Exporting Referring Doctors/Practices

How to Export Referring Doctors:

1. Click on Settings
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2. Under General, Click on Referring Doctors

> Logs
» Nurse List
» Practices
» Printer and Scanner Configuration
» Program Numbers
» Recall Reasons
» Referral Types

e Referning Doctors
> Security
> SMS History
> Staff Roles

3. Click the Export To button and choose either Excel or PDF.


https://wiki.fydo.cloud/exporting-referring-doctors-practices/

SETTINGS » REFERRING DOCTORS

All Delivery + Crealed  FromDate To Date All Types + Al Specialities
Surname %) First Name | Provider  Type Speciality
2 Bell Abby - GP
1 Test Ref 1123441A GP

How to Export Practices:

1. Click on Settings
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2. Under General, Click on Practices
> Logs
» Murse List

e Practices

» Pnnter and

r Configuration

W

Program Numbers

» Recall Reasons
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Referral Types
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Referring Doctaors

W

Security
> SMS History
> Staff Roles

3. Click the Export To button and choose either Excel or PDF.
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SETTINGS > PRACTICES
Searct Add Practice T v
xcel

Practice Name %) Address
2 Happy Medical Centre 66 Happy Lane 123 BUNBURY = = 1 Activg

1 Test 12/15 Abc Lowe Street DARLINGHURST = = 1 Activg

Payments Report (Clinic)

This report gives a list of all payments received in the selected date period either by Accounting
Period, Audit Date or Date of Service. The data is able to be shown in formats such as Detailed,
Summary and Summary Categories.

Filter options include:

e Location

e Department

e Doctor

e Payment Type

e Group By options

e From and To Date Range

How to Print/Export the Payments Report:

1. Click on the Reports Icon
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2. Under Reports - Clinic, Click on Payments


https://wiki.fydo.cloud/payments-report/

Reports - Clinic

Financial Reports

Adjustments
Arrears
Deleted Transactions
GST
Invoice Stats
ltems

e‘ Payments
Receipted
Revenue
Statements
Transactions

3. Change filters as required > Click Update

REPORTS > PAYMENTS (CLINIC)

Payments (Clinic)

Location Payment Type Report Type

Al Locations . All Payment Types . Detail

Department Group By (Primary) Date Type

All Departments ~ Payment Type ~ Accounting Period

Doctor Group By (Secondary) From

All Doctors ++ O Include Inactive Doctors, No Group . 260112024 2600172024

() Run report for each Department
) Run report for each Doctor

— | Updic

4. Report will generate below the filters section.
To Print the report, Click the Print button.

To Export the report, Click the Export To button and choose either Excel, Excel - Raw Data
or PDF.

REPORTS > PAYMENTS (CLINIC)

Payments )

Location Payment Type Report Type

Al Locations . All Payment Types . Detail

Department Group By (Primary) Date Type

Al Departments . Payment Type . Accounting Period

Doctor Group By (Secondary) From

All Doctors v O Include Inactive Doctors No Group v 01/12/2023 31122023

) Run report for each Department
- Run report for each Doctor

4 < I of1 > B O % v Find | Next

Clinic Tour
Payments (Clinic) Report based on Accounting Period for 01/12/2023 to 31/12/2023

All Locations
Patient Name MRN Inv  TranDate Drawer ChqRef [ Branch Amount  Audit Date|
EFTPOS
JONES, Sandra 108 80 01122023 JONES, Sandra REFUND -100.00 011122023
subTotal  -100.00
Total  -100.00
Refund
JONES, Sandra 108 79 01122023 JONES, Sandra 10000 0111212023
TESTER, Test 101 12 041212023 TESTER Test -500.00 0411212023
TESTER, Test 101 24 04122023 TESTER Test -100.00 0411212023
SubTotal  -500.00
Total  -500.00
Full Total  -600.00
PaymentsClinic-ClinicTour Page 1 0f1

Date; 25/01/2024 1:44 PM

Excel - Raw data
PDF



Patient Stats Report

The Patient Stats Report gives the ability to obtain extensive patient demographics data.

e Medicare Patients

e Deceased Patients

e Archived Patients

e DVA Patients

¢ Indigenous Status

¢ Referral Expired

Preferred Doctor

Health Fund

Gender

e Surveys

¢ Ability to stipulate Birth date range
e Ability to stipulate Created range
 Ability to stipulate Postcode range
e Community Nursing Cycle

¢ Ability to stipulate Billed range

e Doctor

How to Print/Export the Patient Stats Report:

1. Click on the Reports Icon

»  Dashboard
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2. Under Patient Reports, Click on Patients Stats


https://wiki.fydo.cloud/patient-stats-report/

REPORTS

Patient Reports

e End of Day Ba

Patient Stats

Possible Double Patients

Recalls

3. Change filters as required, or if you are wanting All Patient Demographics, leave filters as the
default filter options > Click Update

REPORTS > PATIENT STATS

Patient Stats

Medicare Number Referral Expired Sort By
All Patients v All Patients ~ Sumame v
Deceased Preferred Doctor Bom From
All Patients v Al Doctors ~
Archived Health Fund Created From
All Patients v Al Funds v
DVA Number sex Postcode From
All Patients v All Sexes v
Indigenous Gender Start Of Cycle From
All Ingigenous v Al Genders v
survey Patient Billed From
All Surveys v
Doctor

4. Report will generate below the filters section.
To Print the report, Click the Print button.
To Export the report, Click the Export To button and choose either Excel or PDF.

Patient Stals

Medicare Number Referral Expired SortBy
Al Patients Al Patients . Sumame
Deceased Preferred Doctor Born From
Al Patients Al Doctors
Archived Health Fund Created From
Al Patients Al Funds
DVA Number Sex Postcode From
Al Patients Al Sexes
Indigenous Gender Start Of Cycle From
Al Indigenaus All Genders

Survey Patient Billed From To

AllSunveys

Doctor
Update
14 < h oft > B O o v Find | Next
Clinic Tour

Patient Stats Report

Sort By = Surname.

MRN  Name Date of Birth ~ Sex Medicare # Mobile Home File #
113 ALTURA, Test 01/01/1980 ¢44) = = =

10 BROOKS, Bob 21/06/1962(61)  Male 21141111114 - B

108 JONES, Mary 10/02/1987(36) ~ Female 2111111111 0412-345-678 -

109 JONES, Sandia 01/02/1990(33)  Female 2111411111 0412-345-678 -

115 SAMS, Harold 19/06/1950 (73)  Male = - B

108 SMITH, Test 01/01/1990(34)  Female 2111111111 0414-204-349 -

107 SMITH, John 01/01200024)  Male 211411114 - B

101 TESTER, Test 01/01/1990(34)  Female 2111111111 - B

102 TESTER, Com 31011990 (33)  Male - - -

104 TESTING, Test 01/01/1985(39)  Female 211111111 - 02 9999 9999

Patients matching criteria 10 Total patients in your database 10

%5/0112024 12:40 PM

PatientStats-Clinic Tour Page 101




Arrears Report (Clinic)

This shows all invoices without a zero-dollar balance. It can be run by Location, Department, Fund,
Bill Type, Doctor, Period that the account has been outstanding for (e.g. 30 days & over). It can be
run as the following Report Types:

1. Detail - Showing every patient and the balance

2. Summary - Showing each bill type and the balance

3. Interactive - Enabling follow up dates and notes to be accessible, to facilitate efficient
workflow in debt recovery

How to Print/Export the Arrears Report (Summary and Detail):

1. Click on the Reports Icon

&»  Dashboard

2. Under Reports - Clinic, Click on Arrears


https://wiki.fydo.cloud/arrears-report/

Reports - Clinic

Financial Reports

Adjustments

e Arrears

Deleted Transactions

GST

Invoice Stats
ltems
Payments
Receipted
Revenue
Statements

Transactions

3. Change filters as required > Click Update

REPORTS > ARREARS (CLINIC)

Arrears (Clinic)

Location
Al Locations
Department

Al Departments
Fund

Al Funds

Period
Al Debt
Billing Type
Al Biling Type
Doctor

Al Doctors

4. Report will generate below the filters section.
To Print the report, Click the Print button.
To Export the report, Click the Export To button and choose either Excel, Excel - Raw Data

or PDF.

REPORTS 3  ARREARS (CLINIC)

Arrears (Clinic)

Report Types
O Detail ® Summary O Interactive
AsAt

25/01/2024 (=)
7] Run report for each Department
(5 Run report for each Doctor
Order by

Name

‘—

Update

Location
All Locations
Department

All Depariments
Fund

Al Funds

Period Report Types
All Debt O Detail ® Summary O Interactive
Billing Type AsAt
Al Biing Type 2500112024 5]
Doctor () Run report for each Department
Al Doctors (1) Run report for each Doctor
Order by
Name
< < of 1 0% v Find | Next
Clinic Tour
Arrears (Clinic) Summary as at 25/01/2024
Al Locations
Al Areas
) [ Balance <15 Days <30Days  <45Days <90 Days 120+ Days|
Outstanding
BUP  BUPAAutaia 60075 000 0.00 0.00 0.00 60075
MPL  Medibank Private Limited 43585 000 0.0 000 000 43585
MED  Medicare 14260 000 0.00 0.00 14260 000
PC Palient Glaims 20000 000 0.00 0.00 0.00 20000
PRI Prvate 1289.15 000 0.00 000 0.00 1,289.15
DVA  Veterans 928369 000 0.00 0.00 0.00 923869
Total 11,647.04 000 0.0 000 14260 1150044
ArrearsClinic-ClinicTour Page 10f 1 Date: 250112024 1:50 PM

Excel -Raw data
PDF

Update



How to Export the Arrears Report (Interactive):

1. Click on the Reports Icon
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2. Under Reports - Clinic, Click on Arrears

Reports - Clinic

Financial Reports

Adjustments
e Arrears
Deleted Transactions
GST
Invoice Stats
ltems
Payments
Receipted
Revenue
Statements
Transactions

3. Select Interactive > Change filters as required > Click Update

REPORTS > ARREARS (CLINIQ

N\
Loeation Period Report Types‘
All Locations v All Dent v O petail O summary ® interactive
Department Billing Type o
All Departments ~ Al Billing Type v 25/01/2024 =] e
Fund Doctor

Ordler by
All Funds v All Doctors v

Name v
Next FU

Al v

4. Report will generate below the filters section.
Click the Export To button and choose either Excel or Excel - Raw Data.



REPORTS > ARREARS (CLINIQ)

Arrears (Clinic)

Location Period Report Types

All Locations v All Debt v O petail O summary @ Interactive
Department Billing Type As At
All Departments v Al Billing Type v 2500112024 &
Fund Doctor o
Order by
Al Funds v All Doctors v
Name v
Next FU
- 0
Update ExportTo ¥
Excel
Patient Name ¢ MRN DOS Doctor Inv# Inv Date Balance Bill Type Fund Next FU Notes Excel - Raw data
BROOKS, Bob 110 13/11/2023  SMITH (HAPPY LAKE). john 28 13/11/2023 $14260 Medicare
BROOKS, Bob 110 08/08/2023  SMITH (HAPPY LAKE). john 68 08/08/2023 $300.00  Private - 20/11/2023 Called pat will pay next week
JONES, Mary 108 21/03/2023  SMITH (HAPPY LAKE), john 39 31/03/2023 $280.25 Health Fund Medibank
JONES, Sandra 109 02/05/2023  SMITH (HAPPY LAKE), john 52 22/05/2023 $293.80 Health Fund BUPA
JONES, Sandra 109 01/09/2023  SMITH (HAPPY LAKE). John 79 01/09/2023 (3200.00)  Private

Tracking User Activity in FYDO

Did you know you can view user activity history in FYDO? Whether it’s to track changes made to an
invoice, to see when a patient record was deleted or which user undertook what action, and when,
the FYDO’s Audit Logs feature can help! Read on to learn more.

The audit logs show information about the action performed, who performed it, when they
performed it, and their IP address. It can be used for troubleshooting purposes or monitoring user
activities.

To view the audit logs, first navigate to Settings, then Logs.

SETTINGS
T
|
» Accommodation Categaries » lug::é
» Appointment Types » Murse List
» Amea Codes » Pathology Providers
» Band Mappings » Practices
» Booking Codes » Printer and Scanner Configuration
» Cancelled Reasons (Appointments) » Program Numbers:
3 Cancelled Reasons (Theatre Rosters| 3 Recall Reasons
» Certificates » Referral Types
» Chart Location » Referring Doctors
» Coding Hold Ressons » Security
» Checkers - Letters » SMS Automation
» Departments » SMS History
» Deposit Types » Staff Roles
» Doctors » Survey
» Doctor Specialities » System Configuration
» Document Types » Templates
> ECLIPSE Mapping » Clinical Note Template
> Health Funds * SMS Tamplates
> Health Fund Participants * Templates
» Hospitals » Theatre Hold Reasons
> Invoice | IFC Messages » Third Parties
3 NMems » Theatre Reason for Delayed Finish
» “CMT\"DCS » Theatre Reason for Delayed Start
ﬂo > Locations » User Groups

How is user activity recorded?

Every user login is unique. So when a user logs in and begins taking actions on FYDO, their activity
is logged. Here are some examples of logged user activity in FYDO:


https://wiki.fydo.cloud/tracking-user-activity-in-fydo/
https://wiki.fydo.cloud/wp-content/uploads/2023/07/Snag_206a83e.png

User login

Changes to patient record

Changes to appointment details
Billing and invoicing changes
Claims sent and batches receipted
Payments taken, split, or reallocated
Documents deleted

Batches removed

You can view user action history within a date range, sort by user, action, or date, as well as search.

» LOGS
Al Users v  ownzozs @ 0w1wzozs ) Ssamchon @ Tea CMAN
Usemame Message Date Created Action
Michell 0 0 (A -
icheile Romero (Aftura) Patient [MRM - 210] - Insurance Status changed from ‘None' to 'Full Fee' 02/10/2025 5:35:48 PM
(Backend)
Michelle Remers (Altura) B 02/10/2025 5:35:30 PM
(Backend)
Kelgey Hills (Aftura) (Backend) Ternplate Created - Waund Assessment Chart - WHE 0271042025 3:31:27 PM

Hospital Episode Audit Logs

You can also view the Hospital Episode Audit Logs by going to Episode > Audit. This will
provide a breakdown of the activity associated with the patient’s episode, from the initial
appointment booking through to the billing and coding.

129 - PEEF. Bo (30/07/2015 - 11) o B M@ E Totsl 206600
P Recalls Communication  Chart Tracking  Documents  Clinical B -

Patient Details

Ne. Adden 2 Adm. Date Status Nights Procedure Othar Notes Fund Surgeon Lecation
86 1430 Discharged Do Right Knee Arthroddogy AMA Pigrce, Hawkeye Shaes Private Hospital
80 1390 Discharged oo Left Cat & 10L AMA House, Greg Shaes Private Hosgital
81 1399 Discharged 5 AMA Connees, Curtis Shaes Private Hespital
7E 1294 OBMOEFA02E Discharged D A Bllack, Jack Shaes Private Hospital
(13 1154 2471172025 Discharged oo Colonoscopy & Gastroscopy Motes Are Typed Here MPL Murphy, Shaun Shaes Private Hospital
Admission Date: 08/05/2026 | Invoices for Admission: 1299 Episode Total Balance Due Shoves voeced invoices
I 8 To Charge ine GST Adgustmants Paymants Ealance Due  Last Audit DatefTime Last Usar Edited
Invoice Total Balance Due Show vouded transactions | Inwoice Options w
Inv 8@ To DOS From Acc Period T Code Description Oty B Charge inc GST GST T Audit Date User
Episade Notes [ cait ] Financial Notes [ Eci |

Heext follow up date:

audit @)
Clinic Episode Audit Logs

Clinic Episode Audit Logs can be found in the same section as the User Logs. Alternatively, you can
access them directly by going to Patient Details > 3 Dots in the top-right corner > Audit Logs.
This will display all activity associated with the patient’s MRN.


https://wiki.fydo.cloud/wp-content/uploads/2023/07/Snag_20c50ca.png
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411 - DEAM, James (01/01/1950 - 76)

* ¥ Clinic 0.00 Hospital 7.828.00 Total 7,828.00

Appointments  Recalls  Accounts  Episodes  Communication  ChartTracking  Documents  Clinical m m
Edbt Passent
% Patient Details i Medicare | DVA Bll Patiaet
oPy
Tithe Pronouns File Numbser External ID Madicars Mumbar Ref Expiry Eligibsility oer
M x| 2 0372024 ENgible - Australian Resident - -
James DEAN First Hama O Mickdle Name Veterans Ho. Veteran Card Colour VA Aasth Mo FC Chinic
James Labsel
PatientiD 411 Mirge
Last Name Previous Name @ Entitlement Cards i
Sex Mate DEAN Picture
Age 76 Preferred Name Date of Birth OB Estimate Card Type Card Mumber Expiry [2]
010111950 S Corte
Language  Enghish i
S Gereder W Health Fund
Get Preadmt ID
Pending Male Mar, o boy, or malke . -

Address Suiburt State Pesteoda 1

Why use FYDO'’s Aduit Logs?
Let’s take a closer look at the benefits of this feature.

1. Greater accountability: logged user action history fosters a culture of responsibility by users
being aware that their actions are being logged, promoting responsible behaviour within the
organisation.

2. Enhanced troubleshooting: logged user action history can aid in pinpointing the source and
cause of an issue, helping users to troubleshoot problems faster.

3. Improved security: logged user action history offers a log of most system activities, enabling
the identification of unauthorised access attempts, powering administrators to take the
necessary steps to secure the system.

How to Find Your Minor ID

The minor ID, also referred to as the Location ID, will sometimes be required by Medicare. It is the
same as your ADV client number. Here’s how to find it in FYDO:

1. Hover over the Support icon
2. Your Minor ID will be displayed in the heading


https://wiki.fydo.cloud/wp-content/uploads/2023/07/image-5.png
https://wiki.fydo.cloud/how-to-find-your-minor-id/
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Tokens - Mailing Label

<<PracticeName>> Practice Name

<<Title>> Title
<<FirstName>> First Name
<<LastName>> Surname

<<MailingAdd1>>  Location Address 1
<<MailingAdd2>>  Location Address 2


https://wiki.fydo.cloud/wp-content/uploads/2023/05/Snag_1eaa339c.png
https://wiki.fydo.cloud/tokens-mailing-label/

<<MailingAdd3>>  Location Address 3

Tokens - Documents & Letters

<<DocFullName>> Doctor Full Name eg. SMITH, John

<<DocFirstname>> Doctor First Name eg. John
<<DocSurname>> Doctor Second Initial eg. SMITH
<<DocTitle>> Doctor Title
<<DocID>> Doctor ID
<<DocAdd1>> Doctor Address 1

If Address Line 2 is empty,

this will show Suburb State
<<DocAdd2>> Postcode

otherwise it will show

Address Line 2

If Address Line 2 is empty,
<<DocAdd3>> g il show

Suburb State Postcode
<<DocSuburb>> Doctor Suburb UPPERCASE
<<DocState>> Doctor State UPPERCASE
<<DocPC>> Doctor Post Code
<<DocMob>> Doctor Mobile 9999 999 999
<<DocPh>> Doctor Phone 99 9999 9999
<<DocFax>> Doctor Fax 99 9999 9999
<<DocEmail>> Doctor Email
<<DocQualif>> Doctor Qualification
<<DocLoc>> Doctor Location
<<DocProv>> Doctor Provider Number
<<DocABN>> Doctor ABN
<<DoclnvAs>> Invoice As for Clinic

<<DocAccName>> Doctor Account Name

<<DocBSB>> Doctor BSB
<<DocAccNum>> Doctor Account Number
<<DocBankAdd>> Doctor Bank Address
<<DocBank>> Doctor Bank Name


https://wiki.fydo.cloud/tokens-document/

<<RefFullName>> Referring Doctor Full Name eg. SMITH, John
<<RefFirstName>> Referring Doctor First Name eg. John

<<RefSurname>> Referring Doctor Surname eg. SMITH
<<RefTitle>> Referring Doctor Title
<<RefID>> Referring Doctor ID
<<RefPractice>>  Referring Doctor Practice
<<RefPracld>> Referring Doctor Practice ID
<<RefAdd1>> Referring Doctor Address 1

If Address Line 2 is empty,

this will show Suburb State
<<RefAdd2>> Postcode

otherwise it will show

Address Line 2

If Address Line 2 is empty,

this will show Suburb State
<<RefAdd3>> Postcode

otherwise it will show

Address Line 2
<<RefSuburb>> Referring Doctor Suburb UPPERCASE
<<RefState>> Referring Doctor State UPPERCASE
<<RefPC>> Referring Doctor Postcode
<<RefMob>> Referring Doctor Mobile 9999 999 999
<<RefPh>> Referring Doctor Phone 99 9999 9999
<<RefFax>> Referring Doctor Fax 99 9999 9999
<<RefEmail>> Referring Doctor Email

. Referring Doctor

<<RefQualif>> Qualification
<<RefSpecID>> Referring Dr Speciality ID
<<RefSpec>> Referljlng Dr Speciality

Description
<<RefLoc>> Referring Doctor Location
<<RefProv>> Referring Doctor Provider

Number

Manually Updating Clinic Health Fund Fees

Whether it is Medicare, DVA, or Health Funds, FYDO keeps your item fees up to date, automatically.

Note: Your FYDO system maintains the latest Medicare/ DVA fees by default. To enable automatic
fee updates for the Health Funds, click on the link below:

https://wiki.fydo.cloud/Health-Fund-Fees



https://wiki.fydo.cloud/manually-updating-health-fund-fees/
https://wiki.fydo.cloud/Health-Fund-Fees%5C

Manually updating health fund fees

The manual procedure can only update fees for items that have already been added to your FYDO
system. So, to prevent having to re-run the update for a given health fund, we recommend that you
add all the items you need to bill before running the update.

Not sure how to add items? Click on the link below to learn how:

https://wiki.fydo.cloud/adding-mbs-items

Ready to manually update your health funds fees? Let’s get started!

First, go to Settings > Bulk Fee Update

> Appointments Setup » Fee Management

...o > Rooms e- Bulk Fee Update

* Fee Levels

You will now see the Bulk Fee Update screen where you will need to update two sets of fees for
each health fund. The first set are the “Old fees/ codes” and the second set are the “Current fees/
code” (To be updated in that order).

1. The Old Fees are what will be charged for services where the Date of Service is prior to the
introduction date of new fees for a given item.

2. The Current Fees are the latest fees and will be charged for services where the Date of
Service is on or after when new fees were introduced for a given item.

SETTINGS > ITEMS > 110- PROFESSIONAL ATTENDANCE AT CONSULT

Number 110 Category 1 Group A4 Sub
Procedure Name  Professional attendance at consult Item Type QtyonHand 0
Modal
ficies Rule  Dummy 100% rebate R
Link Procedures Active Stock Item A

Classifications - Hospital

Theatre Band (National) Same Day Accom Band 1 Override Accom ltem

Theatre Band (State) Eclipse Code Mapping

Day Type ADA Code
Patient Class » Threrese
DVA Accommodation a
Current fe Fee after Ol feac” -
- eshold date of 01/02/2021 "Oldfees" -Fee priorto
Fees Schedules - Clinic threshold date of 01/02/202
s
Current

Fee ex GST

0 DVA In-hospital $217.95 01/02/2021 $217.95
1 MBS 100% $ 157.95 01/02/2021 $ 157.95
2 Workers Comp $0.00 01/01/2020 $0.00
3 Private Fee 3 $0.00 01/01/2020 $0.00
4 AHSA $ 185.70 01/11/2020 $185.70
5 BUPA $ 189.60 01/11/2020 $ 189.60

6 HCF $ 189.90 01/11/2020 $ 189.90


https://wiki.fydo.cloud/adding-mbs-items/
https://wiki.fydo.cloud/wp-content/uploads/2021/12/1-2.png
https://wiki.fydo.cloud/wp-content/uploads/2021/12/2-2.png

In other words, every item has two fees - the current fee and the last fee before the current.
Therefore, before we can update the current fees, we need to push them to the old fees.

Updating the old fees
There are a number of ways to update fees:

e Importing an Excel file - update fees from excel file
e Percentage - update fees as a percentage of the old or current fees
e Pricing - update fees by dollar amount

This blog post recommends using the percentage option. So, as shown in the screenshot below:

Set the Update Fee Level to: the health fund you wish to update fees for,
Set the Codes to: Old Codes,

Set the Change Fee By: to Percentage

Set the Base Fee Level to: the same health fund chosen in step 1

Set the Percentage to: 100.00

G W=

FEES SETUP > BULK FEE UPDATE

Bulk Fee Update

Update Fee Level Change Fee By
5-BUPA Percentage
Codes Base Fee Level
Old Codes 5-BUPA
Codes
Old Codes

Percentage (%)
100.00

Then, click the Save button

Save

This will replace the Old fees of all items for the selected health fund with the current value of the
current fees.

Updating the current fees

Next, we must update the current fees; and we do this on the same screen as above. We will be
updating the health funds fees by importing an Excel sheet.

As shown in the screenshot below:

1. Set the Update Fee level to: the health fund you wish to update fees for,
2. Set the Codes to: Current Codes,
3. Set the Change Fee By to: Importing an excel file


https://wiki.fydo.cloud/wp-content/uploads/2021/12/3-1.png
https://wiki.fydo.cloud/wp-content/uploads/2020/08/save.png

Next, you'll need to download the excel file containing the fees for that health fund from our website
at the link below:

https://au.acsshealth.com/healthfundfees/

Note: Be sure to download the appropriate file based on your state (if applicable) and Gap or No
Gap (if applicable).

Once downloaded, browse for the file using the Browse button, select the file, and hit Save.

Change Fee By Upload File

Template File 0—

Save Cancel

Importing an excel file

This will replace the Current fees of all items for the selected health fund with the latest fees
released by the health fund, from the Excel sheet uploaded.

That’s it! You have successfully updated the fees for the health fund. Repeat the process for as many
funds as necessary.

Clinic Billing - Overseas Patients

Need to bill an overseas patient? Read on to learn how.
Step 1: Bill manual invoice

Overseas claims are received and processed manually. This means you cannot bill such claims
through eclipse for electronic lodgement. Therefore, you'll need to create and send a manual
invoice.

Note: Ensure the Bill Type is set to: Private and the Type is set to: Health Fund


https://au.acsshealth.com/healthfundfees/
https://wiki.fydo.cloud/wp-content/uploads/2021/12/4-2.png
https://wiki.fydo.cloud/clinic-billing-overseas-patients/

Location
Eccles %

Practitioner

CELES, Peter

DOs Hospital

31/12/2020 |_| (] In Hospital

Bill Type Type

Private Health Fund

Fes Level Known Gap
Level 3 - BUPA [ Known Gap 0.00

Step 2: Print manual invoice to PDF

Note sure how to print invoices? Click here to learn how

Step 3: (Conditional - If claim is for Medibank or AHM) complete the corresponding claim
form and save it to your computer

e Medibank - click here to download claim form
e AHM - click here to download claim form

Step 3: (Conditional - If claim is for BUPA, ) complete BUPA batch header form and save it
to your computer

o Click here to download batch header form
o Enter the practice name as the location of the service and the practice id as the
doctor’s BUPA FundPayeeld

If you have previously entered the doctor’s FundPayeeld into FYDO, you may find it by going to
Settings > Doctors:



https://wiki.fydo.cloud/wp-content/uploads/2021/09/unnamed-5.png
https://wiki.fydo.cloud/printing-clinic-invoices-through-patient-records/
https://www.medibank.com.au/content/dam/medibank/pds/MPL5930719-Claim-Form.pdf
https://www.ahmoshc.com.au/content/dam/b2c/docs/ahm/ahm_oshc_claim_form_0812.pdf
https://www.bupa.com.au/-/media/Dotcom/Files/pdfs/batch_header_form.pdf?la=en&hash=3028A4BC257FC4A64C84124A344C7D9E0ADDF8D8
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Step 4: Send off the documents

¢ Once you are ready to send off the invoice, contact the health fund and ask what email address
they would like the manual claim sent to, as well as whether they require any other supporting
documents

e Need their contact details? Follow the link below:

https://wiki.fydo.cloud/medicare-and-fund-contacts-dealing-with-rejections/

Step 5: Follow up & pay off the invoice

e We’d recommend you call the health fund a couple of business days after you email them to
ensure your email has been received and will be looked at in the coming days

e After this point, you may wish to follow up every couple of weeks, inquiring whether or not
your invoice has been paid

¢ Once the invoice has been confirmed to be paid, pay it off on FYDO

That’s it! That’s how to do overseas billing for patients.
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