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)
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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


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
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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.
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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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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
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Adding Procedures and Procedure Defaults

(Hospital)

Adding bookings into FYDO is quick and straightforward - particularly when Procedure Notes
Defaults are set up correctly.
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This feature enables facilities to automatically populate multiple fields on the Edit Appointment
Screen based on the selected procedure.

The following instructions will guide you through setting up procedures to streamline the booking
process and reduce manual data entry, saving time and minimising the risk of errors.

Go to Settings

Welcome to Your Dashboard

/

Select Procedures

w
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Admitting Dr/Surgeon 3} AnaType Mins Status

Active

. Complete the Procedure Name - This will appear in the Procedure Notes dropdown on the

Edit Appointment Screen.

Select an Anaesthetic Type - Choose the anaesthetic type that applies to the procedure.
Enter the Minutes - This sets the default appointment length for the procedure.
Assign a Doctor- Select the doctor(s) who perform the procedure.

Select the Booking Code 1 - Use this if you'd like to default the primary booking code,
especially helpful for sites integrating with an EMR.
Select the Booking Code 2 - Add a secondary booking code if required.

. Enter the Fasting Food Minutes if applicable - Add time frames that will then be used to

calculate the actual time that the patient will be required to stop eating.

. Enter the Fasting Fluids Minutes if applicable - Add time frames that will then be used to
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calculate the actual time that the patient will be required to stop drinking.
9. Add Items - As you add each item, a new line will appear to allow entry of multiple items
relevant to the procedure.

10. Add Other Services - If the procedure involves protheses or other quotable services, enter
them here. As with items above, a new line will display with each entry, allowing multiple
codes to be added as needed.

11. Click Save.
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Procedures will now be listed in the Procedure Notes on the Make and Edit Appointment
Screens.

Procedures that are specifically linked to the doctor that is selected, will also be identified.
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For assistance with setting up Procedures to better suit your facilities workflow, contact our friendly

support staff:

Email: support@alturahealth.com.au

Phone: (02) 9632 0026
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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:

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.

:%?: Back to Appointments 154 - SWAGGER, Bob Lee (08/12/1975 - 49) %k X Total 5,925.00
Patient Details ~ Appointments  Recalls  Accounts Episodes ~ Communication  Chart Tracking Documents  Clinical Q, Search
No. Adm # Adm. Date Dis. Date Status Nights Procedure ‘Other Notes Fund Surgeon Location
[ 2] 21 864 06/06/2025 06/06/2025 Discharged D/O Left Cat & IOL BUP Evyes, Bright Shaes Private Hospital
-
20 856 02/06/2025 Discharged D/O Gastroscopy BUP Doctor, New Shaes Private Hospital
17 821 02/05/2025 Discharged D/O Colonoscopy test bmi 44 BUP Eves, Bright Shaes Private Hospital
16 818 01/05/2025  Discharged D/O Gastroscopy BUP Eyes, Bright Shaes Private Hospital
15 780 27/03/2025 Discharged D/o Colonoscopy BUP Connors, Curtis Shaes Private Hospital
Admission Date: 06/06/2025 | Invoices for Admission: 864 Episode Total 1,448.00 Balance Due 798.! Show voided invoices
Inv # To Charge inc GST Adjustments Payments Balance Due  Last Audit Date/Time Last User Edited
582 BUP $1,298.00 $0.00 $-650.00 $648.00 06/06/2025 6:56 AM Shae Darr (Altura)
583 uf $150.00 $0.00 $0.00 $150.00  06/06/2025 6:56 AM Shae Darr (Altura)
Invoice: 582 | BUP: 123456 Invoice Total 1,298.00 Balance Due 648.00 Show voided transactions = Invoice Opf v
Inv# To DOS From Acc Period T Code Description Qty B Charge inc GST GST T AuditDate User
582 BUP 06/06/2025 06/06/2025 D DEPOS Co-Payment: EFTPOS - $-650.00 000 H 06/06/2025 6:55 AM Shag Marr [Altiwal
Delete Transaction
582 BUP 06/06/2025 06/06/2025 A ACCOM SameDay Accommodation Fee Band : 4 1 4 $400.00 0.00 H 06/06/2025 6:56 AM Shae
Reallocate Transaction
582 BUP 06/06/2025 06/06/2025 T 42702 Lens extraction and insertion of intraocul... 6 $600.00 0.00 H 06/06/2025 6:56 AM Shae
Split Transaction
582 BUP 06/06/2025 06/06/2025 O AL025 AcrySof Multipiece Models MNEOMA, M... 1 6 $232.00 000 H 06/06/2025 6:56 AM Shae T mm
582 BUP 06/06/2025 06/06/2025 O AL00S DUOVISC VISCOELASTIC SYSTEM 1 6 $66.00 0.00 H 06/06/2025 6:56 AM Shae Darr (Altura)

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

Split Transaction

How would you like this trans

Amount -650.00

Amount 0.00

$ -650.00

Cancel Save

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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Split Transaction

How would you like this trans

Amount -500.00

Amount -150.00

$ -650.00

Cancel

Click Save.

The original transaction will now appear as two separate lines.

Back to Appointments ~ 154 - SWAGGER, Bob Lee (08/12/1975 - 49) %k A X Total 5925.00
Patient Details ~ Appointments  Recalls  Accounts Episodes  Communication  Chart Tracking Documents  Clinical Q, Search m Export To v
No. Adm # Adm. Date Dis. Date Status Nights Procedure Other Notes Fund Surgeon Location
;. 21 364 06/06/2025 06/06/2025 Discharged D/O Left Cat &IOL BUP Eyes, Bright Shaes Private Hospital w-o
-
20 856 02/06/2025 02/06/2025 Discharged D/O Gastroscopy BUP Doctor, New Shaes Private Hospital e
17 821 02/05/2025 02/05/2025 Discharged D/O Colonoscopy test bmi 44 BUP Eyes, Bright Shaes Private Hospital wos
16 818 01/05/2025 01/05/2025 Discharged D/o Gastroscopy BUP Eyes, Bright Shaes Private Hospital .o
15 780 27/03/2025 27/03/2025 Discharged D/O Colonoscopy BUP Connors, Curtis Shaes Private Hospital ..
Admission Date: 06/06/2025 | Invoices for Admission: 864 Episode Total 1,448.00 Balance Due 798.00 Show voided invoices
Inv # To Charge inc GST Adjustments Payments Balance Due  Last Audit Date/Time Last User Edited

582 BUP $1,298.00 $0.00 $-650.00 $648.00 06/06/2025 6:56 AM Shae Darr (Altura)

583 un $150.00 $0.00 $0.00 $150.00  06/06/2025 6:56 AM Shae Darr (Altura)

Invoice: 582 | BUP: 123456 Invoice Total 1,298 Balance Due 648.00 Show voided transactions ~ Invoice Options v
Inv # To DOS From Acc Period T Code Description Qty B Charge inc GST GST T AuditDate User

582 BUP 06/06/2025 06/06/2025 D DEPOS  Co-Payment EFTPOS = $-150.00 0.00 H 06/06/2025 6:55 AM Shae Darr (Altura) o
582 BUP 06/06/2025 06/06/2025 D DEPOS  Co-Payment EFTPOS - $-500.00 0.00 H 06/06/2025 6:55 AM Shae Darr (Altura) .
582 BUP 06/06/2025 06/06/2025 A ACCOM SameDay Accommodation Fee Band : 4 1 4 $400.00 0.00 H 06/06/2025 6:56 AM Shae Darr (Altura) e
582 BUP 06/06/2025 06/06/2025 T 42702 Lens extraction and insertion of intraocul.. - 6 $600.00 0.00 H 06/06/2025 6:56 AM Shae Darr (Altura) o
582 BUP 06/06/2025 06/06/2025 O AL025  AcrySof Multipiece Models MN6OMA, M... 1 6 $232.00 0.00 H 06/06/2025 6:56 AM Shae Darr (Altura) .
582 BUP 06/06/2025 06/06/2025 O AL00S DUOVISC VISCOELASTIC SYSTEM 1 6 $66.00 0.00 H 06/06/2025 6:56 AM Shae Darr (Altura) e

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.

;%ﬁ Back to Appointments .~ 154 - SWAGGER, Bob Lee (08/12/1975 - 49) E 3 X Total 5.925.00
Patient Details ~ Appointments  Recalls  Accounts Episodes ~ Communication  Chart Tracking Documents  Clinical Q, search Export To v

No. Adm # Adm. Date Dis. Date Status Nights Procedure ‘Other Notes Fund Surgeon Location

;l 21 864 06/06/2025 06/06/2025 Discharged D/O Left Cat & IOL BUP Eves, Bright Shaes Private Hospital e

»
20 856 02/06/2025 02/06/2025 Discharged D/O Gastroscopy BUP Doctor, New Shaes Private Hospital s
17 821 02/05/2025  Discharged D/O Colonoscopy test bmi 44 BUP Eyes, Bright Shaes Private Hospital
16 818 01/05/2025 Discharged D/O Gastroscopy BUP Eves, Bright Shaes Private Hospital e
15 780 27/03/2025 27/03/2025 Discharged D/O Colonoscopy BUP Connors, Curtis Shaes Private Hospital o
Admission Date: 06/06/2025 | Invoices for Admission: 864 Episode Total 1,448.00 Balance Due 798.00 Show voided invoices
Inv # To Charge inc GST Adjustments Payments Balance Due  Last Audit Date/Time Last User Edited
582 BUP $1,298.00 $0.00 $-650.00 $64800 06/06/2025 6:56 AM Shae Darr (Altura)
583 ui $150.00 $0.00 $0.00 $150.00  06/06/2025 6:56 AM Shae Darr (Altura)
Invoice: 582 | BUP: 123456 Invoice Total 1,298.00 Balance Due 648.01 Show voided transactions | Invoice Options v/
Inv # To DOS From Acc Period T Code Description Qty B Charge inc GST GST T AuditDate User
582 BUP 06/06/2025 06/06/2025 D DEPOS Co-Payment: EFTPOS $-150.00 0.00 H 06/06/2025 6:55 AM - . "
Delete Transaction

582 BUP 06/06/2025 06/06/2025 D DEPOS Co-Payment: EFTPOS $-500.00 000 H 06/06/2025 6:55 AM "
582 BUP 06/06/2025 06/06/2025 A ACCOM SameDay Accommodation Fee Band : 4 1 4 $400.00 0.00 H 06/06/2025 6:56 AM Shae Split Transaction e
582 BUP 06/06/2025 06/06/2025 T 42702 Lens extraction and insertion of intraocul... - 6 $600.00 0.00 H 06/06/2025 6:56 AM Shae warranuray————w
582 BUP 06/06/2025 06/06/2025 O AL025 AcrySof Multipiece Models MNEOMA, M... 1 6 $232.00 0.00 H 06/06/2025 6:56 AM Shae Darr (Altura) e
582 BUP 06/06/2025 06/06/2025 O ALOOS DUOVISC VISCOELASTIC SYSTEM 1 6 $66.00 0.00 H 06/06/2025 6:56 AM Shae Darr (Altura) .

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.

Re-allocate Deposit/Payment - 154 - Bob Lee SWAGGER
Select which episode and/or invoice you want to link the deposit of $-150.00 to. @

Adm. Date Adm #

=

Epi # Inv # Fund Name Admitting Dr

06/06/2025
06/06/2025
02/06/2025
02/05/2025
02/05/2025
01/05/2025
27/03/2025
27/03/2025
30/01/2025
11/12/2024

864
864
856
821
821
818
780
780
682
648

21
21
20
17
17
16
15
15
11
10

I * ™ I I ©® I I T I

582
583
578
525
526
557
498
499
469
367

Once the appropriate invoice is selected, click Link Payment.

BUPA Australia
Un-Insured Accounts
BUPA Australia
BUPA Australia
Un-Insured Accounts
BUPA Australia
BUPA Australia
Un-Insured Accounts
BUPA Australia
BUPA Australia

EYES, Bright
EYES, Bright
DOCTOR, New
EYES, Bright

EYES, Bright

EYES, Bright
CONNORS, Curtis
CONNORS, Curtis

CONNGORS, Curtis
BLACK. Jack L

Cancel Link Payment

In the example below, the $150 deposit has been reallocated from Invoice 582 to Invoice 583.
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154 - SWAGGER, Bob Lee (08/12/1975 - 49)

~N
Patient Details ~ Appointments  Recalls ~ Accounts Episodes
No. Adm # Adm. Date Dis. Date Status
[ 2 21 864 )6/06/2025 06/06/2025 Discharged
-
20 856 02/06/2025 02/06/2025 Discharged
17 821 )2/05/2025 02/05/2025 Discharged
16 818 01/05/2025 Discharged
15 780 27/03/2025 Discharged

Admission Date: 06/06/2025 | Invoices for Admission: 864

Inv # To Charge inc GST
582 BUP $1,298.00

583 u/ $150.00
Invaice: 583 | U/l: 123456

Inv # To DOS From Acc Period T Code
583 un 06/06/2025 06/06/2025 D DEPOS
583 ui 06/06/2025 06/06/2025 0 GAP

Communication

Nights
D/O
D/o
D/o
D/o

D/o

Adjustments.
$0.00

$0.00

Description
Co-Payment: EFTPOS

Gap Pre-Payment

Chart Tracking Documents

Procedure
Left Cat & IOL
Gastroscopy
Colonoscopy test
Gastroscopy

Colonoscopy

Payments
$-500.00

$-150.00

Clinical

Other Notes

bmi 44

Balance Due

$798.00

$0.00

Charge inc GST

*

X Total 5.925.00

ExportTo v

Fund Surgeon Location
BUP Eyes, Bright Shaes Private Hospital
BUP Doctor, New Shaes Private Hospital
BUP Eyes, Bright Shaes Private Hospital
BUP Eyes, Bright Shaes Private Hospital
BUP Connors, Curtis Shaes Private Hospital

Episode Total 1,448.00 Balance Due 798.00 Show voided invoices

Last Audit Date/Time Last User Edited

06/06/2025 6:56 AM Shae Darr (Altura)

06/06/2025 6:56 AM Shae Darr (Altura)

Invoice Total 150.00 Balance Due 0.00 Show voided transactions = Invoice Options v

GST T AuditDate User

$-150.00 000 P 06/06/2025 6:55 AM Shae Darr (Altura)

$150.00 0.00 P 06/06/2025 6:56 AM Shae Darr (Altura)

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.

‘;ﬁ.ﬁ; 154 - SWAGGER, Bob Lee (08/12/1975 - 49)
Patient Details ~ Appointments ~ Recalls ~ Accounts  Epi
No. Adm # Adm. Date Dis. Date Status
[ 1] 19 846 - Admitted
an
17 821 02/05/2025 Discharged
16 818 01/05/2025 Discharged
15 780 27/03/2025 Discharged
11 682 30/01/2025 Discharged

Admission Date: 23/05/2025 | Invoices for Admission: 846

Inv # To Charge inc GST

573 u/l $0.00
Invoice: 573 | U/l: 123456

Inv # To DOS From Acc Period T Code
573 u/ 23/05/2025 22/05/2025 D DEPOS

Episode Notes

Communication

Nights

D/o

D/O

D/O

D/O

Adjustments

$0.00

Description

Chart Tracking ~ Documents

Procedure
Colonoscopy & Gastroscopy
Colonoscopy test
Gastroscopy

Colonoscopy

Gastroscopy

Payments

$-500.00

aQy

Deposit Applied: Credit Card

Edit Financial

Clinical

Other Notes
BMI 44

bmi 44

Balance Due

$-500.00

Charge inc GST

| Notes

Next follow up date:

Last Audit Date/Time

22/05/2025 11:46 AM

*

X Total 2,083.00

Export To v

Fund Surgeon Location
BUP House, Greg Shaes Private Hospital
BUP Eyes, Bright Shaes Private Hospital
BUP Eyes, Bright Shaes Private Hospital
BUP Connors, Curtis Shaes Private Hospital
BUP Connors, Curtis Shaes Private Hospital

Episode Total 0.00 Balance Due -500.00 Show voided invoices
Last User Edited

Paula Martin (Altura)

Invoice Total 0.00 Balance Due -500.00 Sl fransactions

invoice Options Y.
Adjust Invoice
Combined HC21 & Inv

Paula Mz Deposit Copy

HC21 Left

HC21 Right

HC21 Back

Invoice Copy

Invoice Status

Reverse Invoice

Statement Copy

GST T Audit Date Use

$-500.00 0.00 P 22/05/2025 11:46 AM

1. The Transaction Date will populate as the current date but can be amended if required to
reflect the actual date the refund was processed.

N

3.
processed.
4,

5. Click Save

Select Refund in the Type field.
The Payment Type field is displayed allowing the facility to record how the refund was

Add the refund amount to the corresponding Allocated field.
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CCOUNTS > ADJUSTMENTS

SWAGGER, Bob Lee

Adjustment Details

Location  Shaes Private Hospital v
TrensactionDate | 02/12/2025 0 MRN Surname s First Name 4} Adm Date 3} Invit Fund Balance Allocated Possible Balance

Type  Refund v 154 SWAGGER Bob Lee 0710772025 664 Bup 250000 0.00 o 2550000

2

=] SWAGGER Bob Lee 28/07/2025 641 BUP 1,000.00 0.00 1,000.00
Payment Type | Direct Deposit v

154 SWAGGER Bob Lee 2010812025 718 un 5000 000 5000

Drawe
154 SWAGGER Bob Lee 13/11/2025 724 8UP ~1,000.00 0.00 +1,00000

Reference N
154 SWAGGER Bob Lee 1311/2025 725 un 5000 000 -50.00

Bank

Total Allocated : 0.00

e [ save JCT

Your New FYDO Dashboard!

We’re excited to announce the launch of a long-awaited update to your FYDO Dashboard!

The first stage of this update will deliver valuable new content, and allow you to click on links to find
helpful information, including:

FYDO Updates - Stay informed with the latest news and insights.

FYDO Information - Have Altura Health contact information at your fingertips.

Feature Spotlights - Learn more about existing FYDO features you may not be using yet!
New Feature Announcements - Be the first to know when new tools and enhancements go
live.

%  Welcome to Your Dashboard

’ Feature Highlight

FYDO + Preadmit - An unbeatable combination!

Our advanced Preadmit feature simplifies patient onboarding by providing a

f seamless digital preadmission process. FYDO + Preadmit s the perfect package to
ensure a smoother experience for both patients and staff while meeting
compliance requirements. Click here for more info on how Preadmit can benefit
your facility!

Leam more (4

’ Recent Changes

Preadmit Patient Alerts
Theatre Roster Updates

SA Cancer Registry Screen

P Quick Links

fydo@alturahealth.com.au
(02) 9632 0026

FYDO Wiki Manual

FYDO Hospital Updates

FYDO Clinic Updates

We know many of you have been eagerly awaiting this Dashboard refresh, and this is just the
beginning! We’ll continue expanding and refining it to give you faster, easier access to the
information you need.

Thank you for being part of the FYDO journey — we're thrilled to keep building better
solutions for you!


https://wiki.fydo.cloud/wp-content/uploads/2025/05/2025-12-02_14-10-55.png
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If you have any questions or feedback, feel free to reach out to our Altura Health Team.

Preadmit - Unblocking a Patient

Patients will have their access to the preadmit portal temporarily suspended after 5 incorrect
password attempts. If this occurs, they will need to wait 10 minutes before attempting to log in
again.

If they continue to attempt to log in with the incorrect password, their account will be permanently
suspended. If this occurs, they will need to contact the hospital directly to have their account
Unblock.

If a patient calls and needs to be unblocked, follow these instructions.
Log into your Hospital Preadmit Portal and navigate to the Patients Tab.

E —
DASHBOARD PATIENTS FORMS SETTINGS CREDITS

: = TR
% 03/04/2025 e
23 65 22 0 S
Availa_b\e o Total Submitted Total Incomplete Forms waiting to be I 04/04/2025 :;Pl:'ﬂﬂt
Credits s Si(enlgrtrsldsmrms, Forms exported & 0735AM
Start From & Print
NOVEMBER DECEMBER JANUARY FEBRUARY MARCH APRIL
B SUBMITTED FORMS 7 B SUBMITTED FORMS 5 B SUBMITTED FORMS 15 B SUBMITTED FORMS 8 B SUBMITTED FORMS 7 B SUBMITTED FORMS 3
B INCOMPLETE FORMS 0 B INCOMPLETE FORMS 7 B INCOMPLETE FORMS 2 B INCOMPLETE FORMS 1 B INCOMPLETE FORMS 2 B INCOMPLETE FORMS 1
2 PATIENT SIGN UPS 0 2 PATIENT SIGN UPS 0 2 PATIENT SIGN UPS 1 2 PATIENT SIGN UPS 3 2 PATIENT SIGN UPS 1 2 PATIENT SIGN UPS 1

Find the required patient, utilising the Search field if required.
The patient will appear as Blocked if they have exceeded the initial 10-minute restriction and
continued to attempt to log in.

Fed precovT | Welcome ¢ Back ToAdmin [l 5] Logout
DASHBOARD PATIENTS FORMS SETTINGS CREDITS
PATIENTS [ Show Inactive Patlents | may m
Delete All
Unique ID Surname 24 First Name 44 #tof Forms Date Created Status
0 16 Poppins Mary support@atturahealth.com.au 0 0410412025 Blocked Actions
Delete All
100 v Records/Page e Records 1-1 of 1 (Page 10f 1)

To unblock the patient, click on the Actions dropdown and select Unblock.


https://wiki.fydo.cloud/preadmit-unblocking-a-patient/
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"« | PREADMIT

DASHBOARD PATIENTS FORMS SETTINGS CREDITS 4

PATIENTS [ Show Inactive Patients  mary View All
Delete All

First Name 24

(m] 16 Poppins Mary support@alturahealth.com.au 0 04/04/2025 Blocked Actions
Edit

Delete All
Delete

Unblock
100 v Records/Page e —

Patient will then need to follow the steps in the below PDF document to reset their password.

You are able to download the below PDF and send it to the patient if required.

Preadmit - Resetting Patient Password - Patient InstructionsDownload

Preadmit - Resetting Password - Patient
Instructions

Access to the preadmit portal will be temporarily suspended after 5 incorrect password attempts.
If this occurs, please wait 10 minutes before attempting to log in again.

If you continue to attempt to log in with the incorrect password, your account will be permanently
suspended. If this occurs, you will need to contact the hospital you are attending to have them
Unblock your account.

You will then be able to navigate to the Patient Preadmit Portal and click Log In.

Welcome to Preadmit

Please Login or Create an Account to continue

Create Account

ar

Click Forgot Password?
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https://wiki.fydo.cloud/wp-content/uploads/2025/04/Preadmit-Resetting-Patient-Password-Patient-Instructions.pdf
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Welcome to Preadmit

Please Login or Create an Account to continue

Email Address

Password ‘ Forgot password?

Don'’t have an account? Sign up

Enter the patients Email Address and click Recover.

Forgot Password?

Email Remembered password!

4 Recover Password

Check your email address for a link to reset your password.

Re-Order Patient Screen

Users can customise the Patient Screen and display the details that are most relevant to them!
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Patient Details Appointments

L St
Kelvin KNIGHT

Patient ID 253
Sex Male
Age 65
Language  English
Pending 0.00
3k Allergies
A Alert

Notes

B Document Alert

Recalls

253 - KNIGHT, Kelvin ~ Ke/ (16/05/1959 - 65)

Accounts

& Patient Details

Title

Mr He/Him/His

First Name @
Kelvin
Last Name
KNIGHT
Preferred Name
Kel
Sex
Male
Address
123 The Lakes Drive

Mobile Home

2 Referring Details

Previous Referrals

Referring Doctor

Referral Date Period

Episodes

Pronouns

Communication

Work

First Consult

Site Referral (global) Open Access

Chart Tracking Documents Clinical
FileNumber  External ID
Middle Name
Previous Name
Date of Birth DOB Estimate
16/05/1959
Gender
Man, or boy, or male
Suburb State  Postcode
FOUNTAIN LAKES vIC 3000
Email
Referral To

ES Medicare / DVA

Medicare Number Ref

Veterans No.

5 Entitlement Cards

Card Type

@ Health Fund

Fund Name

Membership No.

Alias Name

Expiry

Veteran Card Colour

Card Number

Eligibility

Expiry

uPI

Alias Surname

@ Online Patient Verification (OPV)

Type
Medicare

Last Medicare Check

Location

Shaes Private Hospital

i Health Identifier

v

Asat

03/03/2025 @

DVA Auth.No

Insurance Status

OPV Check

a
X Total 0.00

m Bill Patient [l

DVA Auth. Date

Access to this feature is managed at the User Group level, via Settings > User Groups, by
amending the option under Patient for Reorder.

SETTINGS > USER GROUPS

4
o
Group Details

> ADMINISTRATION

Name

Description

Status

User Permissions

Administration

Administration Employees

Aclive

Patient

on (Delete any)

Communication (Delete own only)

Communication (Edi

I Reorder

Users with the appropriate access levels can customise the layout of the patient screen by
navigating to any patient and selecting Reorder Content from the Menu in the top-right corner.

X Total 0.00

T

Patient Details ~ Appointments  Recalls  Accounts
& Patient Details
o
- Title
3 Mr He/Him/His
Kelvin KNIGHT First Name @)
Kelvin
Patient ID 253
Last Name
Sex Male KNIGHT
Age 65 Preferred Name
Language  English Kel
. Sex
Pending 0.00
Male

253 - KNIGHT, Kelvin ~ Ke/ (16/05/1959 - 65)

Episodes

Pronouns

‘Communication

Man, or boy, or male

Chart Tracking Documents
File Number  External ID
Middle Name
Previous Name
Date of Birth DOB Estimate
16/05/1959
Gender

Clinical

B Medicare / DVA

Medicare Number Ref

Veterans No.

B5 Entitlement Cards

Card Type

@ Health Fund

Fanel Name,

Expiry

Veteran Card Colour

Card Number

Eligibility

Expiry

DVA Auth.No

Edit Patient
Bill Patient

oPV

OEC

Label

Merge

Picture

Audit Logs
Reorder Content
EMR

Delete Patient

This allows users to choose which groups of information are visible and hide irrelevant details using

the eye icon.
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Reorder Content

Left Side Right Side

Patient Details Medicare / DVA / HF Details @&

Referring Details Other Contacts

Other Information Community Nursing

Reset Order Cancel

Information groups can also be Reordered by dragging them to the appropriate spot. The layout can
be displayed across two columns or condense it into a single column if needed.

Reorder Content

Left Side Right Side

Patient Details Medicare / DVA / HF Details @

Other Cor@icts @ Nursing _

Referring Details o)

Other Information @

Once the desired order has been selected, click Save Order and the view will be displayed
whenever the Patient Screen is opened.
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https://wiki.fydo.cloud/wp-content/uploads/2025/03/Snag_3db11115.png

Reorder Content

Left Side

Patient Details

Other Contacts

Referring Details

Other Information

Reset Order

Right Side

Medicare / DVA / HF Details @

Community Nursing

=
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