Single Sign On (SSO) with FYDO

At FYDO, we are committed to continuously enhancing the security and convenience of our platform
for our valued customers. And because of that, we use Single Sign On (SSO) to FYDO! This feature
will allow you to access FYDO using your existing credentials from Microsoft or Google, simplifying
your login process while maintaining the highest level of security.

SSO is a secure authentication process that enables you to log in to multiple applications with a
single set of credentials. By integrating SSO, we aim to provide you with a seamless and efficient log
in experience.

When you log in, you will notice two buttons for Microsoft and Google account access, as pictured
below.
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If you are already logged into your browser with either a Google or Microsoft account, you can click
on the applicable button to log in. This will take you directly to the FYDO dashboard or the Two-Step
Verification Process via SMS, email, or an Authentication App as usual.

Note- The account you use must already be set up in FYDO to proceed.

If you are not already logged into your browser with an account, you will be prompted to ‘Pick an
account’ or ‘Use another account’ as shown below. You will need to enter your password to
proceed.
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You may still use your email and password to log in unless your FYDO account subscriber has forced
SSO to be used. In that case, you may receive a message at the top of the screen, as shown:

530 (Single Sign-On) is now mandatory for login. Please use your Microsoft or Google 550 X
credentials.

If you receive the message above, please try using the Microsoft or Google buttons. If you still have
problems logging in, contact your FYDO account subscriber (the person in charge of FYDO at
your facility) before reaching out to Altura Health Support.

If you have forgotten your Microsoft or Google password, please contact your IT
department. This issue is separate from FYDO and cannot be addressed by Altura Health
Support.

How to enforce SSO in FYDO

SSO authentication can be enforced for all or selected users. Once SSO is enforced, an email
invitation will be sent to the applicable user/s, advising them to activate their account via SSO. The
user does not need to use the email invitation link; they can go directly to the FYDO website.

Note: Once a user is required to use SSO by their facility, their existing password will be deleted.

To enforce SSO for all users:

1. Go to Settings > Security and click Edit.

2. Tick the SSO as Mandatory tick box (as shown below) and click Save.


https://wiki.fydo.cloud/wp-content/uploads/2024/05/Snag_443c98d0.png
https://wiki.fydo.cloud/wp-content/uploads/2024/05/Snag_44401f38.png

TINGS > SECURITY

Tick this box to force
all users to use SSO

If, for any reason, some users are unable to authenticate using SSO, they can be reverted back to
the standard email/password authentication method.

To revert all users to email/password authentication:

1. Simply untick the SSO as Mandatory box in Settings > Security.

To revert specific users to email/password authentication:

Go to Settings > Users
Double-click on required user
Click Edit

Untick SSO Mandatory
Click Save

Gk =

Reverted users will receive another email invitation to set up their new password.

You can see which users have SSO enforced and whether they have successfully authenticated using
SSO by going to Settings > Users.
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Invoice Export Report

This report enables an Excel spreadsheet to be created of all invoice data for a selected date range.

How to Export the Invoice Export Report:

1. Click on the Reports Icon

_;E:a Dashboard

2. Under Financial Reports, Click on Invoice Stats

Financial Reports

Trial Balance

9 Invoice Export

3. Change filters as required, or if you are wanting All Invoice Data for a specific date range,
leave filters as the default filter options > Add the required To and From Date Range > Click

REPORTS >  INVOICE EXPORT
Invoice Export
Location Doctor Data Type
All Clinic Locations All Doctors All Data
Fund Date Type From To
All Funds Audit Date 0111212023 5] 25/01/2024 G\
—— [

4. Report will be Exported as an Excel-Raw file.
By default, most computers will store downloads to your Downloads folder on your computer,
or wherever you have set your browser to store your downloads on your computer.
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Exporting Referring Doctors/Practices

How to Export Referring Doctors:

1. Click on Settings

;E;::: Dashboard
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/

2. Under General, Click on Referring Doctors

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

Q Referring Doctaors
> Security
> SMS History
> Staff Roles

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

» Recall Reasons
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Referral Types
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Referring Doctaors
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Security
> SMS History
> Staff Roles

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

v [ Showlnactive  Search

Practice Name

Happy Medical Centre

Test

Add Referring Doctor

Suburb

BUNBURY
DARLINGHURST

Active

Active



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

;%s Dashboard

®

2. Under Reports - Clinic, Click on Payments
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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

e
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E
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2. Under Patient Reports, Click on Patients Stats
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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
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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

;j? Dashboard

"
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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
All Locations
Department

Al Departments
Fund

Al Funds

Patient Name | MRN Dos
BROOKS, Bob 110 13/11/2023
BROOKS, Bob 110 08/08/2023
JONES, Mary 108 21/03/2023
JONES, Sandra 109 02/05/2023
JONES, Sandra 109 01/09/2023

Doctor

SMITH (HAPPY LAKE). John
SMITH (HAPPY LAKE). John
SMITH (HAPPY LAKE), John
SMITH (HAPPY LAKE), John
SMITH (HAPPY LAKE). john

Period
All Debt
Billing Type
All Billing Type
Doctor

All Doctors
Next FU

Al

Inv Date
13/11/2023
08/08/2023
31/03/2023
22/05/2023
01/09/2023

$142.60
$300.00
$280.25
$293.80
($200.00)

Report Types
v O petail O summary @ Interactive
As At
v 25/0172024
Order by
v Name v
. @
Update  Export To
Excel
Bill Type Fund Next FU Notes Excel - Raw data
Medicare
Private 20/11/2023 Called pat will pay next week
Health Fund Medibank
Health Fund BUPA
Private

Amending a User’s Email Address

There may be instances when a user needs to change their FYDO log in email address. This can be done by the user
themselves by following the steps below.
The only exception is the Subscriber who is unable to change their email address themselves & will need to contact FYDO
Support if amendments need to be made.

1. Hover over User Profile (Your Initials)

2. Select Edit Profile
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&% Dashboard

Shae D

Edit Profile (2

Logout

3. Select Edit
4. Amend Email
5. Click Save

:? Edit Profile -

Change Password  Authentication  Sessions

User Details

First MName
Snria fivé
Email

@alturahaatth com.ai o

TimeZone
Australia - [UTC+10:00) Brisbane

The new email address will need to be used for log ins from there on.
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How to change user’s timezone

Need to change your timezone? Read on to learn how!

Note: This setting is unique to the user. Therefore, each user will need to check their own timezone

settings.

1. Hover over the profile icon (Your Initials)
2. Click on Edit Profile.

3. Select Edit

4. Select the desired TimeZone.

b EditProfile -

tails  Change Password  Authentication ~ Sessions

Australia - (UTC+10:00) Queensland

Click Save and you're all done! You have successfully updated your TimeZone on this profile.

Edit Profile -

User Details  Change Password ~ Authentication ~ Sessions

User Details

First Name

TimeZone
Australia - (UTC+10:00) Queensland
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g
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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

égi-:: Dashboard

#®

Support - |ADV01000)

(02) 9632 0026
&) fydo@alturahealth.com.au
Wiki / Manual
Raise a Ticket
Remote Assist

% Leave Feedback
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Tokens - Mailing Label

<<PracticeName>>
<<Title>>
<<FirstName>>
<<LastName>>
<<MailingAdd1>>
<<MailingAdd2>>
<<MailingAdd3>>

Practice Name
Title

First Name
Surname

Location Address 1

Location Address 2
Location Address 3
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