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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 ourwebsite.

© 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
PO Box 1911
Bundaberg Queensland Australia 4670

Best Practice Software New Zealand Ltd
PO Box 1459
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: 27May 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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Report Reference

This report reference describes themain reports that will be used by administrators and practicemanagers 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 themost 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 themost recent Data Update so that your report are up to date.

I 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 likemore 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 havemore 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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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.
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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 Locationwhere 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, becauseMedicare 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 theOnline 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

Bp Premier Report Reference Page 5



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.

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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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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Grouping

This report can be grouped by:

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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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.

Grouping

This report can be grouped by:

Location - groups by Location > User > Item
User - groups by User > Item > Location
User (Location) - User > Location > Item
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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.

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:

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). 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.
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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.
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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.

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.
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Grouping

The report can be grouped by:

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.

Grouping

This report can be grouped by:
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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 not included 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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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 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.

Grouping

Grouping available:

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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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.

Grouping

This report can be grouped by:

Location - 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 not included in the payment totals

Yellow Services created earlier than the specified date range but paid within this range will be shown in yellow
and not included in the service totals

Transaction summary (grouped by payment created)
This report lists all invoices and services created or paid and payments created within the specified date range, and
shows the related records.

Grouping

This report can be grouped by:

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 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.

Grouping

This report can be grouped by:

Location - 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 rangewill have the payments shown
in blue and not included in the payment totals

Yellow Services created earlier than the specified date range but paid within this rangewill be shown in yellow
and not included in the service totals

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.

Grouping

This report can be grouped by:

Location - groups by Location > User > Item
User - groups by User > Item > Location
User (Location) - User > Location > Item

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

Yellow Services created earlier than the specified date range but paid within this range will be shown in yellow
and not included in the service totals
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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 DVAOnline 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

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 DVAOnline batches where the payment was created in the
system during the date range.

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 DVAOnline 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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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.

Grouping

This report can be grouped by:

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

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.

Grouping

This report can be grouped by:

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

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.
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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 themoney 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.

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 themoney 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.

Grouping

The report can be grouped by:

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:

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.

Grouping

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 showwho 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.

Page 32 Bp Premier Report Reference



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.

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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Grouping

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

OldWritten 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

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, Native Error Code: E5, ODBC Error:

[Microsoft][ODBC SQL Server Driver][SQL Server]The SELECT per-

mission was denied on the object BESTPRACTICE', database

BPSPATIENTS', schema dbo’.
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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.

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

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
A summary 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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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).
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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 howmany 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
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.
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Patients

NewPatients 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.

SMSReminder 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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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.
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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. Newmanagement reports have been cre-
ated which correctly report on any adjustments.

Themanagement 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 I 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 theman-
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) -
Historical

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

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

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

Payments Summary - by Account Type (grouped by
payment created) - Historical

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

Payments - by PaymentMethod (grouped by date)
including related services - Historical

Payments Summary - by PaymentMethod (grouped by
date) - Historical

Transaction Report (grouped by item) - Historical

Transaction Report (grouped by payment created date) -
Historical

Transaction Summary Report (grouped by payment
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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