Emailing an Invoice from FYDO

You can now send invoices directly from FYDO using your Microsoft 365 email account. This feature
uses a secure integration via a Microsoft Enterprise Application called FYDO_EmailSender.

For this functionality to work, your Microsoft 365 tenant must allow the required permissions, which
may need assistance from your IT department. To find out how to set up your email, see our Setting

up to Email from FYDO user guide.

Once successfully set up, you can email an Invoice Copy from the Episodes screen.

1. Under the Invoice Options Drop down in the Episodes screen, select ‘Invoice Copy’

| Invoice Options v |

Adjust Invoice

Combined HC21 & Inv
; | Deposit Copy

HC21 Left

HCZ21 Right

HC21 Back

Invoice Copy @

Invoice Status

Reverse Invoice
Statement Copy

2. Select the Invoice options as usual and click on the ‘Email Invoice’ button

Invoice Copy X
Adm Date Invoice No Billed To Balance Due
17/12/2025 524 Patient $86.00

Send Invoice To = Patient v
Template Invoice e
Invoice Note  Payment of Account v

call 07) 4567 1234

3. Select who you'’d like to email, whether it be the Patient or Fund, modify the Email
Subject and Body of the email if necessary and click on the ‘Send Email’ button

To make a payment towards this account please ‘
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Email Invoice
[v] Patient Email
EggMan{@gmail.com
Fund
Subject
Your Receipt!’\nvoice:|

Body

Hi Humpty
Please find attached your Receipt/invoice #524

4. If the email is successful, you should see a message at the top of the FYDO screen like
below

| Email sent successfully X |

[ Important: The email will appear to the recipient as being sent from the shared mailbox (e.g.
reception@hospital.org.au), but will still be sent using your personal Microsoft 365 account.
The message will be saved in your Sent Items, not the shared mailbox’s.

Setting up to email from FYDO

You can now send invoices directly from FYDO using your Microsoft 365 email account. This feature
uses a secure integration via a Microsoft Enterprise Application called FYDO_EmailSender.

For this functionality to work, your Microsoft 365 tenant must allow the required permissions, which
may need assistance from your IT department.

Email Verification Step - Before being able to email an invoice from FYDO, you firstly need to
verify your email account (either your user account or a shared email account, such as a department
email address).

To verify your email, follow these steps:

1. Go to your user account initials in the bottom left corner and select ‘Edit Profile’
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Test User

Edit Profile 1

Logout

2. If you want to email from a Shared email account, enter the email address, otherwise leave

blank to send from your account you used to log into FYDO.

Click on the Microsoft button, which will prompt you with the following screen.

4. Click on the Accept button and if your Microsoft already has the appropriate permissions set,
you should get a “Email has been successfully verified” message at the top of FYDO, as shown
below.

w

Edit Profile - Test User

User Details  Change Password  Authentication  Sessions  Email Verification

Email Verification Reset Verification

Shared Email

¥l | support@alturahealth.com.au e

BY Microsoft
ahartikainen@alturahealth.com.au

Permissions requested
FYDO_EmailSender

Altura Health Pty Ltd| €

This app would like to:

v Maintain access to data you have given it access to

~  Send mail as you

~ Sign you in and read your profile

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement. The publisher has not provided links to their terms

for you to review. You can change these permissions at
https://myapps.microsoft.com. Show details

Does this app look suspicious? Report it here
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Email has been successfully verified. X

Note: If you do not see the success message, your Microsoft 365 tenant may not have granted the
required permissions. Please contact your IT department and advise them that the
FYDO EmailSender application needs to be granted the following permissions for your user account:

e offline access
e Mail.Send
e User.Read

You may also not have the appropriate permissions to email from a Shared email account.
IT Support Teams can contact Altura Health Support for assistance if required.

To find out how to email an invoice from FYDO, please see our Emailing an Invoice from FYDO user
guide.

My Health Record - Checking Patient’s
Individual Healthcare Identifier and Consent

In order for patient’s Discharge Summaries to be uploaded into My Health Record (MHR) their Individual Healthcare
Identifier (IHI) needs to be successfully verified.
These instructions will explain how this can be done in FYDO.

When creating a new patient, the MHR Consent tick box will be ticked by default. This ensures all
episodes created for this patient will automatically have the MHR Consent box ticked at an episodic
level.

It will need to be unticked if the patient withdraws consent for information to be uploaded to MHR,
and in turn, any bookings created after the patients MHR Consent tick box is unticked will not have
the tick selected in the episode.
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@ 163 - SWAGGER, Bob Lee (16/04/1986 - 39)

Patient Details  Appointments  Recalls  Accounts  Episodes  Communmication  Chart Tracking  Documents
& Patient Details
[ ]
- Tithe Pronouns File Number External ID
Mr
Bob Lee SWAGGER First Hame ) Middle Mame
Bob Lee Shoater
Patient D 163 Last Mame Previous Hame
Sex WMale SWAGGER Fun
Ade g Preferred Name Diate of Barth DO Estinate
16/04/1986
Language  English
Saex Gandur
Pemfivg 1979 Mabe Man, o boy, of male
Acidrass Suburb State Pesteods
. 123 Longshat Lane TRIGG Wi 6020
% Allergies
Mango i
Muobile Hame Wik
Email
A Alert
2. Referring Details
Notes Prevaous Reterrats
w
Raternng Doster Ratarral Ta
Roferral Date Period  First Consult Site Feferral jglobal)  Open Access Status

B Document Alert

&+ Personal Information

Clirvical

% X Total 1979.00

o -

B Medicare / DVA

Medicare Number Ret Ewpiry Engibelity

Weterans Mo Weteran Card Colour DA Awth No DA Awtth, Darte

B Entitlement Cards.

Card Type Card Number

W Health Fund

Fund Hame
AUH = Australian Unity

Membership No. uPl
123456 ®

Insurance Status
Full Fee

Allins Name Alias Surname

@ Online Patient Verification [OPV)

As at

Last Health Fund Check

Type
Health Fund

Last Medkcare Check

Location
Shaes Prvate Hospital w

i Health ldentifier

Haalth kdentifier Numiber MHR consent;
Status Record Status Last Werified

FYDO will automatically verify the IHI Number when the patient is added to the database for the

first time.

If manual verification is necessary, click “IHI Check” after adding the patient.

@ 163 - SWAGGER, Bob Lee (16/04/1986 - 39)

Appointments  Recalls Accounts  Episodes  Communication  Chart Tracking  Documents
2 Patient Datails
(1]
- Tithe Pronouns File Humber Exturnal i
Mr
Bob Lee SWAGGER First Hame ) Middle Mame
Bob Lee Shoater
Pati [+ 163
wient Last Hame Presious Hame
Sex Male SWAGGER Fun
Aae a0 Preferrad Name Date of Barth DOB Estimate
16/04/1986
Language  English
Sex Gandar
Pending 1,979 Make Man, ar boy, or male
Aeldrass Suburl State Festeads
. 123 Longshot Lane TRIGG Wi 6029
% Allergies
Ma
nae Mebils Hama Wk
Email
A Alert
A, Referring Details
Notes Previcus Referrats
-
Ratering Dector Faterral To
Roterral Dato Poriod  First Consult Site Reforral fglobal) Opan Accass  Status

B Document Alert

&+ Personal Information

PR

Clinical

% X Total 1.979.00

m Bal Patient e

B0 Medicare / DVA

Midicare Humber Ref Enpiry Eligi bility

Veterans No. Veteran Card Colour DVA Auth No DVA Auth, Date

B Entitlement Cards

Card Type Card Number

% Health Fund

Fund Name
AUH - Australian Linity

Membership No. (L]
12345¢ x

Insurance Status
Full Fee

Allins Name Alias Surname

@ Online Patient Verification (OPY)

As at
~ 28102025 @ m

Last Health Fund Check

Type
Health Fund

Last Medkcare Check

Location
Shaes Private Hospital ~

i Health Identifier

Haalth dontifior Numbar  MHR consent
Status. Record Status Last Verified

If you are aware of what the patient’s IHI Number is, and have typed it into FYDO, the check will

verify that it is correct.

If you do not have the patient’s IHI Number, the check will retrieve their number and populate the
field, provided that the patient can be identified.



The Status, Record Status and Last Verified information will be displayed.

fifi Health ldentifier

Health Identifier Number MHR consent
800 ] IHI Check .
Status Record Status Last Verified
Active Verified 20/10/2025 04:43:11 PM

A message will display if the patient cannot be identified.

Health Ildentifier Error
(INFORMATION) Mo Healthcare Individual records have been
found.

|
Health Identifier — Failed Luhn Check X
The Health Identifier value has failed the Luhn check, please check.

a

[HI verifications work according to the same data matching principals’ as the Medicare OPV. To
address an unsuccessful verification, users can check certain patient identifiers i.e. the spelling of
the first and last name, accuracy of their Date of Birth and Medicare card.

MHR Consent

MHR Consent is available in FYDO on both the Patient Level and the Episodic Level to allow
patients the flexibility to withdraw MHR consent for specific episodes.

For facilities that utilise Preadmit, MHR Consent can be obtained when the patient submits their
admission form, and the information can be transferred into FYDO. The answer that the patient
gives will be reflected on the Patient Screen. If you are interested in setting this up, please reach
out to our Preadmit team.

Consent on a Patient Level:

e For patients created in FYDO, MHR Consent is ticked on the Patient Screen by default when
a patient is created.
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e If a patient withdraw consent completely, this box needs to be manually unticked.

e MHR Consent updates made in Preadmit will update the patient’s MHR Consent status in
the Patient Screen.

Consent on an Episodic Level:

e MHR Consent is defaulted at the point of booking based on the patient’s current consent
status in the Patient Screen.

e If the patient has consented, new episodes will be automatically ticked as consented.

e If the patient has not consented, new episodes will remain unticked.

¢ After booking, the Edit Appointment Screen consent operates independently from the
Patient Screen. This allows consent to be added or removed for an individual admission.

¢ If the MHR Consent is not ticked in the Edit Appointment Screen, FYDO recognises that the
patient has not consented, and the facility will be unable to upload the discharge summary to
MHR.

For more helpful information related to My Health Record visit our associated wiki pages to:

Add your organisations HPI-O to FYDO here.
Add your doctors HPI-I to FYDO here.
Upload a discharge summary in FYDO here.

My Health Record - Adding your Doctors
HPI-I to FYDO
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In order to upload Discharge Summaries to My Health Record Clinical Staff (Doctors/Surgeons) will need to

supply the facility with their Healthcare Provider Identifier - Individual (HPI-I). Doctors can find out what
they HPI-I is by calling Healthcare Identifiers on 1300 361 457 or they can get it from AHPRA.
This number needs to be entered into FYDO by following the instructions below.

Navigate to Settings
Select Doctors

SETTINGS

LAY

~
:

>
>

>

o

Double click on the required Doctor & select Edit

»

Accommodation Categories
Appointment Types

Area Codes

Band Mappings

Booking Codes

Cancelled Reasons (Appointments)
Cancelled Reasons (Theatre Rosters)
Certificates

Chart Location

Coding Hold Reasons

Checkers - Letters

Departments

Deposit Types

Doctors b e

Doctor Specialities
Document Types
ECLIPSE Mapping
Health Funds

Health Fund Participants
Hospitals

Invoice / IFC Messages

Items

Item Types

» &~ PIERCE, HAWKEYE

Doctor Details

Driode 6

Type in the Doctors HPI-I, under the section Health Identifier, and click Save

Title  Dr

Locator  Shaps Private Mospital

~  Hosgital



Health Identifier
HPI-I

Status -
Last Verified -

Address Site Mame

Address Street
Mumber

Address Street Name

Address Street Type

FYDO will automatically run an internal check, to ensure the HPI-I follows the required format, when
you click save. If the number doesn’t meet the requirements, you will be given an alert.

Health ldentifier — Failed Luhn Check

The Health |dentifier value has failed the Luhn check, please check.

You will then need to either correct the HPI-I or remove it to be able to save the rest of the
information.

If the number was able to be saved, you can utilise the HPI-I Check button to verify the number. A
successful verification will be identified with a GREEN boarder, and the Status and Last Verified
date and time also be displayed.

Health Identifier
HP(-| [BﬂﬂEElBSGﬂﬂ-*i?lBl ] m

Status Active
Last Verified 20/10/2025 11:31:50 AM

Address Site Mame

Address Street
MNumber

Address Street Mame

Address Street Type

For more helpful information related to My Health Record visit our associated wiki pages to:



Add your organisations HPI-O to FYDO here.
Check a patients [HI in FYDO here.
Upload a discharge summary in FYDO here.

My Health Record - Adding your
Organisations HPI-O to FYDO

In order to upload Discharge Summaries to My Health Record organisations will need to have completed the
registration process & received a Healthcare Provider Identifier - Organisation (HPI-0O).
This number needs to be entered into FYDO by following the instructions below.

Navigate to Settings
Select Locations
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SETTINGS

jﬁ
" General

» Accommodation Categories

> Appointment Types
> Area Codes

L 2 ]

aan > Band Mappings

> Booking Codes

Cancelled Reasons (Appointments)

> Cancelled Reasons (Theatre Rosters)

n IF @

> Certificates

> Chart Location

» Coding Hold Reasons
Checkers - Letters

> Departments

> Deposit Types

+ 3 (-

> Doctors
> Doctor Specialities
> Document Types

> ECLIPSE Mapping

> ﬂ Funds
> Fund Participants

ospitals
Invoice / IFC Messages
> Items

> ltem Types

L > Locations h 9

sSD

Double click on the required Location & Click Edit

ETTINGE 2 LOCATIONS » HOSPITAL AND NSW (HOSPTTALY

pe / Edit
Hame  Hespital and NSW oD 2 ACM 012-345-678 /
r ks | 123 Hospital Highway BN 12,345.676.910
:l. Fhone | [11)2111-1121
: o= - - -
> Conact [
il Stabus [ Active
Enter in the organisations HPI-O and click Save
- o msSsssssdis /m Cancal
Hame | Hospital and NSW D2 AL 013-345-678
f fadess | 123 Hospital Highway AEN  12.345-678-910
:.\ Phone (11)1111-1111
B | 770 | Boo B Last erifed - el




You will then be able to click HPI-O Check and see the Status and Last Verified date and time.

Hame  Hespital and NSW 4CH  D1Z-345-6T8

addwss | 123 Hospital Highway BN 12-345.678-910

1j1111-1111

St RINGWOOD QLo 3134 Fix  [22)2222-2222

F-0 | B0

Contact

A successful verification will be indicated with a GREEN boarder around the number as per above.
For more helpful information related to My Health Record visit our associated wiki pages to:

Add your doctors HPI-I to FYDO here.
Check a patients IHI in FYDO here.
Upload a discharge summary in FYDO here.

Diagnosis Cluster Code User Guide

This guide is written for end users (e.g. clinical coders, medical record staff) who assign the
Diagnosis Cluster Code ID during routine workflows.

What is a Diagnosis Cluster Code?
A Diagnosis Cluster Identifier (DCID) is an alphanumeric character allocated to each ICD-10-AM

code reported within an episode of care to identify and maintain the link between diagnosis codes as
the data is collected, validated, processed and analyzed.

When should I assign it?

Cluster codes apply for ICD-10-AM and ACS Thirteenth Edition and will be mandatory starting from
1 July 2026.

Is FYDO Cluster Code Ready?

Yes, the Diagnosis Cluster Code field is already available on the FYDO Coding Screen for each
diagnosis line.
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> CODING SCREEN * ric:$0.00 Hospitsl: §-923315.50 Total:$-623,315.50 m Cancel

MRN 103 - DOB 03/04/1922 (103) Sex Female FileNo Fund BUF Location Shaes Private Hospital {QLD)
Admission No. 1086 EpiNo. 111 Admission DatefTime 02/12/2025 06:00 Discharge Date/Time - Dr/Surgeon HAB, Rea Spediality Surgeon Anaesthestist

Procadure Notes Gastroscopy Crthar Notes

Codor | 5 [Aftural Copy Previous Coding — Select Episode w Cading on Held w

While not mandatory until 1 July 2026, hospitals have the option of assigning DCIDs now or leave the
cluster code as default 8.

More information can be found via the helpful link here:
Cluster coding | IHACPA

Cluster Coding and Data Extracts

FYDO will include Diagnosis Cluster Codes in all statutory data extracts from 1 July 2026, in
alignment with IHCPA requirements.

Appointment Screen Improvements

FYDO is continuously working behind the scenes to enhance functionality and streamline workflows.
Below, you’ll find an overview of the new look Appointment Screen scheduled for implementation
at the end of September.

This sleek new look has been designed to support efficient workflows and allow staff to easily access
the features that are important to them. All actions previously in the sidebar have been relocated to
allow for a wider view to display more information that is important to you.
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To choose your preferred view - All, Individual, Week, List, or Waitlist - use the dropdown menu
located on the right-hand side of the date.
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To view the calendar, click on the displayed date (e.g., Wednesday, 10 Sep 2025). The calendar
will open, allowing you to easily select your desired date.
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You can also use the arrows on either side of the displayed date to navigate forward or backward by
one day or one week, making it easy to reach nearby dates.

t Appointmants 3 Pasicrts | 45 of 360 minAse G Search i putient @ ¢ Wednesdiay, 10 Sep 2005 S T m: @ v

ADMISSIONS DAY PROGRAM  MEDICAL  THEATREL  THEATRE 2

o foEE oo

To manage your daily tasks - such as Printing Lists, Sending Bulk SMS Messages, List Re-
ordering, or Adding Patients to the Waitlist, simply use the green dropdown menu labeled
Action.
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The next icon allows you to filter the view based on the specific hospital status.
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The eye icon allows you to customize the view to meet the specific requirements of each hospital’s
department, displaying only the information relevant to you.
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Finally, the filter option provides four categories - Based On, Location, Department,
Doctors/Theatres, allowing you to customize the view accordingly.
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Combine Invoice & HC21 in One PDF

Have you ever needed to produce a single PDF for a health fund that includes the Invoice, HC21
Left signed by the patient AND HC21 Right signed by the hospital representative?

Maybe you even need to add a Type C Certificate into the file!

FYDO has made this process easy, with a feature that does it all for you! Follow the steps below to
learn how.

1. Upload a completed HC21 Left document to the patients Documents (or any document that
needs to be included. e.g. Type C or Acute Care Certificate)

B 147 - WHITE. Snaw ~ Snowy (07/07/2017 - 8) B ¥ Total 2,580.00

Patient Detalls  Appointments  Recalls  Accounts  Episodes  Communication  Chart Tracking T Climical
All Document Type - Show deleted documents Admission  Select Admisseon Date w Mew Letter
-
- Document Name Type Adm Date MHR  Created = | v m - + 8 S8
HCZ1 - Signed Documen 13 31/07/2025 08/08/2025 Q e

FC 20250522 FC 22M05/2025 22NST025 Qe

AdmissionForm_001 Admission Form 28/01/2025 28/012025 Q e

100 v+ Recoros/Page Fecords 1-3 of 3 (Fage 1of 1)

2. Navigate to Episodes

3. Ensure the correct Episode is selected
4. Ensure the correct Invoice is selected
5. Utilise the Invoice Options dropdown
6. Select Combined HC21 & Inv


https://wiki.fydo.cloud/combine-invoice-hc21-in-one-pdf/
https://wiki.fydo.cloud/wp-content/uploads/2025/08/2025-08-08_13-59-48.png

f.ga 147 - WHITE, Snow ~ Snowy (07/07/2017 - 8)

Patient Details ~ Appointments  Recalls  Accounts
Mo, Adm# Adm. Date Dis. Date
- 31 965 3100772025
-
25 924 12/07/2025
v B45 22052025
25 09 23/04/2025
29 47 0B/04/2025

Communication ~ Chart Tracking  Documents  Chinical
Status MNights Procedure Other Notes Furid
[Dischasged oo Hystaroacopy o MPL
Discharged 3 Knee Replacemant MPL
Dischanged oo MPL
Discharged 3 MPL
Dischanged oo MFL

Admission Date: 31/07/2025 | Invoices for Admission: 965

I & To Charge inc GST

G644 MFL $1,589.00
Invoice: 644 | MPL: 987654321

Inw # To DOS From Acc Period T Code
G44 MPL 31072025 31M07/2025 D DEPOS
B44 MPL 31/07/2025 31M07/2025 A ACCOM
G4 MPL 3L0TR0E 31072025 R I1E8B

B X Total 3,678.00

a

Export To w

Surgeon Location

Connors, Curtis Shaes Private Hospital

Doctor, Test Shaes Private Hospital

Black, Jack Shaes Private Hospital
Hab, Rea Shaes Private Hospital
Eyes, Bright Shaes Private Hospital
Episode Total Balance Due Shecrw viidied Invoices

Adjustments Payments Balance Due  Last Audit Date/Time Last User Edited
5000 5§-500.00 S10B9.00 OBS/2025 202 PM Shae Darr (Altura)
Invoice Total 1 Balance Due 1 Show vaided "ﬂr’-vlf'e Invaice Or\nnns ~
invoice Options
Description Oty B Charge inc GST GST T Audit Date W Adjust Inviice
a Combined HC21 & Iy
Excess Payment: Cash $-500.00 000 H 3107/2025 548 AM L Depast Cogy
HC:21 Len
1 3 $0.00 000 H 3107/2025 530 AM Shae D3yt mgnt
P—— . HC21 Back
Qther Knee Interventions, Minar Comple... $1,589.00 000 H 3107/2025 530 AM Shae Da
Invoics Cogy

7. Select the HC21 Left document that you had previously loaded into the patients Documents in
step 1. And any certificate that also need to be included in the single PDF file.

8. Click Print Invoice

HC21 & Invoice Copy

Adm Date

31/07/2025 644

Document
[¥] HC21 - Signed
IFC 2025-05-22

AdmissionForm_001

Send Invoice To
Template

Message

Invoice No

Invoice

Billed To

Health Fund

Type
Document
IFC

Admission Form

Health Fund

x

Balance Due

$1,089.00

Adm Date
31/07/2025
22/05/2025

28/01/2025

©

Cancel

FYDO will produce a single PDF that includes:

- Invoice
- HC21 Right

- Documents that were selected

The HC21 Right will need to have the Authorising Hospital Officer’s Signature and Date
added. Most PDF programs will allow this electronically.


https://wiki.fydo.cloud/wp-content/uploads/2025/08/2025-08-08_14-02-41.png
https://wiki.fydo.cloud/wp-content/uploads/2025/08/2025-08-08_14-08-25.png

O B *WHITESnow-Invédd-Combined. X -+ - o

(@] (O File | C:/Users/ShaeDarr/Downloads/WHITE-Snow-Inv644-Combined.pdf 1’33) ® 3 L @

B3 Podic ) Documents [T WIKI [ Other [ GOOD MORNING & FYDO [ JIRA @ Speedtest

=Y v v oy m e - + = 2 | of3 | ) | D Q= B B

3. HOSPITAL ACCOMMODATION DETAILS (To be completed by H

Admission Date:|__31/07/2025 jon Date:| _31/07/2025
Admissken | Adcomm. Date Data Dischargs Days Payment Type Amourt
Code Code From T Code Caimed Code Charged
4 2 31/07/2025 | 31/07/2025 | 1 1 D"“‘" 0.00

D iher:
l:l Dthar:
D Dithar

‘Same Day Patients Only (Pleasc tick (/) boxes below) Time in Theatre (ALL EPISODES - 24 hr)
Adntazion —— From11 30 T 1145
'r-mmw| 06 |T—i5ﬁl | 1500 ::".."ﬁ'fa| & |
From T

anscethatic. Wone ] vocat [ nwavanoss (] mogonst (] goners (2 || o T
Theatre/MBS (*Principal MBS first Other Services
MES Itam Dato of Sarvice Amount Chargod Cods | Date of Sorvica | Wumbar Amoues Chargod

*l188 31/07/2025 | 1,589.00

35633 31/07/2025 | 0.00

Certificates Attached: | [ Same Day Certification
|n—mwn actel ] pmon[] ovan[] ie0] wow]  peecton [] | | ] ises socton s avercon

Diagnoses / Procedures / Other Details SIS
oac[ 112E | pnavenson B0 ] snumcieaL soam 12309 ]
faatonal M23.09
ICD-10-AM
s 49503-00 92514-39
o
AcH
mnntlpil
cedure Nrst)
InfantNeonats | Age m Urgancy of W Source of Tramster In
‘Wesght igrams| Davs Admizsion E Feternal X
0 9 8
Non.Aruts Total Loave ICU Hours: MV Hours Transfor Out
Langth Days 0 X
Intet-Hes pital Unplanned Theatrs Visil No_of Hospital  |Provider No. of Haspital
g |Contractad Passnt ¢ |During Episode Fom: o [Tensterred Ta: )
vas (] Me[J

s trie and comeet secording to our records for this penod of ho

The hospital authorises
all records applrcabl to the patient far the purprse of benelits.

| o 0810812025 |

A

Save the document and submit to the health fund.

Deactivating a User

When users no longer require access to FYDO, they can be deactivated in the system.

1. Select Settings
2. Click Users


https://wiki.fydo.cloud/wp-content/uploads/2025/08/2025-08-08_14-20-00.png
https://wiki.fydo.cloud/deactivating-a-user/

SETTINGS

General

> Accommodation Categories

o

> Appointment Types

> Area Codes

v

Band Mappings

W

Boolang Codes

L%

Cancelled Reasons (Appointments)

v

L

Chart Location

W

Coding Hold Reasons

W

Checkers - Letters

» Depariments

v

Deposit Types

> Doctors

v

Doctor Specialities

L

Document Types
ECLIPSE Mapping

W

W

Health Funds

W

Health Fund Participants

v

Hospitals

Invoice / IFC Mess

Cancelled Reasons (Theatre Rosters)

3. Search for the required user and Double Click on their name

* USERS

T .

[ Sumame 4} First Name %}

8 User Test

wa v RecordsPage

4. Click Edit
5. Untick the Active box
6. Click Save

i > ERS » 8.TEST

testusen@alturahealth comau

All Groups
Group 550
Super Users L4

> Logs

W

Nurse List

v

Pathology Providers

Praclices

[¥]

W

Printer and Scanner Configuration

W

Program Numbers

v

Recall Reasons

W

Referral Types

W

Referring Doctors

W

Security

SMS Automation

v

v

SMS History

v

Staff Roles

W

Survey

v

System Configuration

L

Templates

= Clinical Note Template

= 3SMS Templates

» Templates

> Theatre Hold Reasons

> Third Parties

» Theatre Reason for Delayed Finish
» Theatre Reason for Delayed Start
> User Groups

> Users

L

Webhooks

w Show Inactive O usar 9

2FA App Last Lagin Status

O0E2024 Active

Andd Uger

w

Records 1-1 of 1 [Page 1 of 1)

Edit

First Hame | Test
Surname  Ukser
Email | testuser@alturahealth com.au
Raise Tacket From
Raise Tickes Location
Group | Super Users w
Restrict IP
S50 Mandatory

Disable 274

Personal s age

Status : e

7. Inactive users can always be viewed by utilising the Show Inactive option
8. Inactive users will be identified with an Inactive Status


https://wiki.fydo.cloud/wp-content/uploads/2025/08/2025-08-08_10-49-57.png
https://wiki.fydo.cloud/wp-content/uploads/2025/08/Snag_22ef45f7.png
https://wiki.fydo.cloud/wp-content/uploads/2025/08/Snag_22ef95dc.png

1o} Surname First Name Email Group 550 2FA App Last Login Status i}

8 User Test testuser@alturahealth.com.au Super Users v 09/06/2024 nactive g ~

Receipt a Manual Hospital Remittance

When health funds or companies pay for accounts with a manual remittance (I.E it isn’t electronic
through ECLIPSE) the payment still needs to be receipted in FYDO. These instructions will explain
how to do that:

From the Accounts Tab, select Payments

4 Welcome to Your Dashboard

“'»

f

E Accounts

Bl Payments

Adjustments

Populate all required fields as per below:

Ensure Payment Date is correct

Add Payment Type

Type Amount received

Document the Drawer who made the payment

Add a Reference No. if required

If payment is made via Cheque, add the Bank and Branch

Utilise Click to Search for an Individual Account to search for patients and manually add
them to the payment.

Continue to use this feature to add multiple patients.

Once all entries have been added, ensure the payment isn’t Out of Balance
9. Click Save

Nk w =

®


https://wiki.fydo.cloud/wp-content/uploads/2025/08/Snag_22f09839.png
https://wiki.fydo.cloud/receipt-a-manual-hospital-remittance/
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ACCOUNTS > PAYMENTS

Location Private Hospital v 0 Clckto Sear for an Individual Account

Payment Date | 04/12/2025

:3
H

Patient Name MRN Fund Outstanding Allocated

No invoices found

P, S .

s 0
Drawer Total Allocated | 0.00 Total Payment 0.0 Outof Balence  0.00 e
e Bank e ED o

™0


https://wiki.fydo.cloud/wp-content/uploads/2025/07/2025-12-04_09-13-51-1.png

