Helix Health Ltd

HELIX 52 Br.oomhill Road
HERI—TH Dublin 24

BILLING MODULE 2011 — HEALTH one Version 7.1

We have developed a completely new billing module for versions 7.x. You will be able to continue using the old

billing module in version 7.x if you wish but we strongly encourage you to convert your old bills —see pages 6-7

“conversion from old billing.

The biggest changes in the new module are:

a)

b)
c)

d)
e)

1.1.

The bills (now called invoices) are saved in the patient file (HCR). Thus if you rebuild the patient indexes, you
get all the bills back — if for example your database became corrupt

All payments are made against specific invoices —easier to track costs and payments

Billing and payments can be done directly from appointments screen — no need for secretary to open the
HCR

Very easy and comprehensive analysis by patient and by family and by third party

Simple reporting on daily analysis — open bills — breakdown by doctor, by company etc.

Bills creation.

There are several possibilities to create a bill:

® From the patient file, a button + shortcut Shift+F9 =» display the billing item editor

® Insert the item from the item selector (new item = invoice) =» display the billing item editor
e Directly from the billing tab in the patient file.

Other possibilities (without opening the patient file) ~ :&¥ List of invoices 3hift+F9
e from the patient Right click — New invoice.

e from appointment screen - Right click + button =» New invoice.

=> from patient and appt => this displays the billing tab with all open bills for the patient
Today’s bill is selected by default.

Two buttons on the billing tab:
e & New invoice (display the billing item editor),

° & New payment (displays the payment editor).
If there are no open bills — the new payment button is disabled.

1.2.

New invoice

* The Billing searches for a transaction for the responsible doctor and the transaction date.
The choice is displayed at the bottom of the dialog.
® Two options:

o Create the invoice in existing transaction of today’s date
If the existing transaction does not exist, the choice is disabled.
o Create in new transaction
= name = billing
= responsible is responsible of billing
= author :logged in user

(We have an option to default to new transaction). Any new transaction has a specific transaction name =
“invoicing”
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1.3.  Billing tab filter and display.
The list of bills contains several columns:

& O N X & E- 252 M Fiter:albils - Balance =0.00
F >0 £
St.[Date | Description | Cost "Paid [Provider | Debtor
3 01/02/2010 Consultation 40 0 DrJohn Test Gonzola Igor
01/10/2010 HSE Case Conference, Dental and na 102.02 100 Dr John Test Gonzola Igor
05/10/2010 Consultation 40 40 Dr Philippe Querteme Gonzola Igor
08/10/2010 HSE Case Conference 7288 72.88 DrJohn Test Gonzola Igor
12/10/2010 HSE Case Conference 7288 0 DrJohn Test Gonzola Igor
15/10/2010 Excisions/Cryo of skin lesions - warts 29.14 29.14 DrlJohn Test Gonzola Igor
20/10/2010 Consultation 40 40 DrJohn Test Gonzola Igor
1.3.1. Filter

e Displays open bills or all bills (A specific drop down menu filter allows us to filter the bills on several criteria:
open, closed, cancelled or all bills.

Filter : All bills v”_

All bills

DOpen bills
Closed bills

Cancelled

e Several filters are available by column (above the main grid):

(@]
(@]
(@]
(@]
(@]
1.3.2.
e Open

Filter by date (period of time are allowed (<01/10/2010, <2010, >06/2010, >2009 <2010, ...)
Description
Cost & Paid (expressions like >100, <10 are allowed)
Filter by responsible. (List of users available in a drop down filter).
Debtor filter.
Display
bills are highlighted in yellow

e Bills belonging to doctors other than the logged on user are displayed in red.
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1.4. Billing item editor.

a. Date —initialized with the transaction date but can be modified.

b. Responsible (combo that contains all users).
We have a tag in the userdb to exclude any user from the list:
( Highlight the user name — information tab — identifier view — billing denied (4th from bottom in the list) = 1.)
Initialized with the logged in user provided it is in the list. (otherwise remains blank and warning if not filled in)

|| dentifier |

[termn |"»-"a|ue
Billing deried i
c. Ifinitiated from the appts, the responsible will be the GP with whom the appt is made.
d. Invoice editor has three parts
“invoiced” input the invoice (bill) here. We have a grid with 3 columns “Code or Alias” | “Description” | “Price”
We have a selector from an external database. Costs are searched directly from the grid.
- The first column allows you to search on the code

|Code or Aliaz | Description
R4 u:nn| -
CON Consultation
- The second column allows you to search on the description (space in search criteria allowed).
|Code or Aliaz | Description
T cons Eu:g|

- Consultation +ECG
The doctor can change the list of billing items or debtors in the config.
The cost is freely modifiable — the doctor should be able to ask the price he wants.
Several costs can be added in the grid. The total is calculated automatically.
A full description of the invoice is generated and modifiable (this is the caption that will be put on the bills,
printing etc.)
e.g. Consultation + ECG
e. Acommentin free text
f. Debtor : 3 possibilities. This is initialized with last invoice for this patient in the HCR.
a. Patient (default if no previous bills except for child <18 =» family.)
b. Family : query with the family number to initialize a combo. We have a button to select a family
headfrom the “mini” patient selector.
NB: An asterix after the family number denotes family head
c. Company : List initialized from an external database. (CompanyName, Adress1, Adress2, Adress3,

ContactPerson).

& Company | =T | Prokection
MHame Adress] Adrezs2 Adrezs3
Atlantic Developments Kenmare Co. Kemy

[ment kernmare Salmon Lkd Kilrnurray Kernmare Co. Kem|
HSE immunization FCRS [ublin &

g. Payments : List of payment (grid) — Amount paid, payment type (cash, cheque, credit card, other...), comment.
To mark a bill as paid directly, we have buttons - cash, cheque, credit card to initialize the payment with the total
cost.

Status — closed bill. This is editable.
Receipt — a check box is added to print a receipt when you validate the dialog.

Notes:

e only one debtor is possible for one invoice - If multiple create multiple bills.

® the address of the debtor (company) is saved in the database to be able to print.
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Layout of the billing editor.
rIerice editor - _ M
Date : |31f10f2010 v[ Responsble :  |br John Test |

| Code or Alias | Description | Price |

?cow * | Consultation = 0

IConsuHBﬁon Total: 40

4

Debtar Status

¢ Patient I \‘;) Closed = l

" Family

= Company

Comment

Payment &> e T x

|Date | Type | Paid amount | Camment
ﬂ_sum,rznl_n * Cash = 0|

Create transaction

™ in the current transaction :

¥ in & new invoice transaction;

I~ Print a receipt oK I Cancel

1.5. Payment dialog.
a. Date (today’s date)
b. Amount: initialized with the selected open bills total. Focus on the amount.
We take care of any negative balance to reduce the amount to pay. In this case, add a comment.
c. Type of payment : cash, cheque, credit card, or other
d. Comment

=>The payment is split between all open bill starting with the selected ones and then with the latest invoices.

Payment editor E Amount: |30 VI

Type Back | CE | C
Date: [20/10/2010 | & & Cash
‘y  Check MC 7 8 9 / sqrt
== { Credit card MR - 5 - - -
Amount : IG{ﬂ vl " Other
MS 1 2 3 = 1/x
Comment
& M+ 0 +/- . +

Note: A small calculator is available in the amount field
CK I Cancel |
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1.6. Population Analyis (Billing Queries)

1.6.1. Execute the analysis
This is different from the old billing. It is not accessed from the normal population analysis button. We have a

separate “billing queries” button on the main Health ™ toolbar

TRE: Ak L

Billing Queries

But also directly from the invoice list in the billing tab or elsewhere

® & | 2 ||§| Fiter : All bills

Billing queries|

1.6.2. Analysis content
e End of day analysis. Shows the total invoiced and the total paid + open bills for the day.
(Day is the default, can be done for any period)
You should be able to print invoices for the day.
e List of invoices for today, list of open bills of today, list of income.
® Presents some cube analyses.

& Billing queries

Billing queries : Tw Convert old billing
&-l] @ a ﬁ ¥ w ¥ Period Responsible Arnount Skatus Balance Debtar
eainnjzont | [esjoyjenit | | =l | = [patients -
Daily anaiy =
Today's bil I |BiIIDate |Name |FirstName |Respomstatuleescription |.°.rnount |TntalMPaidDate |Balance |Debt
Taday's statistics Print various reports ' o
Payment Type (Cash...) ”
Open bills Preset daily analyses various filters

S

General analysis

Al open bills r

EBalance = 0

Preset general analyses

Billing 9
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1.7.

Conversion from old billing
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When you upgrade, you can continue to use the old billing. To convert you must first initialise the new billing
Click Menu item Tools = options =» billing =»Activate new Module

—Refresh —Canfirmatian dialogu
Search options [V delete
& Automatically ¥ Save
 After |2 :II characters [# Save on exit
rMiscellaneous
Match on: [ Show balance on tab
& First part of the filter [ Ca payment v Dis
A part of the filker Default colum
’7| Date ;l
—Alert
[ Dizplay an alert if the balance if greater than

b

v

~New billng moduls M=

Whe the new billing is activated the conversion is not done automatically. You have click on the convert icon eithr in

the bill

ing tab or in the billing queries screen.

Billing queries : Today's hill

& @ a = - _,;ri'# [ Periog

the new

Perio

Fiessours

f'ou can

Conversion from the old billing module. |z

This wizard will help you to convert your existing billing data into -

HEALTH one billing system. o

Select the data to convert [untick unnessary parts)
¥ Murber of bills found in the old system: 10723
v Debtors : 15
¥ Costitems configuration 48

Conversion method for the invoices
& Conversion in a unique "lnvoice’ iansaction
" Cornvert each bill a a separate "lhvoice’ transaction
£~ Corvert each bill in the more appropriate bansaction
[if exist, at the end of the transaction with the same date for the same doctor]

Default access rights applied : Print P d. Export Py d
Peiiod
The wizard will convert the billz included in the period below, you can adjust the period

betore the conversion.

d: Period start : ISDHD?.QDD‘I vl
Period end : |D1 Azszmo vl

5]

The wizard will coreeert the bills from the selected ressources.

include or exclude zome ressource uzing the list below.

FRessources : ¢ Mary (secretary) A~
/ Dr. Rory O'Drigcoll D |
{pr. Bemie O'Criscol v

[~ Delete old bills after the conversion [not necessary]
[ Fulllog for the conversion.

ok | Cancel |

We strongly suggest you leave the default options ticked as
opposite.

Conversion into a unique invoice transaction will take about 15
mins. for 50,000 billing records. This will create one transaction at
the beginning of the medical chapter with all old bills converted.
However each bill will still have the same date as in the old
module.

Conversion in a separate invoice transaction will create a new
transaction for every old bill. This is much slower and may take
over an hour for 50,000 billing records

Conversion of each bill to the most appropriate transaction is
slower still and may take several hours for 50,000 billing records
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Family Billing

It is possible to make the head of family the “Debtor” for an invoice e.g. for children.
In the invoice editor this is assigned with the “family” entry box

Ciebtar
£ Patient
& Family TEST BILLING
 Company

You can use the little box next to the drop down list to select the head of family.

However, if you have already assigned the same family number to all members of the family, the drop down list will
display these family members. You cna then select the appropriate family member as “head of family”. Bills can then
be sent for all members to the family head.

Once you have selected the “family head” for this patient, Health one will remember it and it will appear in the drop
down list the next time you invoice this patient.

If you use family numbers to identify several patients of the same family, you can define the family head in the
patient file (in the administrative transaction) by adding an asterix * after the family number in the file of the family
head. If you use this system Health one will immediately find the family head for, say a child, and present you with

this name when you create an invoice for the child.
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Configuring the cost items and Debtors
Normally the cost items and Debtors will be converted from the old module.
You can create new billing items at several places in the billing module

Configure cost items or debtors from billing tab Configure cost items or debtors from Queries screen
Medical transactinnl e Billing [100.00) ' [E-4ction pls Billing queries :  Today's bill

SO RXREF|2 D rie SHOFAL P e

Configure the cosk

Y - Configure the cost
5t | Date | Des Configure debtars

SP oA oo nd 0l o

Configure debtors

Configure cost items from invoice editor Configure debtors (companies) from Invoice editor

Date : |294"95!’2mﬂ vI Responsible : IDr Bermie 0'Driscall " Patient M I |0

= Fanily

Invoiced S X e & Company IMrs Pratect

% Configure Billing items

Configure companies

Configure the list of billing items you see in the editor

Configure the list of companies you gee in the editor

| [Code | Description [Amount | -~
L lcd] Consultation 40 E
| Eye test for driving 0 = M arme | Adress1 |Adress2 | Address3
cryotherapy 90 itlantic: O evelopmentEECIIETE Co. Kemy
| Minor Surgeny 70 kenmare Salmon Lid Filmurray F.enmare | Co. Kemy
HSE immiunization FCRS Drublin &

Brook Late Hatel Gartariullen Kenmare Co. kKemy

The configuration database for the billing module (billing.mdb) is stored in the dbf folder.

Health one will look for this database in the DBF folder using the following order
Shared config/CONFIG/SET1/DBF

Shared config\DBF

C:\Honewin\DBF

The specific editor allows you to:

e Add, edit, delete a cost item

e Review the sort order of the items

e Define a default cost item. (e.g. consultation)
ecific editor allows to

® Add, edit, delete a company

e Review the sort order of the companies
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Configuring User Access to the billing module - User editor

It is possible to allow or deny the following access rights to the billing module for different users. This is important
because the analyses are very powerful and easy to view from within Health one for any user.

You have to open the “User editor” or UserDB to assign these access rights. Only administrators have access to the

user editor itself.

1. Disallow some users the right to view the billing analysis — disable the analysis icon
In this case the highlighted user will not be able to see the analysis icon in the main Health one toolbar
In the user editor, click on the relevant user — Click on the “access rights” tab on the right — click the “new”
button — choose the object = Bill - choose the Action — Analyses — un tick the box = “Grant”.
There are several other access rights available in the “Object” section

Prafiles l Structure ] Fole ] Uszerz ] User : Marr (SECI'E‘. Add access right
gﬁefdurrn?;gmmr”he Sy Infarmation  Access rights l Access nights

+ ﬁ Phyzician/The Surgeny of = m D:: - E Object: |EILL

= ﬁ Secretanal/The Surgen — - ]
W3 Mary [secretary] = .-Iﬂ Mews access right Action Action: |"f""”‘5'|-'r'SE
€ Mz Maria Dupn L—
€ Ms Marie Browne i
€ Mz Tina 0'Sullivan N

2. Disallow some users the right to create an invoice in their own name. For example, usually the reception

staff/secretaries should not create an invoice or payment in their own name

In the user editor, click on the relevant user — Click on the “Information” tab on the right — click the “views”
drop down list and change the view from “defined” to “identifier”. At the bottom (4™ from last) of this list is
the field called “billing denied”. Put the number one — 1 — in the box next door. This user’s name will not
now appear in the list of users when creating a new invoice/payment

=2 User editor,

File Tools  About

Profiles ] Stucture Fole Users User : Mary (secretary)
= E_ The Surgery 5 . -
+ @ Adrministrator/The Surgery iR IACCESS "ghlsl Walidity
+] @ Physician/The Surgery @ =
|- i SecretarialsThe Surgery ST

W@ Mary (zecretary] |dentifier N

ﬁ Mz Maria Duyn
o
Contractual arang
%rescriber I :
illing denied 1
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