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NEW FEATURES AVAILABLE IN Vi4
==== BUILD 4272== Vi4/PB12 ====

ENHANCEMENT: Appt Reminders: Calendar File attachment and Enhancements
A few cosmetic changes have been made to this feature.

When the upgrade is performed the cosmetic changes will be appear as below:

1. Message Reminder
The message within the reminder will be exactly the same as the body of the email

*

L= Edit reminder message

Hello. this is Your Dental Centre confirming your
appointment Dr P McCavity on Thu, 07/12/2017 at
11:30am Pls Ph 92135000 if you need to cancel.

Thank you.

Symbols left:
lInclude calendar file Cancel Send

2. Email subject
The subject of the email and reminder will be displayed as: Reminder from %Title% %PrvistName% %PrvSurname%

3. Space
The space between the header, the appointment data and footer has been removed

'&7 Edit reminder message* |

This is an appointment reminder for Dr F Spencer on 1=
Mon, 07/11/2016 at 15:dlEﬂ Please call to confirm on

02-95580891.

[ |

Symbols left
[T Include calendar file Cancel I Send I

4. Date Rage Options
The options in the dropdown list hasn’t been increased from today and tomorrow only to today, tomorrow, next 7 days and

next 14 days

Re

o | From 1212/2017 | to [18M2/2017 oK

is Cancel

Family & Friends Dental Surgery |~

1 Dr Phil McCavity

2 Dr Frank Papadopoulos

3 Dr Molly Kewell

4 Dr Smith

Select All Deselect All

[JShow inactive books

ENHANCEMENT: SMS Web - Improve Messages sent logic when creating a new patient in Appointments
An enhancement has been made for when a new patient makes an appointment and the ‘Send SMS on Appointment Scheduling’ and
‘Send SMS on Patient Registration’ settings are set to ‘Yes’ where the patient will now receive 2 SMS (Appointment Scheduling and

Patient Registration)
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The patient can receive an SMS saying welcome to the surgery, visit our website to fill the new patient’s form and the other message
would be confirming their booking

To turn on this setting go to: Location Setup > General tab: SMS Setting > Send SMS on Appointment Reminders

Also in this enhancement the word Responses was misspelled as Reponses under Location @ ves Reponses for Appointment Reminders

Setup > Group: SMS Setting & Mo Reponses for Appointment Reminders

ENHANCEMENT: Automation: Improve Send to Improve "Send To"
The D4W system has been revised to allow multiple communication methods to be sent to a patient. The enhancement of this feature
will also have the ability to send reminders to family members, insurance, guardians and third parties.

Practices now have the ability to set the order of communication methods in the Appointments, Recalls and Debtors batch when
working with automation. Eg: If the patient has allowed multiple communication methods to be sent then the order is determined by
the batch.

With this enhancement users won't receive the following message if multiple methods of communication are selected.

Problems with E-mail send

Selected patients with incorrect E-mail or not E-mail "send to” property
They will be excluded from list

Emerson, Ms Jayde, #3 - not E-mail "send to” property

£ >

Print Save As.. Cancel

Patient Records > Patients tab > Address sub-tab
Here is where you will setup how each patient should receive their reminders. When working with families you are able to direct
reminders to the family head, other members of the family or to the individual patient. You can also setup for Guardians, Third party

and Insurance to receive certain reminders

Send Appt. Reminders |Family ~ || Gam « | Telephane (Mobile), Telephane (Home)

Send Invoices to Family ~ |[Sam « | Letter (First Address), Telephone (Mobile), Telephone
Send Recalls to Family « || 5am | Mot known at this time

Send Queries to Guardian | 8mith, Mrs Aline « | Telephone

The Appointment Reminders feature has been moved from ‘Recalls/Referrals’ to ‘Address’ sub-tab. The Appointment reminders still
can be setup when making a new patient appointment

17 Appointment for patient *
2 Find an existing patient [4]Enter new patient

Title Mr “ Member of family [
Surname  Ogier

First Heath Occupation

Middle Main Prv 3 -Dr Oymoll Ynjkacl v
DoB 01/01/2000 | Age | 17 Fee Level |Fee level Standard )
Phone H & Address

Phone W & Suburb

Mobile & Postcode State

E-mail

Reminders |Family w v

Note: By default all reminders will be sent to ‘First address’ when entering a new patient
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Communication Methods
The user has three options to select from when setting up the patient file

1 Select Allowed Communication Methods »

(OMot known at this time

(® Communicate using the following methods:

1. Not known at this time (by default) g e
2. Communicate using the following methods E tz:z; E;i;:‘;:\:'{;zzls)
A communication method can only be selected if a patient has the information O PostCard (First Address)
recorded on file. Ex: Patient can only receive a SMS if they have a mobile number. ?;Z;i:fe((sh;;;”‘:}“dd’e“}
A patient can choose to have multiple communication methods Telephone (Home)
3. The patient has requested no further communication ] Teephene (1or9
() The patient has requested no further communication
Cancel oK
Automation
In automation the surgery will select the order for their communication to be sent for their patient’s reminders.
Location Management > Automation tab > Under each tab (Appointments, Recalls and Debtors) > Reminder sub-tab.
- Tick ‘Send communication to family head’ if required Set/Type Setings  Reminders | Schedule
Relates to the “Send Recall To” field within the Patients tab. If this is ticked it will ignore [Jsend communication to family head
those settings and send the recall reminders to the family head. 3 [ Letters Template (3= [&
- Select the order for each method from the drop down list 2] EmalTompiate L=
If a communication method is not used by the surgery select (-) 1 | smeTempie s Mot SRR =
4 .| Postcard (Label)
~ | Phone Call

ENHANCEMENT: Improve Non-Treat Function in Print Entire Record
The primary purpose of the Non-Reporting and Non-Treatment attributes is to allow the users to
be included in reports provided to another practice or patient.

Some parts of the Treatment and Financials section of the Consolidated Patient Record Report
treatment items out of the Consolidated Patient Record Report.

Patient Records > Patients Details tab > Patients menu > Consolidated Patient Record

Report's parameters

Selectthe requirements for the report: ok

atients Include Patient History Audit

Cancel

Include Patient Custom Fields

[ Perio v Jaw [Upper v

Charting 15/12/2017 13:55:43 v ONormal ®3D

Treatment and Financials

Aldates e

EdInclude Chart Notes

Treatment Plan Notes

Treatment Done
Clinical Notes

Include Non-Reporting items

Include Non-Treatment items,

write 'administration' notes and not

have been redesigned to filter non-

[ Financial
[JShow Fees
1. Treatment Plan Notes It will show any clinical notes entered in the ‘Nt’ column in Treatment Plan tab
2. Treatment Done It will show all completed items in Treatment tab
3. Clinical Notes It will show any clinical notes entered in the ‘Nt’ column in Treatment tab
4. Include Non-Reporting ltems Untick to exclude Non-Reporting Items notes
5. Include Non-Treatment Items Untick to exclude Non-Treatment Items notes
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Note: Items are marked as Non-Reporting and Non-Treatment under Items tab. For more information on how to setup Items, refer to ‘How to
work in Items’ how to doc

ENHANCEMENT: Include patient card number on Treatment Plan printouts
The Treatment Plan printouts have been enhanced to automatically include the patient card number

Patient Records > Treatment Plan tab > Treatment Plan menu > Preview Plan and Preview Plan/Insurance Information (A4 only)

?remmem Plan Date created: 15/11/2017  Date printed: 11/12/2017 10:18 | {FTreatment Plan & Insurance InfurrrﬁﬁnD Date created: 15/11/2017  Date printed: 1112/2017 11:11 D 82
Card No. 74 ) Plan by: FP - Dr F. Papadopoulos Prov-1234567D g\ Card No. 74 Plan by: FP - Dr F. Papadopoulos Prov-1234567D
~viei T Appt Appt Date me Appt Appt Date
Phase Min ltem Times  Description Tooth Fee Amount Date Time Done Phase Min__Tem Times  Description Tooth  Fee  Benefit Gap Date Time Done
1 534 1 Adhesive restoration- 4 surf- post 36 2.00 2.00 1 534 1 Adhesive restoration- 4 surf- post 36 200 000 200
1 022 1 _Sinale X-Rav 37 63.00 63.00 1 022 1 Single X-Ray 37 63.00 000 63.00

ENHANCEMENT: Invoice & Receipt Reports - Automatically Breakdown Invoice into separate Patients
Before the upgrade when creating a family invoice the system would automatically select the entire family with outstanding amount.
You could unselect any family member by unticking the account after pressing F2.

Patient |[78] Lewis, John ; 150 Smile Street, WATERLOO NSW 2017
From 081112017 | to  08/11/2017
& = Invoice Date 08/11/2017 |  Main Responsible Party |Family %
Member Prv | Ass Date ttem Description Sendto W o
BB | 08112017 | Metallic restoration- Ssurf- direct
-- DEHIA0 1) - s be b e WS |yoice Total 3000  Address to Address 1 v
- 0812017 - Metallic restoration- Ssurf- direct
lohn BB 08/11/2017 Discount Discount -~  Providers (JBB) Black, Mrs Jenny
By percentage (%) 0
or ByAmount (5} .00
Invoice Balance 30.00
Including GST 143 [Jinvoice breakdown by Provider
[]show extended atiributes
Receive Payment... Cancel Create Previewr... Print

In this new upgrade the ‘Automatically Breakdown Invoice into separate Patients’ setting will appear. If the setting is set to Yes when
creating a family account the system will create one invoice per patient.

Location Setup > General tab > Group: Accounting: Invoices & Receipts > Automatically breakdowns Invoice into separate Patients =
Yes

Patient | [78] Lewis, John ; 150 Smile Street, WATERLOO NSW 2017
From 08/11/2017 | b0 081172017 i X -
Invoice Date 08M11/2017 Main Responsible Party  Family ~
Member Prv | Ass. Date ftem Descrlptlun ST
Ll a4 Cinton
Clinton JEB 08/11/2017 515 1 Metallic restoration- Ssurf- dires I“VOICe jlotal 1500 Address to EITGESSY >
John JBB 08M11/2017 1 Discount Discount |~ Providers (JBB) Black, Mrs Jenny
By percentage (%) 0
or ByAmount ($) .00
Invoice Balance 15.00
Including GST 0.71 [invoice breakdown by Provider
[Show extended attributes
Receive Payment. Cancel Create Preview: Print

NEW: Discounts for Marketing Promotions
A feature was created to apply discount for promotions as an addition to the discount category feature.

By creating this promotion feature for treatment, a combination or individual items can be discounted according to any current
promotions at the time of creating an invoice which will help practices to manage their promotions.

Promotions is the common use type of discount, designed and setup for multiple use by many patients (ex. shopping vouchers for set
of procedures performed, Birthday discount, etc.).

Creation of a seamless discounting process to enable easy creation and use of promotions without:
- Creating new item codes
- Manual entry of fees in Treatment Details tab
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Activation

The following areas needs to be setup by users before using this feature.

1.

Setup

Activate Promotions

Location Setup > General tab > Group: Accounting: Invoices & Receipts > Activate Discount Promotions = Yes

|. Activate Discount Promotions Yes

After activating the feature, it is necessary to close and reopen D4W to complete the activation

Setup Promotion Types

Location Setup > System Tables tab > System Tables: Promotions Type

System Tables |Promotions Types

Promotion Type Active | Default | Show On Invoices Class
Package L] Master
ltems [ L] Master

Currently only two promotion types are available in the system. Users can make these promotions active/inactive, select a

default promotion and select if they a promotion is to be shown on the invoices.

The promotion marked as default will automatically be selected when creating a promotion.

Security
Security has been added as default for the following areas.
E& Promotions

=% Add/ Copy Fromotion

=% Modify Promotion

=Y Delete Promotion

The promotions needs to be setup before it can be used in a patient’s invoice.

Location Management > Promotions tab

Create a Promotion

To create a new promotion under Package or Items promotions go to Operations menu > New Promotions or press ‘Add’ or use the

icon

Note: If you are working with multi-location environment the location must be selected before creating a promotion considering that
you may not be working in the default location.

a.

Package
Promotion Details
Type Select the type = Package
Name Type the promotion’s name
Capped Amount: It will show the amount of all items combined
Active Period Select start and finish date of the promotion
Activated After a promotion has been used in an invoice it can’t be deleted but marked as inactive by

unticking the ‘Activated’ box and the finish date will be changed to today’s date

Promotion Items

Type This will change depending on what is selected in the ‘Set/Type’ option

Add new Items Click on item/s to be included in this promotion and press ‘Find an ltem’ to find item/s
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Type You can select compulsory (C) or optional (O)

a. Compulsory means that any item/s marked as ‘C’ must be included in Type
treatment when using this promotion. At least one compulsory item is '5_|V
required to use ‘Package’ promotion (|

b. Optional means that any item/s marked as ‘O’ can be or not included in the
treatment when using this promotion

S Not Applicable

% Not Applicable

Fixed Fee Type the fee amount to be charged for each item when using this promotion. The original
scheduled fee must be higher than the promotion fixed fee
Fee for “C” items can’t be =0
Fee for “O” items can be =0

Apply Values Users can update the fees by creating a new value and increase or decrease an existing fee

Promotion Details

The fees can be updated simultaneously, by selected rows or a value range

¥ Apply new values for Promotion ltems X

You may modify items Fixed Fee of the Promotion.

© MNew value O Increase O Decrease

13000 %

Rows filter

®) All rows O Selected Only
Values Range (inclusive)

From 50008 To 300005

Type Select the type = Items

Name Type the promotion’s name

Amount When choosing ‘Amount’ the users will enter the $ amount to be deducted from the
scheduled fee for each item included in this promotion

Percent When choosing ‘Percent’ the users will enter percentage of $ value to be taken from the
scheduled fee per item included in this promotion

Fixed fee When choosing ‘Fixed fee’ the users will enter the fee to be charged per item included in

this promotion

Active Period

Select start and finish date of the promotion

Activated

After a promotion has been used in an invoice it can’t be deleted but marked as inactive but
unticking the ‘Activated’ box and the finish date will be changed to today’s date

Promotion Items

Type

Not applicable for Item’s promotion

Add new Items

Click on item/s to be included in this promotion and press ‘Find an Item’ to find item/s

$

If ‘Amount’ was selected, users will enter the amount here

%

If ‘Percent’ was selected, users will enter the percentage here

Fixed Fee If ‘Fixed fee’ was selected, users will enter the fees here. The original fee must be
higher than the promotion fixed fee 1000.00
[ Poo.oo
Apply Values Users can update the fees by creating a new value and increase or decrease an existing fee
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The fees can be updated simultaneously, by selecting rows or a value range

I Apply new values for Promotion ltems X

You may madify items Fixed Fee of the Promotion

® New value O Increase O Decrease
130.00| §
Rows filter
® All raws O selected Only

Values Range (inclusive)

From 50.00% To 300.00%
View Promotion
Location Management > Promotions
1. Promotion Type | <All= ~ Location2 Dental Practice #1 w
Prometion Name Type |Active | Date From | Date To Capped 3. ftem ‘ Description
B | tems | ¥ [13n22017[14n2m017] | 011 Comprehensive Oral Examination
Bleach 2013 Package 14M 272017 30/04/2018  1200.00 442 Bleach Kit
New Visit Package 1322017 141272017 1530.00
|:| Show inactive Promotions 8. | Copy to Location(s)...
5. Add 6. Edit 7. Delete 9. | Duplicate Promotion...

1. Select ‘Promotion Type’ from drop down list

2. Select Location (applicable for multi-location environment)

3. By double clicking in any area marked as #3, the ‘Edit Promotion’ box will appear. You will be able to mark any promotion
inactive or change any details of the promotion if the promotion hasn’t been used in an invoice

4. Tick to show inactive promotions

5. Create a new promotion Package or Items

6. Edit any existing promotion/s

7. Delete a promotion (if it hasn’t been used in an invoice)

8. When working with multi-location environment users will have the option to copy promotions between locations

Select Location(s) to copy Promotion to
Location New name |
Smile Dental Bleach
Family Dental Bleach
[Jshow inactive Locations Select Al Deselect,_all Cancel

9. Promotions can be duplicated and the name of the promotion can be renamed if needed
k=

Mew Promotion's name: |Bleach |

Usage

Promotion applied to an invoice in time of creation (F2)

Patient Details >Treatment tab
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1.
2.

5.

Enter items in Treatment tab or transfer from Treatment Plan
Create an invoice by pressing (F2)
3. Tick ‘Include Promotion’ to use a promotion

or ByAmount (§) .00 (rounded)

NVoICeE
Invoice Date 14M 212017 Main Responsible Party | Family
Send to Ana
Invoice Total 1620.000  Address to Address 1
Discount Discount |- Providers (1) Lmnecli, Dr Inkerr
By percentage (%) R

[ Include Promotion

Invoice Balance 1620.00 Referral ~
Including GST 136.36 [invoice breakdown by Provider
Receive Payment... Cancel Create Preview... Print

Under ‘Select Promotion for Invoice’

[window] highlight which promotion to use in this invoice

= Select Promotion for Invoice x
| Type Promotion Mame D ttem | Type | 3 | % | Fixed Fee |
ltems Bleach 12 |ne c 1200.00

Bleach 2018 nmz o 0.00
FPackage Mew Visit 12
Promotion's Status
Promotion total: 420.00
< N Member: Ana:
ftem 012: Promotion 120.00

ow e tem 118- Promotion 300.00
(@) 0w Promotion's tatus Cancel Note: Only 1 promotion can be applied per invoice

After the promotion is applied the fee in treatment will be adjusted and the user can complete the invoice/receipts as

normal
Invoice Date 15/12/2017 Main Responsible Party Family v
Sendto Ana v
Invoice Tota 620.00 Address to Address 1 -
roviders (1) Lmnecii, Dr Inkerr
Discount Dis:

By percentage (%)

or ByAmount ($) .00 ( kei’gdr‘rnl
Invoice Balance 1200.00
Including GST 109.09

Instalment Plan [ ]Auto allocation

~

[Cinvoice breakdown by Provider
[“]Show extended atiributes

Number of instalments 1 Over a period of Days v
# Amunmﬁ@cnum Balance Due Date Resp Party Notes ]
1 | 1200.Q0 420.00 00 1200.00, 15/12/2017 |Ogier, Ana
Generate Insurance Claim Form []
Other info AFO @ No O Yes O Pat ClaimID
Receive Payment... W Cancel Create Preview... Print

After the promotion has been applied it will be identified in 2 places in the
invoice box

The user can hover over the promotion amount to see which type of
promotion has been applied
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Patient Details > Invoice tab

7 Patients Charting 3D Charting Perio 4 TreatPlan Treatment Invoices Claims. Receipts Letters Adv.Notes
Patient  [9539] Ogier, Ana DOB: 01/01/2000; Age: 17; ph:62135000 mob:0411111111
Famiy View PRaonly [ Show reversed records [ ]

Man RP

Expense The applied promotion will also be displayed in the
9 Invoices tab

Package I User can hover over the promotion amount to see

Active details of the promotion given to the patient

47190 141122017 1 0Days 0.00 162000 420.00
S —

Reports
Three reports are available to display the promotion.
Location Management > Reports tab

1. Accounting: Invoices and Receipts over a period report

In this report the promotion amount will be identify by ‘Pr’ next to the promotion amount. If discount was also given in
conjunction of the promotion both Svalue will be displayed in the discount column without the ‘Pr’

Invoices and Receipts for all providers From 14122017 to 1411212017 Page 1 uf1J
Printed: 14M2/2017 12:55
1) Lmnecli, Dr Inkerr Invoice details Receipt details
InviRec % 5§ $ % ] Credits /
Dated Name v Total involved Discnt involved Expense | Total involved involved Deposits
14/12/2017 |Ogier, Ana 4T187]  1620.001100.000— N\ 1620.00)
14/12/2017 |Ogier, Ana 47187 1E|D.Db(-420@/ -420.00|
14/12/2017 |Dgier, Ana 47187 1200.00{100.00 1200.00|
Totals for (1) Lmnecli, Dr Inkerr Totals -420.00( 1200.00| 0.00 1200.00] 0.00|
from 1422017 to 14122097

2. Promotions List

This will report will help practices, especially the Marketing Dept to have an overview of their promotions.

It will show all promotion status, start/finish date of the promotion and how many promotions have been used for the period
selected in the report parameters.

Promotions List (active only) From 14/12/2017 to 14/12/2017 Page 10f 1
Location: Dental Practice #1 Printed: 15/12/2017 08:23

Promotions Type: Package Promotions

Promotion Name Promotion | Date From | Date To | No of Invoices with
Status the Promotion
Bleach 2018 Active 14/1272017 | 30/04/2018 1
New Visit Active 131272017 | 141122017 0

Total of Package Promotions: 2

Promotions Type: ltems Promotions

Promotion Name Promotion | Date From | Date To | No of Invoices with
Status the Promotion
Bleach Active 131272017 | 14122017 0

Total of ltems Promotions: 1

Total Promotions: 3

3. Promotions report on Patients

This report will show details of a promotion when it has been applied to an invoice for the period selected in the report
parameters

Location: Promotions performed on Patients From 141212017 to 14/12/2017 Page 10f 1
Dental Practice #1 Printed: 15/12/2017 08:30

Promotions Type: Package

Promotion Name Promotion Patient Name Patient Invoice $ ¢
Date Card # 1] Promo Invoiced
Bleach 2018 14/12/2017 |Ogier, Ana 9539 47187 420.00 1620.00
Total of Package Promotions for Location: Dental Practice #1 1 1 420.00 1620.00
Total for Location: Dental Practice #1 1 1 420.00 1620.00
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NOTE: When copying a promotion between locations and if any compulsory item involved in the promotion package doesn’t belong to
this location the practice will not be able to use this promotion
Please refer to Item’s how to doc for more information on how to work with Multi Location Items

NEW: Multi Location handling be in Fees

Within a multi-location environments, there are fee levels that are common to all or specific location/s. In this new feature the users
will be able to:

1. Set a Fee for an item based on the location at which it was performed

2. Have the ability to filter the list of fee levels displayed to the user based on the users logged in location

3. Holidays will be able to be set on a per location or group of location basis

4. A user will have access to a new report will show the fee for each item based on the location where the item is being
performed

Feature Notes

1. All locations will contain the same fee level names
a. Fee Level Fee period dates will be the same for all locations
b. A user will be able to set the default fee level on a per location basis i.e. each location can have a different default
fee level
i. Where a user changes “Use Location Based Fees” to “Yes” the existing default fee levels for existing
locations will be kept
ii. When a user selects “Set as default level” the selected fee level will be made default for the location the
user is viewing
c.  Where a user adds a new fee level it will be made available to all locations
i. Where a user choses to copy Fees when creating a new fee level all locations will be given the same
Location Fees

Activation/Setup

The following areas needs to be setup by users before using this features.

4. Turn on location based fees

Location Setup > General tab > Group: Accounting: Invoices & Receipts > User Location based Fees = Yes
|. Use Location based Fees Yes

The following message will appear when the feature is turned on. It is recommended that “Yes” is selected

Use current fees for all Locations

Would you like to use the existing
fees at all lncations?

By default the ‘User Location Based Fee’ setting is set to ‘N0o’, if the users have this setting set to ‘Yes’ and wants to change
back to ‘No’ the following message will prompt to select location for which single Location Fee will be based on
Set All Fees To

You will no longer have separate fees for each location.

Please select the Location Fees you would like to apply
for all Locations:

Dental Practice #1

1 Dental Practice #1
36 Smile Dental
37 Family Dental

10
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5. Security
Security has been added as default for the following areas.
O] B Fees
@ Change how patient location fee is calculated
= Determine fee when changing Treatment provider
6. Setting up Patient Fees
Three options have been added to this feature to allow users to choose how the patient’s will be assigned to a fee level
Location Management > Fees tab > Operations menu > ‘When setting patient Fees’. “Use the Treating provider’s location” is
recommended
(OLCEUGLEN Window  Help
Refresh Screen F5
Fee Levels Report...
When setting Patient Fees > ' Use the location in patient details
When changing Treatment Provider > " Use the location of the patients main provider
HI.
Preferred Provider Scheme List... ~  Usethe treating providers location
i The system will look for the patient’s location under Patient Records > Patient Details tab > Insurance /Various sub-tab
ii. The system will look for the location of the patients main provider under Location Management > Providers tab and
patient’s main provider under Patient Records > Patient Details tab
iii. The system will look for the treatment provider’s location
7. Treatment Provider

Three options have been added to this feature to allow users to choose how the fees will perform when changing providers

Location Management > Fees tab > Operations menu > ‘When changing Treatment Provider’

WEEENGLEN Window  Help
Refresh Screen

Fee Levels Report...

When setting Patient Fees

When changing Treatment Provider
Preferred Provider 5chemne List...

Generate Fee Import Template

F5

>
» '~ Promptuser to change or keep the item fee
Do not change the item fee

Automatically change the item fee to Providers location

Fee Level Setup

When the feature is turned on the following options will be available within the Fees module to allow users to set a fee for an item
based on the location at which the treatment was performed (Location fee)

Location dropdown
A new “Location” dropdown list has been added to Fees tab to allow users to view and set Location Based Fees

Location Fee Levels ocation |Dental Practice #1
1 Dantal Prachizz %
Fee level description Default Shor ~ FEMOU 26 IDI =
Fee level 13 U romiE 37 Family Dental
Fee level 14 O
Lo
New Level

Location Management > Fees Tab > Select ‘New Level’ button Fee
While in the ‘New Level of Fees’ window, you have the option to copy fees from an existing fee level to the new level you are creating;
or simply add a new level. When created, you can start adding your fees to the ‘Fee (S)’ column

Select a location from
drop down list if you
wish to copy the fees
across to the new fee
level

11
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New level of fees |
Here you may copy all fees from existing level to new Select a current fee Ievel
Cony Ao — from this drop list to copy
Location Fee Level name Billing Type the fees to the new fee
Dental Practice #1 | S| level
to new Dental Practice #1 Kﬁmce )
Cancel oK I
Type the name of your

new fee level here.

Fee Mode
When working with Multi-location environment the modes chosen for each item number will be the same across all locations

Variable Fee can be changed in Treatment/Treatment Plan Mode
Fixed Fee is not able to be changed in Treatment/Treatment Plan cilINERN
Fixed -
Increase Fee can only be increased in Treatment/Treatment Plan Increase |-
Decrease |«
——
Location |Dental Practice #1 v |Nune < Location |Smile Dental > |N0ne
Perio
W BED W R
Item ‘ Description Fee ($) GS{ Mode > Item ‘ Description Fee ($) /(g Mode "\
011 [Comprehensive Oral Examination 50.00 Fixed v [ 011 [Comprenensive Cral Examination 60.000\  fFixea W/

Provider Based Fees

This feature allows each provider to have their own fee schedule. The provider completing the treatment determines the fees for the
patient.

E.g. Provider 1 charges $52.00 for a 011, but Provider 2 charges $58.00

Location Management > Fees Tab > Highlight the ‘Provider Based’ Fee Level > Select the ‘Default Level’ button
Add a new fee level for each provider, and add their individual fees to each of the item numbers.

Fee level description Default
Weterans Affairs

BUPA,
MBF

DrJones

Medicare Benefits

HO0O0000

|| = Provider Based

Fee Levels can then be allocated to Providers. To do this:
Location Management > Providers Tab > Select the Provider and their Fee Level from the ‘Fee Level’ drop list.

Fee Level |DrJones

Default Fee Level
One Fee Level is able to be selected as the default fees for all new patients per location.
To set a fee level as a default, highlight the fee level and select the ‘Set as default level’ button. Set az default level

Fee Periods

To ensure fees are never erased/typed over in D4W/PSS you should always create a new period start date each time you edit the fees.
Keep in mind that Treatment Plans and unaccounted treatment take information from the fees section, so it is best to keep a record
of each fee charged per date range.

12
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E.g. 01/07/2009 — 31/06/2010 — Standard Fee for a 011 = $55, but as of 01/07/2010 the fee will be $60.

Location Management > Fees Tab > Highlight the level you wish to update > Select the ‘Add New’ button > Enter the date this new fee
schedule is to start.

You are now ok to start overwriting the current fees.

Edit Current
Date

o — Delete
S m@@‘ Current Date
|
A= Mew Period Start Date: \
New Start

280872012 Date

[ Cancel ] I Ck l

Treatment Plans can either base their fees on the date of the plan or today’s current fee schedule.
You can setup your preference in:

Location Setup > General Tab > Group: Treatment > When adding items to an existing Treatment Plan, use the item fee period of...

ﬁ When adding items to an existing Treatment Plan, use the item fee period of Date of the plan u

Date ofthe plan

ﬁ When inserting items in treat or plan tab and there is a surcharge present, round to the nearest

Today

Update the Fees

Location Management > Fees Tab > Highlight the fee level you want to update > Select ‘Update the Fees’ button
Note: You should be updating the current fee period before updating fees.

While in the ‘Update Fees’ window you can Increase/Decrease the fees by a %, this can be for all fees or for fees currently between a
certain $ amount. You can also round your fees from none to the nearest $1.00.

All Fees Fees between a $ amount
Update fees Update fees
You may modify the fees by a percentage. ‘You may modify the fees by a percentage.

You can specify a specific range fees and the method

You can specify a specific range fees and the method
of rounding off the calculation.

of rounding off the calculation.

® Increase fees or () Decrease fees (® Increase fees or () Decrease fees
by % by %
Fee range toupdate [ Update all fees Feerangetoupdate [ Update all fees
From $|:|to $|:| (inclusive) From § 50.00)to $[  300.00] (inclusive)
Round fees to the nearest - Round fees to the nearest -

Apply these changes to Apply these changes to

(®) Dental Practice #1 ) Al Locations (®) Dental Practice #1 CJ Al Locations

Automated Fee Update/Import

Users are able to import ‘Fee Levels’ information into D4W/PSS from an external source by allowing surgeries to update fees from an
Excel template, which can be sent to all surgeries to import into D4W/PSS.

Export Fees Template
Location Management > Fees Tab > Operations Menu > Generate Fee Import Template

13
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Export newest fees for all Fee Levels for this locations

Export Template with newest fees for this location

Export Template with newest fees for all locations

¢ Export newest fees for all Fee Levels for all locations
<+

Export Template without f
port lempiate williout Tees Export a blank excel template for all Fee Levels

Cancel

When fees are updated in the Excel template you will be able to import it to D4W/PSS for a specially location.

Import New Fees
Location Management > Fees Tab > Operations Menu > Update Fees from File

Import Fees From File
Select Fee Update fie Location |Kuring Gai Family & Friends +
Fecpering from 141122017 | Harm@ml 3 Import Fees
Import Stalus . L.
b oo . 1. Create new fee period or select an existing fee
looki: @Dy Jed @ period
OneDrive 4263A_V14_0_(Release_Can i :
2 e REEAIAD 2. Select Fee Update file > Import the Excel file
EThis PC Stuff
Libraries Vfrtua\Ma(hmEDalabases 3. Select ”Import Fees”
B USB Drive (E) 5| Feesdsx . ,
2 Network 4. Press ‘Open
¢ >
Fiename:  [Fees s | [owen_]
Files of type: Excel 2007 ~ Cancel
Exit

You can setup security for “Import fees from file”.
Location Setup > Security Tab > Setup Security > Fees > Import fees from file
Please refer to ‘Security_How to setup’ for details.

Copy From

Location Management > Fees Tab > Highlight the level you want to copy to > Select ‘Copy From’ button

Note: You should be updating the current fee period before copying fees.

While in the ‘Fees Transfer’ window, select the location and fee level you wish to copy from and the date range you wish to copy.

Fees transfer
Itis possible to copy all fees from one level to another This is the
(Al previous fees wil be replaced) . location you
want to copy
Luction Billing Type from.
from ~| |Feelevel10 v e v 01/01/2003 - 01/01/3000/+
to |Smile Dental [Fee level Standard | [Mene | FemEmmTsoMeH00e L | | Thisis the fee
Cancel level you
want to copy
from.

Once you have said OK, the fees from the selected level will be updated.

Inactivate Level
Location Management > Fees Tab > Highlight the level you want to inactivate > Select ‘Update the fees’ button > choose if the
changes will be applied to this or all location > tick ‘inactive’ box > Select a fee level to assign the patients from the inactive level to
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from the drop-down list box
Update fees

You may modify the fees by a percentage.

You can specify a specific range fees and the method
of rounding off the calculation.

®

O
1
O
C Jes— 1
Apply these changes to

O smile Dental @) All Locations

Inactive
Move patientto  [FaENERSE ke v

Cancel

The following message will appear for users to choose. Please read this message carefully.
Dental 4 Windows SOL *

You are about to update the Fee Level of patients whao have
Incomplete Treatment Plan [tems or non-invoiced Treatment
items.

Do you want to recalculate the fee of these ltems based on
the patient’s new Fee Level? [Applies only to fees greater than
zera).

Click "Yes' to recalculate the fees,

‘Mo’ to leave the fees as they are, or

‘Cancel’ to cancel this change, without any updates, if unsure.

Activate Level
Location Management > Fees Tab > Highlight the level you want to reactivate > Select ‘Update the fees’ button > untick ‘inactive’ box

Delete Level

Location Management > Fees Tab > Highlight the level you want to delete > Select ‘Delete Level’ button

A Fee Level can only be deleted if no patients are associated with this fee level.

You can run the report: Location Management > Reports Tab > Fee Levels and Patients List.

This report will show you all patients associated with the fee level, you can move them to another fee level and then delete.

Surcharges
You have the option to add a surcharge for work completed on a Saturday, Sunday or Public Holiday.

The surcharge is added as a percentage and can be for all item numbers per individual location, or only those you wish to allocate a
surcharge to.

To turn the feature on:
Location Setup > General Tab > Group: Treatment > Activate FESS TAB SURCHARGE FOR SAT/SUN/PHOL

fa} Activate FEES TAB SURCHARGES FOR SAT/SUN/PHOL Yes

To setup the surcharges:

Location Management > Fees Tab > Highlight the Fee Level you wish to add surcharges to et Surcharge i)
If you wish to add a surcharge % to all items simply click on the day and enter the percentage. e
Otherwise you can enter the percentage against the item numbers you wish to charge the e~
surcharge. '

LCancel

To setup Public Holidays:

Location Management > Fees tab > Select ‘Set Public Holidays’ button > Press ‘Add’ > Write Description > Select date > Select
Locations > Press ‘Add’

15
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2= Add Public Holiday x

Description Australia Day

Date [26/01/2018 FR |«

v v

< |2 Public Holidays *
Mon Tue Wed Thu Fri  Sat Sun
1 2 3 4 5 6 7 = Date Description Location

YT ET—— 8 9 10 M1 12 13 14 26/01/2018 [EE]Australia Day Dental Practice #1
STl 15 16 17 18 19 20 21
Family Dental 22 23 24 25[26 |27 28

23 30 3

Add Delete Edit Print Exit
< > The Public Holiday can be edited and deleted at anytime
Cancel Add
Setting up GST

Location Setup > Items Tab > Record Menu > GST Tariffs > Add a new start date if required > Enter the GST against each of the items
numbers that require a GST percentage.
NOTE: Fees are inclusive of GST, the 10% will not be added to increase the fee.

17 GST tariffs B
Period
from 410/2011 E]Z] S @
Item Description GST(%) | -
01 01

011 Comprehensive oral exam
012  Periodic Oral Examination
013 |Oral exam- limited
014 Consultation
015 Consultation- Extended
016 Consultation by referral
017 Consult by referral- extended
018  Written Report 10.00
019  Letter Of Referral 10.00
020 Combination Gmhba 014/023
021 Complete Intracral Series =10 Films
022 Single X-Ray
022.pa Subsequent Exposure (Dva, Sads,Vic,Wa)
022bw1 |One Bitewing
0220w2 2 Bitewings On The Day
022pa Second X-Ray On The Day
025 Intraoral X-ray, occ/max'mand
031 |Extracral Mand. / Maxillary X - Ray i

SelectAll || Deselectal Set GST t

Fee Levels Report
Location Management > Fees Tab > Operations Menu > Fee Levels Report > Select the location and highlight the Level/s > OK.

This will show all the fees for item numbers in the selected fee level.
Subcategory: Examinations
Item Description Fee |GST (%) Mode Surcharge %

Sat | Sun | PHol
011 [Comprehensive oral exam 69.30 0 [Variable 500 0,00 0.00
012 Periodic Oral Examination 35.64 0 | Variable 0.00| D0.00f 0.00
013 |Oral exam- limited 63.59 0 [Fizxed 000 0.00] 0.00

Location Fee Level Comparison Report
Location Management > Reports Tab > Location Fee Level Comparison Report
This will show the fee for each item based on the location where the item is being performed.
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Standard
Item Description Location 3 Second Location
oog Combination 011/023 25.00
010 Combination 012/023 60.00 10.00
01 Comprehensive oral exam 35.00 40.00
012 Periodic Oral Examination 30.00 60.00
013 Oral exam- limited 30.00 30.00

NEW: Multi Location - Letter Template management
When working with large multi-location practices the letter templates were shared across all locations, creating an extensive list of
categories and templates to be used only for a specific location but visible in all locations

This enhancement allows users to define the locations where letter templates and template categories are visible. The management
of letter templates will become easier as users will only see letter templates and template categories which are relevant to their
logged in location.

Security
A security has been added to create a category and template
Location Setup > Security tab > Letter: Change template category location (s) and Change letter template location(s)

Patient Records > Letters tab

Create a Category
In a patient’s file click on Template menu > Add New Category

Specify category name: E.g. Referral Letters

Specify category description: E.g. Letters to Specialists

Click ‘Show at Selected Locations’ Press ‘Add All’ or highlight the location/s to have access to this category and Press ‘Add Selected’

GoTo Find/View Decument Toolyﬁ Edit Windy Help
— == Qa u ﬂ‘ Add New Categol
|E H lv’ \l 4 ’ egory/Change Cate
— g ategony/Lnange Latefis Category parameters X
7 patients . Charting 3D Charting Delete Selected Category Spedify category name:
Patient |[67-B] Anamsedinn, Miss Aedrh [ Create template [Referral Letters ]
Modify template Specify category description:
—. Default Categories Rename Template/Change Tem, |Lener5 lo.Shecialt ‘
+L||.I Case Presentation Select locations where this category will be available
@Ml Contactsiinformation Delete Template
a Show atAll Locations Show at Selected Locations
£ uull: Envelopes Mark Template a5 Inactive/Acti © ®
- Financial
H i NotAvailable Available
+L||.I Instructions. Show Inactive Templates
+-lli Labels Show Templates for all Locationf | 36 Smile Dental 31? EE”‘?‘ PDracU?e #
it
&-Hly ortho ad e amily Dental
-4y Other Fix Misaligned Letters and Temp|

<= Remove All

< > < >

Rename/Change Category Location
Highlight the category to be renamed/changed > Right click or go to Template menu > Rename Selected Category / Change Category
Location.

Delete a Category
Highlight the category to be deleted > Right click or go to Template menu > Delete Selected Category

T
+L|,|,| Surgery Use Delete
+-flly Treatment Rename Category/Change Category Locations

17
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Create a Template
Highlight the category you want to create the template in > Click on Template menu > Create template

Specify template name: E.g. Ortho

Specify template description: E.g. Referral to Orthodontist

Note: You will notice that only the location selected in the category parameters will be displayed in the template parameters. You

can remove any location as long as you have one or more location active in the ‘Show at Selected Location’ area

] GoTo Find/View Document Tools [IScidl Edit Window Help
— 2 [ Add New Catego
Olls B2l X "
=] - . Rename Category/Change Category Locations
7 Patients . Charting 3D Charting Delete Selected Category
Patient  [67-B] Anamsedinn, Miss Aedrb Create template
Meodify template |2 Terplate parameters X
[=] . Default Categories Rename Template/Change | specify template name:
bli case Presentation
Hli Contacts/information Delete Template [orthodontis |
% Envelopes. Mark Template as Inactive/4 Specify template description
Financial Referral to Orthodontist
il nstructions Show Inactive Templates ‘ |
Hli Labels Show Templates for all Locd - Select locations where this template will be available
Hly ortho
Hli Other Fix Misaligned Letters and 1| Show atAll Locations @ Show at Selected Locations
Uy patient NotAvailable Available
Hlr Recal .
ag Referral Letters 1 Dental Practice #1

37 Family Dental

<= Remove All

Cancel oK

Rename/Change Template Location
Highlight the template to be renamed/changed > Right click or go to Template menu > Rename Selected Template / Change Template
Location.

Delete a Template
Highlight the template to be deleted > Right click or go to Template menu > Delete Selected Template

ENHANCEMENT: Multi-location Extend Location Name length in drop lists
When working with multi location environment the surgeries will have a clear view of the full name of each practice displayed in all
location drop down menus across all multi location areas of the program. A maximum of 50 characters are allowed per location name

Location Kuring Gai Family & Friends Dental ||«

1 Kuring Gai Family & Friends Dental Surgery

ENHANCEMENT: Custom Font Colours in Rich Text Editor to be saved
When using the "Add to Custom Colors" in Rich Text Editor the ‘custom colors’ are now being saved after closing the selected colour
window for Font and Background colours.

When opening any letter/template > Go to Format menu > Click on ‘Font Color’ > Click on ‘Define Custom Colors’ > View that under
‘Custom colors:’ there now appears a new colour > Press ‘Ok’
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When going back to the colour box the custom colors isn’t saved
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CALLCENTRE: Information about build number Call Centre

The build number and Centaur Copyright has been added to the Call Centre database
Click on . icon then click on About at the bottom left hand side of the Appointment Book page

CALLCENTRE: The Call Centre renaming in D4W Appointment Cloud

Any area where call centre was displayed has been renamed to D4W Appointment Cloud
About DAW Appointment Cloud X

D4W Appointment Cloud
Build 5410
Copyright © 1992 - 2017 Centaur Software

Portions copyright by Sybase Inc.
— Publisher

Centaur Software Development Company
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