Preadmit Hospital Portal - Back End User
Management

User Management gives the ability to add users, delete users & change their user permissions. Only
the Hospital Admin has access to User Management

—_

. Select the Settings tab
. Select User Management
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3. Toadd a .new user > click Add New User in the top right-hand corner.
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4. From there, enter all the details that are required.
a. First Name
b. Last Name
c. Email Address
d. User Type- Hospital Admin or Hospital User.
5. Select the permissions that each user is required to have. This is customisable to each user
and can only be changed by Hospital Admins.
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6. To delete a user, edit their details, edit their permissions or resend their welcome email, use
the Actions dropdown next to their name.
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Creating Custom Hospital Views in the

Appointments Screen

The Appointments Screen in FYDO is completely customisable. Creating different views will assist in workflow &
efficiency & allow different staff members to view information that is relevant to them.

The views that are created are available to all users on the database & each user can choose their own favourite default
view by selecting the heart next to their chosen view.

Users are able to have a favourite custom view for each view type, eg. a favourite “Individual” view, a favourite “All” view
& a favourite “Weekly” view.

1. Custom views are created in the Appointments Screen
2. Hover over the eye icon & select Add New View

s Appointments Patients | 190 of 600 minutes « < Friday, 29 Aug 2025 > » B  Indvidual v =R -

THEATRE1  THEATRE 2 m e
Time Name Procedure Notes HF OEC§ OEC  Excess Co-pay IFCCre: @ crR AF PCR  Pre-Contact
06:00

o 0530

& 007 :00 AURELIUS, Marcus. Left Cat & IOL BUP v v v v
07:30 DSILVA, Lightning Right Cat & I0L BUP v
08:00
08:30 PEEP. Bo Left Cat & IOL MPL 200.00 v
09:00 SHEEP. Bo Left Cat & IOL AHM 200.00 v
0930 KNIGHT, Kathy Colonoscopy & Gastroscoy Py MPL
10:30
11:00 SWAGGER, Bob Lee Carpal Tunnel BUP v
11:30

. .

3. Select the Location, Department & Doctors/Theatres that you want the view to be

available for. Or leave with All selected for the view to be available all the time

Add the View Name to identify the view that you are creating. E.g., Theatre, Recovery etc
Choose the Layout in which you would like the view to open. E.g., Individual theatres, all
theatres or weekly view

Select the Scroll type based on how you would like to view the screen when you scroll.
Individual Scroll- You will be required to hover over the theatre in which you would like to
scroll up or down.

Unified Scroll- This allows you to scroll anywhere on the page and all the theatres will scroll
together

Select the Hospital State Type. You have the option to set the appointments to display by:

- Appointment Type- This will colour code the bookings as per the Appointment Type in the
booking

- Status- Will colour code the bookings according to where they are in the facility

- Booking Code 1- will colour code the appointments according to the booking code 1 that
has been entered

- Booking Code 2- will colour code the appointments according to the booking code 2 that
has been entered
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APPONTVENT > BOOKNGVEW [ P

o Department | All Departments v Layout @ Al O Individual O Weekly O List
Doctors/Theatres |~ All Doctors/Theatres v Number of Columns | 3

0 Hospital State Type ® Appointment O Status O Booking Code 1 O Booking Code 2

[ — v ame
Field Name Percentage of column width i Theatrel Shaes Private Hospital X
Time 25 B Theatre 2 Shaes Private Hospital X
Patient Name 75 H] Theatre 3 Shaes Private Hospital X

100

8. Use the Fields dropdown to select the type of information that will be added to the custom
view
9. Click Add Field to add the selected field to the table below
10. Use the on the left of each line to sort fields into the required order
11. Use the Percentage of column width fields to determine the width of each column
N.B. the total of these columns always has to add up to 100.
12. Click Save and the appointment screen, with the new custom view that was created, will be
displayed

Select which fields you want to see in your hospital list
Fields | Bl Add Field
@ Field Name Percentage of column width 9

Time 10

Patient Name 22

Alert (Icon) 5 X
Allergy (lcon) 5 X
Proc Motes 25 X
Excess 2] X
IFC Created 5 X

Anaesthetist 10 X

i @ Surgeon Name 10 P
Q -

Some examples of helpful views are:

Administration View
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Theatre View

Appointments 3 Patients | 180 of 600 minutes (Qs.a.rmfmuamu )

(EATRE 3

Time HName Alert [Text) Allergy (Text) Procedure Notes or Anaesthetic (1) Food

s 5 > 8 (- 3

Recovery View

Appointments 3 Patients | 180 of 600 minutes (q Search for patient... ) @[ Friday, 29 Aug 2025 \@ @ @ Individual v @ @ @

Time Name. Procedure Notes. HF oop OEC  IFCCrei @ CR AF PCR  Pre-Cor Post-Cc TC

Theatre Roster
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Creating Theatre Sessions

4% Welcome to Your Dashboard

5

Select Theatre Roster from the left-hand menu

1. Select the way you would like to view the roster:

e By Day
e By Week
e By Month

2. Navigate to the date that you require using the Next and Previous arrows, Calendar or Today
3. Utilise the Filter to customise the information on the screen

e Print allows for a screenshot of the current view to be converted to PDF for printing purposes

4. Find the correct theatre & Right-Click to expand the options menu and select Make Booking
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Key:  Theatrel 0 Thestre 2  Thestre3 [ Clsed 0 Cancalied

Theatre Roster o &« | ¢ Wednasday, 21 Oct 2026 > » | Al oo~ ° %7

Theatre 1

Q600 - 16:00 (07600 mins - 0%)  No doctor Selected i

Theatre 2

D600 - 16:00 |0/ GO0 mins - 0%} No doctor Selected _ 1

Theatre 3

5. Select the required Doctor/Surgeon and Anaesthetist

6. Ensure correct Week Starting Date and Session Times are selected

7. Notes and Appointment Notes can be added to the booking if required

8. The Repeat feature gives the ability to produce a reoccurring booking for the selected surgeon

e Use the Every ____ week option to enable weekly, fortnightly, monthly bookings etc.
e Use the tick boxes to select the days of the week you require the booking to reoccur

9. Use the Ends field to set the date that the reoccurring booking will cease. NB. This feature will
produce an individual booking on each of the selected days for that surgeon. If this booking
changes, each individual booking will need to be amended. Hence, it is not recommended to
reproduce the booking for extended periods of time

10. Add Theatre Staff (if your facility procedure requires)

11. Import Files that are related to the Theatre Booking

12. Click Save

Theatre Booking [Theatre 2} Location: Shaes Private Hospital  Cameel m

Boaking E Snatf ﬁ
Lacation Theatre Seruls Nurss Seout Nuris
Shaes Frivee Hospnsl Theatre 2 - v
eﬂn('.m.‘smgm Anaesthutnt HNurselAssistant Other Nurse\Assestant
Wesk Starting Start Teme End Tima Surgecal Assistant Other Swrgical Assistant
@ 19102026 | 60 16200 00 Maz - -
Note Appeentment Nate Other
Filas
Every
1
e e=m
Mond, Tuesday d T d; d: Sun
eLﬂ!‘\
102026 8

This will create a theatre booking that can then be Edited, Cancelled or Deleted with a right-click
(as per #4 in the above image).

There is a detailed Audit trail of changes made located inside the booking (right-click & Edit
Roster)

Audit

Theatre Roster - Created: Theatre 2 on 21/10/2026 at Shaes Private Hospital allocated to Surgeon: Jack BLACK by Madaleing James (Altura) on 21/10/2026 1:26 PM
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Reversing a Hospital Invoice

For an invoice that has been incorrectly billed or needs to be reversed by way
of a journal entry. Navigate to the required patient using number 1 or 2 below

1. Select Patient tab in the left-hand menu
a. Search for the required patient using the field in the top right
b. Double click on required patient
c. Navigate to the Episodes tab across the top of the patient record
2. Select Appointments tab in the left-hand menu
a. Search for the required patient using the field in the centre at the top or
b. Use the calendar to navigate to the episode date
c. Once the patient has been located, right-click on their appointment & select
History
3. Ensure that the correct episode is selected from the list at the top
4. Ensure that the correct invoice is selected from the information for that admission (NB this is
important if there are multiple invoices for the one episode)
5. Use the Invoice Options drop-down on the left of the screen
6. Select Reverse Invoice

fﬁb 212 - BRADY, Tom Tots 267135 Chrie Total 24238 Hatpnat Toes 242000 [
Other Notes Fund Surgean Locatien Actions
2 526 2082022 02052022 Discharged [T} Leht Cat & 1OL o Meeds a wheelchair  AHM Potts, Harry ACSE Bondi Hospital “
e
- 1 g2 0f 1) 062022 Dischargad [ele} AHM Philliposis, M ACSS Bondi Hospital -
Episode Total 2425.00  Balance Due >__-e biuice Cption
Invoice Cplians
Agjust Invoice.
Depost Copy
Inv # Ta DOS From Acc Period T Code Deseription aty B Charge inc GET GST T Audit Date User HG21 Left
HC21 Ragit
516 o AHM 02052022 0252022 A ACCOM  SameDay Accommodation Fee Band : 3 1 3 $250.00 0.00 H 01/D6/2022 10:55AM Stae Dar | 4c 21 Bac
Inwoice G
Lans extraction and insetion of infraocular lens, el
wehuding airgery perarmed for the sarrection of om
516 AHM  D2f05/2022 0210572022 T 42wz refractive emor excapt for anisomatropia greater - 6 $1.800.00 0.00 H D1/D6/2022 10:55AM Srae Statement Copy
than 3 diopires following the remaval of cataract
I the first eye (Anses.)
516 AHM  0205/2022 021052022 O ALO21  Alcon AcrySof SNEOWF 1 (] $280.00 0.00 H O106/2022 10:55AM Srae Dar (ACSS)
516 AHM  0205/2022 Q2052022 0 ALODS  DUOVISC VISCOELASTIC SBYSTEM 1 6 58500 0.00 H DIDEZ022 10:55AM Skae Darr (ACSS)

PO o | ]

o

7. The Reverse Invoice window will appear. Click on the invoice that you wish to reverse & it
will turn a light shade of blue

8. Click the Reverse Invoice option
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Reverse Invoice

Reversal date 1810772022
Adm Date Invoice No. Fund Location Name

02/05/2022 516 AHM {5 ACSS Bondi Hospital o

Reverse Invoice Cancel

9. The invoice will continue to show in the episode; however it will now be followed by the
journal adjustments that have just been performed to revers it & zero it out

P 212-BRADY, Tom miwaeass e o 2238 Hosons Tuwooo [
Surgeon Location Actions
5
Pofts, Harry ACSS Bondi Hospital -
2 Prspusts. M ACSS Bond! Hosprsl -

Episode Total (000 Batance Due 0.00 vorce Ciptoe

w

oty 8

& Shae Darr [ACSS)
- ans exiracion and 10n of Intraocular ers,
e wxcluding surgery perfiormied lof the conmection of
| 516 AW D2msR022 02052022 T 4202 | refractve emor sxcept for ansomeiopia greaer H 01062022 10:-55AM Shae Darr [ACSS) -
than 3 diopires lollowing the removal of catarsct
& in the first eye (Anaes.)
516 AHM 020082022 020052022 0 A1  Alcon AcrySol SNGOWF 1 [] $200.00 0.00 H D1/06/2022 10:55AM  Shae Darr [ACSS) -
&18 AHM 0200672022 0062022 O ALOE  DUOWISC VISCOGLASTIC SYSTEM 1 § $89.00 0,00 H DHDR2027 10:65AM Shae Darr (ACSE) -
: SameDay Accommodaton
516 AHM 180772022 1840712022 A ?"'m o FeeBud: ] $25000 0.00 H 18/07/2022 7:18AM Shae Darr [ACSS) -
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516 AdM 18072022 181072022 T 4202 | fthe comection of refractive emor except for v 6 §1,800.00 0.00 H 1820772022 T:18AM Shae Darr [ACSS) -
. anisometropa gronter than 3 dioptres (oliowing

Re-Submitting a Hospital Data Extraction

Re-Exporting Reportable Data (PHDB/HCP/State specific)
If you are ever required to resubmit a Data Extract, following error corrections etc, there are 2 main steps to take. Those
are to reset the sent status of the episodes (instructions 1-7 below) and then to re-generate the file.

1. Select Data I/O from the left-hand menu
2. Select Data Extracts
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Welcome to Your Dashboard

Data I/O

Data Extracts

PreAdmit Holding Bay

Report Holding Bay

Patient Alerts

I Visicode Import

B Letter Editor

&3 Claims Import

Billing Sheets

3. Ensure correct location is selected (for facilities with multiple locations)
4. Select the month you need to re-extract

5. Select the type of data you need to re-extract
6. Select Resubmit Episodes

rivate Hospital
rivate Hospital

‘aes Private Hospital

B
F
P
Shaes Private Hospital
‘aes Private Hospital
P

rivate Hospital

P R ——y ; R —r | (RO

Type 3 Fund Period
HCP. AHM Aug 2025
HCP. BUP Aug 2025
HCP. HCF Aug 2025
HCP. MPL Aug 2025
HCP we Aug 2025
HCP. BUP Jul 2025

7. In the pop-up box select:

a.
b.
C.

The Month you would like to re-submit.

Date Extracted
08/09/2025 12:39 PM
08/09/2025 12:39 PM
08/09/2025 12:39 PM
08/09/2025 12:39 PM
08/09/2025 12:39 PM

29/07/2025 11:17 AM

The specific health fund that you would like to re-submit
Or select the Single Patient option if required (you will be prompted to search for the

specific patient)
Click Reset sent status

Shae

Paula Martin (Altura)

arr (Altura)
\ae Darr (Altura)

arr (Altura)

r

€ eleeees

e Resubmit Episodes
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Hospital Casemix Protocol X
@ Entire Month

What month would you like to Re-Submit? = February 2026

() Single Patient °

Health Funds = All health funds

<

o Reset sent status

8. In the original Data Extract screen, ensure the correct month is still selected (as per
instruction number 4 above)
9. Click Prepare Extract and in the following screen click Submit, as you would when initially
submitting the Data Extract
10. Your data files will be saved in FYDO & also in your Download folder, on your computer
11. If needed, you can re-download this file by using the down arrow ¥ under the Action column
with a normal mouse click (not a Right Click). Once uploaded or submitted via the relevant
means there is no need to keep a copy of the file on your computer, as you can access &
download again if required from FYDO
12. You can upload these files directly into the appropriate portal or send via the appropriate
email address. (Ensuring the file names do not contain any symbols as this may cause an error)

FYDO Hospital Reports

This document gives a description of all FYDO reports & information obtainable from them. Reports
can all be printed directly from FYDO or exported to PDF, Excel Spreadsheet or Raw Data (which is
the most detailed option in collating data).

Reports also gives the option to Star [] your favourite reports. The reports that you have identified
as your favourite, by clicking the star next to them, will be available on a Quick Menu that opens
when you simply hover over the Reports tab in the main menu.

For the full list of reports the user will need to click once on the Reports icon.
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Patient Reports

Reports

Patient Reports

End of Day Banking
Patient Stats
Possible Double Patients

Recalls

1. End of Day Banking - Gives the ability to re-print any End of Day Banking Reports that have
been previously completed. NB. To initially perform the End of Day Banking for the day go to
Settings, End of Day Banking. Users are also able to reset the banking from this report, if they
have made an error when initially processing the End of Day Banking.

2. Patient Stats - Gives the ability to obtain extensive patient demographics data. Including:

1. Medicare Eligibility Status

Deceased Patients

Archived Patients

DVA Patients

Indigenous Status

Referral Expired

Preferred Doctor

Health Fund

9. Gender

10. Surveys

11. Ability to stipulate birth date range

12. Ability to stipulate created range

13. Ability to stipulate post code range

N WD

3. Possible Double Patients - Provides a list of all patients that share similar information.
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There are several options to base the report on, enabling easy identification of patients that
have been entered into FYDO more than once.

4. Recalls - Gives the ability to send bulk recalls to patients. Options to sort by recall date,
gender, postcode etc. are all available.

Financial Reports

Financial Reports

Trial Balance

Invoice Export

1. Trial Balance - Shows a snapshot of the balances of all categories listed in FYDO for the date
range selected.

2. Invoice Export - Enables an Excel spreadsheet to be created of all invoices raised for the
selected date range and data type.

Hospital - Financial Reports

Reports - Hospital

Financial Reports

Adjustments

Arrears

Billing Status

Billing Alerts

Deleted Transactions
Doctors Totals

GS5T

Other Services Revenue
Payments

Revenue

Unbilled Revenue

1. Adjustments - Shows a list of adjustments. Can be sorted by adjustment type, doctor & date
range.
2. Arrears - Shows all invoices without a zero-dollar balance. It can be run by Doctor, Fund &
Period that the account has been outstanding for (e.g., 30 days & over). It can be run as:
1. Detail - Showing every patient & the balance
2. Summary - Showing each health fund & the balance
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3.

4.

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

Minimum Balance - Allowing for a dollar value to be entered & report run to
show accounts over that dollar value. (Handy to exclude accounts with credits
from the report)

. Show accounts requiring a refund only - Enables the ability to see only the

accounts that are in credit, once they have been invoiced, & require a possible
refund

3. Billing Status - Details information on all episodes billed & unbilled. Reports can be run by
doctor & date range & can be filtered to show:

1.

2.

Show all - inv summary - Lists all patients that have been invoiced with a
summary of charges

Show all - inv detail - Lists all patients that have been invoiced, documenting
each line of the invoiced charges separately

. Show not billed only - Is an interactive report that lists all episodes that have not

been billed and allows the user to raise the invoice right from this screen! Showing
details of the coding status & theatre complete status to assist with efficient
workflow. Also providing a column for the Cancelled reason for users to decide if a
charge needs to be raised for the episode. When ‘Show not billed only’ is selected,
the user is given another option to Don’t show patients’ billed $0 if that is
required, and to Exclude cancelled episodes if they wish to.

Not billed in same period - Shows invoices billed in the following accounting
period

4. Billing Alerts - Will highlight any claims that have triggered one of the inbuilt billing rules.
For example: Ophthalmic Procedure Missing Lens +/- Visco. If an ophthalmic procedure was
billed without a lens, it will be highlighted here to crosscheck the billing is correct.

oo J

. Deleted Transaction - Lists any transaction that has been deleted/voided from the selected

period. Dates can be selected for deleted dates, accounting period or date of service.

6. Doctors Totals - gives a detailed view of revenue generated by each doctor. There is the
ability to filter by doctor, or if all doctors are selected it will show a page per doctor. Clicking
on the next page arrow > will show the next doctor in alphabetical order by surname.

. GST Report - Allows users to obtain figures for GST on a Cash Basis or an Accrual Basis.
. Other Services Revenue - Lists revenue from all other services that have been billed. E.g.,

prosthesis, surcharges etc. Report can be filtered by doctor, fund, theatre, type or patient
category. Then there is the option to obtain data based on Accounting Period or Discharge
Date for the date range selected.

. Payments - Gives a list of all payments received in the selected date period either by



Accounting Period, Audit Date or Date of Service. Filters are available by Doctor & payment
type & data is able to be shown in formats such as Detailed, Summary, Audit date different to
Accounting Period or Amount is negative.

10. Revenue - Retrieves revenue information by Accounting Period or Discharge Date. Can be
displayed in Detail (shows revenue totals) or Summary (showing revenue generated by each
category e.g., accommodation, theatre etc). Filters can be applied to show data for a particular
doctor, fund, category, theatre etc. Information can then be grouped by various means also
(Health fund, Indigenous Status, Postcode etc)

11. Unbilled Revenue - Generates a virtual invoice for all unbilled episodes, based on the item
numbers entered in the theatre screen. Due to the nature of the information this report
obtains, it can take a little longer to generate than other reports. It is designed to show all
episodes that are not billing in real time. If the predicted item numbers are not entered in the
Theatre Screen, at the time the report is run, it will be unable to calculate an accurate
estimate of revenue for the episode. It will not look at dates that an invoice was billed if the
“As at Date” is changed to a date prior to the current date, as it is designed to be a running
tally.

Hospital Reports

Hospital Reports

Acute Certificate
Appointments

Bed Occupancy
Cancelled Episodes
Chart Tracking

Clinical Indicators
Episode Stats

Incomplete

Item Stats

Leave

Length of Stay

Medical Record Retention
Midnight Census
Monthly Patient Activity
Other Services

Patient Statistical Data for NSW Health

Theatre Rosters

1. Acute Certificate - The Acute Certificate Report provides a comprehensive list of admitted
inpatients, displaying exact dates when certificates are required based on the admission date.
It includes key details such as Start Day, Adjusted Length of Stay and Length of Stay to
help you stay on top of compliance.
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11.

. Appointments - Gives a list of all bookings, including those that are yet to be admitted.
. Bed Occupancy - Gives an overview of bed occupancy for the selected month. Also giving

total number of beds, days, bed days available, bed days occupied & the percentage of
occupancy.

Cancelled Episodes - Lists all episodes that have been cancelled with their corresponding
reason. It can be filtered by Cancelled Reason to obtain more specific data for the date range
selected. Cancelled Reasons can also be customised (Settings > Cancelled Reasons) to assist
facilities in collating the data they require.

. Chart Tracking -This helps facilities track the location of charts based on the information

entered into the patient’s Chart Tracking tab. The report includes several useful filters,
allowing users to organise information by chart location, status, and more

Clinical Indicators - Shows all indicators entered & the number that have been answered
Yes or No during the date range selected. It can be filtered by Doctor or Theatre & is available
in Summary & Detailed. Once the Detailed option is selected there are other fields that
display, to ensure the exact information required is obtainable.

. Episode Stats - Allows for an extremely broad range of information to be obtained. There is

the option to show the data in a Detailed or Summary format & can filter by a range of options.
The report can be generated by Admission Date or Discharge Date. Some examples of
information that can be generated from this report, for the selected period, are:
1. All episodes

Episodes for a particular Health Fund
Episodes for a certain Anaesthetist
Episodes for a certain Anaesthetic Type
Episodes in a particular Theatre
Episodes for a particular Specialty
Episodes relating to a particular Booking Code
Episodes for a particular Sex

9. Indigenous Status or ATSI demographic report
10. Age Group selection available
11. Item numbers
12. Diagnosis codes
13. Procedure codes
14. DRG’s
15. Referring Doctor

e S

. Incomplete - Gives the option to show episodes, for a selected date range, that have not been

coded, have not been discharged, have not had clinical indicators entered, have not been
grouped etc. It also shows the Cancelled reason to enable the user to determine if the episode
requires further attention. The Uncoded Episodes and Ungrouped Episodes reports are
both Interactive, meaning the coder can easily and efficiently code all episodes from one
screen!

. Item Stats - Gives item number information for primary and subsequent procedures.
. Leave - This will show the leave information for long stay patients who have left the facility for

any period of time.
Length of Stay - gives statistical data regarding the time a patient spends in certain areas of



the facility. It can be filtered by several different ways & is able to give the following data for
the date range selected:
1. Pre-operative

1.

oUW

Admission Time to Time in Theatre

Booking Time to Time in Theatre

Booking Time to Anaesthetic Start Time

Pre-Op Time to Time in Theatre

Admission Time to Pre-Op Time

Admission Time to Pre-Op time or Anaesthetic Start Time if pre-op time
isn’t entered

2. Intra-Operative

1.
2.

Time in Theatre to Time out of Theatre
Procedure Start Time to Procedure Finish Time

3. Post-Operative

1.

4. Total
1.
2.
3.
4,

Time out of Theatre to Discharge Time

Admission Time to Discharge Time
Admission Time to Ready for Discharge
Booking Time to Discharge Time
Booking Time to Ready for Discharge

5. Comparison

1.
2.

Planned Time in Theatre with Actual Time in Theatre
Booking Length with Actual Minutes in Theatre

12. Medical Record Retention - Gives a list of episodes where medical records could potentially
be archived or destroyed. It can be generated using the Chart Tracking information entered
for each individual patient, or simply by their Admission or Discharge date. Information such
as minor status, DRG and Indigenous Status are all present to help the facility make an



13.

14.

15.

16.

17.

informed decision as to which episodes may need actioning.

Midnight Census - will show patients that were admitted, but not yet discharged at the “As
At” date selected.

Monthly Patient Activity - Gives an overview of all admissions, broken down into each day of
the month. Giving the number of Total Patient Days, resulting in percentage averages for bed
occupancy.

Other Services - Gives a list of all the other services that have been entered into the
episodes. It can be filtered by suppliers for any given date range.

Patient Statistical Data for NSW Health - assists New South Wales hospitals with
submitting their statistical data with ease.

Theatre Rosters - shows all booked theatre sessions & all cancelled theatre sessions grouped
by surgeon or theatre. Also shows theatre utilisation minutes and percentages.

Refund Journal via the Adjustments Screen

(Hospital)

If a patient or health fund is required to be refunded the system will reflect
this transaction by following these steps.

1. Go to Accounts in the main menu & select Adjustments

[~

Welcome to Your Dashboard

Accounts

B Payments

Adjustments 1
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2. For multi-location systems, use the drop down to select the relevant Location

3. Enter the required Transaction Date if it differs from the current date

4. Use the Type dropdown to select Refund

5. Once Refund is selected for the Type, the Payment Type field will be displayed so the method of
the transaction can be documented

6. Type the required information in the Drawer field

7. Use the Reference No., Bank & Branch fields, if the facility work instructions require, to
document additional information regarding a bank cheque etc

8. Click “Click to Search for an individual Account” and the search box will be displayed to find
the required patient

9. Once a patient is selected, the invoices with an outstanding amount will be displayed

10. Use the Show All Invoices option to display invoices that don’t currently have an outstanding
balance

11. Once you have moved from the Allocated field the system will show you the Possible Balance of
the invoice, following the adjustment

12 +13. Once all details have been confirmed and are correct, click Save

» ADIUSTMENTS
213 - Banson, BOON

w  Shaes Private Hospital
e 267102026 W e

e Refund

AN Sumama 4 First Mame 4] Adm Date 4 [ Fund Balance Allocated Possible Dalance

213 BooN Benson seernzs (@) 058 A 12100 D @ 2100

Total Allocated : .00

1 I

© 000 ©

® =

Receipt a Patient Payment (Hospital)

Receipting a patient payment on admission e.g., Excess payment, payment of
account etc

1. Select required patient & Right-Click to expand menu
2. Select Excess/Deposit

W Appointments Patients | 40 of minutes LI 4 B Individual v W e 7

ADMISSIONS DAY PROGRAM  THEATRE 1 m THEATRE 3

Time M ¢ Name MRN Procedure Hotes Sts € B HF ooP -]

0600 .
. 0B1s -
=22}

D6:30 -

DE:AS -

»
E—TTT TE—T——— T S —
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3.

CNow

©

Complete required information

MR 130 DOB 0082018 (7] Sex Male Filato Fund AHM Location Shaes Private Hospital (QLD)
Admission Ne. 1103 Epito. 7 Admission Date/Time 21/10/2025 Discharge Date/Time - DwiSurgeon CONMNORS, Curtis Speciality v Anaesthestist
Procedure Notes Colonoscopy & Gastroseopy Other Notes

Type | EFTPOS v G

Transaction Date 2111002025 =] Type  EFTPOS w

e -

Deposit type

a. Fund Excess for all excess payments or payments that are required to be applied to a
health fund invoice

b. Patient Account Deposit for all payments to go towards an uninsured invoice
Transaction Date will automatically populate with the current date

Select payment Type e.g., EFTPOS, Cash, Cheque etc

Enter the Amount that has been paid

Select the Payment Description relative to the payment being made. NB. These descriptions
are fully customisable & can be amended to suit the facility. This can be done in Settings

> Deposit Types

. Complete Drawer, Reference, Bank & Branch when payment is made via Cheque
. Select Save or Save & Print to produce a printed copy of the receipt

Both Fund Excess & Patient Account Deposit receipts can be processes simultaneously to save the
user following the above process twice.

These transactions can be found by selecting the required patient & using the Right-Click to
display the menu and selecting Episode.

Select the required episode date from the list at the top of the screen.
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Patient Details

130 - BLACK, Isaac (08/08/2018 - 7)

Appointments  Recalls  Accounts

‘Communication

No. Adm # Adm. Date Dis. Drate Status Mights
» 7 1103 Appointment 0

[ 871 11/06/2025 Discharged oo

5 747 OB22025 Discharged [#04]

1 473 OBAOTI2024 Discharged [slls]

Admission Date: 21/10/2025 | Invoices for Admission: 1103

I & To Charge in¢ GST Adjustments

719 AHM 50,00 50,00

Imvoice: 719 | AHM: 98765432

Inv & To DOS From Acc Period T Code Description

719 AHM 211042025 21102025 D DEPOS

Epizsode Motes

Chart Tracking  Documents

Procedure

Colonoscopy & Gastroscopy
Colonoscopy & Gastroscopy
Left Cat & 1OL

Gastroscopy

Payments

5-250,00

Excess Payment: EFTPOS

Clinical

Other Motes

Fund

AHM

AHM

AHM

Surgean
Connors, Curtis
Black, lack
Dioctor, Mew

Connors, Curtis

Episode Total

Balance Due  Last Audit Date/Time

S-250.00 ZL10/2025 11:07 AM

Irwoice Tatal

Charge inc G5T

$-250.00

m Financial Notes

Mext fallow up date:

Balance Due -2

GST T Audit Date

(2 B o ]
Location
Shaes Private Hospital
Shaes Private Hospital
Shaes Private Hospital

Shaes Private Hospital

Batance Due Shcrw v

Last User Edited

Claire Heiniger (Altura)

vesded transactions | Inwesce Options -

Adjust Invoice
VS Combined HEZ1 & o

000 H 2U10/2025 11:07 AM
HC2T Left
HC21 Right
HC21 Back

nvnice Copy
nvnice Status
Reverse Invoice

Statement Cogy

The receipt can then be re-printed by using the Invoice Options on the right of the Episode screen
& selecting Deposit Copy.

Online Pre-Admission Paperwork

Receiving admission forms that have been submitted online through the
patient portal

1. Select Data I/O and then PreAdmit Holding Bay from the main menu.


https://wiki.fydo.cloud/online-pre-admission-paperwork/

%  Dashboard

Data I/O

()

Data Extracts
PreAdmit Holding Bay
Report Holding Bay

Patient Alerts

X Visicode Import

B Letter Editor
&> Claims Import

Billing Sheets

. The list of submitted forms is shown on the LEFT and a preview of the admission form on the
RIGHT.

. For patients that are Not Linked, click on the 3 dots and select Link Patient. If there is no
matching patient select “Create New Patient”

ﬁs; Preadmit Holding Bay 6 Bulk Option v ¥ 13_Admissionl Form_001.pdf < 1/1 o
Dl
Receive dt  Patient W™ @ Dateof Birth F Doctor Admission o RV -+ @1 @ Q o &
11/09/2024  BOND, Mary ™ 03/04/1958 1 - 24/09/2024 e
13/08/2024  SWAGGER, Bob Lee @  08/12/1975 1 - 18/09/2024 N Y./
.
N

nnnnnnnnnnnnnnnnnnnnnnnnnnnnn

20STAL ADDAESS 1007 Bond Ave.

. Print or download the paperwork using the icons, Print or Print All, in the top right corner of
the preview screen. Print will just print the form that is being previewed. Print All will print
any additional forms that the patient has attached also.

. The 3 dots can also be used to Commit the document to the patients record.

. Documents can also be Committed in Bulk by selecting all the entries using the check boxes
on the left.

. Using the Select Bulk Option dropdown box select Bulk Commit.

. If committing forms individually, you're given the option to assign the form to a particular
episode. A pop up will give the option to Link to Episode with a drop down to choose the
particular episode.

. You can also choose to update the Admission Form Received checkbox on the Edit
Appointment Screen while committing the form as well.
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Commit Record

Link to Episode [v] e

Episode = 30/01/2025

Episode Checklist [+] Admission Form Receivede

Cancel Commit Record

10. You are also given the option to update Health Fund Details for the particular episode if the
PreAdmit form has different details than what is listed in FYDO.

11. These forms will now be saved in the corresponding patients Documents.

12. If you would like to attach the documents to the patients record, but NOT automatically update
the patient record, then UNTICK the “Update Patient Record” checkbox before committing.

13. If you have committed a patient, but cannot remember who they were, go to the Settings and
select Logs. This will give a list of who has been committed.

All new Patient Alerts can now also be viewed from the Preadmit Holding Bay! Simply click the
flag icon:

igil: Preadmit Holding Bay Bulk Option v ¥ 75_AdmissionForm_001.pdf < 11y
)

Received t Patient @  Date of Birth Doctor Admission

ii
T
I
+
]
1o}
Il
®

28/01/2025 DREAM, Day @ 15/04/1926 01/02/2025

31/01/2025

21/01/2025 WHITE, Snow @ 07/07/2017 14/02/2025

[ ]
-

28/01/2025  DSILVA, Lightning MR 16/04/1986
-
-

21/01/2025 TREMAINE, Cinderella ™ 20/05/1941 30/01/2025

11/09/2024 BOND, Mary = 03/04/1958 24/09/2024

[

13/08/2024 SWAGGER, Bob Lee @ 08/12/1975 18/09/2024

1 1 GoToPage 100  Records/Page Records 1-6 of 6 (Page 1 of 1) ™ contacr ATEOF cENT

Online Patient Verification - OPV (Hospital)

Performing an Online Patient Verification check with Medicare & the health
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fund helps to ensure the correct patient information is entered into the
system & that the Online Eligibility Check (OEC) will be successfully

transmitted

1. OPV checks can be performed from the Patient Screen, on the right-hand side in the Medicare/
health fund section, by clicking OPV Check

Appointments

[ 1]
-

Patient ID
Sex
Age
Language

Pending

% Allergies

Nil

Alert

Notes

Recalls Accounts Episodes

& Patient Details

Title Pronouns
Master

First Name )
Last Name
Preferred Name
Sex

Male
Address

Mobile Home

(07)-

2. Referring Details

Previous Referrals

Referring Doctor

Communication

File Number

Middle Name

Referral To

Chart Tracking

Documents

External ID

DOB Estimate

Clinical

Veterans No.

B Medicare / DVA

Medicare Number Ref

x| 3

& Entitlement Cards

Card Type

¥ Health Fund

Fund Name

Veteran Card Colour

Card Number

E Total 0.00

€D O D -

Eligibility
Eligible - Australian Resident

Expiry

DVA Auth.No DVA Auth. Date

Expiry

MPL - Medibank Private/Medibank OSHC

Membership No.

Alias Name

UPl  Insurance Status
x Full Fee
Alias Surname

@ Online Patient Verification (OPV)

Type
Medicare and Health Func v

Last Medicare Check
06/07/2022

Location

Asat

Last Health Fund Check

06/07/2022

2. Before the OPV is successful, the Medicare Number field & the Health Fund Number field will

appear in a [ font with a cross.

&5
@ =
atient Details ~ Appointments

Patient ID
Sex
Age
Language

Pending

%k Allergies

Nil

Alert

Notes

Recalls  Accounts Episodes Communication Chart Tracking Documents

& Patient Details
Title Pronouns File Number External ID

Master
First Name () Middle Name

T

Last Name Previous Name
Preferred Name DOB Estimate
Sex Gender

Male
Address Suburb

Kearneys Spring QLD
Mobile Home Work
(07)- (07)-

Email

2 Referring Details

Previous Referrals

Referring Doctor

Referral To

Clinical

5 Medicare / DVA

Medicare Number Ref
4 v 3
Veterans No. Veteran

Bd Entitlement Cards

Card Type Card

W Health Fund

Fund Name

X Total 0.00

oD -

MPL - Medibank Private/Medibank OSHC

Membership No.

Alias Name

Expiry Eligibility
¢ Eligible - Australian Resident
Card Colour DVA Auth.No DVA Auth. Date
Number Expiry
UPI Insurance Status
v Full Fee

Alias Surname

© Online Patient Verification (OPV)

Type

Medicare and Health Func v

Last Medicare Check
04/11/2025

Location

As at
04/11/2025 @& [elVAeT o

Last Health Fund Check
04/11/2025

| v

3. Once the information has been successfully verified, it will appear with a Green Numbers
and a tick, to indicate the information matches the records held by Medicare and/or the

Health Fund
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4. If the information isn’t able to be verified, a visual alert will be displayed, in the top right

corner, of a | NEEEEEEE.

5. Hover over this icon to display a reason for the unsuccessful verification.

e X Total 0.00
THE FOLLOWING HAS EXPIRED : -
Appointments  Recalls  Accounts  Episodes Communication  Chart Tracking Documents  Clinical MEDICARE CARD atient I

2 Patient Details & Medicare / DVA
o
- Title Pronouns File Number External ID Medicare Number Ref  Expiry Eligibility
Master v 3 08/2022 Eligible - Australian Resident
First Name @ Middle Name Veterans No. Veteran Card Colour DVA Auth.No DVA Auth. Date

6. In some instances, the OPV will be able to identify the patient, even if the details are slightly
incorrect. If this happens the || | | S icon will become visible & you will be able to hover
over it for information regarding the check. Some examples of this would be:

- Updating the patients’ first name. E.g. From Sam to SAMUEL

- Updating the last digit of the Medicare Card. E.g. From 5 to 6

- Updating the Medicare Reference Number. E.g. From 1 to 4

This may result in needing to run the ||| | | | 2 second time to verify the Health Fund details.

7. The OPV will automatically be performed when making a patient booking. As long as the
relevant patient information is available, the check will run once you click Save, after
completing the Appointment Screen

Make Appointment Total 000 Cancel a
POPPY, Princess 4 Booking Details Fund Details e
MRN 209 Location | Shaes Private Hospital I v Health Fund
FleNo - MPL - Medibank Private Limited v
Theatre/List | Thea v Roster Select Roster v
DpoB 01/01/1999 (26) Membership No. el Excoss. Co-pay un
Sex Female DriSurgeon | HOUSE, Dr Greg N 12345678A 0.00 0.00 0.00
Mobile 0400 000 000 Surgical Assistant | DOCTOR, Test v Insurance Status
Full Fee v Claim Details
Medicare  4292-45116-6 Other Surgical Assistant v
Veterans -
Anaesthetist | LENNON, Dr John v
Items
Anaesthetic (Primary)  General v Anaesthetic v
* Allergies
Appointment Date 04/11/2025 &§ Time | 07:30 [ Adm 2
Tape - Rash Code Description Band  Session
P Appointment Type  Standard 15 v Mins | 1
Procedure Notes v
Alert Other Services
BIu A v
Other Notes
Code Description Qty Date of Srv Send Invoice To
o ] v

Notes
OEC Received | | OEC Checked | Pre-Admission Contacted | | IFC Craated | | IFC Signed

Checkist

8. If the patients’ name varies from what Medicare has documented, to what the Health fund has,
utilise the Alias Name field under the Health Fund section (as shown in image below). In
order to successfully verify the details in this instance:

a. Enter the patients name, as it is shown on the Medicare Card, in the Patient Details
section. FYDO has to have what Medicare has in this section.

b. Enter the patients name, as it is show on the Health Fund Card, in the Alias Name
field

c. Run Check again
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Patient Details ~ Appointments

—
N -
Snow WHITE

PatientID 147
Sex Female
Age 8
Language  English

Pending 6,473.00

%k Allergies

Nil

A Alert

Diabetic/ hard of hearing

Notes

B Document Alert

-.1?: 147 - WHITE, Snow ~ Snowy (07/07/2017 - 8)

Recalls  Accounts
& Patient Details
Title P

Miss

First Name €

Snow

Last Name

Address

1 Cottage Close

Mailing Address
1 Cottage Close

Mobile
0411-111-111

Email

2 Referring Details

Previous Referrals

Episodes
Name as listed with Medicare
needs to be entered here
ronouns File Number External ID

Middle Name

Previous Name

Date of Birth DOB Estimate.
07/07/2017
Gender

Woman, or girl, or female

Suburb State Postcode
Snowy Plain NSW 2628
Suburb State Postcode

Home Work

Name as listed with the Health
Fund needs to be entered here

A & X Total 6,473.00

oo -

B Medicare / DVA

Medicare Number Ref  Expiry Eligibility

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

B3 Entitlement Cards

Card Type Card Number Expiry
Concession Card 12345678A x

@ Health Fund

Fund Name
MPL - Medibank Private Limited

Membership No. upl Insurance Status

987654321 x 0 Full Fee

Alias Name Alias Surname

Patient Verification (OPV)

Type Asat

Health Fund v | 05/11/2025 @ el
Last Medicare Check Last Health Fund Check
Location

Shaes Private Hospital ~

M Health Identifier

Health Idantifier Numher MHR cansent
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