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Section 117 New user setup guide

Program Setup Wizard
Click HERE to watch video

Getting Started & Program Setup Guide

=

Diary DataEntry Setup Accounts Batches

Enterprise Version

Version 9.0.0

Reports  Labels Housework | Services
HICAPS Diagnostics (F3)

@ smevonizeicars

Restore Backup ZIP file.
certified Editor

Setup Wizard

Syncronise eMotes

eNotes Upload Patients File

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

Physiotherapy

Telephgfie : 1300 784 908

Facsjphile : 1300 784 906

Enyfail : info@ppmp.com.au
‘ebsite : www.ppmp.com.au

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

1 On the Main PPMP® Screen click on Services

1 Select Setup Wizard

| Instructions

Click on the button.

“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.

SoudstartWamd &

Staff | Task List

Stalf

Ga To The Staff Setup Window

1 The above window appears
9 Click on Go to the Staff Setup window

M Click Add New
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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

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

=

9 Click Save (save the changes)
1 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

9 Click Provider Nos Tab
1 Enter Provider Numbers

Save Provider Mo Details

To All Payment Methods

1 Click Save Provider No Details to All Payment Methods

Click exit
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Mext Task

M 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{

=A =4 =4

Save Diary Setup

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

9 Click on Save Diary Setup

Eer ppmp

Continue?

ME This could wipe clear all diaries. You should ONLY do this if you don't have
any work in the diary you wish to keep.

Ihllﬂiﬂ"‘l‘lﬂrﬂﬂll

Facsimile : 1300 784 906

T PI
Ui

Email : infi mp.com.au
AUSTRAL
\Website : www.ppmp.com.au PHYSIOTHER/
e —

M Click Yes
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Diary setup saved.

Talonmbhona = 120

1 Click OK

M Click Next Task.

| Instructions Diary Times Listing
Editthis list of times which
will appear down the left F—— -
- . Diary Times List | »
side of the diary. w}— L1
915,
Use the Insert and delete - i
" 9:30am Delete B B . .
buttons to add extra lines or G dEam S C Ol Diary Times Listing
take outlines. 10:00am =
. . 10:15am
The diary will hawe one row 10:30am
{line] for each time line. We 1 0h45am
suggestyou leave a blank ‘I‘I:DDam
line atthe top. 11-15am
. 2 2 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
e
15pm Previous

9 Diary Times List i using the insert or delete buttons - setup your diary times

M 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

1 Click OK
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M Click Next Task

o Tao The Fees & Charges

Setup Window

1 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

1 Click on the set up button for Payment Methods

List Setup ]

1 Click on List Setup

=A =4 =4

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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AL Private Landscape

Hormal receipt layout,

Ad Compenzible
A5 Private
A5 Landscape

= This Payment Method hist uses
Clazs Packs

1 Onthe Payment Method Setup List select the Account and Receipt Layout designs you would like to use for each
Payment Method
1 Click Exit

PPMP

f - . The normal print leyouts used by the ourent payment rethod has
changed. Do you want to save this chlnge?

1 Save the changes.
1 You are now ready to insert your Fees and description and build your list of charges.

W Fees, Payment Methods Set-up

1 Select the Payment Method

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

Description Initial Conszultation
Normal Fee § 115.00 Other 1 103.50 R —
Expected Rebate 0.00 Other 2 100,00
Digcount 105.00 Other 3 60.00

[J1s a Class Pack ltem

O

Don't save

1 Type in Item Code, Description and Fee

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

Treatment Location

Home Visits Y. <- Set-up ‘

Rooms
Home Visit

1 Remembering to do the same for different locations (if required)
1 Click Exit when you have finished this process.

1 Click Next Task

lGD To Addrezs & Practice Infnl

Setup

I Click Go To Address & Practice Info Setup

oetup the Address Llp31

Lizt

1 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

1 Click Add and Enter different List Headings

Hew entrp title

Other

 Click save
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Doctors
Referred hy
Employer
Insurance

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

1 Click Exit

N Addresses Management

Add L] t | Add Labels and Mailouts | HICAPS Re:
Address List Type List Title
Referred by [« m Io
Doctors Address
Referred by
Employer
Insurance
Other EEe Salutation,
| — = =
1 Select List

1 Click New Entry

Dr. Scott Phillips

T I n t he Iifehterthe hameas it would appear on a letter or envelope

List Title | Phillips, Dr. Scott

T I n t he A#ilente the nBmethdwetdappear on your list

(Lastname, Dr. Firstname)

1 Add Address information and anything else here you need.

Page 14 of 232
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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

1 Click Save

1 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

1 When lists are complete click on Reports Header Tab
1 Enter in your Pracatice Details
1 Click Save & Exit

M Click Next Task

[Cray)
aH
Fax
Mabile
Ebdail
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| Instructions &) Closing Message | Task List

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 ElbeinulHEsEa0E
stage.

Close \Wizard

9 This concludes the Basic Setup
1 Close Wizard
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Section 2 1 Additional services

1 DVA Procedure

Before we starté

Dy DataEntry | Setup | Accounds  Baiches Reports  Labels  Mousework  Seraoes  Help

Ly Leree

*
[ Fees + Charges senn +[ Cunoe the Stardand Pees + Chpes

Add Stode
Acount ard Recept Frinbng Sehup

Enterprig =

1 Go to Setup
1 Fees & Charges

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

1 Change the Standard Fees & Charges

Eapment Method Entries list

Medicare [L] Physiotherapy Consultation Item 10 E xit

Treatment Location

Rooms Treatments ~

LCharge Type

Treatment Charges ~

Edit

Delete

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

Requires GST [ |

1 Under Payment Method select DVA / Medicare
(I'f you donét hAddNHewtPayment Methadecalléd/Medicare & DVA or Veteran Affairs)

W Fees, Payment Methods Set-up

Payment Method Entriez list

DVA v - Gat- 5td Consultation [PH20]

Treatment Location

Rooms M

LCharge Type

Treatment M

Delet
(o (iazen)

Import Another Fees List

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

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

Numbers)
1 Click Exit
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11

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

T

1 Rooms [i] [Save FProwvider Mo Details
Payment Method = = - TR
2 [Dv.aA [»] To All Papment Methods
HICAPS Group Item Type
3 Physiotherapy [l] ’ Yiew Hicaps Item Mumber List ]
4  Provider No : 0718645Y
Medicare Online :
Claim Type : 5 DV A Allied Health [l]
Claim Service Type - 6 J - DVA Allied [1]
Address
Suite 118. 40 Burgundy Street
Heidelberg. ¥IC, 3084
1 Select the staff member from the list
M Click ProviderNo6s TAB
1 Select the Treatment Location i 1
(These steps must be repeated for each Treatment Location)
1 Payment Method - 2
1 Select Hicaps Group (Physiotherapy) - 3
1 Enter the Provider Number - 4
1 Under MedicareOnline i Claim Type - select DVA Allied Health - 5
1 Claim Service Type i Select - J-DVA Allied - 6
(Unless your Profession is actually listed)
1 Press Save Provider No Details to All Payment Methods

Repeat for each Staff Member & each Treatment Location

Page 18 of 232



m
.

JJ4

PPMP procepure manuat Page 19 of 232

1.2  Setting up DVA clients and verification

Open client file

= Client Dotasls

Ext Edt AK Info Eosodes Letters/Emal efotes Attendance Notes Physio Notes Printouts Sasic Detals Packs
Mosrs Detads More Detodizs Nojes (Empty) Mose Addgesses SMS History

Tatle . v Gendes Male ~] Chemt® [20873
SORASEON e JOHHANNA Phone Wosk

Diacy Name JOHHANNA TIM Home

Surname JOHHANNA Mebile

First Name  TiM - I
MiddieMN ame D.0B. [03/09/1953
= Y P Date Stasted (1770972012
Addioss ;xoco g-. Ocoupation

Why Thoy
Chose Us Q

Comments etc
Modscare DVA use ONLYY

Subust> Avoca Dell
Postcode 5253
FPenswone: No.
Safety Net
Health Cose Card No.
Veteran Alfass No.

1 Enter in ALL Client information

1 Enter Medicare DVA requested information (Suburb, Postco
B3 Medicare Online Verification Selection =

Select Option | Patien Vesfication Fesults | Vessran Verication Resub |
|
|

 Onkne Patient Verficaton - Patent Veilicaton Medicare

@ [Onlne Veseran Viesscation|

Subimat

 Select Online Veteran Verification
M Click Submit

— — [E3[m=—

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

§ Click Yes

B Medicare Online Verification Selection

Contacting Medicare..... please wait

f Your request is being processedéplease wai't
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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

1 Check the Results (The task has been completed successfully)
1 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

1 Click Update Patient Details

Confirmation

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

T | T

§ 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

1 Close Client Details screen and save changes

1.3 Treatment charging, recording and transmitting the voucher

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

1 Right click on Client Name on Diary
1 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

1 Make sure there is an ltem Number under Medicare Item #
Treatment Charge as normal
1 Click Accept and Pay

=
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From the Payment screen

_

1 Double Click in the Paying field

1 Click on Medicare DVA Claim

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

1 Search (existing Claims)
1 Create Claims

91 Delete Claims

1 View/Print Reports

Page 22 of 232



















































































































































































































































































































































































































































































































































































































































