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Practice Manager Scenarios

This document takes you through some common administrative scenarios using Profile for Windows. Step-by-step instructions enable you to complete some basic tasks.  The names used in these scenarios are from a training database, however the instructions can be easily adapted to your own live database.

By working through the following scenarios, you will learn how to complete the following tasks using Profile:

· Adding a provider

· Creating appointment rules

· Using the Control Centre, find outstanding accounts and create statements

· Using the control Centre add an account service fee to a list of patients

· Make an invoice a bad debt and view all bad debts

· Setup and use filters

· Create a Journal Code

	* Note: this document is intended as a quick reference guide only.  Refer to the online Help for comprehensive information and instructions.
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Scenario 1


A new doctor starts at the practice tomorrow.  You set him up in Profile. 

Tasks

You will need to complete the following tasks:

· Adding a provider

· Creating appointment rules

Adding a provider

Complete the following steps to add a provider. 
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Procedure continued on next page. 

	* Note:  It is a convention to use the provider’s initials as a code, however this is not mandatory.   
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Note: Reference 1 is for the Provider payee number.  Reference 2 is for the Providers Contract number.
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	* Notes: 

· The “Is Financial” box needs to be ticked for the provider to be able to claim.

· Tick the On Letterhead box if you wish the provider’s name and qualifications to appear on letterhead.  
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	* Notes: 

· It is advisable to set the password to be the same as the code, e.g. PJ. 

· You may want to use provider groups if your practice is medium to big size.  See ‘Set up multi provider groups’ in the online help for more information.  

· The Locum fields will only need to be filled in when the provider is going to be temporarily replaced by a locum.


[image: image5.png]=Dl

Gorera | Reference | Francel | Specd Backaround | Gramts | ks | s | laes |
(U Derail irage |
St Bknap Fie

& Contred
© stretched
C Tied

¥ Background Image

T~ Transparent.

W | _abe | coonecots =





	* Note: The Grants tab can only be used when altering providers.  It enables providers to allow other staff to sign laboratory results or prescribe on their behalf. 
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	* Note: 

· If unsure what role(s) should be assigned to this provider, check another provider with a similar role within the practice, and assign the same.  Alternatively, go to Practice / Roles to see what actions each role grants or revokes, to help you decide which role(s) to assign.
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	* Note: 

· If you do not need to enter any notes regarding this provider, this tab can be skipped altogether.

· If your practice only has one Place of Service (POS), you do not need click on the Places tab either.  Click New, then Close. 
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Procedure continued on next page. 
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	* Note: 

· If the ‘Ask for POS’ radio button is selected, the Provider will be prompted to select which POS to work from on logon.  

· Once finished, it is advisable to log on as the provider to ensure the log on is set up correctly. 


Creating appointment rules

Complete the following steps to create appointment rules.



[image: image11.png]e . 0 x|
eI lﬁlu""m

Type of Rule [Wameof Rule [ From [ To [ Period | Begn |End | Priorky | Provider | [ Durat... |
Montrose Masters.

ane Smith

‘Anna Green





	* Note: 

· Select a filter that displays all providers.  Create one if needed. 


The New Personal Appointment Rule window appears.  
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	* Important Notes: 

· You need to repeat all the steps for each day of the week that the provider works at the practice.

· In this example, the provider’s hours are the same every week.  If the hours change at regular intervals, further steps are required.  See ‘Define appointment rules’ in the online help for details. 

· If the new provider works the same (or similar) hours as another provider, it is quicker to duplicate the existing provider’s rules.  Select each appropriate rule, right click and select Duplicate rule from the pop up menu, then edit the rule name and provider as appropriate.  See ‘Duplicate appointment rules’ in the online help for further details.

· The consultation type may have a default duration set in the Appointment Preferences.  If so, a prompt will come up when filling in the Duration (min) field in the Appointment Rule window, if the durations differ.  For example, if the default duration for consultation type CONSULT in the Appointment Preferences was 10 minutes, and you entered ‘15’ in the Duration (min) field of in the Appointment Rule window, the prompt shown below would come up, to which you can answer as required: 
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Scenario 2
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Using the Control Centre, Find Accounts, find all patients with debts greater than 90 days and add an Account Management Fee.

Tasks

You will need to complete the following tasks:

· Creating a new Journal Annotation Code (only required first time)

· Creating a new filter (only required first time)

· Adding an account management fee.

Create a new Journal Annotation Code
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Create a new filter

Complete the following steps to create a new filter:
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Procedure continued on next page. 
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Add an account management fee
	* Note: 

As this is usually an ‘end of month’ task, before adding an account management fee it is advisable to:

· Ensure all accounts are reconciled where necessary

· Carry out a back-up of the database

Refer to the online help for details on how to do this. 
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The Global Debit Journal will appear:

[image: image19.png]Jounaldetailsr
e T S |
RecpentFrovider: [Usspovler ]

Joardtpe: [ opcomtree o]
Oescipton: e

Summary:

9 account(s) wil be updated

Debit Journal (spplies afee to the accounts)
Amount s fixed ot $5.00 per account

The journal i a "Account Fee”

¥ Confyms that the dei o corrct
¥ B vk

o





	* Note:  If payment defaults to the practice you would need to select Always from the Recipient Provider drop down menu, then enter PRAC in the field next to it. 


The report window will appear showing the patients details with the amount added.


[image: image20.png]=lalx|
| e [Mlswve @eine.. KegotTobcel

Account Fee

Fienun | Account name | Provider code | TrNum | TrRef Code | Amount |
s Anderson, Bridget 4G 160 1003 500
13 Bolinger, Harold Mt 161 o100+ 500
a7 Bradey, Petra 4G 162 notoos S0
17 Chang, Matthew Mt 163 o108 500
16 Clarke, Louise i 164 01007 S0
53 Johnson, shaun M 165 notoos 500
44 Kings, Judy i 166 o103 S0
s Ngata, Henare Mt 167 moioio 500
7 Ngata, Joan MM 168 notots S0
Tta

4500





Scenario 3
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Using the Control Centre, find all outstanding accounts and create statements.

Tasks

You will need to complete the following tasks:

· Altering an existing filter (first time only, if required)

· Generating statements

Create a new filter

	* Note: 

As this is an ‘end of month’ task, before creating the statements you need to:

· Ensure all accounts are reconciled where necessary

· Carry out a back-up of the database

Refer to the online help for details on how to do this. 



The Find Accounts Filters window will appear:
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Generate statements
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Scenario 4
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Make a Patient Invoice a Bad Debt then view Bad Debts via the Control Centre.

Tasks

You will need to complete the following tasks:

· Making the relevant invoice a bad debt

· Creating new filter (if required)

· Viewing Bad Debts in the Control Centre

Make the relevant invoice a Bad Debt
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* Important Note: 

Once you have made an invoice a Bad Debt, in theory it is not going to be recovered.  If it is to be sent to an agency for debt recovery then it should not be made a bad debt.

A Bad Debt is considered to be non-recoverable monies. 

A write off is where either an error or some other reason requires that the invoice be credited off/reversed or deleted.
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* Important Note: 

Invoices written off as Bad Debts appear in red in the Display Transactions window.  This is different from deleted invoices, which appear in Italics. 

View Bad Debts
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	* Note: 

· Ensure all accounts are reconciled where necessary, before viewing Bad Debts.  


Create a new filter
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	* Note: 

· The word ‘Month’ in the Period drop down means financial month, NOT calendar month.  It therefore depends on when the last ‘End of month’ was performed.    


5. Click on the Reference tab. 





11. Click on the Financial tab.  





6. Enter the provider’s New Zealand Medical Council number. 





4. Give the rule an appropriate name.  





5. Select the date the rule needs to be activated from.





7. Click Add.





6. Select the appropriate day of the week.  





5. Enter the time the provider starts and finishes on that day of the week.





8. Enter the time the provider starts and finishes on that day of the week.





6. Enter the provider code and POS. 





2.  Select the appropriate filter. 





1. Go to Maintain / Appointment Rules on the menu bar.  





3. Click on the Create New Appointment rule icon �.





5. Click OK. 





7. Click Update. 





3. Enter an appropriate filter description. 





6. Select the appropriate option. 





5. Select an appropriate period. 





1. In the Control Centre / Financial / Bad Debts view, click on Edit. 





8. Click Close. 








10. Click Close.  





2. Right-click on a column header and select appropriate option to sort columns as required.





View the report and action as appropriate:


Save


Print


Export to Excel


Close the window





4. Click on Global Debit Journal.





4. Click Update (only necessary if details were altered). 





6. Type the amount to be debited to the accounts. 





8. Check details then tick boxes. 





9. Click OK. 





1 Open the Control Centre / Financial / Find Accounts view and click on Edit.  





3. Click on the Select all accounts icon or manually select patients to whom an account management fee needs to be added.





2. Click on Edit.  





9. Enter the provider code and POS. 





4. Tab through the fields and enter the required information.





3. Select the category. 





2. Enter the provider code.





1. Go to Practice / People & Places. 





10. Repeat steps 7 to 9 until all relevant bulk billing agencies have been set up.





9. Click Add. 





8. Enter the provider’s payee number for that agency. 





7. Click on the ellipsis and select a bulk billing agency.





13. Click on the Special tab.  





12. Tab through the fields and enter the required information. 





14. Enter the provider’s password.





13. Click on the Special tab.  





15. Click on the Background tab. 





15. If your organisation uses its own logo as a background, click on Select Bitmap File and select the relevant file. 





16. Click on the Roles tab. 





20. Click on the Notes tab.





19. Click OK. 





18. Select the appropriate role(s).





18. Select the appropriate role(s).





17. Click the Add Role icon.





21. Enter any notes regarding this provider, if applicable. 





22. Click on the Places tab.





26. Click OK. 





25. Click Search. 





24. Enter the code for the POS to be added.





23. Click the Add place icon.





1 Go to Maintain / Short Codes.  





29. Select the new POS and click the Set main place, if applicable.





30. Select the appropriate radio button. 





28. Click the Set main place button. 





31. Click New. 





32. Click Close. 





10. Enter the required duration for each consultation. 





11. Select the type of consultation.





12. Click on the Save icon �.





13. Close the window.





1. Go to Financial / Display Transactions for the relevant patient.





1. Select the appropriate filter.





3. Click on the Select all accounts icon or manually select patients for whom you want to print a statement.





2. Right-click on a column header and select appropriate option to sort columns as required.





9. Click Update.  





27. Enter a different NZMC if applicable.





28. Click OK. 





3. Type the new annotation code.  





2. Select Journal Annotation.  





4. Type the new annotation description..  





4. Click New.  





1 Open the Control Centre / Financial / Find Accounts view. 





1. Select the newly created filter.





5. Click OK.  





3. Click New.  





6. Tick the boxes that you would like to display as columns in the Find Accounts view for this filter.





8. In the Value column for the 90 days and Total, type ‘0.0’.





7. Select the appropriate Journal Type.





7. In the Condition column for 90 days and Total, select ‘is greater than’.  





5. Tick the appropriate boxes. 





4. Type an appropriate filter description. 





3. Change the amount if you want to send statements only to those patients owing more than the set amount, e.g. more than $5.00. 





5. Click Close.  





2. Select the Outstanding accounts filter. 





5. Click Print.  





4. Click on the Print Statements icon.





3. Select relevant invoice. 





2. Click New. 





4. Click on the Journal Transactions icon and select Bad Debt.





2. Select appropriate filter if relevant invoice not already displaying. 





3. Select any transaction that you may want to view details for. 





1. Open the Control Centre / Financial / Bad Debts view. 





2. Select the appropriate filter (if no appropriate filter available, see ‘Create a new filter’ below).   





4. Click on Transaction or Journal to view details.   





4. Select a specific Provider and/or POS, or leave blank to view all providers and/or POS’es. 
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