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If these instructions do not work for you it may be that you have not yet been given

“permission” on the practice software to access these functions.

Please speak to your practice manager as they will be able to show you how to check your

billings and grant permissions in the software if they are not already set up.

© 2021 General Practice Registrars Australia (GPRA)
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This guide is provided as general guidance, specific questions should be directed to your practice

manager or software vendor.
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Best practice

1. Go to the main screen that is blank and click “‘Management’ then ‘Reports’.

£ Bp Premier - o x

File Clinical |Management  Utilities  View Setup  Help

Find invoice Ctrl+F2 g ag&| @ @

Account helder history Ctrl+F4
Patient billing history Ctrl+F6
Appointment history

Debtor list Ctrl+F8
Manual direct bill batches

Reports Ctrl+F10
Uncompleted appointments

Online claiming Ctrl+F9
Export data

" |
Bp Premier

Tuesday 26/05/2020 05:57:03 PM

2. Scroll down in the list until you get to “services export’. All of the services options
will display billings in a different format. Preferred is “services export” which
displays billings grouped by patient. This is the easiest format to check billings as
more than one item number may be billed to the one patient for the same attendance.
Alternatively, selecting ‘services by account type (grouped by item)” will show you
services grouped by item number. Once you have highlighted your desired option
click the select button.

£ Bp Premier
File Clinical Management Utilities View Setup Help
E b= [
FEP MZ Didd%=sd OB
J4 Bp Premier Reports X
Available reports Report Types: | New e
A | | This report is designed to faciltate exporting

Report name Leet pdated Service detaiks into Excel or CSV fomats, for
Fayments Bxport 131272018 further manipulation

Paymerts Summary - by Accourt Type (grouped by payment created) 13/12/2019

Payments Summary - by Payment Method (grouped by date) 1371272013

Fractice Fees 1371272019

Reversed payments and Bounced cheques 13/12/2019

Services - by Account Type (grouped by item) 20/12/2019

Services - by Account Type (grouped by item) using Service date 1371272019

Services - by Account Type (grouped by service created and tem) 13712720019

Services - by Account Type (grouped by service created) 13/12/2019

Services - by Account Type (grouped by service date) 13/12/2019

Services Export 13/12/2019

Services Summary - by Account Type (grouped by tem) 1341272019

Services Summary - by Account Type {grouped by service created and item) 13/12/2019

Services Summary - by Account Type (grouped by service created) 1341272019

Shared Health Summaries - Uploaded 13/12/2019

Transaction Report {grouped by item) 13/12/2019

Transaction Report {grouped by paymert created date) 1311272019

Transaction Report (grouped by service created date) 13/12/2019

Transaction Summary Report {grouped by payment created) 13/12/2019

Unbanked payments report 201272019

v
Select Close
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3. A pop up window will appear that allows you to enter the date range, location and
provider. Once you have selected the correct boxes and date range click ‘view report’

Choose the Report Parameters -

Date, Locations, Providers  Biling  Banking Configuration

e . | Select Al | | Deselect Al
: Stat: |5/05/2020 (@~ ' : —

e | | Dr Natasha

End: [26/05/2020 (G~ |
() Period:
Locations: |5 A | [Descect A |
"~ _ Medical Centre

View Report ’ Cancel
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4. Depending on the option you selected in step 2 one of the following screens will
appear. The first is ‘services export” which displays the information by patient and
allows you to see all items billed to a particular patient. Note there is more
information available in the table but for confidentially only the column headers are
included in the image below. ‘Services export’ is my preferred view. Alternatively, if
you selected “services by account type (grouped by item)” you will see the second
table below which groups the services by item number. Patient details have been
removed from the table for privacy.

# Bp Report Viewer a X
1 of 2 b M @ iga (3 A0 &~ | PageWidth - Find | Next

Services Export
Report Period: Report version: 1.15
250572020 - 260572020

Location Frovider Schede  BiledTo Patient lame B Mo Mooi®® Service ID lemNo.  Description Status e e InvoiceDate  SeriiceDate  AwowtType gy Pl
# Bp Report Viewer - a *
1 of 1 @ |d O A W~ | PageWidth - Find | Next
Services - byAccount Type (grouped by item)
Inv. No. Inv. Date Patient Hame Billed 1o Account Type
Service Private M edicare DVA W orkeover Other GST inTotal Total Fee
tem .0 | SwDdn | SvCrmted Service Details Count Status (8 el G5T) (§ ¢! G5T) ($exd G5T) 8 exclGST) (S el GST) ® ($nci G5T)
= Medical Centre " 384.90 995.95 43.95 148.00 .00 0.00 1,582.80
[2 Dr Natas ha _ 34 334.90 995.95 43.95 148.00 0.00 2.00 1,58250
[= 1o 23 Surgery consultation, Level B L] 14300 152.80 0.00 0.00 0.00 0.00 28580
250572020 1 80,00 80.00
2510512020 Wedicare Australia 1 3820 3820
2510572020 Wedicare Australia 1 3820 3820
Inv: 876809 2610572020 Wedicare Australis 1 38.20 3820
@ inv: 676868 2500572020 1 £2.00 83.00
Inv: 876947 251052020 Wedicare Australia 1 3820 3820
ltene 36 Surgery consultation, Level C 7 24175 295.80 0.00 148.00 0.00 0.00 885.55
[ ltem: 721 GP management plan 1 0.00 146.55 0.00 0.00 0.00 .00 14655
[# 1termx 732 Review of GP Management Plan or Team Care Ar 2 0.00 146.40 0.00 0.00 0.00 0.00 146 .40
[ ttemx 10981 Bulk billing incentive for patient at risk of 0 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Itenre 10880 Bulk Billing Incentive 13 0.00 16575 0.00 0.00 0.00 .00 165.75
[# Itermx 10957 Service provided to a person with a chronic d 1 0.00 1220 0.00 0.00 0.00 0.00 1220
[#] 1tem 31361 Surgical excisionof malignant skin lesion fro 0 0.00 0.05 0.00 0.00 0.00 0.00 0.05
[ tterr: 73806 Pregnancy test 1 1015 0.00 0.00 0.00 0.00 0.00 10.15
Itere 91809 Covid-19 GP Phone attendance less than 20 min 3 0.00 76.40 4395 0.00 0.00 0.00 12035
Dr Natasha percentage 24.55% 6292% 278% 5.35% 0.00%
.- Medical Centre percentage 24.95% 62.92% 2.78% 9.35% 0.00%
Medical Services totals: M 394,90 995.95 43.95 148.00 0.00 0.00 1,582.80
Percentage of Total: 24.%5% 62.92% 2.78% 9.35% 0.00%
F Bp Report Viewer a x
1 of 2 b M % i 3@ W~ | Pagewidth - Find | Next
Services Expart
Repor Period: Report version: 115
250572020 - 26052020
Location Provider Schedule  Billed To Patiant Name. e Mo Teoi®® Samvice ID lemNo.  Description sutus B pee InVoice Dats  SenvicaDste  Account Typs c‘;; ‘J e ,_F.‘?n
~ . . . .- .
General Practice Registrars Australia Ltd p (03) 9629 8878 e enquiries@gpra.org.au Level 1,517 Flinders Lane

ABN: 60 108 076 704 f (03) 9629 8896 W gpra.org.au Melbourne Vic 3000




ZedMed

1. Go to the main screen and click on Daily reports

-—

ZeDMED

FOCUSED INNOVATION

Message of the Day
SHORTCUTS
F2 - Quick log in
3 - Change Branch FOCUSED INNOVATION
F4 - Patient details
F7 - Intramail
78 - Unavailables (appointment screen)
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3. Adjust the date period. Select treating doctor. You can sort item numbers using the
item description box at the bottom of the screen. Once you are done select ‘Screen’.

This is what you should see:
Rpreview

SEEHAR(R 0w QAE[E D2 M4 ofl b W Close
Page 1
Transaction GST Report
[Critera [Stvie
[Actvity Date [26/05/2020 o 26/05/2020 Category Al [single Line Details
[Branch Item Group Al [Grow By
[Account Payer (Al Item Sub Group. Al —
[Treating Doctor Staff Al
luser Grou m\ Patent Type Al
i i Tax Code a [ty
[Transaction Type |an Items All Service Ttems Jinveice Number
(Al
File# Patient Fayer Dae B DocS  Iw# Tem Sevbale Type GST  Amount
96952  SNERRERRIONE  GF 6 26/05/2020 DS 246000 3 25/02/2020 Payment -159  -17.50
cass5 S edcare 26/05/2020 DS 255932 91810 22/05/2020 Payment s
RS |V = dicare 26/05/2020 Ds 255963 10990 22/05/2020 Payment -1275
e dicare 26/05/2020 Ds 255963 91809 22/05/2020 Payment -38.20
—— - care 26/05/2020 DS 255973 91809 23/05/2020 Payment EE)
6261 emmm— Medcare 26/05/2020 DS 256029 10930 23/05/2020 Payment 1275
62961 Mediare 26/05/2020 DS 256029 23 22/05/2020 Payment -38.20
ISR  Vedcare 26/05/2020 DS 256034 23 22/05/2020 Payment -38.20
N Medcare 26/05/2020 DS 256045 10990 22/05/2020 Payment 1275
SRS Vediare 26/05/2020 DS 256045 23 22/05/2020 Payment -38.20
CENUESNSNE  Medcare 26/05/2020 DS 256048 10990 22/05/2020 Payment 1275
o— Mediare 26/05/2020 DS 256048 3 22/05/2020 Payment -17.50
05557 S SN 26/05/2020 DS 256229 23 26/05/2020 Service: 3820
08087 CHEEE—— GRS  6(05/2020 DS 256229 23 26/05/2020 QuickReceipt -38.20
08085 CENEEE——— SRS 6/05/2020 DS 256230 23 26/05/2020 Service 38.20
9858; GNP SEE———— 25/05/2020 DS 256230 23 26/05/2020 QuickReceipt -38.20
Y Mediare 26/05/2020 DS 256265 10981 26/05/2020 Service 1275
N Medicare 26/05/2020 = 256265 91809 26/05/2020 Service 38.20
57357 NN GPOSHC 26/05/2020 = 256269 10981 26/05/2020 Service 1275
7357 ee— GPOSHC 26/05/2020 DS 256269 91809 26/05/2020 Service %20
5559 emm— e dcore 26/05/2020 DS 25313 10330 26/05/2020 Service 275
5959 emm— Ve dcore 26/05/2020 DS 25313 36 26/05/2020 Semvice 7395
B0 EM———— 1dcore 26/05/2020 DS 25315 10330 26/05/2020 Service 275
6350 . 1 dcore 26/05/2020 DS 25315 23 26/05/2020 Senvice %2
55001 eSS— GPOSHC 26/05/2020 DS 25322 2713 26/05/2020 Service 7285
No. of billings for -
Total billings
the day
earned
Billing Inrease  +  Void = Gross Bill -Biling GST = MNetBill +Discount + Bad Debt = Net Adj GST Credit
Count o 1] 0
Value 0.00 0.00 38B8.80 0.00 388.80 0.00 0.00
REPORT TOTAL
Receipts Payment + Credit + Reversal = Reoeipts - ReptGST  NetRcpt. Bilings + Receipts + Adjust = Balance
1% o o
-427.35 0.00 0.00 -427.35 -159 -425.76 388.80 -4Z7.35 0.00 -38.55
26/05/2020 4:08:49 PM Zedmed 31.2.0.9691
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Medical director using PracSoft appointment software

A Daysheet report is for reconciling the day's transactions. This includes visits, receipts and

adjustments.
1. From the Waiting Room window, click the Daysheets button.
(N.B. the below patient names are not real, this image was taken from the software guide)

Daysheet Reports - Reconcile with Appointment Book w

Report type: Visits Recorded |»| Practitioner selection Display options

All practitioners Group by invoice to type
Daysheet date: 07/07/2014 v @) Single practitoner Include adjustments
Date sefection: Visit Date |se| Practtioner: AT | v| Show totals
Separate page per practiioner
| !
Visit Item Account

| S Patent Practitioner  Type No Fee GST Amount | User ID
| P 2 ewTon, Lndsay AT Buked 23 $37.05  $0.00  $0.00 0 AT
|2 403PM  CLAUDIUS,Claude AT Buked 23 $37.05  $0.00  $0.00 0 AT
HE 9:00PM  COUNS, Joy AT Bkl 10990 $6.15  $0.00  $0.00 0 AT
i AT Buked 23 $37.05  $0.00  $0.00 0 AT
it 9:50PM  ELISE, Diana AT Buked 23 $37.05  $0.00  $0.00 0 AT
s 1:02PM  INGLETON, Haimi AT Bked 23 $37.05  $0.00  $0.00 0 AT
s 320PM  JULIUS, Mriam AT Buked 23 $37.05  $0.00  $0.00 0 AT
| |7 1240PM  KINDRA, Nosh AT Bked 3% $7L70 .00  $0.00 0 AT
s 210PM  MOKEE, Wily AT Buked 44 $105.55  $0.00  $0.00 0 AT
s 3S0PM  PRUE, Yerds AT Bked 23 $37.05  $0.00  $0.00 0 AT
| [0 9:30PM  RAIN, Jacod AT Bked 3% $7.70  $0.00  $0.00 0 AT
|
| |votal At $51445  $0.00  $0.00
‘ |
| [Copot ] [ regesn | [t ][ Qose |
—

2. Select the 'Report Type' from the drop-down list, options include:
o Visits Recorded

o Receipts Issued

o Till Summary

o Receipt Allocations

o Adjustments

3. Choose either today’s date or select from the calendar.

4. Select the 'Date Selection' from the drop-down list, options include:

o Visit Date

o Entry Date

o Report Date
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5. Select the correct single practitioner

6. Set the display options, which include 'Group by invoice type', 'Include
adjustments' ‘Show Totals’

7. The daysheet results will update dynamically as you make adjustments to the
settings and you will be able to use this on the screen. You can also print the
daysheet using the print button at the bottom of the page.
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