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Section 1 ï New user setup guide 
 

Program Setup Wizard 

      Click HERE to watch video 
 

Getting Started & Program Setup Guide 

 
¶ On the Main PPMP® Screen click on Services 

¶ Select Setup Wizard 
 

 
¶ The above window appears 

¶ Click on Go to the Staff Setup window 
 

 
¶ Click Add New 

 

http://files.ppmp.com.au/video/Initial%20Program%20Setup.htm


PROCEDURE MANUAL                                                                                               Page 7 of 232 

 

 
 

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

 

 
¶ Click Save (save the changes) 

¶ Click Yes 
 

 
¶ Click Provider Nos Tab 

¶ Enter Provider Numbers 

 
¶ Click Save Provider No Details to All Payment Methods 

 

 
¶ Click exit 
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¶ Click on Next Task 

 

 
¶ Select the Practitioners you want displayed on the diary 

¶ 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 
 

 
¶ Click on Save Diary Setup 

 
¶ Click Yes 
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¶ Click OK 

 

 
¶ Click Next Task. 

 

 
¶ Diary Times List ï using the insert or delete buttons - setup your diary times 

 
¶ Click Save Times List. 

 

 
¶ Click OK 
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¶ Click Next Task 

 

 
¶ Click Go to the Fees & Charges Setup Window 

 

 
¶ Click on the set up button for Payment Methods 

 

 
¶ Click on List Setup 

 
¶ Add or delete Payment Methods 

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

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

Payment Method 

¶ Click Exit 
 

 
¶ Save the changes. 

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

 
¶ Select the Payment Method 

 

 
¶ Click Add New 
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¶ Type in Item Code, Description and Fee 

 

 
¶ Click Save 

¶ Continue this process until all your fees and charges have been entered 
 

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

¶ Click Exit when you have finished this process. 
 

 
¶ Click Next Task 

 

 
¶ Click Go To Address & Practice Info Setup 

 

 
¶ Click Setup Address Types List to set up your contact details for referrals, work places, insurance companies etc. 
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¶ Click Add and Enter different List Headings 

 

 
¶ Click save 
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¶ Use the Up & Down buttons to put these in the order that best suits 

¶ Click Exit 
 

 
¶ Select List 

 

 
¶ Click New Entry 

 

 
¶ In the ñToò line ï enter the name as it would appear on a letter or envelope 

 

 
¶ In the ñList Titleò ï enter the name how to appear on your list 

(Lastname, Dr. Firstname) 

¶ Add Address information and anything else here you need. 
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¶ Click Save 

 

 
¶ Continue this way to build your address lists 

 

 
¶ When lists are complete click on Reports Header Tab 

¶ Enter in your Pracatice Details 

¶ Click Save & Exit 
 

 
¶ Click Next Task 
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¶ This concludes the Basic Setup 

¶ Close Wizard 
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Section 2 ïAdditional services  

1 DVA Procedure 

 
Before we starté 

 
¶ Go to Setup  
¶ Fees & Charges  

¶ Change the Standard Fees & Charges 
 

   
¶ Under Payment Method select DVA / Medicare  

(If you donôt have them already ï Add New Payment Methods called Medicare & DVA or Veteran Affairs) 
 

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

Numbers) 

¶ Click Exit 
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1.1 Setting up staff 

 

 
¶ Go to Setup  

¶ Staff  

 
¶ Select the staff member from the list  

¶ Click Provider Noôs TAB 

¶ Select the Treatment Location ï 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 ï Claim Type - select DVA Allied Health - 5 

¶ Claim Service Type ï 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  
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1.2 Setting up DVA clients and verification 

 
Open client file 

 
¶ Enter in ALL Client information  

¶ Enter Medicare DVA requested information (Suburb, Postcode & Veteranôs Affair Number) 

 
¶ Select Online Veteran Verification  

¶ Click Submit 

 
¶ Click Yes 

 
¶ Your request is being processedéplease wait 
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¶ Check the Results (The task has been completed successfully) 

¶ Click Exit 

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

 
¶ Click Update Patient Details 

 

 
¶ Click Yes 



PROCEDURE MANUAL                                                                                               Page 21 of 232 

 

 
 

 
¶ Close Client Details screen and save changes 

1.3 Treatment charging, recording and transmitting the voucher 

 

 
¶ Right click on Client Name on Diary  

¶ Select Treatment Charge 

 

   
¶ Make sure there is an Item Number under Medicare Item # 

¶ Treatment Charge as normal 

¶ Click Accept and Pay 
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From the Payment screen 

 
¶ Double Click in the Paying field 

 

 
¶ Click on Medicare DVA Claim 

 

 
The above screen is the Main screen.  This screen allows you to:  

¶ Search (existing Claims) 

¶ Create Claims 

¶ Delete Claims 

¶ View/Print Reports 

 

 


































































































































































































































































































































































































































