
 

 

 

 
 

Zedmed Office 
RECEPTION MANUAL 

�



��

 

TABLE OF CONTENTS  
LOGGING IN....................................................................................................2 
PATIENT SEARCH..........................................................................................3 
CREATING NEW PATIENT RECORD........................................................4 
 Adding a Payer.........................................................................................6 
 Adding a Third Party Payer......................................................................7 
 Adding Claim Details...............................................................................8 
 Adding a Referral.....................................................................................8 
 Next of Kin Details and Alerts.................................................................8 
APPOINTMENTS..............................................................................................9 
 Making an Appointment.........................................................................10 
 Double booking.......................................................................................11 
 Cancelling an Appointment.....................................................................11 
 Moving an Appointment..........................................................................11 
 Copying an appointment..........................................................................11 
 The Cancellation Waiting List.................................................................12 
ATTENDING PATIENTS...............................................................................13 
WAITING ROOM...........................................................................................14 
BILLING...........................................................................................................16 
 Billing to Medicare/DVA/Third Party payers.........................................16 
  (Billing)Properties Screen......................................................................17 

 Billing Private Patients & sending Patient Claims Online.......................18 
  Patients paying on the day...........................................................19 
ADJUSTMENTS AND RECEIPTING...........................................................20 
 Receipting outstanding invoices..............................................................20 
 Reversing a payment................................................................................22 
 Voiding an Invoice...................................................................................23 
 Re-Invoicing.............................................................................................24 
 Reassigning an invoice.............................................................................25 
DAILY REPORTS.............................................................................................26 
 Appointments Report...............................................................................26 
 Attendance Report....................................................................................26 
BANKING..........................................................................................................27 
 Banking Report – Checking your banking...............................................27 
 Closing the Banking.................................................................................29 

MEDICARE AND DVA BATCHING & RECEIPTING............. ...................31 
 Creating Medicare/DVA batches............................................................32 
 Transmitting Medicare/DVA batches.....................................................34 
 Printing Medicare/DVA Batch Reports..................................................35 

MAKING ADJUSTMENTS TO BATCHES ...................................................35 
 Using Detail/Adjustment to adjust an invoice within a batch............36 
 Using Include/Exclude to remove an invoice from a batch...............37 
 Receipting Batches.............................................................................38 



��

LOGGING IN  
 

·  To begin, double click on the Zedmed Icon on your desktop 
·  If you are a first time user on that workstation you will need to type in your “User 

Name” before it will be recognised by that workstation 
·  Enter your “Password” and click on “L ogin”  or “enter” 
·  This will take you into the Zedmed Reception screen 

 
Figure 1 

 
 
 
The F2 shortcut 
The (F2) key allows users to quickly log yourself out of Zedmed without completely exiting 
the program, and the next person to enter their Username and Password to log in 
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PATIENTS SEARCH 
 
In Reception 
 

·  Enter part of the patient’s Surname and First name and hit enter key or “Find” 
·  OR  if the name is common, search by part of Surname and First Name and/or Date 

Of Birth 
 
Figure 2: 

 
 

·  The patient(s) matching your search criteria will then appear 
·  Highlight the patient, click on Details or press Enter OR double click on the patient 

 
·  If there is no patient matching your search criteria, you will see (Figure 3) below 
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Figure 3: 

 
 

·  Click on Record New to add a new patient 
·  Click on “D etailed search” to search for patients based on former Surnames &  

Suburb, Gender & Date of Birth 
·  Click on Cancel to go back to the search screen 

 
 

NOTE: Ensure that you have searched every possible option  before you record a new 
patient to avoid creating a duplicate file. 
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CREATING A NEW PATIENT RECORD  
 

Figure 4: 

 
 

We Recommend you include the the following information (LEFT SIDE):  
·  Patients’ Family and Given name (as recorded on their Medicare card) 
·  Enter the patient’s Title 
·  Date of Birth (dd/mm/yyyy) 
·  Patient Home Address (drop arrow down next to enter a mailing address (1)) 
·  Suburb: type in part of the suburb and click on tab  or F3 for the full postcode book 
·  Patients phone number (drop the arrow down to enter work and/or mobile number) 
·  Enter the patient’s Medicare Number and expiry date 
·  *Patient’s Veteran Card number and expiry date 
·  *Enter Patient’s Health Care Card / Pension card number in Health Care field 
(the date on an expired card will show up in Red) 
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(Right hand side of screen) 

·  *Record File number or leave blank if generated by Zedmed (check with your 
manager) 

·  Tick ATSI if the patient is Aboriginal or Torres Strait Islander 
·  Tick Allow SMS if the patient agrees to receive SMS notification. You will need to 

have the patient’s Mobile number entered in the drop down field (2) 
·  The “First In” and “Last In” date will be populated by Zedmed 
·  Under the “Links” heading you will notice that the Payers button is indented 

prompting you to add a payer(s) for the patient 
 

Adding a Payer 
·  Click the Add new  button (3). 
·  *If you get a message asking if you want to save details thus far, click “yes” 
·  In the Account Payer Selector screen click on the payer you would like to add for the 

payer and then click on Select (eg. Medicare, Patient etc 
·  The payer will appear in the patient details screen next to the payers button (see 

Figure 4) 
 
Figure 5: 
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 Adding a Third Party Payer 

·  Click on 3rd Party in the Account Payer Selector screen and click Select (see figure 4) 
·  This will take you to the Find Account Payer Screen (Figure 5) 

- Enter 3rd party’s name and click on Find OR click Enter 
- *If it’s a new payer click on “yes” to add a new Account Payer record. Otherwise 

highlight the correct payer click on “select” or click enter 
- Enter Name  
- Set the Category which the payer falls under (eg GIO is an Insurance Company) 
- Enter the Default Fee Type 
- Enter Address 
- Close to Save 

 
Figure 6: 
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Adding a Claim to a Payer  
·  Click on the Claims button under the referral 
·  Enter the Date of Injury or Accident 
·  Select the Account payer for that claim 
·  Enter a short description (this will print out on the invoice) 
·  Enter the claim number 
·  Close to save 

 

Adding a Referral 
·  In the Patient Details Screen (figure 4) click on the Referrals button (below payers 

button) 
·  Click on Add new (figure 4 (3)) 
·  In the New Referral Details screen (Figure 7) click on the Select Dr button to search 

for and select the referral doctor 
·  *Click on Referral Doctor Details if you need to edit the referral doctor’s details 
·  Enter the letter date (date on referral request) and start date 
·  Select the doctor the patient will be seeing and set Referral Type to Specialist 
·  Close to save 

 

Figure 7: 

 
Other Contacts Details and Alerts 

·  Enter the patient’s Next of Kin (NOK) name, relationship & phone number (Figure 
4) 

·  The Alerts bar at the bottom of the screen allows you to enter notes regarding the 
patient. These can be seen whne booking an Appointment or Attending a patient. 
You can add any other notes regarding the patient in the Notepad 

·  Close to save 
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APPOINTMENTS  
·  Click on the Appointments button on the reception screen (Figure 1) 
·  This will take you to the Appointments Display Grid (Figure 8) 

 
Figure 8: 
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To make an appointment 
·  Double click on appointment time slot OR right click and click on Add Patient 
·  Find patient as normal 
·  Select appointment type or leave blank for standard appt (Figure 9) 
·  Type in notes if necessary 
·  Close 

 

To Book a non-patient (eg. drug reps) 
·  Right click on the appointment time slot 
·  Click on Add (Non Patient) 
·  Add in notes (eg. “Drug Rep – Michelle Smith from Pfizer”) 
·  Close to save 

 

Figure 9: 

 
 
Making an Appointment time or block unavailable 
Eg: A doctor may ask you to mark him as unavailable for the afternoon as he will be going 
to a meeting; 

·  Highlight the start time and click on F8 to make the selected time unavailable 
·  To make an unavailability for a time block (ie. 14:00 to 17:00) 
·  Highlight the time slot you want to begin from (ie. 14:00) and click on F8 
·  Double click on the “unavailable” and change the end time to the time you require 

(see above) 
·  Close to save. 
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To make a multiple booking 

·  Right click on appointment time slot (Figure 8) 
·  Add patient 
·  Find patient as normal 
·  Select appointment type or leave blank for standard appt 
·  Type in notes if necessary 
·  Close 
·  The time slot will be in red 

 
To cancel an appointment 

·  Double click on appointment (Figure 8) 
·  Change status to ‘cancelled’ and type reason into notes (Figure 9) 
OR 
·  Right click on appointment (Figure 9) 
·  Left click on Cancel (not Delete) 

 
To move an appointment 

·  Right click on appointment (Figure 8) 
·  Left click on Cut 
·  Right click on new appointment slot 
·  Left click on Paste 

 

To Copy an appointment 
·  Right click on appointment (Figure 8) 
·  Left click on Copy 
·  Right click on new appointment slot 
·  Left click on Paste 
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Cancellation Waiting List 
For patients that would like to be notified of an earlier appointment should one not be 
available at the time of making the appointment, you can now add them to a Cancellation 
Waiting List. This option is very useful for clinics that book up very quickly. When a patient 
cancels their appointment you will have the option of adding another patient into their time 
slot from a Cancellation Waiting List: 
 
Adding a Patient to the Cancellation Waiting List 

·  Double click on the next available appointment time slot OR right click and click 
Add Patient 

·  Find the patient 
·  Select appointment type or leave blank for standard appt (Figure 9) 
·  Type in notes if necessary 
·  Select a Cancellation Waiting Priority of Low, Medium or High 
·  Close to save 

 
When a time does become available, you can check and select patients from the Cancellation 
Waiting list as follows: 

·  Right click on the available time slot 
·  Click on Add (From Cancellation Waiting List). This will bring up a list of all 

patients added to the cancellation waiting list by order of Priority (see below) 
·  You can contact the patient to confirm the change of appointment 
·  Double click the patient OR highlight the patient and click Select 
·  This action will remove the patient from the previous appointment time they had to 

the new appointment time selected. 
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ATTENDING PATIENTS  
 

·  Right click on the patient and click attend (or highlight and F7) 
·  In the Attendance Details,  
If needed: 

- Click on Referrals to link a referral to the visit 
- Drop down the arrow next to Site Details to add a location (eg. Hospital/home 

address) 
- Drop down the Claim Details to link a claim 
- Type in or move notes across by clicking on the arrow below the patient 

demographics 
·  To save these details and place the patient in the waiting room: 

- Click on Patient Details to update any details and perform Online PV 
(recommended) 

- Click on Waiting Room to go to the waiting room (figure 11) 
- Click on Close to save the details and remain in the appointments screen 

 
Figure 10 
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WAITING ROOM  

Once a patient has been attended, they will appear in the waiting room as seen below. If you 
need to attend a patient that did not have an appointment (eg. walk in) into the waiting room, 
use the “Quick Attend” button on this screen: 
 
 
 
 

Figure 11: 
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Attending a Walk-In Patient 
·  Click on Quick Attend in the waiting room 
·  Find the patient (similarly to page 2) 
·  Complete details as required in the Attendance Details screen (see page 8) 
·  The patient will then be seen in the waiting room without an appointment time 

(eg above: - Alfonso Bamford), who is also attended to “Unknown Dr” (???) so 
all doctors will see this patient in their waiting room until one doctor admits her 

 
 

Hiding a Patient from the Waiting Room 
You can hide patients that do not need to be billed by doing the following: 

·  Double click on the patient’s name, this will bring up the their Attendance Details 
·  Write a short note why you are hiding the patient (eg. dressings – no charge) 
·  Tick the Hide box (see figure 10) 
·  Close to save. 

The patient will be removed from the Waiting Room Screen. To see hidden patients tick 
“Show Hidden Attd:” block (top right hand corner of the Waiting Room Screen – figure 11) 
 
 
Removing a Patient from the Waiting Room 
You can also delete a patient from the Waiting Room if; 

- If you accidently attended the wrong patient; OR 
- If 2 staff members attended the same patient at the same time (this is rare) 

 
·  Double click on the patient in the Waiting Room (figure 11) 
·  This will bring up the patient’s Attendance Details screen (Figure 10) 
·  Click on Delete in the bottom left hand corner of the screen. 

 
(the patient will not be deleted from the appointments book if they had an appointment, 
they will merely appear as current / no longer attended) 
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BILLING  
 
Billing to Medicare / DVA / Third Party  

1. Highlight and right click on the patient in the Waiting Room (figure 11) 
2. Click on Bill. This will take you to the New Invoice Screen (Figure 12) 
3. Select Payer & Doctor  
4. Type in Item Number – Tab (Add to Insert another Item Number/s) or 

click on Add All if the doctor has specified items to be billed 
5. *Enter any relevant Notes (see page 17 for explanation) 
6. *Activate relevant flags in Properties (see page 17 for explanation) 
7. Click on Print  to save and get a copy to be signed or Suppress just to 

save a copy to the patient’s file 
Figure 12: 

 
 

*See next page  
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Using the Properties Screen and the Notes field 
Additional information required for an invoice can be entered through the Properties Screen 
A service may be rejected by medicare if an indication flag is missing. 
*Please see your Practice Manager for further information on how this may apply to your 
Practice 
 
Figure 12.1 

 
Hospital/Site – You may be required to use this indication flag if a doctor sees a patient at a 
location other from his rooms. Eg: Hospitals, home visits and the Number of Patients Seen 
 
Not Normal After Care – Billing the same item number more than once within 7 days. Use 
this option to indicate to Medicare that the visits are not related to each other. 
 
Multiple Procedure – You may be required to use this indication flag when billing a 
duplicate surgical item within the same invoice, An explanatory note must also be entered 
against each item (see example below) 

 
 
Not Duplicate Service 
You may be required to use this indication flag when billing a duplicate item within the 
same invoice, as well as an explanatory note next to each item 
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Billing a Private Patient 
 When patient does NOT PAYING ANYTHING on the day: 

1.  Highlight and right click on the patient in the Waiting Room (figure 11) 
2. Click on Bill. This will take you to the New Invoice Screen (Figure 12) 
3. Select Payer & Doctor  
4. Type in Item Number – Tab (Add to Insert another Item Number/s) or click on 

Add All if the doctor has specified items to be billed 
5. *Enter any relevant Notes (see page 17 for explanation) 
6. *Activate relevant flags in Properties (see page 17 for explanation) 
7. Click on MA Online (if using Medicare Online for Private patient claims) 
8. Check the patient’s address and phone number 
9. Click Send, this will save the information print out a Lodgement Notice for the 

patient OR click on Print  to save and print a normal receipt 
 

If using Medicare Online for Patient Claims 
- Follow Steps 1 to 6 (as above) 
- Click on the MA Onl ine button. This will take you to the Medicare 

Australia Online – Patient Claims screen (Figure 14) 
- Check the patient’s address 
- If the patient has a P.O Box address, tick the “Use address held by 

Medicare Australia” option (Figure 14) 
- Click Send. This will print a statement for the patient and close this 

screen 
 

Figure 14 
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When patient pays FULL AMOUNT OR GAP amount: 

1) Highlight and right click on the patient in the Waiting Room (figure 11) 
2) Click on Bill. This will take you to the New Invoice Screen (Figure 12) 
3) Select Payer & Doctor  
4) Type in Item Number – Tab (Add to Insert another Item Number/s) or 

click on Add All if the doctor has specified items to be billed 
5) *Enter any relevant Notes (see page 17 for explanation) 
6) *Activate relevant flags in Properties (see page 17 for explanation) 
7) Click on Quickpay. This will take you to the Quick Pay screen (Figure 

13) 
8) Select payment format – Cash Cheque EFTpos etc. 
9) Click on Print for a receipt OR click MA online to send the account to 

Medicare 
 
Figure 13 
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Patient Invoice adjustments and Receipting 
 

    1   Receipting an outstanding invoice 
·  Open the Patient Details screen (Figure 4, page 4) 
·  Click on Acc Enquiry (top left hand corner). This will take you to the Account 

Enquiry screen (Figure 15) 
·  Select the correct Payer  
·  Click on Receipt. This is will take you to the Receipt Payment screen (figure 16) 
·  Select payment format (eg. cash), 
·  Enter payment amount (Zedmed will calculate the total of all outstanding invoices 

otherwise) 
·  Click on Al locate. This will take you to the Allocation Screen (figure 17) 
·  In the provided list of invoices, highlight the invoice you would like to receipt 
·  Click on Fully Receipt, the invoice will expand with show a green tick 
·  Click on the Close button to save 

 
Figure 15 

 
 

� �
� �� � � � � �



���

 
Figure 16: 

 
 
 
Figure 17: 
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  2    Reversing a payment 
(A payment must be reversed prior to voiding an invoice) 

·  In the Account Enquiry Screen (figure 15) 
·  With the correct payer selected, click on Payments at the bottom of the screen 
·  Highlight the receipt you wish to reverse in the Payment Enquiry Screen (figure 

18) 
·  Click on reversal and say “yes”  to confirm action 
·  Type in reason for reversal (eg. incorrect payment format) and click OK 
·  Close to save 

 
Figure 18: 
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  3   Voiding an Invoice 

·  Select the correct payer 
·  Highlight the invoice and click on Adjustment at the bottom of the screen 
·  This will open the Adjustment screen (figure 19) 
·  Highlight the service line “S”  and click on Void 
·  Type in a reason for voiding and close 
·  Highlight the next service (if any) and void the same way 
·  Then click on Close to save the adjustments made 

 
Figure 19 
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   4   Re-invoicing an Account 
An account can be re-invoiced to change the service details of the invoice if it has not been 
receipted or adjusted. By using this option, you can, change, add and delete items/services 

�  Please see your Manager for the Practice policy on re-invoicing 
 

·  Select the correct payer in the Account Enquiry Screen (figure 15) 
·  Highlight the invoice 
·  Click on Re-Invoice at the bottom of your screen and say “yes” to confirm the action 
·  The Re-Invoice screen will open (figure 20) 
·  You can then: 

- Add additional items 
- Highlight and Change existing items including service dates and values 
- Highlight and Delete items 

·  Click on Suppress to save OR Print to save and print a hard copy 
 
Figure 20: 
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   5   Reassigning an invoice from one payer to another 

�  Invoices for DVA and Medicare should not be reassigned as their values are 
different. For these accounts, you will have to void the invoice and bill it again 

�  If the invoice has been receipted, the payment MUST be reversed BEFORE 
reassigning the invoice 

 
How to Reassign an invoice 

·  Choose the payer in the  Account Enquiry screen (Figure 15) 
·  Click on Reassign at the bottom of the screen 
·  The Reassign Invoices Screen will open (figure 21) 
·  Select the payer you wish you reassign the invoice to 
·  Tick the invoices you wish to reassign or click on Select All to tick all invoices 
·  Click Close to save. The invoices selected will be moved to the selected payer 

 
 
Figure 21: 
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DAILY REPORTS  
End of Day Reports: 
 

·  Appointment Report 
- Click on Daily Reports 
- Click on appointments 
- Select date range 
- Select doctor if required 
- Print or Screen to view on your monitor 
- This can also be run for Cancelled/Missed Appointments 

 

 
·  Attendance Report 

- Click on daily reports 
- Click on attendances 
- Print or screen 
- To check report for any unbilled patients, set the filter to Not Billed (incl 

or excl. Hidden patients) 
- Go back to waiting room 
- Bill remaining patients 
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BANKING  
Step One 

Banking Report – Checking your banking 
·  From the Reception Screen (Figure 1), click on Banking 
·  Click on Banking Reports, you will see the following screen (Figure 22) 
·  Select correct bank list on the right 
·  Click on Print, or Screen to view the report on your monitor (Figure 23) 
·  Reconcile money (cash, cheques etc) with this report 
·  This report will show you the total of takings as of the last time you closed your 

banking 
 

�  By running this report, you are NOT closing your banking, merely checking it 
 
Figure 22: 
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Figure 23: 
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Banking – Step Two 
Once you have checked your Banking Report (Figure 23) and made any adjustments, you 
may close your banking. 
 

�  It is recommended that your banking be closed regularly (ie. Daily) to pick up any 
errors that may occur as they happen. This report CANNOT BE BACK-DATED. 

�  If you close your banking weekly, it is recommended that you close your banking at 
the end of the Month regardless. 

 

Closing the Banking 
·  Click on Banking 
·  Click on Print Deposit Sheet / Close Batch 
·  The below screen will appear (Figure 24) 
·  Select Bank list (this will default to your practice’s bank list if you only have one) 
·  Leave the Include EFT/Direct Deposit option ticked if you wish to view your Eftpos 

role total and any direct deposits you may have entered on your Deposit sheet 
·  Click on Print or on Screen to view the report on your computer 
·  You will then be asked–Do you want to close the current banking batch? (figure 

25)  
·  Click on “yes”, this will allocate a batch number to your banking run (Figure 26) 
·  Your Deposit Sheet will look similar to Figure 27 which you can attach to your 

money 
 

Figure 24: 

 
 

Figure 25: 
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Figure 26: 

 
 
Figure 27: 
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MEDICARE AND DVA BATCHING AND RECEIPTING  
 
CREATING DVA / MEDICARE BATCHES  

·  In the Management Menu, click on Batching (figure 28)  
·  Click on Create Batches 

 
Figure 28 
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·  In the Create Batches Screen (Figure 29) 

- Select Payer (Medicare will default, or DVA) 
- Select a Doctor, 
- A list of patients to be batched will be listed in the space below 
- If you do not wish to include a patient’s invoice in the batch, right click 

on their name. It will turn pink and will be excluded from the batch 
- When you have the correct number of invoices, click on Batch. This will 

allocate a Claim ID to the batch and print out a Claim Report. (Figure 30) 
- Staple the report to your signed Medicare invoices and put the batch aside 

for receipting 
- Click on New Batch and repeat this process to batch other doctors’ 

invoices. 
 
 
Figure 29: 
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Figure 30: 
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 TRANSMITTING MEDICARE /DVA BATCHES  

·  From the Management Menu Screen (Figure 30), click on Batching 
·  Click on Batch Enquiry, you will then see the following screen (Figure 31) 
·  Select “All” under Doctor to display batches for all your doctors 
·  1  - Tick the box next to the batch and click on Transmit  at the bottom of your 

screen 
·  2  - Batches transmitted successfully will have TRA displayed beside them, as well 

as the date and time of transmission 
 
Figure 31: 
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PRINTING MEDICARE / DVA REPORTS  
We recommend you check for payments of batches around 48 hours after you have 
transmitted them. Refer to Page 32 for transmission instructions 
 

·  In the Management Menu, click on Batching 
·  Click on Batch Enquiry 
·  Select Medicare (defaults) or DVA 
·  Select Doctor as ALL  
·  2   - Tick the transmitted batch(es) 
·  3   - Click on MA Reports and then click Preview MA Payment Report 
·  4   - Once the report has been generated for a batch, the Status column will show 

DEP (deposited) and the amount paid will be seen in the Deposit column 
·  If the amount in the Total Value column matches the Deposit columns, you may 

receipt the batch(es). 
·  If the amounts are different, tick the batch, click on MA Reports and Preview MA 

Process Report to see what needs to be adjusted 
 
 
 
 
 
 
MAKING ADJUSTMENTS TO BATCHES  
Below are a few examples of possible reasons why Medicare/DVA may not have paid on a 
service/invoice OR paid a different amount to what was billed: 

·  A patient’s Medicare number may be incorrect (you will receive a warning the first a 
patient’s claim is sent through with an out of date Medicare number) 

·  Duplicate service (the service may have already been paid for OR it was not 
indicated in the Properties screen that the service was not a duplicate – see page 15) 

·  Referral doctor details are missing or incorrect 
·  A Hospital/Site was not entered for patients seen at other locations (eg. home, 

hospital) 
·  Indication Flags were not set against items when billed (see page 15) 

 
 
 
 
 
 
 
 
 

�
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DETAIL/ADJUSTMENT  
Used when Medicare has PAID SOME but NOT ALL of the services within an invoice: 
 

Example: - On the 13/5/2009, Anne Zedmed was billed the following items; 
·  Item 23 – Standard Consult 
·  Item 721 – GP Management Plan 

This invoice is batched and transmitted to Medicare. A few days later, payment is received 
for the batch. Medicare has paid less than what was billed. The Process Report shows that 
Medicare has not payed item 721, reason (duplicate service) 
 

Solution: Use Detail/Adjustment option to adjust patient’s invoice within batch 
·  In the Batch Enquiry Screen (figure 31, page 32) 
·  Highlight the batch and click on Detail/Adjustment 
·  Double click on the patient’s name (Anne Zedmed) 
·  Highlight the service line to be adjusted (item 721) 
·  Click on Void, enter a reason and close 
·  The service line will appear with a cross next to it (as shown below) 
·  Close to save 
·  When the Total Value and Deposit column amounts match, you my Receipt the 

batch (see page 36) 
·  (You may need to re-bill the voided service correctly – see page 15) 

 

Figure 32: 
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INCLUDE/EXCLUDE  
Used when Medicare has NOT PAID ANY OF the services within an invoice: 
 
Example: 
You receive payment from Medicare for a batch. They have paid less than what was 
originally billed. The Process report for Batch No. D0122 shows that Medicare has not 
payed on items 23 and 10990 for patient Alfonso Bamford because the service has already 
been paid. These were the only items you billed therefore Medicare have not paid on the 
whole invoice 
 
Solution: Use Include/Exclude to completely remove the invoice out of the batch: 

·  In the Batch Enquiry Screen (figure 31, page 32) 
·  Highlight the batch and click on Include/Exclude 
·  Right click on the patient’s name (Alfonso Bamford), it will turn pink 
·  OR Highlight the patient’s name and click on Exclude (it will turn pink) 
·  Click on Batch 
·  Then Close to save 
·  When the Total Value and Deposit column amounts match, you my Receipt the 

batch (see page 36) 
 
(Figure 33)   
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RECEIPTING BATCHES  
Once you have received notification of payment from Medicare, you may then receipt the 
paid batches. Refer to Figure 31, Page 32 (Batch Enquiry Screen) 
 
Once all necessary adjustments have been made: 

·  In the Management Menu, click on Batching 
·  Click on Batch Enquiry 
·  Select Medicare (defaults) or DVA 
·  Select Doctor as ALL  
·  Tick paid batch(es)- 4   (as per your payments report) 
·   5   - Click on Receipt, (defaults to Direct Deposit payment method) 
·  Enter batch number(s) in the Detail column 
·  Enter the Pay Date (This date can be found on the Payment report) 
·  Click Al locate 
·  Click on OK 

 

 


