
Workcover Charges DENT
Misc Charge PHYSIO et
Reports ABC

@ Only Emploped

But only entries that include this (word/phrase)

l]

e Select required fields and date range
e Click Display
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w Charges (billing) Report

& & ¢ - 1 of1 & & I

Preview |
-
Printed QDJ’EE
Charges (billing) Report rinte
Client Mo Clent Mame Episode title Description GST F
2/04/2013
PRACTITIONER : - John W clnerney 1
6,304 READ LYN massage 0901 Std Consultation $55.
Total for John Mcinerney Entry Count 1 $55.
Total for 2/04/2013 Entry Count 1 $565.
310412013
PRACTITIONER : - John W clnerney 1
6,304 READ LYN massage 0901 Std Consultation $0.00 355.
Total for John Mcinerney Entry Count 1 $0.00 $55.
Total for 3/04/2013 Entry Count 1 $0.00 $55.
Report Totals Entry Count 2 GST
Fees
Grand Total
Dates from 1/04/2013 to 30/04/2013 i
< [ 3

e ————
e Report displays

27.3 Payments report

On the Main screen of PPMP®

Diary DataBntry Setup Accounts Batches | Reports | Labels Housework Services  Help (F1)
Account Balance Reports »
Activity Reports »
‘ Payments Reports » H Simple Listing - Date Range
Banking Repart Simple Listing - Receipt No Range
. . GST Payments Reports » Detailed Listing (Cheques Details) etc
Entel’pl’lse Ve rsion W statistcs 3 Grouped by Treating Practitioner
Connected to PMPData on (local). Version 8.0.0 Lists 3 Grouped by Usual Practitioner
Recalls 4 Grouped by Payment Method
Maiout Grouped by Payment Method and Pract
Birthdays What + How Paid -Date Range - X Trt Pract’
Discharge Summary What + How Paid - Rept No Range - X Trt Pract’
P PM P ® Patient Timing Charges Items Paid Date Range
Referred To 3 Charges Items Paid Receipt Mo range
Outstanding Invoices Receipt Listing In Detail
Physiotherapy Stock Sales 4 Income Item Code Summary

Reports

Payment Reports

Select desired report from this list
New menu will appear
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Report Requirements Settings

Payment Methods
CRS

Uninsured
Private
Waorkcover
Medicare

DV.A.
INJURYNET
COMCARE

3RD PARTY

Treatment Locations
Rooms

Hospitals

Home Visits

Charge Types
Treatment

STOCK

Australia Post
Workcover Charges
Misc Charge
Reports

Date Range Covered

Starting Date [01/08/2013

Ending Date  [20,06/2013

Yesterday | [Last month

Cancel

[] Show Totals Only

Staff List

(Unspecified) Selecting nothing on a list is
John the same as selecting

Gil Zimmerm everything on a list.

Sam

Bradley

Dr Brenda

JOHN TEST

P O Al Staff

ABC

(® Only Employed

But only entries that include this (word/phrase]

¥

e Select required fields and date range.

e Click Display

W Payments Listing

e Report displays

27.4 Banking

Dates from 1/04/2013 to 30/04/2013

& & & - 1 ofl & &
Preview |
Payments Listing
Dste Rcpté Client¥ ClientName Cssh  Cheque C/Cards EFT  Med [
01/04i2013 108886 5304 READ LYN 5000 3000 3000 30.00 352
Totals 30.00 30.00 $0.00 $0.00 $EE
Cash Cheque CiCards EFT Med Drot Dir Dep!
Grand Totals 30.00 3000 30.00 3000 $55.00 3000
Total for CshiChg/CCrd/MedD/EFT $88.00

On the Main screen of PPMP®

Diary Data Entry Setup Accounts

Batches | Reports | Labels Housework Servi
Account Balance Reports 4
Activity Reports v
Payments Reports »
Banking Report

e Reports
e Banking Report
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Use this report to balance what you have in your til against the receipts issusd
on the computer, Each time pou press the Do & New Banking button, a new
repail is prepared showing the receipls since the last report was prepared. Don't
use the Do & New Banking just to have a look because it automatically resets
itself when it's used See the Preview button. Also it is strongly recommended
you print a copy and file it away after each un after it is balanced, and this copy
shauld be signed by the person doing the balancing

Treatment Lacations | Staff List | NE: Y'l"" ";:“I‘;ID::LY

select on the Staff or
Trieatment Locations lists
if you are tiying to LIMIT
the information on the
reports.

Rooms
Hospitals
Home Visits

Deposit Slip Printed

Normal M
Design Deposit Slip

Re-Display Last Report

Do a Mew Banking Report

Preview Next Banking

Report sple

(® Mormal Report
O Grouped x Pract’
O Deposit Slip

O Detailed Listing

DId Reports Password

a

¢ Click — Preview next Banking - to balance all money OR
¢ Do a new Banking Report — when you are going to the bank.
e Select Deposit Slip — to view Cheque & Cash Amounts to be banked

Page 198 of 232

NB: If you have Alternate Banking Sites set — you can select to do preview banking reports for each different site.
(See image below)

‘Working On Banking For Site Location -
Site B hd

Pressing Do A New Banking closes the banking of. Use the Preview busion ¢
you dontwant the banking closed yet We recommend that aer compleng a
banking peint a copy of the normal report, sign # and file 1t sway.

Treatment Locations | Staff List |

(Unspecified)
Karen NB You should ONLY select
on the Staft or Trestment
Locations lists 4 you are trying
10 UMIT the informaton on the
reports

Deposit Slip Printed
Normal ]

Only Receipts lssued At Dasign deposit slip
Site 8 v

(® < Just This Receipt Group
O Al BUT This Group

O List Al Payments

|Your Receipt Group is Se B

VI List only employed staff

Be-Display Last Report

Do a New Banking Report
Preview Next Banking

Report syle

© Normal Report
© Grouped x Pract'
O Deposit Slip

O Detailed Listing

0ld Reponts Password

27.5 Statistics report
On the Main Screen of PPMP®

Diary DataEntry Setup Accounts Batches | Reports | Labels Housework Senvices Help (F1)

Account Balance Reports »

Activity Reports
Payments Reports
Banking Report

»

»

GST Fayments Reports »

Profile : DEFAULT [WSetsic 3| Stbstica - Combined Figures

e Goto Reports
e  Statistics
e Statistics — Combined Figures
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gures you want

Traatment numbars ¥ Practiioner
Cancel

Feas ganarated ¥ Practiionar

Feas genarated ¥ Payment method

Mew episode relarral analysis

MNew epi p ing problem anakysi

;

Mew patients practice choice reason

| Check that the usual practitionsr and stort dates ore set
Checks thal some required inlo is thera, i #isn’t it adds 1 Do
this once @very month o twio before aning the siats report.

Select items you want to show on report
Click OK

B Please select on the Charge Types Ist those Charge Types that are to be counted as treatments.

]

Click OK
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28 Scanning and attatching documents to client files
Click HERE to watch video

w0 Clieet Dt
Ewt AC o Epdedes LelosBral eholes Aloedanoe Motel Meymobiotel Freioots BascDetali Fads  Accorimost

Mose Dty Motes [Emply] Moss Addiesias GMS History

| Gander  Male = Chert® | 0N
Mucheyp Ihare Work

Himsr Buhey Hama
rr— L

Michey [Eaa
Dom [y
Date Stated [F7 00712
Dcoupation

Coon iy

| e Foioids Do |

Chat Rel

Madcun Mo

M ik i e DWVA Wi (ML

Sukmay
Posncoudes

Perismresi Ho

Galslp Hasl

Haalth Caiw Caid Mo

Websian Allasis Ha

e o atar:

e Open Client Details
e Click Episodes
e Click Documents

If you receive new patient forms and other documentation regarding your clients and you would like to save them in
your clients file:

On your computer

e Make a folder on your Desktop (or My Documents)

Mame Date modified Type

||E_j Mew patient form 1.5.2015 04/06/20151:56 PM Microsoft Powe

e Scan and save the original to that folder — giving it a specific name.


http://files.ppmp.com.au/video/Documents.htm

PPMP PROCEDURE MANUAL

Letters/Email eMotes Attendance Motes Printouts Basic Details Packs Appointments

Main Detailzs | More Details | Notes [Empty] | More Addiesses | SM5 History

Title [Master] +| Gender |Male - Client# |3

53 Client Details
Exit Edit A/Clnfo

S alutati
"Dear.” |Bart Phene Work [9856 3254
Diary Mame [Simpson, Bart Home |2145 8541
Sumame  [Simpson. Mobile [954123685414
First Name |Bart Eax
MiddleName | D.0B. |26/09/1997
Date Started
Complete 742 Evergreen Ternace, - ate Started 18/07/2013
Address Springfield, Dccupation |tr0ublemaker
Melboumne, VIC. 3000
- Why They 15t Available .
Chose Us
Email [ [ Medical Records Details |
Chart Ref

Medicare No. [ [ Hek

Medi DVA use ONLY!

Comments etc

Suburb |

Postcode ’7
Pensioner No. —
Safety Net ’7

Private Health Card No. l_ Help
Veteran Affairs No. —

Medicare Yerfication |

Patient erification Date :
“eteran Yerification Date :

e Open your client file
e Goto Episodes tab

Charted |1 80772013 [Fillzd i autamatically
after first treatment]
ntments 0
Episode List [Titles]

Pilates

Mew Epizode Delete Selected

e Select the Correct Episode from the list

Page 201 of 232
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B3 Client Details
Exit Edit A/CInfo

|.| Episodes for Bart Simpsen,
Exit A/CInfo Attendance Motes Printout

Letters/Email eMotes Attendance Motes Printouts Basic Details Packs Appointments

&)%)

http: /#files ppmp. com. aufvideo/D ocuments. htm

1

q Epizode Delails\ ﬂoles\ Alarms - To Do Lisl‘lh Di_scharge\ Addr "l EDI\

d Document/Scan List

q D ocument DateSaved Type
F

W

{

A

=

{

Due to a number of compatibility issues with different scanners & windows drivers the MEW Scan function will be removed in the
future update - pleaze uze your device manufacturer scanning software to create the scan & attach the file.

View |
Rename |
Delete |

New Documenll
New Scan |

Filter
" Documents

" Scans
= All

Weteran Verfication Date :

|

e Click Documents

e Document]

e Click New Document

] Recent Places

4 Libraries
[ Documents
& Music
&) Pictures

B videos

% Computer
&, Local Disk (C3)
&* DVD RW Drive (D
5 Mandy (\serverl
8 public (Wserver:
€8 drop Mserver0l) ™

Open
@@-| 1. » Scans for PPMP ~ [ |[ Search Scans for PP 2]
Organize Mew folder E.y 0O @

A Favorites + Name Date modified Type Size
P Desktop | New patient form 1.5.2015 04/06/2015 1:56 PM  Microsoft PowerP... 108 KB
18 Downloads

Versio puana!

-

File name: New patient form 15,2015

e Go to the new folder you created on the computer
e Select Document
e Click Open
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Episodes for Bart Simpson, =
Exit A/CInfo Attendance Motes Printout
Epizode Delails\ ﬂotes\ Alamms - To Do Lisl\ Di_schalge\l Add!esses\ EDI\ Documents \

Document/Scan List

Document | DateSaved | Type View |
Mew patient form 1.5.2015_pptx 04 Jun 2015 14:30:17 Doc
Rename |
Delete |

Mew Document
Mew Scan |

Filter
" Documents

" Scans
= Al

Due to a humber of campatibility issues with different scanners & windows drivers the NEW Scan function will be remaved in the
future update - please uge your device manufacturer scanning software to create the scan & attach the file.

http://files.ppmp. com. aufvideo/Documents. htm

e Go back to the Document List
e Select the Item from the list
e Click View to see the document in its entirety
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29 Security & passwords

29.1 To set passwords to reports

Diary DataEntry | Setup | Accounts Baiches Reporis

Please click he

Enterprig

Version 9.0.0
User'ppmp’ on co

Labels Housework Services Help

User Licence

Fees + Charges Setup

Add Stock

Account and Receipt Printing Setup
Addresses

Staff

Computer Resource Usage

Diary Layout and Colour

13
3

LOCAL). (Profile *DEFAULT)

Security

Passwords to Reports

Physiother

Client Record Lists Setup
Receipt Group Setup
Practice Type Title Setup
Presenting Problem Coding
Internal Email System

SMS Template Setup

TAC EDI Setup

Medicare Online Claims Setup
Letters and Phrases

Client Account Entry - Editing Lock
Attendance Notes - Editing Lock
Security Groups Setup

: info@ppmp.com.au

2 I wWww.ppmp.com.au

desk is open Mon-Fri from 8:30am to 4:30pm AEST
Melbourne Time :©  12:25 PM

e Click on 'Setup’ on the main

e Click on 'Security'
e Click on 'Passwords to reports'.

menu

Displaying is a screen with two passwords

Passwords

Low level Access |dug

Full Access

|snuwfux

Cancel

e Click OK

Low level access

e The password put in this field will allow you access to all the reports.

Full access

Page 204 of 232

e The password put in this field, will allow you to change both the Low level access and Full access passwords.

e Click Yes
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29.2 Changing passwords

Diary Data Entry | Setup | Accounts Batches Reports Labels Housework Services Help

Enterpi 3

User Licence »
Fees + Charges Setup »
Add Stock

Account and Receipt Printing Setup
Addresses

Staff

Computer Resource Usage

Diary Layout and Colour

@ HHCAPS—©

certified software CONNECT

Version8180 |
User ‘ppmp’ on ¢

Security Passwords to Reports |

Physioth

Client Record Lists Setup Client Account Entry-Editing Lock
Receipt Group Setup Security Groups Setup

Practice Type Title Setup
Presenting Problem Coding
Intemal Emad System
SMS Template Setup icsimile :
TAC EDI Setup hail
Medicare Online Claims Setup
Letters and Phrases
Attendance Notes »
eHealth Documents

ebsite
>

Support desk is

: 1300784908 ﬂ
1300 784 906 A P\
A/ (g

Partner of

i .com.au

AUS!

:  www.ppmp.com.au (XY

open Mon-Fri from 8:30am to 4:30pm AEST

Current Melbourne Time 75144

Click on Setup
Passwords
Passwords to reports

[Passwords

Password Please

e Type in your Full access password
e Click OK

| Passwords

Low level Access cat

Full Aecens

9}
g
El
v}
El

e You can then change the passwords

e Click Yes

Diary Data Entry Setup Accounts Batches | Reports | Labels Housework Services Help
Account Balance Reports

>

Activity Reports »
| Payments Reports »|| Simple Listing - Date Range
Banking Report Simple Listing - Receipt No Rar

Go to Reports
Paynments Report

Simple Listing Date Range

Page 205 of 232
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Passwords

Password Flease

e Enter your “Low Level’ Password (frog)
e Click OK
e Continue to your report

29.3 Account Edits Lock Setting

Stop people from making changes to information in a client’'s account history screen so that a password is required to
make these changes.

Diary Data Entry | Setup | Accounts Batches Reports Labels Housework Services Help
User Licence »

Fees + Charges Setup »

o @ HICAPS—©

Account and Recelpt Printing Setup

Addresses certified software CONNECT

@ Staff

E nte rpl Computer Resource Usage

Diary Layout and Colour

Version 8.18.0

User 'ppmp’ on ¢ Security » Passwords to Reports
ser ‘ppmp’ on c¢
Chent Record Lists Setup » | Chent Account Entry-Editing Lock |
Receipt Group Setup » Security Groups Setup |
Practice Type Title Setup o Anerof:
Part
Pri Probl
esenting Problem Coding Nephone : 1300 784 908
Internal Email System
SMS Template Setup icsimile : 1300 784 906 ’ ’
TAC EDI Setup mail :  info@ppmp.com.au

Medicare Online Claims Setup &
ebsite : www.ppmp.com.au
Letters and Phrases »

P hys ioth Attendance Notes »

eHealth Documents

Support desk is open Mon-Fn from 8:30am to 4:30pm AEST

Current Melbourne Time 803 AM

e Click 'Setup’ on the main menu for PPMP
e Click 'Security'
e Click 'Client account entry - editing Lock'.

Password Change

Current Fassword
New Password

New Password Again

[ Account Edits Lock Setting ]

=) Edits Mot Locked

) Require password after o days

OR Entries Earlier than fars

If this option is selected then PPMP will not ask you for a password if you want to edit a patient’s account file.
Require password after * days
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Current Password

New Password |

New Password Again

[ Account Edits Lock Setting ]

( Edits Not Locked

& Require password after 1 days
OR Entries Earlier than Iy

o If this option is selected then PPMP will ask for a password after the amount (*) of days has passed.
e Therefore if you want the password to be asked for every time there is a change made in the clients account
information screen, set the days to 0. Otherwise you will only be asked after the number of days specified have

passed.

29.4 Attendance notes and editing
This section is there in preparation for Future Development

29.5 Security group setup
This section is there in preparation for Future Development
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30 SMS

30.1 SMS template setup
On the Main Menu PPMP®

PP,

Diary DataEntry | Setup | Accounts Batches Reports Labels Housework Services Help (F1)

User Licence 3
Fees + Charges Setup 3
Add Stock

Account and Receipt Printing Setup

e Go to SMS Template Setup

SM5 Appointment Remin

Template List

Appointment R eminder _
Follws Lip Care Add Newe Template

Blank. Template

Running Late

Account Overdue

Appt reminder MEW CLINIC
New Clinic: Reminder

SMS Test Template

Template

< Aidd To Template

[<] il (i)

e Click Add New Template

| Jemplate Setup

Template List
ésnpuﬂw\:\megtj:mmdav dd Me. SMS Templates
Blark: Templale [Appoiniment Reminder
Running Late Follow Up Care
Asount Drverdue Blark Template
Appl ieminder NEW CLINIC Rurming Lets
Neww Clinic. inder ‘Account Overdue
SMS Test Template Appt reminder NEW/ CLINIC Aadd
New Clic Reminder
Merge Fickds for Appainiment
oo SHS Test Templaie Reminder hessages
emplete
<Dap>
<Dater
<Time>
«Practitioner>
<Client Fstname
<Clent Sumame>
Appoirtment Lis Order
(© Order By Column
NB ; The table n the database s called
& - SMSTemplates © Order By Time.

. Addresses
Enterprig s«
Connected to PMP) Computer Resource Usage LLT)
Diary Layout and Colour
Passwords 2
Client Record Lists Setup » Partner of:
Receipt Group Setup 3
Practice Type Title Setup ne : 1300 734 908
‘ Presenting Problem Coding le : 1300 784 906 ‘] "
Internal Email System inf mp.com.au AUSTRALIAN
Physiothel SMS Template Setup 5 WWW.ppmp.com.au PHY:S\L()S'EFE:T}’I\JPI“
TAC EDI Setup

Merge Fislds for Appaintrent
Reminder Messages

<Day>

<Datex

<Time>
«Practitioners
<Client Firstnames
<Client Sumame>

Appaintment List Order
(%) Order By Column
() Order By Time

e Click Add
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] emplate Setup |

?Efoﬂntum; i Feminder [ Addney SMS Templates
E!ljgmge["f:: * Title
iggfﬂniﬁﬂ dr»;?w CLIMIC Appointment Beminder

Mew Clinic Feminder
SM5 Test Template

Template

[il 1]

Merge Fields far Appaintrent
Rerminder Meszages

<Days

<D ate

<Time>
<Practitioner>
<Client Firstname
<Clignt Sumame>

Appaintment List Order
() Order By Column
() Order By Time

Type in title for new SMS template
Click save

W SMS"Appointment Reminders
emplate Setup |

Template List

Appointment Beminder

Fallow Lip Care Add New Template

E‘E;:iJ;Tg:te Approx Message Size [137)
Account Overdus

Lippt reminder MEW CLIMIC

Mew Clinic: Fieminder

SMS Test Template

Merge Fields for Appointment
Reminder Messages
Template

Good day <Client Firstname= <Client Sumame= just a reminder you have an [a

<Days
appointment on <=Day= <Date= at <Time= with <Practitioner= < Add To Template ﬂb

<Time>
<Practitioners:
«Client Firstname?
<Clignt Surname>

Appointment List Order
type information you want here () Drder By Cakamn

M Order By T
< m | &l (O Order By Time

Save Template

Select required feilds and click add to template to insert them

Select the template in the list you want to setup and type in the information you require.

Click save template.

NB: The Approximate message size will also be displayed and how many messages you will be charged for (see

examples below)
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o 5M5 Appointment Reminders
—‘Jemplale Setup |

i tment B 1
Faliow Lip Care Add Mew Template

Blank Template

Running Late Approx Message Size [133) ‘
Account Overdue

Appt reminder MEW CLIMIC . .
Mew Clinic Reminder Message size displyed here

SMS Test Template

Merge Fields for Appointment
Feminder Messages

Template

Good day=Client Firstnames= =Client Surname= just a reminder you have - <Drays
an appointment on <Day= =Date= at =Time= with <Practitioner= . [l < Add Ta Template <Datey
|

< Times

<Client Surnames

Appointment List Order
(%) Order By Column
) Order By Time

[il i1}

W 5M5 Appointment Reminders enfimifrs)
—‘Jemplate Setup |

Template List
1=l

Add Mew Template

SHMS's greater than 160 Characters will be sent and
charged as 2 messages

Blank Template
Running Late
Account Dverdue F
Apotreminder NES CLINIC g s e e (]
New Clinic Reminder

SMS Test Template

terge Fields for Appaintment

Feminder Messages
Template

Good day=Client Firstname= =Client Surname= just 3 reminder you have ~ <Day
an appointment on <Day= <Date= at <Time> with <Practitioner= . (Tl < Add To Template <Diater

Please call us on 1300784 908 if you cannot attend. <Time>

ent Firstnames
<Client Surname:
Displayed is message size and information that it the SMS will be sent as 2

messages.
Appaintment List Order

(%) Order By Colurmn
() Order By Time

(<] i
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30.2

How to send an SMS

There are a number of ways to send an SMS.

First select the patient or patients you with to send an SMS to.

Either individually

S$-Mouse Mickey

OR
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Select the whole column by clicking on the practitioner name. (The whole column will be highlighted.)

Sam 11

S-SMITH Amanda

YEO Min

RADFORD Lisa

HAGUE Jefirey

MACDONALD CHERYL

UNSWORTH MAXINE*

Lunch

Lunch

MAY JANET

Next on the PPMP® Diary page you will see the menu SMS Apt Reminders.

Classes  ToDo Lists  Waiting Lists | SMS Apt Reminders |5witch Diary View Help

i | Day> | week> |

Sam 7 /
TENDRA Fancy

y4
7

For Currently Selected Appointments
For All On A Specified Date

For All On Tomarrow's Page

Send an 5MS

SMS Messages Sent Log

[]

| Bradley

SMS sending options found here as |9:45am

well as the SMS message log 10:00am

10:15am

The top 3 options will bring you up the template window that you have already set up.



= |
I:.u
.
JJ4

PPMP PROCEDURE MANUAL

W SM5 Appointment Heminders

Review Mezzages/Fecipients and Send I
STEF 1: Choose a template or manually enter your own

Select a Template to use for the Reminders

Appoir
Follow Up Care
Blank Template

Runring Late

Account Overdue

Appt reminder NEYW CLINIC
Mew Clinic Feminder

SMS Test Template

Now Edit OR Create Your Message Template below

Appointment Reminder Template Editor

[il il ]

Select template here

STEP 2: Click here to get a list of the reminders that will be sent

Appointment Remindzr Merge Fields

<Day>

<Date>

<Time:
<Practitioner:
<Client Firstnarnes
<Client Surname>

e Select the specific template you would like to use (or you can build a new one if needed here)

e Click Next Step.

W SMS Appointment Reminders

Select Template To Use ] Review Messages/Recipients and Send

Meszage Preview  [pou can edit this message before sending if you lilke]

Hello Sean GALE
You have an appointment on Fri 21/06/2013 at 3:45pmwith Dr Brenda Reed
Please call if you cannot attend on 1300 784 908

‘i] 1l ]

Reminder List [ 10 Items|
Sent | Client Nul Client Name ‘ Appt Dalel Appt Tlmel Practitioner | STEP 3 click here
_1|No 58400 [1] SMITH A4R0N 21/06/2013 10:00am | John Mclnemey to send the
_2[No 14067 CRAIG Shelly 21/06/23 12:00pmn| Johh Melnemey reminders
_ 3|Na 16153 FRAMKLIM Clapton 21/06/2013 2:45pm Johh Melnemey
_4|No 11576 O'BRIEN Brad 21/06/2013 10:30am| Sam Zigay
_5|Ma 19761 MaNDA Nipun 21/06/2013 3:30pm| Sam Ziggy
_B|No 12387 GRAHAM Michael 21/06/2013 4:15pm| Sam Zigagy
_B|No 18859 JOMES Ben 21/06/2013 11:45am| Dr Brenda Reed
] 16633 DERRY Paul 21/06/2013 O0pr Dr Brenda Reed
10 n| Dr

Send, dela,v_ar [ Don't mark the appointments
NB : Successfully sent
removs messages will be marked on
the diary. Click Refresh on
the diary if you wish to see
the marks immediately.
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e From here you can send the SMS messages straight away, delay them or remove specific clients from the list

with the 3 buttons on the right hand side.

e If you are going to delay the sending of the SMS messages you will have a new menu open up.



Day Tao Send Messade(s)

(£ June 2013

3 4 5 B 7 8
10 11 12 13 14 15
17 18 13 20 2y 2
24 25 6 27 28 29 3

T Today: 21/06/2013
Select date and time you wish to
send the SMS messages

Select the date and time from here you wish the SMS messages to be sent.

Click OK when happy with your selection

30.3 Sending bulk SMS messages to multiple clients
Click HERE to watch video

You have the ability within PPMP® to send bulk or group messages via sms at one time.
For example, you may like to send out a holiday specific message to all of your clients.
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Remember the size of the template will depend on how many sms message are sent. (Anything over 160 characters will
be charged and sent as 2 sms messages.)

Please check with us if you are sending over 1000 sms messages in a day as limits may apply.

30.4 Design SMS templates and sending of SMS
First design the template to be used

On the Main Menu PPMP®

—
= PPMP e
Diary Data Entry m‘ Accounts  Batches Reports Labels Housework Services  Help (F1)
User Licence >
Fees + Charges Setup »
Add Stock
Account and Receipt Printing Setup
. Addresses
Enterprig s.«
Connected to PMPI Computer Resource Usage LILT)
Diary Layout and Colour
Passwords .
Client Record Lists Setup 2 Partner of:
Receipt Group Setup > -
Practice Type Title Setup pne : 1300 784 308 @ ‘ e
4 Presenting Problem Coding le : 1300 784 506 ‘J "p
Internal Email System infoi@ppmp.com.au AUSTRALIAN
Physiothelﬂ SMS Template Setup B - Www.ppmp.com.au pHYEL%H(‘EffTTf

TAC EDI Setup

P R P PR

Go to SMS Template Setup
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SMS Appointment Reminders

pl

Template List

Appointment Freminder

Blark Template

Funning Late

Account Overdus

Appt remindsr NEv CLINIC
Mew Clinic Remindzr

SMS Test Template

Template

[&] i

URE MANUAL

Pt Add Hew Template

< Add To Template

Merge Fields far Appaintment
Reminder Messages

<Day>

<D ate

<Time>
<Practitioner:
«<Client Firstrarne:
<Client Surnarmes

Appointment List Order
(&) Drder By Colurnn
() Order By Time

‘.]emplale Setup |

Blank Template

Running Late

Account Dverdue

2ppl reminder MEW CLINIC
Mew Clinic Feminder

5MS Test Template

Templats

[( l u

o Click Add New Template

|
Template List P
Appointment Reminder SMS Templates
Follow Up Care Add Ne:

A

Follow Up Care

Blank Template

Funning Late

Account Dverdue

Appt reminder NEW CLINIC
New Clinic Reminder

SMS Test Template

ME : The table in the database iz called
SMSTemplates

Merge Fislds for Appointment

Rieminder Messages

<Days

<Datex

<Time>
<Practitioner>
«Client Firstname>
«Client Sumarne>

Appointment List Order
(%) Order By Column
) Order By Time

e Click Add

r
W 5MS Appointment Reminders

Template Setup |

Template List

Appointrent R erminder SMS Templates
Pilates Add Ne

Template

Seamns Greetings <Client Firstname>
‘Our sincere thanks for your goodwill & loyaly

‘We wgh you a prosperous and happy new y:

Title:

‘Eeason Gresting | [ Save

Merge Fields far Appaintment
Reminder Messages

<Day>»

<Date>

<Time>
<Practitioner>
<Clignt Firstname?
<Clignt Sumame

e Type in title for new SMS template

e Click save

Appaintment List Order
(*) Order By Calumn
() Order By Time
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=
W SMS Appointment Reminders

Template Setup

Template List

Appointment Feminder dd Mew Template
Filates 2

Approx Message Size [146)

erge Fields for Appaintment

Feminder Messages
Template

Seasons Greetings <Client Firstname> ~ <Dayy
Qur sincere thanks for your goodwill & loyaky the past year. < Add Ta Template <Dater
We wih you a prosperous and happy new year! <Time»
<Practitioners

<Cliert Firstname:
<Cliert Sumarne:

Appaintment List Order
(=) Order By Calumn
["] ) Order By Time

(2]

Save Template

e Select the template in the list you want to setup and type in the information you require (or select from the merge
fields on the right)

o Remember the size of the template will depend on how many sms message are sent. (Anything over 160
characters will be charged and sent as 2 sms messages.)
e Click save template.

=
B pemp

Diary DataEntry Setup Accounts Batches | Reports | Labels Housework  Services

Account Balance Reports 3

Activity Reports 3
Payments Reports 3
Banking Report

GST Payments Reports re CONNECT

Enterprise Version |y susic

Version 8.13.0
User ‘ppmp’ on computer LISA-PC connected to

Partner of:

Discharge Summary .

Patient Timing @‘ A
Referred To h‘} fﬁ
Qutstanding Invoices au ALUSTRALIAN

Physiotherapy Stock Sales P RSB Ao

Appointment Cancellations

To do Lists 8:30amto 4:30pm AEST

Journal Entries Reports

e Go to the reports screen and select the MailOut option
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Report reguirements settings

Client Details Selection Criteria User Client Classification
Episode Details Criteria Billing History Criteria

In The Date Range From (0170171900 | To |0s1272013

Build The List
Amount$ Billed

@>=or Oc¢ 1:- Tape
This Amount LEGAL :- Legal report

\ REP :- solic rep

Add Up

Has been billed for Item Codes . . .

(®) All Charges

Just Selected
o Item Codes

[MB An amount of 0.00
means this test is not
perfarmed]

From These Charge Types

Treatments
stock
reports

e Select the required Filters Tab / Fields
e Click Build List

T

PPMP

10 Clients had a mobile number.

They have had "Yes' changed to ‘Mo’ on the list,
This list is now being sent to the email window
for you to write the email to send to each of them.

e You will receive a message telling you how many clients had mobile numbers
e Please check with us if you are sending over 1000 sms messages in a day as limits may apply.

Print? [ Post Code
o

- Print labels
11 Flander. Ned
7 i Cieate Merge File
12 Hibbes ]

14 Litte.

ts records double click or pres:

A _Simpson. Homer

[ Mark Al Yes | [ Mark AN | [ Reverse Mark |

e You will notice on your list that those who have mobile numbers have had Yes changed to NO (this is so those
that don’t have mobile numbers can be contacted by an altenate method)
e Click Send SMS
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v

W SMS Appointment Reminders
Select Template To Use ‘ Review Messages/Recipients and Send |
STEP 1 : Choose a template or manually enter your own

Select a Template to use for the Reminders

Appaintrent Reminder
Pilates

Now Edit OR Create Your Message Template below

Appointment Reminder Template Editor

Seasons Greetings <Client Firstname:
Our sincere thanks for your goodwill & loyalty the past year.
We wish you a prosperous and happy new year!

Select your Template
Click Next Step

™ SHS Appointment Reminders
Select Template ToUse | Review Messages/Recipients and Send |

Rleminder List (10 Items)

STEF 2: Click here to get 5 list of the reminders that will be sent

Appaintment Reminder Merge Figlds

<Day>

<Date>

«Time>
«<Practitioners
<Client Firstriame?>
«Client Sumames

5/ Mr Aristolls Amadelcls,
& Mi Kent Brackman,
9 Mi Pince Chaming,
8 M1 Stu Disca,

11 Mr Ned Flander,

7 Ms Faiy Godmother,
12 Mr Dr Hibbert,

14 Mr Chicken Lite,

3 Master Bant Simpson,
4 Mi Homer Simpsan,

Message Preview  [pou can edit this message before sending if wou like]
Seasons Greetings Homer

Our sincere thanks for your goodwill & loyalty the past year.
We wish you a prosperous and happy new year!

(<] I |

Sent | Client Nof Client Name | Appt Date|  Appt Tine| Practitioner
Ho

(3]

1400000000
1400000000
£1400000000
1400000000
£1400000000
£1400000000
1400000000
1400000000
1400000000
£1400000000

STEP 3: click here
to send the:
reminders
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Make sure ALL mobile numbers are in the correct format (it makes no difference if you have “61” at the beginning
or if you have spaces “0400 000 000”)

Send SMS

Reminders Now

Once you have checked the mobile numbers and you have selected the correct template — Click Send

=1

b sms messages have been sent.

You will receive the above message when SMS’s have been sent
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31 Staff setup (additional information)
Click HERE to watch video

On the main PPMP® Screen

e Click Setup

Addresses
Staff

Computer resource usage

e Click on Staff (we have already setup most of this in the wizard setup).

Name to show |Fred Flintstone Prov. No: 123456A provider na's etc
required or ...}

on accounts

e In Name to show on Accounts we need to insert the Practitioners Surname and Provider Number

=]

e Click Save

e Click Exit.

31.1 Setting staff names on columns

Dr Brenda 8 Times

e Atthe top of each column the name of the practitioners using that column should appear.
e The name or staff member at the top of each diary column indicates who is being credited with the work being
done in that column.

W Account details for Mickey Mouse B E X

Episade [test Unpaid Total - $630.00 Net A/C Bal - $630.00
Deposit $0.00

Client 20800 S

No. GST Bal : $0.00

Date Description Ref| GST| Dehit| GST Cr| Credit| Unpaid Balance| Printed Episode | Practitioner | Location

27/04/2012 500 Initial Consultation JM 1 115.00 11500 115.00 1 36 Rooms

04/05/2012 class - class 1 200.00 200.00  315.00 1 36 Rooms

04/05/2012 class - class 1 200.00 20000 515.00 1 45 Rooms
500 - Initial Consultation [ 1] [ 115.00] | | 195.00] €30.00f |  1[DrBrenda [Rooms |

e When you record a treatment from the diary, the practitioner whose name appears at the top of that column is
credited with having treated that patient.


http://files.ppmp.com.au/video/Staff.htm
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[Client Name ~Mickey Mouse __A/C No 20800
te Item Code (item Number) Fee NomalFee  GST  Total
2170672013 505 .00 [ a7 0.0, 57.00
Start Time (24he] Duration hh:mm
Add ST R 65T status -
[ Bl keep same total chaige
Standard Entries
Click For Medicare Benefit Schedule (MBS) |/iiats Shon
tation
New Injury Consultation
Re Assessment & Treatment
ack
Accept +
Accept Cancel Accept + Pay l |Additional Charge| Accept + More
Type of charge Treatment location Patient episode involved Payment Method Used
I et [v]
Hospitals [Uninswed ]
Home Visits Practitioner Piiv
i Wor
Dr Brenda [ Medi
Dy
Fees scale INJURYNET
Nomal vl IRD PARTY
Start a new episode
View Client Record
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¢ When you are in the charge window you will see a setting at the bottom of the charge window for the practitioner,
episode, etc. these can be changed by clicking on drop down buttons or clicking on a different location.

31.2 Changing practitioner on the diary

You can change the name allocated to a particular column on a particular day.

~+ PPMP Diary

Actions Records Find Options |
< Month | < Week | < Day | MA0/

Mickey

6:00
6:15

Click in the first column.

e Then click Actions

Change Column Practitioner

e Change Column Practitioner

Sitaff List
[Unspecified)
John

i Sh Il staff
Gil Zimmerm (O Show all stal

Sam
Bradley

Dr Brenda
JOHHN TEST

(%) Show emplayed staff anly

Cancel [Mo selection]

e Click on the practitioner's name then click 'Select'

e The name will then appear on the diary in that column on that day.
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32 Standard entries

Click HERE to watch video
Setting up a standard or default diary layout

Naturally you won't want to have to allocate every column on every day manually. The diary has a standard layout
facility. From within the diary:-
From the Diary - Click on "Options"

Options Refresh  Print  Classes

Add a new client

Shovs who owes money

Shows unused pack items
Show Diary 2 Week Previews

Diary Standard entries

e Choose Diary Standard entries

~+ PPMP Diary
Actions Records Find Options Refresh Print Clz

| ook | < Day [SPdEmes ] Sun

e The diary will jump to the Sunday of the standard layout area.

| < Day [StdEntiies | Sun | pay>

Mickey |Donald

¢ Allocate staff to each column on each day from that Sunday through to the following Saturday.

| < Day | Mon | Day >
Mickey _
MR [6.30 am START

I WL
7 am START

I I

L :.ﬁ'ﬁff!.".l"ﬂﬁ

e You can also fill in the middle parts of the diary pages reserve signs (Actions -> Reserve) perhaps notes like Start
Times etc., as you would to layout an appointment book.

e Click on the 'Today' button.
e These will then become the default settings unless you override them by directly selecting a practitioner for a
particular day.

Dr Brenda 8 Times

e NB These changes will only be reflected in days more than 14 days in the future from today. Days on the diary
more recent than that will need to be individually adjusted


http://files.ppmp.com.au/video/Standard%20entries.htm
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33 Stock - Additional fees & charges
Click HERE to watch video

Main Menu PPMP®

Diary Data Entry | Setup | Accounts Batches Reports Labels Housework Services Help (F1)

| User Licence »
[ Fees + Charges Setup > | Change the Standard Fees + Charges
| Add stock Rem Number Fees Lists

e Click Setup

e Click Fees & Charges Setup
e Click Item Number Fees List (This is where you set up your stock list)

Pryment Methad Chorge Type

-:] Stack :l Print List
Miscellaneous
Payment Methods Setup Treatment Locations Setup

'Schedul. Paymen... -GsT

| Add A New Charge | | Deleta Entry | | "‘“""'"'JP‘:""F“‘

I

¢ Make sure you select the correct “Charge Type”
e Click Add a New Charge

13

Lidate Fen
kL

TSN Rty et

Build your list of stock items

Give each stock item an Item Code No (abbreviated description)

Tick the GST box if you want this item to automatically have GST added each time that it is used.
You can add stock in, and as you use this item to sell stock it will reduce the level on hand.


http://files.ppmp.com.au/video/Additional%20Fees&Charges.htm
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33.1 Add stock amounts

Main Menu PPMP®

Diary Data Entry

Setup | Accounts Batches Reports Labe

User Licence 3
Fees + Charges Setup »
[ Add stock |

Charge Type  Sigck

Click Setup
Click Add Stock (this will bring up the Add Stock window)

w

Add New Stock | View/Adjust Stock Levels |

Code  De Description

hT T Tape

ABGE 5 | Ankle Broce - Grenoce - Small

l Addd Stack
—

Firstly make sure the charge type at the top is correct
Select the item you wish to add stock too, by highlighting it.
Click on the 'Add Stock' button and enter the information into the fields as follows.

WSTooR =
{Add New Stack:| View/Adjust Stock Levels |
Charge Type - [STOCK
Trio Full Length Firm Density
Add this many items 10
Cost per item E0.00:
Warn when stock is down to 2

e Add this many items - In this field you add the number of stock you have just received.
e Cost per item - In this field enter the cost you paid for each item.
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e Warn when stock is down to - In this field you enter the number of stock at which you wish to be warned that

the number of items in stock is at a low level and need to be re-ordered.
To reduce the stock level for an item - add a negative number of stock items.

On the reports menu you will see reports listed for stock items, sales, and stock on hand etc.
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34 Times columns - adjusting/inserting

From the Main screen of PPMP

Dary DataEniry | Setg | Accounts Bathes Reports Labels Housework  Servces Hep
User Laence L

Fees 4+ Charges Setup *

Add Stock i @9——f++{5f\f15——4?

Account and Receipt Printing Setup
o Addresses
Enterprig s

User‘ppmp’ conngl Computer Rescurce Usage rofile - DEFALLT)

certified software CONNECT

Sequnty

e Goto Setup
e Diary Layout & Colour

Cancellation Reasons
| List Setup |

Browsze Current izt

Rebooked.

Didnt Rebook.

= Unable to attend.

Cobumn Width 15 [Characters] Dl not abtend.
nvhﬂ1mwim.

[l Load the Marmal Diary when the program starts riveell .

[[] Load the Practitiones Diary when the program starts E::ﬁimﬂamhmm.

Dran't ke,

Load az Delault © Default

[~] Srart the diary full scieen.
[#] Hide the Daps DF Week buttons al the bottom of the diary.

Special Diary Caplion

e Add Additional Columns or Rows
e Click on Diary Times Tab

Diary Lagout and Basic Seltings | Diary Colours | Diary Times: |

Times List Showing  Basic Times :]

-~

FEFA T L L R R e
SEFEEERESERE

e
HERE

e The Basic Times column relate to the times on the left hand side of your diary
e You can adjust the times by inserting or deleting times
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Appointment diary settings
Disy Lagout and Basic Settings | Disy Colows | Diary Times |

Times List Showing  Basic Times ||

e Highlight a group and Delete

Appaintment diary settings

Diary Lagout and Basic Settings | Diary Colours | Diary Times |

Times List Showing  Basic Times |
I?:m |
715
745
800
815

e Or highlight individual times and Delete
e Or over ride with new times

Appointment diary settings
Diary Layout and Basic Settings | Diary Colouws | Diary Times |

Diary Layout and Basic Seitings | Diary Colours | Diary Times |

Times List Showing Al Times 1 |+

8:00
815
830
45
.00

e Add the times you want (10 mins, 15 mins, etc)
e Click Exit (when you have finished inserting/deleting times)

The timnes st has changed.
Save the changes?

[
e Click Yes
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Diary times,

Dhiary times. Error - Key column information is insufficient of incomect. Too many
rows were affected by update.
Sebect retry if you want to keep trying.

[ avon ] [_Rey ][ lgnore ]

e Click Ignore
e Open PPMP

Insert an Additional Times Column
NB: Please note that when inserting a “Times Column” make sure the column is completely empty (no appointments
or notes).

A Atendance Mates [F12)
Frint Attendance biotes
Wiribe Letters Emals
Set Chent Recal Date

Change Column Practiboner
Treert Times Cobumn

Euit
]

¢ Right click in the column you want to make a “Times Column”
e Select Insert Times Column
e Select Alternate Times (that you created)
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35 Upgrade PPMP®
(MAKE SURE ALL OTHER APPLICATIONS ARE CLOSED - Including any Word documents, emails, etc.)

When an update is available for PPMP® the main screen of PPMP with display the

On the Main Screen of PPMP®

Diary DataEntry Setup Accounts Batches Reports Labels Housework

l Please click here to update PPMP to Version 9.1.0.0

Enterprise V&sion

Version 9.0.0
User ‘ppmp’ on computer LISA-P(Rconnected to PMPDATA on (LOCAL). (Profile *DEFAULT)

e Click Help
e Select Check for Updates

Diory DataErtry Setup Accounts Batches Reports Labels Housework Services Help Diary DatoErtry Setup Accounts Batches Reports Labels Housework Senvices Help

Conaacting to PPMP server Downloading setup fila
®HHCEAPS—© SO @HICAPS—©
certified software CONNECT certified software CONNECT

Enterprise Version

or ‘ppmp Version 8 10.0 (Profile - DEFAULT)

Enterprise Version

Par Partner of

®) Telephone : 1300 784 908 m% ® Telephone : 1300 784 908 m?A\
M Facsimile : 1300 784 906 \ )/ (g P PM P Facsimile : 1300 784 906 \ /4

Email : info@ppmp.com.au PHYSIOTHERAPY Email ; inf .com.au PHYSIOTHERASY

Physiotherapy Website : www.ppmp.com.au Physiotherapy Website : wvw.ppmp.com.au

e Program is connecting to PPMP® Server & Downloading Files

= |

Welcome to the PPMP Setup
Wizard

This will install PPMP version 8.11.0.0 on your computer.

R Is recommended that you close all other applications
before continuing.

Cick Next to continue, or Cancel to &xit Setup.

o Welcome Wizard will display PPMP® Version number that will be installed on your computer
e Click Next



Please read the following important information before continuing.

Please read the following License Agreement. You must accept the terms of this
20 before g with the

BETWEEN

PPMP of Suite 118/40 Burgundy Street, Heidelberg, Victoria
3084 ABN 47 283 665 875

('PPMP)

AND

Installer of PPMP Software

O) 1 accept the agreement
1do not accept the agreement

e Click | Accept the Agreement
e Click Next

‘Where should PPAP be installed?

| Setup will install FPMP into the following folder,

To contines, click Next. I you would like to select o different foldes, click Browsa.

Al least 10.1 MB of free disk space is required.

\Program Fikes (x867\PPMP Brdwie... ]

e Click Next

Folder Exists

e The folder:

CAProgram Files (x86)\PEMP

already exists. Would you like 1o install to that folder anyway?

(= J[ %

e Click Yes
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| 1 setup - PPMP

Select Start Menu Folder
‘Whaere should Setup place the program’s shortouts?

i Satup will create the program’s shortouts in the following Start Menu folder.

Te continue, dick Mext. ¥ you would like to select a different folder, dick Browse.

JPFMF] Browrse...

e Click Next

1 sewp - PPMP I B =

Rizadly to Install
SEbup is Now ready to begin installing PPMP 0 your computer.

Click Irestall b continu with the installation, or dick Back i you want 1o riview or
change any settings.

Dastration location:
C:\Program Files [x36)\PPMP

Start Menu folder:

FFMP

e Click Install

Preparing to Install
Setup is prepaning to instal PPMP on your computer.

) The following sppiications are using fles that need tn be updated by Setup. Ttis
recommended that you slow Sebp i automaticaly dose these appbcatons.
After the instalation has completed, Setup will attempt to restart the
appca bons.

PEME

®) Automaticaly dose the applcations.
() Do matt dose: the appbcations

e Click Next
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15 setup - PRMP = |

Downkading and Instaling Files.....

Crenilonding |atest PPMP exeonbles...

e Downloading and installing files ... please wait

# Setup - PPMP

Completing the PPMP Setup
Wizard

Setup has finished installing PPMP on your computer, The
application may be launched by selecting the instalied icons.

Click Finish to eat Setup,

e Click Finish

Open PPMP®

Enterprise Version

Version 8.11.0

e Please Note the New Version number on the Main Screen of PPMP®

NB: If you are already on the latest Version you will receive the following information

Setup —m

0 Latest wersion o alreddly inslaled on the compeier

e Click OK
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36 Waiting lists
Click HERE to watch video

To Create a Waiting list on the Diary Page
B ppmp Diary
Acions Records Fnd  Opbons Refresh Print  Classes ToDoLists | waitngLists | SMS Apt Reminders
< Month | < Week | < Day | 2”'1'5’?5"'!| Tue | pay> |;  Manage Gentsonist

Homer ‘Bart T Wetmlsssens |

e Go to Waiting Lists
e Waiting Lists Setup

Lrst Setup

ME : The tablein the database it caled
WadinglLinTites

e Click Add

e Enter in List Name
e Click Save
e EXxit

BN PP Diary

Actiors  Records Fnd  Opbons  Refresh Print  Classss  ToDoLists wswmu[%mw

< Mgnth | < week | < Day | 21052013 | Tue | pay> ||  Mensge Clentsonlst
Bart 1 ‘Waitrg Lists Setup

e On the Diary Page
e Click Waiting Lists
e Manage Clients on List


http://files.ppmp.com.au/video/waiting%20list.htm
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39| Mi Mickey House |21 May 2013 11:15:-0%

ot it Mhodens: Fiwe s Mickoey Moune
Pt ke o Football sy

Select Waiting List Title

Click Add Client to List

Add any notes referring to this client
Click Save Notes

Exit

When Appointment becomes available

e Select Appointment Time on Diary

&8 PPMP Diary

Actions | Records Find Options Refresh Print Classes
2} Appointment Existing Client (F5) F5
& Appointment New Client  (F2) F2

Appointment Types
Appointment Reoccurring

Class Booking

Appointment From Waiting List

e Click Actions
e Select Appointment from Waiting List
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u Waiting Lists

39| Ms Mickey Mouze |21 May 2013 11:15:05

ol il Modes lon Mr Mickey Moass

Hust ke 5 hoodbal oy

e Select List Title
e Select Client
e Click OK

e Client is transferred from Waiting List to Appointment on the Diary



