
Changing an Eclipse Claim to Paperbase

In some instances, a facility will need to change a claim from ECLIPSE to Paper Base. This may
occur if they are required to send it manually, rather than electronically, to the fund.

1.In Claiming Hospital > Not Yet Sent, ensure the required claim is highlighted blue & then
right-click on the line

2. Select Episodes

3. Ensure a line from the required invoice is selected & shaded light blue

4. Click on the Invoice Options dropdown

5. Select Invoice Status

6. Use the Type dropdown

7. Select Paperbase

8. Click Save
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9. When returning to Not Yet Sent the claim should now show as Paperbase and the user will be
able to Mark as Sent.

Processing Admissions with Multiple
Treating Doctors

As ECLIPSE does not support admissions under multiple doctors, FYDO must be configured and
used in the same way.

Patients must therefore be admitted under the primary admitting doctor only, with all admission
details recorded within the same episode.

Where multiple procedures are performed by different doctors in different theatre visits, these
should be managed using multiple theatre admissions within the episodes Theatre Screen.

The doctor who performed each individual procedure can then be recorded within the Coding
screen, which is the only area where procedure-level doctor allocation is supported.
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Book the patient into FYDO with the Primary Admitting Doctor listed in the Dr/Surgeon1.
field
If you’d like to document the Secondary Surgeon for completeness of records, they can be2.
entered into the Surgical Assistant field. N.B this field isn’t transmitted electronically via
ECLIPSE, and the secondary surgeon cannot be identified in the electronic claim in any way as
that isn’t supported.
Patient is Admitted as usual under the Primary Admitting Doctor3.
If all procedures are performed in the one theatre visit, all Items can be entered together4.
under the First visit to theatre
If the patient requires two visits to theatre to have each procedure performed separately,5.
the Multiple Visit to Theatre dropdown can be utilised to enter the additional visits
Multiple Visits to Theatre will be identified with the Multiple icon6.
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7. The Coding Screen allows for each Procedure Code to be assigned to a specific Surgeon/Dr.
This is the only place in FYDO that allows for each doctor to be documented against the procedure
code they performed.

All other discharge and billing processes for this episode will function as normal.

Creating a Hospital Quote (IFC)

FYDO allows you to produce an Informed Financial Consent (IFC) for a patient that is not entered
into your database.

This feature is particularly helpful in enabling the facility to provide patients with quotes prior to
them scheduling their appointment.

To create a hospital quote for a new patient that does not already have an appointment booked in
FYDO, navigate to the Patient List screen, selecting Create Hospital IFC
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Here, you will need to input the patient and procedure details:

Title1.
First Name2.
Surname3.
Date of birth4.
Select the patients funding source5.
Confirm the correct hospital location6.
Doctor/ surgeon7.
Date of admission and discharge8.
Length of time the procedure will be9.
The type of anesthetic to be used10.
Enter all required MBS item numbers/ items11.
Enter all required prosthetics, consumables or other services12.
Create IFC13.

Now you have created the IFC, check the patient details and items are correct.

The charges will be populated from the contract fees entered to FYDO for the funding source chosen
for this quote.

If you need to add a discount to the hospital fee, you can do this here by entering a % or amount
you would like to discount the total fee by.

You can also add a message to the quote by selecting the IFC Message dropdown to select a preset
message, or you can create your own by choosing Custom Message.

If there is any information you would like to amend, select Edit IFC.
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Once all the information is confirmed as correct, ensure you have the correct Template selected
and Save & Print

Your quote will then download ready for you to provide to the patient.

If you need to create a quote for a patient who has a medical record in FYDO but does not have an
appointment booked yet, you can do this from the Patient Details screen by selecting the three dots
on the top right-hand side of the screen, then selecting IFC Hospital.
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This will prepopulate the patients personal and fund details requiring you to only input the planned
procedure details:

Confirm the correct hospital location1.
Doctor/ surgeon2.
Date of admission and discharge3.
Length of time the procedure will be4.
The type of anesthetic to be used5.
Enter all required MBS item numbers/ items6.
Enter all required prosthetics, consumables or other services7.
Create IFC8.

Once you have confirmed the details are correct, select Save to save this directly to the patients
Documents tab, or Save & Print to save directly to the patients Document tab as well as make it
available immediately to view and print.
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NIB Type C Billing (SDEX)

The process of billing NIB Type C procedures, to accommodate the SDEX item, has been simplified
in FYDO.

To accommodate the easier workflow, development work has been completed to restructure how
FYDO processes these claims, ensuring they can continue to be transmitted electronically and paid
successfully via ECLIPSE.

As part of this update:
– It will no longer be necessary to manually add SDEX as an item number to each claim
– FYDO will automatically populate and transmit the required information in the correct segments in
line with NIB’s updated requirements

Please see the updated requirements below for billing NIB procedures with a Type C
Certificate:

Settings > Health Fund Fees > Fund: NIB > Other Settings tab.1.
Review the two options below to ensure the setting aligns with your NIB contract stipulations:
– When Type C – Charge Theatre fees is to be selected if your contract allows theatre fees
for the Type C item number.
– When Type C – ignore Type C accom fee is to be selected if the contract allows for the
regular accommodation band (1 to 4) to be billed, instead of the specific Type C Accommodate
Fee.

2. The Type C Accommodation Fee must be configured, as it will be used and reported within the
Single Value Benefit (Casebase Fee) segment. This can be found in the Same Day Fees tab.
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3. NIB Type C procedures are now required to be billed on a per diem basis. When using the
Create Invoice screen, please ensure that the billing type is set to Default or Per Diem. FYDO will
convert the per diem Type C bed fee into the required Single Value Benefit (Casebase Fee) segment,
applying the appropriate mapping code.

If you require any further clarification, please don’t hesitate to reach out.

Digital Informed Financial Consents (IFCs) in
FYDO

FYDO now supports a digital workflow for sending Informed Financial Consents (IFCs) and
National Private Patient Hospital Claim Forms (HC21 forms for insured patients) directly to
patients via the Preadmit Portal.

This feature allows patients to receive, review, and sign their IFC before arriving at the facility,
with the signed document automatically returned to FYDO for staff to view — reducing paperwork,
manual handling, and administration time.
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What This Feature Does
Once enabled, this feature allows facilities to:

Send IFCs and HC21 forms digitally via the patient’s Preadmit Portal
Allow patients to read and sign forms in their own time
Automatically return the signed IFC to FYDO
Automatically update Checklist items as the IFC progresses
Give patients ongoing access to their signed IFC via the Preadmit Portal
Reduce reliance on paper forms while still meeting informed financial consent obligations

Key Benefits at a Glance

✅ Faster, more efficient IFC processing
✅ Reduced manual administration
✅ Clear visibility of signed vs unsigned IFCs
✅ Improved patient experience
✅ Reduced paper usage
✅ Continued compliance with informed financial consent requirements

How the Digital IFC Process Works
At a high level, the workflow is as follows:

The facility creates the IFC in FYDO (using the existing IFC screen).1.
The IFC is sent digitally to the patient via their Preadmit Portal.2.
The patient reviews and signs the IFC online.3.
The signed IFC is automatically returned to FYDO.4.
Facility staff can view the signed form directly in FYDO Documents.5.

No scanning, uploading, or manual checklist updates are required.

Automated Checklist Updates
As part of this workflow, FYDO’s Checklist feature is fully automated:

“IFC Created” is automatically ticked when the IFC is generated
“IFC Signed” is automatically ticked once the patient signs the form



This provides staff with real-time visibility, right on the Appointments Screen, of which patients
have completed their IFCs and which are still outstanding — without any manual intervention.

Patient Access to Signed IFCs
Once signed, the IFC remains available to the patient via their Preadmit Portal at any time.

This means:

Patients can easily access their copy when needed
Facilities can reduce or eliminate the need for printed copies
Hospitals continue to meet their obligation to provide informed financial consent
documentation

Important Requirements

Preadmit Account Required

This digital IFC feature only works for patients who have a Preadmit Account.

If a patient does not have a Preadmit Account, the IFC will need to be handled using existing non-
digital processes.

Patients with a Preadmit Account can be identified by the Preadmit Logo displaying on their
Patient Screen.
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Patients are linked to their Preadmit Portal via the Email Address that they use to log in. FYDO can
check existing patients utilising the Get Preadmit ID feature on the Patient Screen for patients
with a valid email address entered.

Enabling This Feature
This feature must be enabled by the FYDO Support team before it can be used.

If you’d like to implement digital IFCs for your facility, please reach out to our wonderful Support
team, who will assist with setup and configuration at support@alturahealth.com.au

Once enabled, the feature will be available directly from the standard IFC screen — no new
workflows or screens to learn.
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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.

Upload a completed HC21 Left document to the patients Documents (or any document that1.
needs to be included. e.g. Type C or Acute Care Certificate)
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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

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

FYDO will produce a single PDF that includes:
– Invoice
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– 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.

Save the document and submit to the health fund.

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
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Populate all required fields as per below:

Ensure Payment Date is correct1.
Add Payment Type2.
Type Amount received3.
Document the Drawer who made the payment4.
Add a Reference No. if required5.
If payment is made via Cheque, add the Bank and Branch6.
Utilise Click to Search for an Individual Account to search for patients and manually add7.
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 Balance8.
Click Save9.

Split Transaction/Payment (Hospital)

If a payment has been receipted in one transaction but needs to be allocated to two separate invoice
numbers or episodes, you can follow these instructions to “split” the payment into the two required
amounts:
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Navigate to the Episodes Screen and locate the payment that needs to be amended.
Utilise the menu icon (three dots on the transaction line) to select Split Transaction.

A pop-up will appear, displaying the total amount of the original transaction in the top line.

Enter the amount you wish to allocate to the first receipt in the top line. The second Amount field
will automatically populate with the remaining balance.
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Click Save.

The original transaction will now appear as two separate lines.

Please see our wiki page for instructions on how to Reallocate the Transaction to another invoice
or episode for this patient.

Reallocate Transaction (Hospital)

Reallocate a Transaction (Hospital)

In some instances, a payment may need to be reallocated to another invoice or episode for the
patient.
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If the transaction needs to be split into two amounts before reallocation, please refer to our wiki
page for instructions on how to Split Transaction/Payment (Hospital).

Split Transaction/Payment (Hospital)

To reallocate a payment, navigating to the Episodes Screen and locating the relevant payment.
Utilise the menu icon (three dots on the transaction line) to select Reallocate Transaction.

A pop-up will appear displaying all of the patient’s other invoices across all admissions. This is
particularly useful when reallocating a deposit from one episode to another – for example, in the
case of a cancelled procedure.

Once the appropriate invoice is selected, click Link Payment.

In the example below, the $150 deposit has been reallocated from Invoice 582 to Invoice 583.
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Refund Adjustment via Episodes Screen
(Hospital)

Navigate to the Episodes Screen and select the invoice that requires the refund.
Utilise the Invoice Options dropdown to select Adjust Invoice.

The Transaction Date will populate as the current date but can be amended if required to1.
reflect the actual date the refund was processed.
Select Refund in the Type field.2.
The Payment Type field is displayed allowing the facility to record how the refund was3.
processed.
Add the refund amount to the corresponding Allocated field.4.
Click Save5.
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