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Legal notices

This document is classified as commercial-in-confidence. Unauthorised distribution of this information may con-
stitute a breach of our Code of Conduct, and may infringe our intellectual property rights. This information is col-
lected and managed in accordance with our Privacy Policy, available on our website.

© Copyright 2019

Best Practice Software believe the information in this User Manual is accurate as of its publication date. The inform-
ation is subject to change without notice.

You may only copy, change, or use the User Manual as required for your own use as permitted under the End User
Licence Agreement or the Order Form. User Manuals are intended for reference only and do not preclude the need
for training.

Best Practice Software Pty Ltd Best Practice Software New Zealand Ltd
PO Box 1911 PO Box 1459
Bundaberg Queensland Australia 4670 Hamilton New Zealand 3240

www.bpsoftware.net

The information contained in the User Manual is intended to be a guide only. BPS does not provide any warranty in
relation to its currency, accuracy or completeness and, unless otherwise required by law, will not accept any liability
in relation to any loss or damage suffered by you or any third party in reliance on the information contained in the
User Manual.

Last updated: 27 May 2019

Intended for usage with Bp Premier version Jade SP2 and later. Some features in this User Manual may be available
only in versions later than Jade.
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B B Preier

Report Reference

This report reference describes the main reports that will be used by administrators and practice managers for
provider disbursement, banking reconciliation, and auditing.

How often are new reports created?

Reports may be updated or new reports added with every Bp Premier monthly Data Update, in response to user
requests or a need identified by Best Practice Software. The report descriptions you see in Management > Reports
in the software will always be the most up to date description of a report.

When a new report is added, you will need to be given permission to use the report. If you see a report in this ref-
erence but don't see it in the list of reports in the Reports window, check your User Report permissions, or ask
your Bp Premier administrator to update your report permissions. If a report is not listed in the report per-
missions window, update your drug database to the most recent Data Update so that your report are up to date.

| see a report but it isn't listed in the report reference

Some reports are created for a small group of practices, and may not be relevant for all practice types. If you
would like more information about a specific report to be included in the report reference, email train-
ing@bpsoftware.net with the report name and a request for more information. Our technical communications
team will review and update the report reference.

What are historical reports?

Historical reports have been provided for practices who upgraded from a version prior to the Lava edition and still
need to report on data that was recorded prior to the Lava upgrade.

If you have only ever installed Bp Premier Lava or later, or you do not need to report on data from old versions,
you will never need to run the historical reports. You can configure user report settings to remove access to his-
torical reports for users, so they are presented with only the reports relevant to their practice role.

Reconciling banking for practices with multiple locations

Practices that have more than one location, and who allow patients to pay for services at a location different to
where the service was provided, must ensure that users log in to the correct Bp Premier location before they start
taking payments.

Banking reports

The Banking reports show payments as taken at the Location selected when the payment was processed through
the Payment details or Bulk payments screen:
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re

ler

First in (&P So'I'.\.-::'r'

Total of services: 65.00 ] Pay ful amount [JPay gap Location:

 Noosa Clinic

LV

Cash: | 35,00] EFT: |

T

! Bulk payment X
Payer: |HCF Health Insurance ‘ Select
renetpa Droroa Dueost [0 G| [ s ) oot
Cheque Mo Drawer: Bank Branch:
Reference: [HCF0702201807
! Payment details - Mrs. Kathleen Aalbrecht X ‘

Payment date: | 7/02/2018 @~
oot [

Cheque details: o No.

Amourt Add

| Delete |

The Location drop-down menu defaults to the location selected when the user logged in to Bp Premier, and rarely
needs to be changed. However, if a staff member has logged in to a workstation and selected a location that is not
where they are currently working, any payments they take from patients will be recorded as taken at the wrong loc-

ation.
£ Login X
User: Miss Jenny Reception =
B -?‘J Password: |......-
p Location:

Product: Bp Premier
Version: Indigo Edition
Build No: 1.9.0.822

Site 1D: 2423

Drug database: February 2018

Start in:
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For example, a staff member working a shift at a new location (Noosa) may mistakenly select their usual location
(Brisbane) when logging in. If this staff member processes payments, Banking reports will incorrectly show that
payments were received at a different location, and the totals in the report will not match the total of receipts in
the till.

To avoid this, staff who process payments must select the Location where they are actually working at the Bp
Premier Login screen when they start their shift.

Payment reports

Payment reports always show payments as taken at the location where the service was performed. This means
that if a patient pays for a service at a location other than where they received the service, a Payment report will
show that payment was taken at the ‘wrong’ location.

However, because Medicare and DVA payments always go to the provider’s bank account associated with the ser-
vice location, doctors will still be paid correctly even if patients pay at a different location. Depending on how your
practice uses the Payment reports, your financials staff should be aware of potential discrepancies in the Payment
reports where patients have paid at a different location, and whether these discrepancies need to be accounted
for.

Online claiming check for payments

When a user clicks Check for payments from the Online Claiming screen, any Medicare or DVA payments to the
practice that are created are set to the location of the service associated with the claim, not the location of the
logged-in user.

The report reference is grouped into functions:

® Services on the next page

® Payments on page 13

® Transactions on page 19

® Online Claiming on page 24
® Clinical on page 38

= Debtor on page 27

® Banking on page 29

® Deposits and Payment Reversals on page 32
= Audit reports on page 32

® Appointments on page 35
® Patients on page 40

®= Administrative on page 41
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Services

The Services reports provide information about invoices and services. Adjustments and cancellations show in the
period in which they occurred and are taken into account in report totals.

Services - by Account Type (grouped by service created)

This report lists all services created within the specified date range but does not include any payment information.

Services - by Account Type (grouped by service created date) BP Test Practice
I Mo s, Dl Patan M ame Bullend i At Tws
T Srv. Croabed Sev. Date Service Detals Peivale Milicane DA W aneoer Othar GIT Todal Foa
E BP Test Location 1 $20.349.60 $36,071.30 28115 $0.00 $1,428.50 $23.05  $60,587.00
H Or Dave Best $802.00 $10,15.95 $505.05 $0.00 $172.00 §0.00 £11,791.00
Dr Dave Best parcentage 6. B5% BE Ed% 5.05% 0.00% 1. 46%
B ©or Rick Doctor $4,308.00 £5,270.30 $540,45 $0.00 $213.00 §7.50 $10,420.25
E Service created date: 01172042 SEB9.00 51,015.45 $186.05 20.00 5000 S0.00 52,091.40
[ Service created date: 02112012 §724.00 $855.90 $104.80 $0.00 .00 $0.00 §1,688 70
B Service created date: 08/11/2012 $1,405.00 $469.50 $14100 $0.00 $60.00 $0.00 $2,177.40
B Service created date: 071112012 72200 $1,420,60 $0.00 £0.00 .00 $0.00 52,12 50
B 2ervice created date: 081112012 $562,00 $1,507.85 $104.80 0,00 $144.00 $7.50 52,3215
E Service created date: 1311202 £0.00 £0.00 $0.00 £0.00 20,00 $0.00 $0.00
H Zercice created date: 147112042 £0.00 £0.00 5000 20.00 000 S0.00 50,00
Dr Rick Docior percentage 42 20°% S0.5T% 5. 10% 0.00% 2 0%
Grouping

This report can be grouped by:

® Location - groups by Location > User > Date
® User - groups by User > Date > Location
® User (Location) - User > Location > Date

Service amounts are broken into columns by Account type, which relates to the Billed to method (Private, Medi-
care, DVA, Other, WorkCover, for example). The Private column is used for accounts billed to a patient name
(Patient, Head of Family, and Other when a patient is selected). Percentages are provided per location and provider
showing the % of Total Fee allocated to each Account type.

End of report summary

Totals are provided at each group level, totalling all services created within the date range. All groups can be expan-
ded down to the service level.

A summary of activity showing the count of invoices created within the selected period is available at the end of the
report. This summary is grouped by provider and location.
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Patient count per provider per location

= Patient
Provider

Count
= Allied Rooms 1
Demo Practice 1
Miss Christie Chiropractor 1

Shading
Yellow Services created outside the specified date range that appear on invoices that have other services

created within the date range will appear. These amounts will be highlighted in yellow and are not
included in the service totals.

Services - by Account Type (grouped by service date)

This report is identical to the Services - by Account Type (grouped by service created) report, except that the
report uses the service date rather than the service created date. Services that are adjusted or backdated will
show in the report range only if the service date recorded by the user is in the report range.

NOTE Because this report uses service date rather than service created date, the data reported will alter if
new services are entered with backdated service dates or if a service with a service date in range is adjusted.
Best Practice Software recommend that ‘using service date’ style reports not be used to pay your providers.

Services Summary - by Account Type (grouped by service cre-
ated)

This summary report provides faster processing when printing large numbers of transactions.
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Services Summary - by Account Type (grouped by service created) BP Test Practice
Inv_No. v Dats ‘Pabant Nams Bamsd to necount Typs
- ot ke s o = | "= i -l N~ e

B BP Test Location 1 12,382,478.20 0.00 0.00 0.00 0.00 0.00 12,382,479.20

Dr Dave Best 1.668,102 .80 0.00 0.0 0.0 0.00 0.00 1.663,102 30
Dr Dave Best percentage 100.00% 0.00% 0.00% 0.00% 0.00%

Dr Tom Brown 2.874.650.00 0.00 0.0 0.0 0.00 0.00 2,874.690.00
Dr Tom Brown percentage 100.00% 0.00% 0.00% 0.00% 0.00%

Dr vor Cure 1.633,033.20 0.00 0.00 0.00 0.00 0.00 1,653,033.20
Dr lvor Cure percentage 100.00% 0.00% 0.00% 0.00% 0.00%

Dr Frederick Findacure 967,075.20 0.00 0.00 0.00 0.00 0.00 967,075.20
Dr Frederick Findacure percentage 100.00% 0.00% 0.00% 0.00% 0.00%

Dr Michael Jones 1.061,023.60 0.00 0.00 0.00 0.00 0.00 1.061,023.60
Dr Michael Jones percentage 100.00% 0.00% 0.00% 0.00% 0.00%

Dr Jane Smith 2,051,322.00 0.00 0.00 0.00 0.00 0.00 2,051,322.00
Dr Jane Smith percentage 100.00% 0.00% 0.00% 0.00% 0.00%

Dr Peter Smith 594,630.40 0.00 0.00 0.00 0.00 0.00 $94,630.40
Dr Peter Smith percentage 100.00% 0.00% 0.00% 0.00% 0.00%

Dr Jessica Thomas 938,706.80 0.00 0.00 0.00 0.00 0.00 938.706.80
Dr Jessica Thomas percentage 100.00% 0.00% 0.00% 0.00% 0.00%

Dr Amy Young 513,895.20 0.00 000 000 0.00 0.00 513.885.20
Dr Amy Young percentage 100.00% 0.00% 0.00% 0.00% 0.00%
BP Test Location 1 percentage 100.00% 0.00% 0.00% 0.00% 0.00%

BP Test Practice totals: 12,382,479.20 0.00 0.00 0.00 0.00 0.00 12,382,479.20
Percentage of Total: 100.00% 0.00% 0.00% 0.00% 0.00%

Grouping

This report can be grouped by:

B Location - groups by Location > User > Month

® User - groups by User > Month > Location
® User (Location) - User > Location > Month

Totals are provided at each group level totalling all services created within the specified date range. You cannot

expand the groups to view the detailed information for invoices or services.

Totals are broken into columns by Account type, which relates to the billed to method (Private, Medicare, DVA,
Other, WorkCover). The Private column is used for accounts billed to a patient name (Patient, Head of Family and
Other when a patient is selected). Percentages are provided per location and user showing the % of Total Fee alloc-

ated to each Account type.

End of report summary

A summary of activity showing the count of invoices created within the selected period is available at the end of the
document. This summary is grouped by provider and location.
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Patient count per provider per location

= Allied Rooms

Demo Practice

Miss Christie Chiropractor

Provider

Patient
Count
1
1
1

Services Summary - by Account Type (grouped by item and
schedule)

This report is similar to Services Summary - by Account Type (grouped by service created) on page 7 but groups
by both Item and Schedule. Use this report where providers are paid different rates per schedule.

Services - by Account Type (grouped by item)

This report lists all services created within the specified date range but does not include any payment information.

Services - by Account Type (grouped by item) BP Test Practice
I Mo, Inv. Date Patient Name Biled to Account Ty pe
Srv.Cresled  Srv. Dade Sery ceDetads Count Private Malicae VA W orkooy e Dther GET Total Fee
= BP TestLocation1 1382 $20,349.60 $36,071.30 $2.81355 $0.00 $1, 42050 $23.05  $60,687.00
[Z Or Dave Best 320 $808.00 $10,215.95 $595.05 $0.00 $1T2.00 $0.00 $11,791.00
B Customc AA0M0 Workcower Lev o A Consullation 1 50,00 $0.00 S0.00 £0.00 £34.00 §0.00 $34.00
[ Custorm: AAD2D Woricow ef Lev o B Consullation 2 50.00 50.00 50.00 $0.00 5138.00 $0.00 $138.00
@ item : 3 Surgery consulation Level A FI 50.00 5348 60 55730 £0.00 50.00 §0.00 $405.90
[ item : 23 Surgery consultation, Lev el B T2 573,00 51,996.50 583 50 §0.00 50,00 §0.00 5280300
Item 35 Mursing Home consuliation, Lev el B, 2 patie 12 50,00 625,25 5185 &5 $0.00 50.00 $0.00 ST10.T0
m Item : 36 Surgery consulislion, Level C g S85.00 S452.10 $0.00 $0.00 50,00 $0.00 SETT. 10
[@ ttem : 43 Mursing Home consultation, Lev el C, 2 patie 3 50.00 £310.35 50.00 $0.00 $0.00 §0.00 $310.35
[# item : 707 Hoath Assessment, Prolonged 4 50,00 51,054.20 $0.00 £0.00 50,00 50.00 $1,05420
@ ttem : 721 GP management plan T 20,00 569,80 S0.00 £0.00 50,00 5000 552590
Item : 723 Team care arangement 7 50.00 578435 5000 $0.00 $0.00 $0.00 $784.35
[® item : 732 Reviewof GF Management Flan or Team C 30 50.00 $1,978.20 5162 50 $0.00 $0.00 $0.00 52, 140.70
@ item : 2700 Preparation by a medica practiticner who 1 50.00 §70.30 50.00 $0.00 $0.00 $0.00 $70.30
Grouping

This report can be grouped by:

B Location - groups by Location > User > Item

® User - groups by User > Item > Location

® User (Location) - User > Location > Item

Bp Premier Report Reference

Page 9



Totals are provided at each group level totalling all services created within the specified date range. All groups can be
expanded down to the service level.

Service amounts are broken into columns by Account type which relates to the billed to method (Private, Medicare,
DVA, Other, WorkCover). The Private column is used for accounts billed to a patient name (Patient, Head of Family
and Other when a patient is selected). Totals are provided for each item and can be further expanded to show
details of each service. A count of services is provided per Location, Provider and Item number. Percentages are
provided per location and provider showing the % of Total Fee allocated to each Account type.

End of report summary

A summary of activity showing the count of invoices created within the selected period is available at the end of the
document. This summary is grouped by provider and location.

Patient count per provider per location

n Patient
Provider

Count
= Allied Rooms 1
Demo Practice 1
Miss Christie Chiropractor 1

Shading
Yellow Services created outside the specified date range that appear on invoices that have other services

created within the date range will appear. These amounts will be highlighted in yellow and are not
included in the service totals.

Services - by Account Type (grouped by Item) using service date

This report is identical to the Services - by Account Type (grouped by Item) report, except that the report uses the
service date rather than the service created date. Services that are adjusted or backdated will show in the report
range only if the service date recorded by the user is in the report range.

IMPORTANT Because this report uses service date rather than service created date, the data reported will alter
if new services are entered with backdated service dates or if a service with a service date in range is adjusted.
Best Practice Software recommend that ‘using service date’ style reports not be used to pay your providers.
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Services - by Account Type (grouped by service date)

This report lists all services with the service date within the date range but does not include any payment inform-
ation.

Grouping
This report can be grouped by:

® |ocation - groups by Location > User > Date
® User - groups by User > Date > Location
® User (Location) - User > Location > Date

Service amounts are broken into columns by Account type which relates to the billed to method (Private, Medi-
care, DVA, Other, WorkCover). The Private column is used for accounts billed to a patient name (Patient, Head of
Family and Other when a patient is selected). Percentages are provided per location and provider showing the %
of Total Fee allocated to each Account type.

IMPORTANT Because this report uses Service Date rather than Service Created Date, the data reported may
change if new services are entered with backdated Service Dates. Best Practice Software recommend that 'ser-
vice date' reports not be used to pay providers.

End of report summary

A summary of activity showing the count of invoices created within the selected period is available at the end of
the document. This summary is grouped by provider and location.

Patient count per provider per location

Provider Ry

Count
= Allied Rooms 1
Demo Practice 1
Miss Christie Chiropractor 1
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Services - by Account Type (grouped by service date)

BP Test Practice

o Iy Date Patsen Nams: Biled 0

Sov. Crosbed Srv.Date

= BP Test Location 1
[E Or Dave Best

Service Details

Or Dave Best percentage
[2 Or Rick Doctor
[ sewvice dae: 011112012
B Service dae 021112012
[ sewvice date: 0611112012
B sewice dae: 071112012
B service date: 081112012

Dr Rick Doctor percentage

Frivate

$20,136.50
$308.00
BaT%
$4.398.00
£E89.00
72400
5148500
2200
5568.00

41.00%

Medicame

535,411,685
$9,683.35
82 W%
$5,552.90
E1,015.45
SB56.90
S450.50
§1,551.90
51,640015
51.68%

DA

$3,M1.85
$1,093.35
9.30%
$54045
$186.95
5104 BD
5143 90
.00
510480
5.05%

Account Ty pé

W orkooner

$0.00
$0.00
0.00%
$0.00
20.00
20.00
50.00
$0.00
§0.00
0.00%

Other G5T Total Fae
$1,42.50 $23.05 $60,112.65
$172.00 $0.00 $11,756.70
1.46%
$213.00 $7.50 $10,711.85
S0.00 S0.00 52,001.40
5000 50,00 51,685.70
SE0.00 50000 5217740
5000 S0U00 52,283 00
$144.00 §7.50 $2,473.45
160%

Services - by Account Type (grouped by item and schedule)

This report displays similar information to the other Services - by Account Type reports, but groups by both Item

and Schedule. Use this report to assist when providers are paid different rates per schedule.

Service Count - by Account Type (grouped by item and schedule)

This report is similar to the Services - by Account Type reports, but groups by both Item and Schedule. The count of
services are displayed rather than dollar amounts. Use this report to assist when providers are paid different rates

per schedule.

Service Count by Account Type (grouped by item and schedule) Demo Practice
Inv. No. Inv. Date Patient Name Billed to Count by Account Type
Iem srv. Date  Srv.Created Service Detalls sl Privale Madcars va ViBIG ove Ciner Tokal ."g::,r
Hospital 3 3 6 4286%
Dr Margaret Adcock 1 2 3 S0.00%
Item: 23 Surgery consultation, Level B 1 2 3 10000%
Medicare 2 2 GO AT
Pensioner Fee 1 1 3333
DrMargaret Adcock % per zccount type 3333%| e8AT% 0.00% 0.00% 0.00%
Dr Craig Aram Fi 1 3 000%
Item: 23 Surgery consultation, Level B 1 1 3333%
Staff 1 1 100.00%
Item: 36 Surgery consultation, Level C 1 1 2 BEET%
Health Care Cand 1 1 50.00%
Medicare 1 1 5000%
Dr Craig Aram % per account ty pe BAATY 3333 0.00% 0.00% 0.00%
Hospital % per account type 5000% 5000% 0.00% 0.00% 0.00%
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Payments

Payment reports provide information about payments and details of associated invoices and services. Reports
also include details on deposits taken and allocated to Invoices. Adjustments or reversals of payments show in
the period that they occurred and are taken into account in the totals.

Payments - by Account Type (grouped by payment created date )
including related services

This report lists all payments created within the date range together with the services included in those pay-

ments.
Payments by Account Type (grouped by payment created date) BP Test Practice
e e Fane [ [ o L W awa - Gine SN mTelm felm e
o Gwmss Gelme e Sewn rece e a8t N LT AT
1 BPF Test Location 1 B L -l TEX TR ) j--RLIE IO R T |l - RIS R j - TR
= Pracsea - BP Test Pracice L ) L) LS Wi ECL] e EEREH Bne LUEES
FrEcie < BF TRATEAE IO Pl e - 0 s LT LY
B Dr Dave Besi (L LE ] kL T L REL) o L R o LIS we R
B Pyt cramed Sate BUEIRIE far i -1 far ol e i e i el {11 ol
B AT a0l Emey Patws PamT gTy PracicE Des n e e
B st el Eme Paee Fipa Em Ll Al =] L4 [ il
[ e ] Wb ey AT Wsiza ] sigg s
B 1R Bt wne Pyt S ot W AT Sk L] (110 R0
s 33150017 Sdiss Disea N AT o 8.3 e T8
B 1aa Bl vy Patens B e e S R CHT ®Bx e LR
B i 3 A e LA AT L 1] L8 medd
0 1eRzM 333017 Loy PRt [ [ ] SHLE 520800
B 1Mtk BEnEaEl Fropca Pty S ot W AT Sk L L] {5 B

Grouping

This report can be grouped by:

® Location - groups by Location > User > Date

® User - groups by User > Date > Location
® User (Location) - User > Location > Date

Payment amounts are broken into columns by Account type which relates to the billed to method (Private, Medi-
care, DVA, Other, WorkCover). Totals are provided for each Account Type and percentages are provided per loc-
ation and provider showing the % of Total Fee allocated to each Account type.

Shading

Yellow

Services created earlier than the date range will ONLY appear if they have been paid in the specified
period. They will appear shaded in yellow to indicate when they were created prior to the date range
and are not included in the service totals.

Bp Premier Report Reference Page 13




Notes on usage

Service totals will only include those services paid in the period and will not reflect the total services created within
the period.

Payments - by Account Type (grouped by payment date)

This report is similar to the Payments - by Account Type (grouped by payment created date ) including related ser-
vices report, except that the report uses the payment date rather than the payment created date. Payments that
are adjusted or backdated will show in the report range only if the payment date recorded by the operator is in the
report range.

NOTE Because this report uses payment date (operator-generated) rather than payment created date (system-
generated), the data reported will alter if new payments are entered with backdated payment dates or if a pay-
ment with a payment date in range is adjusted. Best Practice Software recommend that ‘payment date’ style
reports not be used to pay your providers.

Payments Summary - by Account Type (grouped by payment cre-
ated date)

This summary report will list all payments created within the date range together with the services included in those
payments.

Payments Summary - by Account Type (grouped by payment created) BP Test Practice
Invoice | Service Payment
nv_No_ nv. Dats ‘pabant Nama Basa fo GST Tota Fea Privats Mamcars Dva ‘UWorecover ‘otnar Ehm GSTn Total Tots Pag
sv.Dafs  svCrestd | Mem  Servics description # # Palio Dats | Typs  stetus 2] ] # # # 2] # ]

Bl BP Test Location 1 000 12,348.481.40 12,382,515.50 0.00 0.00 0.00 0.00 0.00 0.00 12,382,515

Dr Dave Best 0.00 1,863.520.10 1.668.102 80 0.00 0.00 0.00 0.00 0.00 0.00 1.668,102]
Dr Dave Best 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Dr Tom Brown 000 288673250 2874.726.30 0.00 0.00 0.00 0.00 0.00 000 2874735
Dr Tom Brown 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Dr Ivor Cure 000 1848.451.50 1.652.033.20 0.00 0.00 0.00 0.00 0.00 000 1,653,033
Dr lver Cure 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Dr Frederick Findacure 000 441840 967,075.20 0.00 0.00 0.00 0.00 0.00 000 967,075
Dr Frederick Findacure 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Dr Michael Jones 000 1,088,108.70 1,061,023.50 0.00 0.00 0.00 0.00 0.00 000 1,061,023
Dr Michael Jones 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Dr Jane Smith 0.00 2,045,886.50 2,091,32.00 0.00 0.00 0.00 0.00 0.00 0.00 2,051,322
Dr Jane Smith 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Dr Peter Smith 0.00 592 996 80 594,630 40 0.00 000 0.00 0.00 000 000 554,630
Dr Peter Smith 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Dr Jessica Thomas 000 83536310 338.706.80 0.00 0.00 0.00 0.00 0.00 000 998,704
Dr Jessica Thomas 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Dr Amy Young 000 512483.40 513,885.20 0.00 0.00 0.00 0.00 0.00 000 513,38
Dr Amy Young 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%
BP Test Location 1 percentage 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%

BP Test Practice totals: 000 12.248.451.40 12,282.515.50 12,382,515
Percentage of Totals: 100.00% 0.00% 0.00% 0.00% 0.00% 0.00%
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Grouping

The report can be grouped by:

B Location - groups by Location > User > Month

® User - groups by User > Month > Location
® User (Location) - User > Location > Month

Totals are provided at each group level totalling payments created within the specified date range.

You cannot expand groups to view detailed information for invoices, services, or payments in a summary report.

Payment amounts are broken into columns by Account type which relates to the billed to method (Private, Medi-
care, DVA, Other, WorkCover). Totals are provided for each Account Type and percentages are provided per loc-
ation and provider showing the % of Total Fee allocated to each Account type.

Notes on usage

Service totals will only include those services paid in the period and will not reflect the total services created within

the period.

Payments - by Account Type (grouped by item) including related

services

This report lists all payments created within the date range with the services included in those payments. This
report is similar to the Payments - by Account Type (grouped by payment created date ) including related services
report, except that the report groups by service item rather than payment created date.

Paymaents by Account Type (grouped by item)
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B Location - groups by Location > User > Date
® User - groups by User > Date > Location
® User (Location) - User > Location > Date

Payment amounts are broken into columns by Account type which relates to the billed to method (Private, Medi-
care, DVA, Other, WorkCover). Totals are provided for each Account Type and percentages are provided per location
and provider showing the % of Total Fee allocated to each Account type.

Shading

Yellow Services created earlier than the date range will ONLY appear if they have been paid in the specified
period. They will appear shaded in yellow to indicate when they were created prior to the date range
and are notincluded in the service totals.

Notes on usage

Service totals only include services paid in the period and will not reflect the total services created within the period.

Payments - by Account Type (grouped by item) using payment
date

This report is identical to the Payments - by Account Type (grouped by item) including related services report, except
that the report uses the payment date rather than the payment created date. Payments that are adjusted or back-
dated will show in the report range only if the payment date recorded by the operator is in the report range.

NOTE Because this report uses payment date rather than payment created date, the data reported will alter if
new payments are entered with backdated payment dates or if a payment with a payment date in range is adjus-
ted. Best Practice Software recommend that ‘payment date’ style reports not be used to pay your providers.

Payments - by Payment Method (grouped by date) including
related services

This report will list all payments created within the date range together with the services included in those pay-
ments.
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Paymants - by Paymant Method (grouped by date) including related Services BP TestPractice

W la. o Dale el b [T o Tl Fea [ Cai Craces @Ced  DecCedl CATos  ToliPed

WE OB S DEE Sl DR Saits e =T THFE  Pighe AwDM P T
|E] BF Test Location 1 AL B e LR JeZ3m e X Ete b R M mCeh
[ Practice - BP Test Practice B e e Lk we L] x 2 B A
=i DF Dave Bast s w0 j-F 1.1 B@m e o nx PO [RIE T )
B Paypment created e M wdHd et R = BE e 3 W i Rl -t Bl
B e oo ey et it By L= nm uo s W D o LT
B eS| SO0OT ey et Fatwrt By Prnctic Dmm: T no ] ne e X fiE ]
B thadt DB o Pedert VT A fwera L Ll we B £ Ja il WA
B OBETI NGO s O Tk o e i o nw (1. w0 s B B e
B e anono wws et AR A B nx uo wE W X [-F ]
O e 3002 vy Aot Ay A npscary nm uo 0o T e 2@ mnm
B s el amestwen e AT LY oE Bo wE Wi B = Ba%
Grouping

This report can be grouped by:

B Location - groups by Location > User > Date
® User - groups by User > Date > Location
® User (Location) - User > Location > Date

Payment amounts are broken into columns by payment method (Cash, EFT, Cheque, Cash). Totals are provided
for each payment method and can be further expanded to show details of each payment and service.

Shading

Yellow Services created earlier than the date range will appear if they have been paid in the specified period
however they will appear shaded in yellow to indicate when they were created outside of the date
range and are not included in the related totals.

Notes on usage

Service totals will only include those services paid in the period and will not reflect the total services created within
the period.

Payments - by Payment Method (grouped by payment date)

This report is similar to the Payments - by Payment Method (grouped by date) including related services report,
except that the report uses the payment date rather than the payment created date. Payments that are adjusted
or backdated will show in the report range only if the payment date recorded by the operator is in the report
range.

NOTE Because this report uses payment date rather than payment created date, the data reported will alter if
new payments are entered with backdated payment dates or if a payment with a payment date in range is
adjusted. Best Practice Software recommend that ‘payment date’ style reports not be used to pay your pro-
viders.
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Payments Summary - by Payment Method (grouped by date)

This report will list all payments created within the specified date range together with the services included in those
payments.

Payments Summary - by Payment Method (grouped by date) BP Test Practice
Invoice | Service Payment
Inv. No. Inv. Date Patient Name CET Totsl Fee EFT Cash Cheque Cr. Card Dir. Credit Dep. Alloc. GETIn Total Totsl Pald
SuDs® | SmCresd| %em |Senisdesorigin [} s Pato| Dae | Tpe | Sms [} [} O] ) s ] ) )
=] BP Test Location 1 0.00 12,348 461.40 4,112,353.40 4,148,827.80 0.00 41213430 0.00 0.00 0.00 1238251550
Dr Dave Best 0.00 1,883.520.10 552,905 50 55477810 0.00 560,419 20 0.0 0.00 0.00 1,668,102 80
Dr Tom Brown 0.00 2,886,752 .50 952 425 30 962,116.40 0.00 860,184 00 0.0 0.00 000 287472630
Dr Ivor Cure 0.00 1,648,491.90 $40,566.60 565,427.30 0.00 547,039.30 0.00 0.00 0.00 1,653.033.20
Dr Frederick Findacure 0.00 584,412.40 319,252.30 324 M16.10 0.00 322,506.80 0.00 0.00 0.00 967,075.20
Dr Michael Jones 0.00 1,088,108.70 39,1440 355,236.50 0.00 3534,4732.00 0.00 0.00 0.00 1,061,022.60
Dr Jane Smith 0.00 2,045,686 50 634 854 50 678.666.50 0.00 637,801.00 0.0 0.00 000 205137200
Dr Peter Smith 0.00 552,956 80 1,407 70 200,380.70 0.00 192,242 00 0.0 0.00 0.00 554,630 40
Dr Jessica Thomas 0.00 985.963.10 337.949.30 334.289.50 0.00 326.468.00 0.00 0.00 0.00 998.706.80
Dr Amy Young 0.00 512,483.40 171.677.50 172,416.70 0.00 169,801.00 0.00 0.00 0.00 §13,895.20
BP Test Practice totals: 0o 12315461 40 411235340 LUEETED a0 4717133430 LLy am L) 1238251550
Grouping

Grouping available:

B Location - groups by Location > User > Month
® User - groups by User > Month > Location
® User (Location) - User > Location > Month

Totals are provided at each group level totalling all payments created within the specified date range. Payment are
broken into columns by payment method (Cash, EFT, Cheque, Cash) with totals for each column.

You cannot expand groups to view detailed information for invoices, services, or payments in a summary report.

Notes on usage

Service totals will only include those services paid in the period and will not reflect the total services created within
the period.

Payments - by Account Type (grouped by item and schedule)

This report is similar to the other Payments - by Account Type but groups by both Item and Schedule. Use this
report where providers are paid different rates per schedule.
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First in (5P F:r-'ll'.'-- 1=

Transactions

Transaction reports combine services and payments on one report. All invoices and services created or paid and
payments created within the selected date range are shown with their related records, providing a single report
that can be used to pay providers for work done or fees taken.

Adjustments or reversals of payments show in the period that they occurred and are taken into account in the
totals.

Transaction (grouped by payment created date)

This report lists all invoices and services created or paid and payments created within the date range, and shows
related records.

Transaction Report (grouped by payment created date) EP Test Practice
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Grouping

This report can be grouped by:

® |ocation - groups by Location > User > Date
® User - groups by User > Date > Location
® User (Location) - User > Location > Date

Shading

Services created and paid within the specified date range will be shown together with any related payment details
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Blue Services created within the specified date range but paid after this range will have the payments shown in
blue and notincluded in the payment totals
Yellow Services created earlier than the specified date range but paid within this range will be shown in yellow

and notincluded in the service totals

Transaction summary (grouped by payment created)

This report lists

allinvoices and services created or paid and payments created within the specified date range, and

shows the related records.

Transaction Summary Report (grouped by payment created) BP Test Practice
Invoice ! Service Payment
Inv. No. Inv. Date Patient Name Billed to Total GST Paid Total Paid
Item Sry. Date  Srv.Creatd Description Serv. Status. 5'"";; Fee G(f]T T"“&F” Pay No. Pay Date  Pay Type .'-;:tyﬁ; 5] 5] 5]

B BP Test Location 1 12.362.479.20 0.00 12352.479.20 12.362.515.50 000 1238251550
(= Dr Dave Best 1.668.102.80 000 1.665.102.80 1.668.102.80 0.00  1.668.102.80
Payment created: Unpaid 4,582.70 0.00 4,582.70 0.00 0.00 0.00
Payment created: Jan - 2014 137,481.00 0.00 137 ,481.00 142,063.70 0.00 142,083.70
Payment created: Feb - 2014 12831560 0.00 128,315.60 128,315.80 0.00 128,315.80
Payment created: Mar - 2014 142,083.70 0.00 142,062.70 142,063.70 0.00 142,083.70
Payment created: Apr - 2014 137,481.00 0.00 137 481.00 137,421.00 0.00 137,481.00
Payment created: May - 2014 142,062.70 0.00 142,083.70 142,062.70 0.00 142,082.70
Payment created: Jun - 2014 137,481.00 0.00 137,481.00 137,481.00 0.00 137,481.00
Payment created: Jul - 2014 142,083.70 0.00 142,062.70 142,063.70 0.00 142,083.70
Payment created: Aug - 2014 142,063.70 000 142,063.70 142,063.70 000 142,062.70
Payment created: Sep - 2014 137.431.00 000 137.481.00 137.431.00 000 137.481.00
Payment created: Oct - 2014 142,063.70 0.00 142,083.70 142,063.70 0.00 142,083.70
Payment created: Nov - 2014 137,481.00 0.00 137 ,481.00 137,481.00 0.00 137,481.00
Payment created: Dec - 2014 137,481.00 0.00 137 481.00 137,451.00 0.00 137,481.00
Dr Tom Brown 2,874,680.00 0.00  2,874,690.00 2.874,726.20 000 2,874,726.30
Dr lvor Cure 1.653.033. 20 000 1635303320 1.653.033.20 0.00 1.653.033.20
Dr Frederick Findacure 967.075.20 0.00 967.075.20 967.075.20 0.00 967.075.20
Dr Michael Jones 1.061.023.60 0.00  1.061.023.60 1.061.023.60 000 1.061.023.60
Dr Jane Smith 2,051,322.00 000 2,051.322.00 2,051,322.00 .00 2,051.322.00
Dr Peter Smith 594,630.40 0.00 594,630.40 594,630.40 0.00 594,630.40
Dr Jessica Thomas 838,706.80 0.00 558,706.80 898,706.80 000 358,706.80
Dr Amy Young 513,895.20 0.00 513.895.20 513,895.20 0.00 513,885.20
BP Test Practice totals: 12,382,479.20 0.00 12,382479.20 12,382, 515.80 0.00 12,382,5615.50

Grouping
This report can

® Location -

be grouped by:

groups by Location > User > Month

® User - groups by User > Month > Location
® User (Location) - User > Location > Month

Totals are provi

ded at each group level totalling all services and payments created within the specified date range.

NOTE It is not possible to expand groups to view detailed information for invoices or services.
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Transaction (grouped by service created date)

This report lists all invoices and services created or paid and payments created within the specified date range,

and shows related records.

Transaction Report (grouped by service created date) BP Test Practice
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Transaction Report (grouped by payment created date) BP Test Practice
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Grouping
This report can be grouped by:

® |ocation - groups by Location > User > Date
® User - groups by User > Date > Location
® User (Location) - User > Location > Date
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Shading

Services created and paid within the specified date range will be shown together with any related payment details.

Blue |Services created within the specified date range but paid after this range will have the payments shown
in blue and not included in the payment totals

and not included in the service totals

Yellow Services created earlier than the specified date range but paid within this range will be shown in yellow

Transaction (grouped by item)

This report lists all invoices and services created or paid and payments created within the specified date range, and

shows related records.

Transaction Report (grouped by item)
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Grouping
This report can be grouped by:

B Location - groups by Location > User > Item
® User - groups by User > Item > Location
® User (Location) - User > Location > Item
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This report provides a complete overview of the specified period, showing both Services and Payments created in a
date range. A count of services and payments is provided per Location, Provider, and Item number.

Shading

Services created and paid within the specified date range will be shown with any related payment details.

Blue Services created within the specified date range but paid after this range will have the payments shown
in blue and not included in the payment totals

and not included in the service totals

Yellow Services created earlier than the specified date range but paid within this range will be shown in yellow
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Transaction (grouped by item and schedule)

This report is similar to the other Transaction reports, but groups by both Item and Schedule. Use this report to
assist when providers are paid different rates per schedule.
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Online Claiming

Online Claiming - Batches including services and payments

This report prints in landscape and lists all Medicare and DVA Online claiming batches that were created in the spe-
cified date range and any related payments made in that date range.

Where errors have occurred on a batch, the status of the service is displayed with an explanation of the error.

Grouping

Online Claiming - Batches including services and payments BP Test Practice
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Grouping is by Location, then Provider, then batch number with totals for each group. Each batch can be expanded
to show each invoice and the services submitted within that batch as well as the payment details.

Shading

Blue

Blue shading indicates that the batch was created within the batch range, but the payment shown was
made outside of the date range. Such payment values are not included in the payment totals.

Note on usage

This report is not intended to be used to reconcile against bank statements, because it may not show batches that
were paid in the period if they were created prior to the date range. Use the other Online Claiming reports for recon-

ciliation.
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Online Claiming - Paid services by batch number

This report prints in portrait and lists all Medicare and DVA Online batches where the payment was created in the
system during the date range.

Cnline Claiming - Paid Services by Batch number BP Test Practice
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[E] Or Dave Best |EDE  LEI0 SM04150
E] Batch lo.: LWER Date: 3402 0280 000 29808
B S| 20T |ColnPaimt a5 000 4450
T DAMNE | DAV Sugerycoession, Lew B | o WAVDE OV m SEE £ 53660
WIS DDA | TAGID Diect-Bilieg Incenta Bw @ TTT T T m B 000 B
BE] #6181 00T | Javice Patiert =X £ 5520
B e XnodeE | ManyPabiet 20100 =T 20100
HEHMI WADDZ | JmenPaiet LT w00 4450
B 1626 W02 | Lorrare Paiert £01.00 000 0100
B ez X0 | Bainds Patent S 000 50
WM XNDAZ | Fred Patent S5 000 $usg
B 1823 X002 | Loa Paiert 38X 000 $18.30
HEZHE WAL Disee Patiet B 000 HEE
B HETS M0 | HerryPaiet T 000 50
= AhOTe T W AT T Soiida Nana Lrry-y [Ty Wi En
Grouping

Grouping is by Location, Provider, then batch number with totals for each group.

Each batch can be expanded to show the invoices and services paid in that batch. Invoices and services that were
not paid in that batch are excluded from the report.

Notes on usage

The payments shown use the payment created date (the date that the user performed the 'Check for Payments'
in Bp Premier) to determine whether they are included on the report. Therefore this report will tie with the Pay-
ment and Transaction reports, which also use the payment created date.

However, the payment run date and payment date shown is the date that Medicare indicates the payment was
made into the bank account. This date is not usually the payment created date on which the user performed the
Check for Payments in Bp Premier.

Online Claiming - Paid services by payment run number

This report prints in portrait and lists all Medicare or DVA Online batches where the payment was updated in the
system during the date range (that is, a check for payments was run and results saved).
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Online Claiming - Paid Services by Payment Run number BP Test Practice
. Mo, Inve . Dabe Patient N ams ¥ e Claimed Mledioare [ERCEN Total Pakd
Srv Cremed S De  Sanice Detais Py N Py Run Datn Pay Dain
=] BP Test Location 1 SESHE0 XN PRI
[E] Paym ent Run Mum ber: 277 - 0111172012 55155 000 $5,08005
[ Batch Ho- LESHE Date 390031201 Rick Doctor 151900 ®00 S1EROD
E Batch Neo: LB Date JWMFM2 Dr DaveBest 2605 000 $1.20605
[ Batch N LIS Date JVEHIOr Bon France ;60 -1 EE6Y
[ Batch Ho- LIEM Date J980HM2 D Kate Hamond HETD 200 45D
m Batch Noo L9532 Dade JWHREH2 Dr Alan Hodges 2|08 poelo ] S|L80
] Batch N LSS Date IW8RA 2 O B nocs Listss @ 00 18320
(3] Bateh Hos L3 Date TW90HA T Dr Malcolm Pamer THED 1] TRE
[® Paym ent Run Num ber: 278 - 02/11/2012 ST 80 =T $6,371.80
Grouping

Grouping is by Location then Payment Run with totals per payment run, and should correspond with deposits
made into the practice's bank accounts. Payment Run groups can be expanded to view each batch number, date,
and provider name, and the payment totals for each batch.

Each batch can be expanded to show the invoices and services paid in a batch. Invoices and services that were not
paid in a batch are excluded from the report.

Note on usage

This report is ideal for use to reconcile against bank statements, because it groups payments by Payment run num-
bers and Payment run date. These payments should correspond with deposits appearing in the bank account.
However, the payment run date and payment date shown is the date that Medicare indicated the payment was
made into the bank account, and is not usually the payment created date on which the user performed the 'Check
for Payments' in Bp Premier.

Therefore, this report will tie up with the Payment or Transaction reports, but some Payment Runs that appear on
your bank statement may not appear on this report if those batches were updated in Bp Premier after the end date
for the report.
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Debtor

Debtors (grouped by account type)

This report shows all outstanding services as at a specific aging date.

There are two variations for this report:

® Aged by Service Date - shows the owing amount in the aging column relevant to the date the service was cre-
ated. One invoice could be split across multiple aging columns.

® Aged by Invoice Date - shows the owning amount in the aging column relevant to when the invoice was cre-

ated. The entire invoice would show in one aging column.

Refer to your practice accountant for advice on which method suits your form of accounting.

The aging date can be backdated. To correctly report the outstanding amount, the report takes into account

which invoices and services were unpaid at the backdated date.

Debtor Aging Report (grouped by account type)

Inwoics R v date Futar? Hama et 150 D

o N Dwerieon Pedwy | GFOwng Pelung  TOwng  Peleng T Owy
] BP Test Practios we L] | T T T ']
H Medicare

E] BP Test Location 1 L] am sz i ani ma
A

B Medicars wE

0 Other i [
El Pravate BITLD fiE IR o
B DrDave Best ws

Bl v Rsek Doctor e X

H  dbbon dan EM1d

B dam, Roger AT

B Alen. Porny

B ke, Lou EniE

Grouping

This report can be grouped by:

B Location - groups by Location > Account Type > User > Payer
® User - groups by User > Account Type > Payer > Location
= User (Location) - Account Type > Payer > Doctor > Location

150 Dy

¥1<Com
Pmdwng  G8Tgung

1t
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L]
=
P RET
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BP Test Practice

Tdsl GET
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neD
ol o

Tol Duing

44T
e
sam

BTN
frEeT
o1mE
e
f=t
2o
FrE T
e
wAx
L
e

NOTE Grouping on this report differs from other reports, to identify totals owing by Account Type.

Each group can be expanded down to the invoice and service level with a total for each. Outstanding service
amounts are broken down into fee owing and GST owing columns each for aging category (Current, 31-60 days,

61-90 days, 91+ days columns).
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Debtors (grouped by provider)

This report shows all outstanding services as at a specific aging date. The report is the same as Debtors (grouped by

account type), except the report is grouped by provider.

Debtor Aging Report (grouped by Provider)

Evics Wl v date Paftar! Mams
v SuCmme | m | Do
5 BP Test Practice
2 Dr Alan Hodgies
B BP Tes! Location 1
B Practice - BF Test Practce
B Dr Dave Best
[ Dr Rick Doctar
B owa
B wwaicare
B other

%’

Abbtt, Klan
Adam, Reger
Allen, Penmy
Arking, Lou
Carey, Barnard
Curey, Kindra

Grouping

This report can be grouped by:

Tarreet

Py Suing T fery L]
N L1 4
[SEak g L1 e
w1 HRET
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o
= frE
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21580

Eeld

348 Dups

F twng
e
s
L bl

B Location - groups by Location > User > Account Type > Payer
® User - groups by User > Account Type > Location > Payer
® User (Location) - Doctor > Location > Account Type > Payer

1-50 Do
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NOTE Grouping on this report differs from other reports, to identify totals owing by provider (user).

Debtor Export

This report provides the same information as the Debtors (grouped by account type) report, but with no group
heading, making it suitable for exporting to Microsoft Excel.

Debtor Aging Export  as at date: Report version: 1.00

-aped by Service

Crested date

Location Payes Payer Eilled To Patent Name voice D woice Date  MBSITEM  Description Service Date

Allied Rooms Demo Fractics Carey, Bemard Private Carey, Bernard 83 vzng 2% Swgery consultation, Level B 07012019

Albed Rooms hiis s Chris tie Caray, Bemard Private Caney, Bernard 48 0701218 0 0580 = Phys istherapy Exercise 5 07012018
Chiropractor Clazs Card

Allissd Rzoms I Abert Audiclegast  Carey, Bemard Private Caney. Bernard 45 DTAN2ME 0 0505 - Phys ictherapy Subsequent 07012018

Frivabe C ons ultstion

Allied Rooms ki Dilion Disbetes Medicare Ausiraks Mledicare Aaslbrecht, Kathlesn a3 NH22ME 04 Specialst, refered cons ultation, initisl 20/ 22018
Educator aitendance

Alled Roors I Dillon Diabetes. Medicare Austraka Medicare Aslbeecht, Kathlean 33 2DM22ME 11701 ECG, repart anly 20122018
[N
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Banking

Banking (grouped by date)

This report lists all banking batches that have been banked during the selected date range.

The report is broken into two groups of columns: Account Type (such as Private, Medicare, DVA) and Payment
Method (such as Cash, Cheque, EFT) with totals per group for each column. Report can be expanded down to the

payment, invoice and service level. A Deposit column has been included in the Account Type section to identify
deposits and refunds, which are not related to a specific account type.

Report also shows Direct Credit amounts recorded in the system even though they are not part of a batch. These
will be shown using the Payment date to best reflect when the money would have appeared on a bank state-
ment. Where the Direct Credit was generated from an Online Claiming batch, the provider number and payment
run number will also be shown when the line is expanded.

Banking Report (grouped by Banking Date) Best Practice Clinic

Pay No
Pabent Name. Descripon
Fament Type Cheque Mo

Pay. Date
ImeNo. lem
Bk

Payer
Proider
BarkBranch

Account Type
Medcare Dwa

Payment Wethod
Privste. ‘Woricoer Deposit EFT Cash Cheque CrCad Dir Credit Totsl GSTin

Drawer

[2] Bank Account: Best Practice Clinic 014014 224422111
Banking Date: 06-Dec-2016

Banking Date: 07-Dec-2016

#] Banking Date: 15-Dec-2016

Banking Date: 21-Dec-2016

B Direct Credit

Direct Credit date: 06-Dec-2016

£ Direct Credit date: 07-Dec-2016

Direct Credit payments:

Direct Credit date: 13-Dec-2016

670275
4,420,680
199245
7170
148.00
54420
377.50
8500
2500
71.70

/Reind

3,988.90
195245
195245

2,497.15
249715

21970

.70
143.00

54420
7750
8500
9500
7170

incl. GET
6,703.75
4,450 60
199245
7170
14800
54420
377.50
8500
8500
71.70

Tod

Total for Banking 7.47.95 L] 0 0.00 0.00 0.00 3,986.90 249715 M0 000 724733

Grouping
The report can be grouped by:

® Location - groups by Location > Bank Account > Banking Date
® User - groups by User > Bank Account > Banking Date
® User (Location) - groups by User > Bank Account > Banking Date

Banking (grouped by date) using payment created date

This report is identical to the Banking (grouped by Date) report, except that all Medicare / DVA direct credit pay-
ments use the payment created date instead of the payment run date. Backdated transactions will be shown

according to the date they were entered. Depending on how your practice reconciles payments and banking, you
may find this report easier to use for reconciliation.
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Grouping

The report can be grouped by:

® Location - groups by Location > Bank Account > Banking date > Batch number
® User - groups by User > Bank Account > Banking Date
® User (Location) - User > Bank Account > Banking Date

Banking (grouped by provider)

This report lists all banking batches that have been banked during the selected date range.

The report is broken into two groups of columns: Account Type (such as Private, Medicare, DVA) and Payment
Method (Cash, Cheque, EFT), with totals per group for each column. The report can be expanded down to the pay-
ment, invoice, and service level. A Deposit column has been included in the Account Type section to identify depos-
its and refunds, which are not related to a specific account type.

Report also shows Direct Credit amounts recorded in the system even though they are not part of a batch. These
will be shown using the Payment date to best reflect when the money would have appeared on a bank statement.

Where the Direct Credit was generated from an Online Claiming batch, the provider number and payment run num-
ber will also be shown when the line is expanded.

Banking Report (grouped by Provider) Best Practice Clinic
Pay.NO PaymantDats PajEr Aaccount Typs Paymant
Patient Name Inv. no Rem Descrigiion ‘Schedule Priaie Medicare CvA ‘WorkCover Omer Deposil EFT Casn Cregue Cr.Cad DCir. Credit Toal G5Th
Payment Type Bank Drawer Chegue no [Bank Branch  Refunds Incl GST Tofal
= Practice - Best Practice Clinic £ L 3000 T 0w 000 $24000 $15000 000 3000 000 $350.00 3000
[ Bank A it: The ice A it 12312399993388 339000 524000 315000 539000
Mzin surgery 538000 524000 $150.00 $2000
= Dr. Frederick Findacure 1785 1] .00 .00 L1 ET] 1785 1 .00 .00 000 3705 .00
[ Bank A t: The ice A 1t 12312399998858 =705 =705 SIS
Mazin surgery =705 =705 70
Total for Banking 42705 LT 3000 .00 L1 s 27785 515000 .00 3000 000 3705 .00

The report can be grouped by:

B Location - groups by Location > Bank Account > User
® User - groups by User > Bank Account > Banking Date
® User (Location) - User > Bank Account > Location

Banking (grouped by provider) using payment created date

This report is identical to the Banking (grouped by provider) report, except that all Medicare / DVA direct credit pay-
ments use the payment created date instead of the payment run date. Backdated transactions will be shown accord-

ing to the date they were entered. Depending on how your practice reconciles payments and banking, you may find
this report easier to use for reconciliation.
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Grouping

The report can be grouped by:

B Location - groups by Location > Bank Account > Provider
® User - groups by Provider > Bank Account > Location
® User (Location) - Provider > Location > Bank Account

Daily takings

This report is in portrait format and lists all payments created within the specified date period. It can be used prior
to creating a banking batch to ‘balance’ the various payment methods totals against EFT machine report, Cash

drawer, Cheques held. Both normal payments and deposits are included in this report.

£ Bp Report Viewer

- o

M 41 of 1 b M @) |5 ) A0 &~ | Page Width - Find | Next

Daily takings report

Best Practice Clinic - vm15

Payment No. Billed to
Pwd;c:eded Pm‘ Invoice No. 59“'"’:::“" MBS ltem Service Description
El Payment created date: 29-May-2016
Cash
B EFT
E] Payment No: 103 Abbott, Alan
290518 Payment InvHo: 136 290518 23 Surgery consultation, Level B

Payment No- 104

Payment No: 112

[# Credit Card - Mastercard
[ Credit Card - AMEX
Cheque

Direct Credit

Ahern, Rhonda
Carey, Bernard

Best Practice Clinic - vm15 totals:

m GST Total Paid
(s} s (s

457.00 5.00 462.00
0.00 0.00 0.00
167.06 0.00 167.05
37.05 0.00 37.05
37.05 37.05
65.00 0.00 65.00
65.00 0.00 65.00
37.06 0.00 37.06
115.00 5.00 120.00
42.90 0.00 42.90
95.00 0.00 95.00
457.00 5.00 462.00

R eport Parameters Report Version: 1.01

Date Range:  Z3/05/2016 - Z3/05/Z01% a7
Locations: Main surgery, Another location 02/06/16 02:37:57 PM
Providers: RlL

Pay Types: All Page: 11

Payment amounts are grouped by Payment method. Credit card payments are separated further to include the

Credit card type.
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This report groups only by payment method. Totals are provided for each payment method and can be further
expanded to show details of each payment and service.

Daily takings report by payment date

This report is identical to the Daily takings report, except that the report uses the payment date rather than the pay-
ment created date. Payments that are adjusted or backdated will show in the report range only if the payment date
recorded by the operator is in the report range.

NOTE Because this report uses payment date rather than payment created date, the data reported will alter if
new payments are entered with backdated payment dates or if a payment with a payment date in range is adjus-
ted.

Held Accounts by Account Type (grouped by service created)

This report returns all pending held accounts for the selected time period.

The Held Accounts report can assist a practice in tracking held account totals, and determining whether the held
account total for a given time has risen or fallen beyond a practice ‘average’ or defined limits.

Grouping

Held accounts are grouped by service created date and show the patient and amount breakdown for the account.

Deposits and Payment Reversals

The Deposit reports and payment reversal report provide information about deposits (pre-payments) that have
been received from patients, account holders and contacts, and payment reversal credits that are created when pay-
ments were reversed.

Deposits and Payment reversal credits

This report lists all usage of allocated deposits to pay an invoice, and credits from payment reversals, in the date
range.

Audit reports

Audit reports show who has cancelled or written off services, or reversed payments, during the report period. Cor-
responding adjustments are shown in the Services or Payment reports for the same date range.
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Cancelled and written off services

This report lists all invoices and services that have been cancelled, adjusted, or written off in the selected date
range.

Cancelled and Written Off Services BP Test Practice
I Mo Iy Dt Ftebrd lipms Billad 03 Wi Tt Private ezl e (] VDTG e by ST Toas! adjust.
Ll 54 OREe S DEm Lt AZ Dee ] Tee Al A B w Carceled arvete and Virie OF kmounts
) BP Test Location 1 (Ll L L] L] L) L1 hanis
al}ll}lﬂﬂﬂlt (Rt #n (] K wE ®E hina
B Adpritemant dite 1S4 L eh ] i 1k B o i Ll e h
B xm e s gy gy, W ten LT (o] BE B BN wE 113 nKin
3o MODRE B MR L B WA Dewe R R (1] = B wx X L= 13 [T
B RSt RGN Sucureraes tmos g ST Desen Presro Broscos BE imn E b Lk e L EEE
NP MORITN. WORIDE  SORaORu Qird bt MO A PN it BANE
B OWOROIN  WORIDN  SorpiSteicREie Linki C At L L [t
Tedal Carcalled and Wrisen off Services SLWETE wa Ll L1 HR Ll LD E

Grouping
The report is grouped by location, provider, then adjustment date, with totals for each group.

Service amounts are broken into columns by Account type, which relates to the billed to method (Private, Medi-
care, DVA, Other, WorkCover). The Private column is used for accounts billed to a patient name (Patient, Head of
Family and Other when a patient is selected).

When expanded to the service level, the adjustment reason and the user who adjusted the invoice are shown.
Any invoices that have been cancelled, had items deleted or added, or have been written off will be listed. The
entire invoice is shown, including any services that have ever been on the invoice together with the current ser-
vice's status. Where an item is still active, the item's current value including GST will be shown. When an item has
been cancelled, deleted or written off, its value excluding GST will be shown according to its account type with any
GST showing separately.

Notes on usage

The account type values exclude GST. The GST value of the adjusted service is shown separately.

Reversed payments and bounced cheques

This report lists all payments that have been reversed within the selected date range together with the related
invoices and services. The report also includes any cheques which have been marked as 'bounced'.

The report is broken into two groups of columns: Account Type (Private, Medicare, DVA) and Payment Method
(Cash, Cheque, EFT) with totals per group for each column. Payment amounts include GST and the GST value is
also shown separately.

When expanded down to the payment level, you can see the reversal reason (if entered) and the user who
reversed the payment. You can expand further to see the invoices and service lines.
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Reversed Payments and Bounced Cheques

re

First in (&P .Soﬂl'.\.-.:'r'

Best Practice Clinic

ey Mo PayDets  Reverssl Resson
ke s PaE
MESEm Sniate Cesaiptin

E] Brisbane Clinic

B or Craig Aram

Reverssd Payment Dats: 61-Fab-2017
Reversed Payment Date: 24-Nov201g
El Or Frederick Findacure
Bounced Cheque Date: 04-Jan-2017
Bounced Cheque Date: 05-Jan-2017
Bounced Cheque Date: 15-Dec-2018
Bounced Chequs Dats: 21-Dec-2018
Raversed Payment Date: 04-Jan-2017
Raversed Payment Date: 07-Dec-2018
Revarsed Paymsnt Dats: 13-Dec-2018
Raverssd Paymsnt Dats: 21-Dec-2018
El Bundaberg Clinic

El Or Frederick Findacure

[#] Reversed Payment Date: 15-Dec-2018

Grouping

Fevarssdby
Patent hame Auxount Tips
= | TodFe Prats  Medemrs VA woncowr | Other EFT
(202 35T) (Gl GET) (el G5T) (el G8T) | (RolGST)  (MelEST) | (2 G5T) Mzl Ty )
e (aTs)
410 T
a7y
a7y RTE)
(1oazg {#ETD)
E50Y
(14203
]
(14300
(Z340 B
=500
L]
(15045 k)
. Es0)
E20 ES)
E500 B2
Total Reversed Payments:  [LW235 [E275)

Dep.
NCIGST) | (MEIEST) | (MIGST) | (WDEST) | [elSET)

Pyment Mathod
c=h Chequs
mem)  Ess)
2]

G3)
LENE)
(2500)
(14000)
717
(14500)

)
7a73)
[T

CrCamd | DirCredit

(1ee70)

(16a70)

L]

[12a70)

Report is grouped by location then provider and reversal date with totals for each group.

Old Written Off Reports

With the release of Bp Premier Jade, some old Written off reports no longer work. The reports that do not work and

the replacement new reports are listed below.

Old Report Replacement

Written off by doctor

Cancelled and Written off services

At

i)

i)

(riray

Reversed
Total
(eIGET)

{188435)
419)
3705)
3705)

(101a25)
(2500)

(14000)
717
(14800)

7173y
(13045}

114335}

G3TIn

Totd

Written off, by doctor, by date written off

Cancelled and Written off services

Written off, by doctor, by date of service

Cancelled and Written off services

If you try to run the above reports you will receive the following error:

SQL Error State:42000,

[Microsoft] [ODBC SQL Server Driver] [SQL Server]The SELECT per-
mission was denied on the object BESTPRACTICE',
BPSPATIENTS',

Native Error Code:

schema dbo’.

E5,

database

ODBC Error:
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Appointments

Appointments (grouped by type)

This report lists all appointments for the selected date range.

Columns show appointment invoice count, service count, and total fee, so you can check that all appointments
have been invoiced. At the appointment date level, you can see the appointment start time, length, status and
patient name. The report can then be expanded to the invoice and service levels where you can see patient arrival

time and consultation start time, as well as any invoice and service details.

Apppointments (grouped by Type) BP Test Practice

L Patient Hame Barieal Cionmlaton Apponbment Invoios Saryice Total Fee

St Tire Length Status Time Stavt Time Count Count Coumt

(Lo T I Dot BiledTo

HBS Bem (Dacriptaon
E Imm unisation 2 2 ) $33.90
[Z Dr Rick Doctor z 2 2 s
[= 1asarz014 T 2 ? 190
B s 10 Comghetad Farrah Esson 1 1 1 st
m 2103 190 Wedosre dusiralin 1 1 b3 -3
3 e 1y Comgeted Jim Emens 1 1 1 F18-3
E 2104 1904 W I & AUmITElis 1 1 S
¥ MNew patient 1 1 1 $69.00
[= Pap smear 1 1 2 $0.00
[ Dr Rick Doctor 1 1 z 00
& 1awarzoa 1 1 H 0.0
E 1=ie 1o Comghsted £ haminda Hines LIRS 1118 1 1 2 000
[¥ Standard appt. 3 3 3 £143.00

Grouping
The report is grouped by Appointment Type, Provider, then Appointment date.
Shading
Green Invoices and services on hold are shown in green. They are included in the Invoice and Service counts

but not in the Total Fee column, so the report can be compared with the Services reports.

Appointments (grouped by user)

This report lists all appointments for the selected date range.

Columns show appointment invoice count, service count, and total fee, so you can check that all appointments
have been invoiced. At the appointment date level you can see the appointment start time, length, status and
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patient name. The report can then be expanded to the invoice and service levels where you can see patient arrival
time and consultation start time, as well as any invoice and service details.

Replacement for the following reports:

Appointment count by provider, detail

Appointment count by provider, summary

Appointment by type

Appointments (grouped by User)

BP Test Practice

Appoint ment e B 4! Patieni Name Aarrival Conmultaticn  Appoantment vy gice Service Tedal
Start Time ILensgth Type Status Time Sdart Thme Court Count Count Fee
(LT I e BilsdTe
WS B D saription
= Dr Rick Doctor T T 2 2EN
[= 1anmarz014 T T & 460
B .00 010 Standard appt Completed  Joe Bloggs 1111 1n:m 1 1 1 555
200305 WIS Medcas Aullrais ] 1 5655
1 Surgeryonmsultalion, Lewsl &, 2nd visit on same day 1 1108
M 310 0-10 Standard appt With doctor  Alan Abbott 141 11 1 1 1 537,05
220 020 Mew patient  Completed  Jenrmy Baxter 1 1 1 565,00
940 010 Standard appt Comgpleted  Berneice Grady 1 1 1 558,00
M 250 0:10 Immunisaton  Comgleted  Farrah Eason 1 1 1 516.5
10:00 010 Immunisation Comgleted  Jim Eason 1 1 1 5.5
E 10:10 010 Pap smaar Completed  Chaminda Hines 112 s 1 1 F 0w
B mxe WA Madcars Ausiralia 1 F 8.
Grouping
The report is grouped by Provider then Appointment date.
Shading
Green Invoices and Services that are on hold are shown in green. They are included in the Invoice and Service

counts but not in the Total Fee column, so the report can be compared with the Services reports.

Notes on usage

This report can be compared to the services reports, as long as invoices were created from the appointment book
and service dates were not backdated.

Appointment summary

Asummary is displayed on the last pages of the appointment reports. The Summary by Appointment Status
groups appointments by the doctor and then the status, totals for Patient and Non Patient are shown. Use this sum-
mary to find Did Not Attend (DNA) and unfinished appointments.
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Summary by Appointment Status

Brown Park
[ Dr Craig Aram

Booked
Waiting
Completed

[ Dr Frasier Crane
Waiting
Completed

= Dr Matti Terzis
With doctor
At billing
Completed
DNA

Practice Totals

The Summary by Appointment Type groups each doctor's appointment by the type and displays the count by
Patient and Non Patient. This summary is only available on the Appointments (grouped by Type).

Summary by Appointment Type

Brown Park
[g Dr Craig Aram

mmunisation
Proc edure
Standard appt.
[ Dr Frasier Crane
Standard appt.
Workers Comp.
[ Dr Matti Terzis
Standard appt.

Practice Totals
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Clinical

The clinical reports provide information on My Health Record upload statistics and other provider-related functions.

Health Summary Upload Count reports include only uploads in which the visit was saved. If a Bp Premier user has
uploaded a Shared Health Summary and closed the record without saving the visit, the upload will not be counted.

Shared Health Summary Upload Count - by patient

This report includes the count of times Shared Health Summaries have been uploaded and the number of patients
who have had a Shared Health Summary uploaded. The details of each patient and the provider who performed the
upload are included.

Shared Health Summary Upload Count - by provider

This report is similar to the Shared Health Summary Upload Count - by patient report but groups by provider first
making it easier to find how many times a provider has uploaded Shared Health Summaries.

Incoming Referrals

This group of reports displays incoming referrals with a referral date within the selected range.

Incoming Referrals by Referral status

Displays referrals grouped into the four statuses defined below.

Due to expire Expired after today’s date but before the end date selected.
Expired Expired as at today’s date.

Not actioned Not expired but has had no invoices created for it.

Active Not expired.

Incoming Referrals by patient

Groups by patient showing all referrals for that patient with a referral date within the selected range.

Incoming Referrals by provider

Groups by provider showing all referrals entered for that provider with a referral date within the selected range.
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Total vaccines provided
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This report supplies totals of vaccines administered by a practice during the selected period, broken down by vac-
cine, batch number, and provider. Practices can use this report to monitor vaccine stock levels at regular inter-

vals.

Total vaccines provided

Best Practice Clinic

Details

B Brisbane Clinic
Vaccine Name :Boostrix
B Vaccine Nam e Fluarix
] Batch No:A346874

= Dr Frederick Findacure

24/08/2015 Dr Frederick Findacure Benjamin Abbott

B Vaccine Name :Fluvax
B Batch No:A22111

Dr Craig Aram

[ Dr Wor Cure

Vaccine Name :Pneum ovax 23

Vaccine Name :Tet-Tox

Practice Totals:

Report Parameters:

Date Range: 15/08/2015 - 05/02/2018
Providers: a1l

Total Sent

- = o= =

-

Dr Frederick Findacure 24/08/2015 1

W W

- - N

10

05/02/18 03:30:51 PM

Page: 111
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Patients

New Patients added during date range

Shows the number of patients added within the selected date range.

Grouping

Each grouping by month can be expanded to show the patient’s name, address, sex, age and when they were
added to the system.
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Administrative

Administrative reports provide information on other components of the software not related to services, bank-
ing, or transactions.

Customised Practice Fees

This report lists all customised fees. Each custom item is grouped under MBS or Non-MBS and displayed with the
fee for each schedule. The printable area of the report limits the amount of schedules that can be displayed to 14.
If there is more than 14 schedules the report can be exported to Excel.

Customised Practice fees Demo Practice
ITEM  DESCRIPTION ST R R (e FE R VA0 DYV VSN G R (W ) PR [t ) e T e e
Local disc)
MBS Items
3 Surgeryconsultation, Level A S17.20  $1720  $17.200  $1980  SI7.80  $3500  $3B.00  S3800  S31.00 53800 SO0  S3BO0  S3W/O0 5300
20 Mursing Home consultation, Level A 5$64.60 $6450 $64.60 $7430 $55.20 $6365 $63.65 $6365 $63.65 56365 $63.65 $6365 $63.65 $63.65
23 Sumeryconsultation, Level B SI7E0  $3760  $760,  $4325  S3820  S6800  S7650  S7650  S5.00 57650, 57650  SBS00 88500  S76.50
24 Home or Hospital Vist, Level B S63.95  $6305  $63.95  S7356 S84S5 88205 S8295  S8208  SEO6 S8285 SRS 88295 SRS S8255
35 Nursing Home consulation, Level B Se&5.00  $8S00  §85.000  S9775  S8SE0  S837S  §8375  S83ITE  SBATS  S8TS,  SETS  SBATS  SWTS  SETS
36 Surgeryconsultation, Level C $72.80 $7230 $72.80 $8375 $73.40 $118.00 $139.00 $139.00 $97.00 $139.00 $139.00 $150.00 $150.00 $139.00

SMS Reminder Status

This report displays the number of SMS appointment reminders sent, and the number of replies received, within
a specified date range. The information is displayed by location, date sent, and provider associated with the
appointment.
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SMS Reminder status report Bp AUS
Total Sent Reply Count

B Main surgery 23 14

B Date Sent: 28-Jul-2017 2 0

Appointment for - Mr Criag Aram 2 0

El Date Sent: 31-Jul-2017 9 5

Appointment for - Mr Criag Aram 9 5

B Date Sent: 01-Aug-2017 12 9

Appeintment for - Mr Criag Aram 11 9

Appointment for - Dr Kristen lda 1 0

Practice Totals: 23 14
Report Parameters: 1.01 NOTE. This indicates the number of SMS's with replies, NOT the

Date Range: 24/07/2017 - 01/08/2017
Providers: All

total number of replies received.

01/0817 05:14:19 PM

Page: 11

Days away by provider

This report shows the dates that a provider has been away from the practice. The report also shows the dates that

the practice has been closed.

Days away by provider Demo Practice
Provider STARTDATE FINISHDATE
Days away
Dr Margaret Adcock 09/01/2019 09/01/2019
Dr Craig Aram 07/01/2019 07/01/2019
Days closed
Demo Practice 26/01/2012 26/01/2012
Demo Practice 08/01/2019 08/01/2019
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Historical Reports

IMPORTANT This article is only for practices who upgraded from a version prior to Lava, and explains the
reporting changes made in the Lava release. 'Historical' reports have been provided for practices who need to
report on data prior to their upgrade to Lava or later.

Bp Premier management functionality was changed significantly with the Lava release. Each time an amendment
is made to an invoice or payment, an adjustment record is created. The original value of the invoice and service is
preserved and the new values are reflected in the adjustment records. New management reports have been cre-
ated which correctly report on any adjustments.

The management reports module prior to Lava comprised approximately 150 reports. Around 120 of these relate
to accounts and payments, with the remainder relating to appointments and patient demographics. Many of the
old accounts and payment reports were duplicated to cater for specific requests from practices, resulting in a very
long and confusing list to choose from. Some of these old reports use invoice, service, and payment-created
dates. Service or payment dates can be backdated, which can cause inaccuracies when these dates are used for
reporting.

What do | use the historical reports for?

Because the new reports expect that adjustment records are present for any amended invoices, the new reports
cannot accurately reflect the invoices and payments created before the Lava version was installed. Therefore, an
alternative set of 'historical' reports have been developed that correspond with the 'old' versions of the man-
agement reports but have some improvements. These reports can only be run for dates prior to the date the
Lava program update was applied to your system.

This section explains which types of transactions can be accurately reported on and how to reconcile historical
reports against the old management reports.

The following historical reports have been provided.

Detailed reports Summary reports

Services - by Account Type (grouped by service created) - | Services Summary - by Account Type (grouped by service
Historical created) - Historical

Services - by Account Type (grouped by item) - Historical

Payments - by Account Type (grouped by item) including Payments Summary - by Account Type (grouped by
related services - Historical payment created) - Historical

Payments - by Account Type (grouped by payment created
date) including related services - Historical

Payments - by Payment Method (grouped by date) Payments Summary - by Payment Method (grouped by
including related services - Historical date) - Historical

Transaction Report (grouped by item) - Historical

Transaction Report (grouped by payment created date) - Transaction Summary Report (grouped by payment
Historical created) - Historical
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Detailed reports Summary reports

Transaction Report (grouped by service created date) -
Historical

What do the historical reports show?

® Services created prior to but either Cancelled or Written off within the reporting period
® Services created and either Cancelled or Written off within the reporting period

® Services created within but either Cancelled or Written off after the reporting period

® Payments created prior to but Cancelled within the reporting period

® Payments created and Cancelled within the reporting period

® Payments created within but Cancelled after the reporting period

® Payments adjusted within the reporting period.

Fee, location, or schedule changes made prior to the Lava program update cannot be correctly reflected on the
reports, because the old values were not retained in version 1.8.4.642 and earlier.
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