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Finish an encounter and provide billing information for reception. When the patient has been billed, they will be

removed from the Waiting Room.

After ending an encounter, you can admit the next patient andstart a new encounter.

Ending an encounter

Once the consultation has finished, you can make notes, end the encounter and add billable items to the Billing
Wizard.

To end an encounter:

1. Complete the clinical notes.
2. Select the Stop button.
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3. If the patient is registered with My Health Record, you will be prompted to create an Event Summary.

Selecting Yes will open the Event Summary form so you can review and, if required, deselect items.
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Patient Details

Name |MCINTYRE, Goldie IHI 8003 6086 6689 3235 File No |65 Phone 0403355456 ATSI |Mot Recorded
DOoB 25/04/1959 Sex Female| Address |46 Hiram Cir, BOCOBRA, 2865 Email
Medicare Card DVA

Jump to —= Source | Allergies || Medicine | History Immunisation | Diagnostic

Referrer / Document Author ~
Doctor Name  Davis, Dr Phillip (PD) HPII |3003 6199 0002 6805 Healthcare Role | General Medical Practitioner
Clinic Name | Branch 1 ~ |HPI-O 80036282 3336 7349 Clinic Address Level 3, 60 Albert Road SOUTH MELBOURNE 3205
Clinic Phone 03 9284 3300 Clinic Fax
Event Details *
Add Encounter Notes | Add Reason For Visit |

Newly Identified Adverse Reactions

o

Medicine ~
v
Medicine Dozage Clinical Indication Comments
Mometasone furoate S0meg per dose Nasal
DSpray 50mcg/dose 65 dose [1] T2 )
Medical History ]

v

Revert to Encounter defaults Display full history Save Draft | Mext [preview] I x Cancel

Once you're happy with the information, select Next to view the final form then select Confirm Content and
Upload to upload the information to My Health Record. To learn more, see the Patient consent and Event
Summary sections of the My Health Record Article.

4. The final step is the Billing Wizard, which is covered in the next section.

The Billing Wizard

Completing the Billing Wizard is an important part of the consultation. The wizard opens automatically if you
admitted the patient from the waiting room, and links the bill to the patient. You can also manually select the Billing
Wizard from the History View, select Create an Attendance and complete the wizard.

Billing Wizard information:

e DOB tells you if the patient is underage and should be bulk billed.

e HCC tells you if the patient has a Healthcare Card number, which may be a practice requirement for bulk
billing.

e Medicare Number tells you if the patient's Medicare number is on record, which is required if the practice
bulk bills.

e DVA tellsyou if the patient is covered by the Department of Veteran's Affairs.

To complete the Billing Wizard:

1. Choose the payer.

Use the Payer field if it's a patient, or make a note in Attendance notes if the payer is Medicare (Bulkbill) or
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Private (patient pays and can apply for a rebate).
2. The Selected Items field shows the items to be billed.

To add additional items, select them from the list of Recent Items or use the Find Item icon by entering
keywords or the item number. Double-click the search result to add the item.

3. Toinclude an entry from the Special Instructions field, select the entry to move to the Selected Instructions
field.

You can also select the entry to move it back.
4. Use the Attendance notes field to add any instructions for reception, such as "Book to see me in 2 weeks."

When performing a Covid-19 vaccination, use the Attendance Notes field to enter:

o If this was the 1st or 2nd dose.
o If the vaccination was performed out of hours.
5. Select OK and the information will go to reception.

Billing Details

Patient Mame Holloway, Mr Knut DVA Medicare Number 53502861411 Safety Met

DOB 1905/1995 HCC Pension Status None Encounter Duration 0:14:09
Payer |Holloway, Knut Pl .00 A
| ! - | 2% Configure

Search for item by number or description Selected Items
| pel | 10588 Immunisation provided to a person ... Astra Zeneca - Single Dose 1 1/12/2021 1234
Recent [tems 23 Level B Surgery Consultation Bandaids 1f12/2021 54564

23 Level B Surgery Consultation

10988 Immunisation provided to a person by an
Spedal Instructions Selected Instructions
Dose 2

Consumables/Immunisations Attendance Notes

23 Level B Surgery Consultation Compression Baru| | Bulk bill Medicare

23 Level B Surgery Consultation Fluzone High Dos:

23 Level B Surgery Consultation Bandaids

23 Level B Surgery Consultation Bandaids

< >

? Help ¢ oK x Cancel
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Considerations

The reception will bill the patient from the Waiting Room.

The Doctor Assigned Billing Codes section shows the items that are added to the invoice when Add All is
selected.

The Billing Instructions field shows important billing information, and the item number used must match the
Billing Instructions. If the incorrect item number is shown, it should be changed.

E.g. If the item number is for dose 1 and the Billing Instructions say dose 2 was used, the item number should
be updated.
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Patient Attendance Find  Clinical Details  Bill Enquiry Letters EncSheet Proforma Labels Appts  Extras
2 & el & =) S :
Patient Cuick Attend Admit  Find Patient | Bi Refresh | Intramail | Show Hidden
20/08/2021 | |71 Branch |Branch 1 v Friday, 20 Aug 2021 Order By | Appointment Time ~
11:18 B Doctor | All v 11:18 (-8) hours Filter Mot Billed w
File # Status  Mame Appt  Attend Admit  Doc  ApptType Br Notes Site Patient Alerts ~
A5 Hamiton, Peter 10:40 PD MED Attendance created by Doctor.
A3B T 10:58 PO MED Attendance created by Doctor.Bill for dose 2.
New Invoice
Invoice I}
Patient Gemma Hampton DVA HCC# Safety Pens. Status Mone
File A38 DOB 20/07/2014 (7)
Payer Debts 5 : .
Payer Hampton, Gemma v Add/Edit Payer Patient Family Credit
Due 0.00 0.00 0.00
Applicable Fee Type P1
Deferred 0.00 0.00
Doctor Davis, Phillip e
Fund Details
fo St Cls s Fund # Fund Fee Type
Reqguest/ |<Nona> v |
Referral Dr
Refund/Gap Calculation Invoice Style
(JFund (® Medicare PrintGap [ Corporate []
Services
Date Items= Description Fee Tax Unit Value Qty Amount Notes Estim. Refund Gap
|20,ros,12021 ”l ” "Pl v| ‘ 0.00 ” || 0.00 ” ” 0.00 || 0.00| v
< >
4 Weel
Froperties Add Change Delete Total 0.00 Disc. 0.00 Gap 0.00
Doctor Assigned Biling Codes Message
e ]
Biling Instructions
IAtﬁendancE created by Doctor, - Bill for dose 2, - ]
Defer Family ECLIPSE MA Online Combo Inv. Print Email Suppress Quick Pay Cancel Help

Deleting an encounter

It is possible to delete an encounter that has been ended, by reopening the encounter on the same day. This may be
required if multiple patients are open in Clinical Records and the encounter was started for the wrong patient.

To delete an encounter:

1. Open the patient in Clinical Records.

For more information, see the Find a patient article.
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. Select the green play button in the History View to start the encounter.
Select Yes when prompted to continue the previous encounter.

Select the Delete Encounter Problemicon to the left of RFE.

. Select Yes to the prompt to cancel the encounter.
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The encounter will be removed and the Current Encounter will close, taking you back to the History View.
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