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Exact End of Day Reports

End of day

There are 2 reports that need to be scanned and uploaded onto Evernote at the end of the
day. Please note that providers should be provided with a report at the end of the day for
their records.

1. Cashing Up

2. Daily Activity- Following Daily activities must be the Hicaps Settlement receipts

3 (Optional) Cash deposit spreadsheet if money has been banked

4. (Optional) any direct debits such as DVA or Child benefit scheme etc. Please note these are
required to be split and allocated to the correct providers and will reflect in the receivables
column on daily activities.

Please see attached copies for how these must look.

Things to note -
The daily activity sheet has 9 (payment) columns. You are required to personally tick each

payment that has been received that day for each provider's daily activity report. This will
ensure that there are no data input discrepancies between providers.

The total figure that is banked must be for that provider only, no stock etc... Simply all monies
received and banked that day for that provider only.

All stock must be banked under Dr lan Ho, this must be reflected in a daily activity report and
this amount if banked under Dr lan Ho it will not falsely inflate providers received figures.

All Reports must be printed by your ADMIN account only as this helps keep track of how many
times it has been accessed. ADMIN accounts will only be accessed by authorised holders such
as Practice Managers & Head Office.

These reports must be uploaded into Evernote in the following order :

1. Cashing up

2. Receipts attached to cashing up summary

3. Daily Activity for each provider
*Cash deposit spreadsheet and any direct debit statements if received on this day — these
must be put in the correct notebook on evernote*




How to get to these reports
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1. Daily Activity Print out
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Name Group Description 2}

@ Activity Summary Practice Management Value of treatment planned (not charged, and received in a given time period. (Previously named: Day Sheet Summary) -

‘Albaiodl’-ymoms Payments Use this to calculate how much to pay associates or hygienists. This report shows net Payment figures, after Payment adjustments are taken into consideration.

‘ Appointment Analysis Practice Management Time and Financial analysis of Appointment Time. Includes statistics for Failed/Cancelled Appointments.

&® Appointment Summary Report Marketing Shows breakdown of time allocated in Appointment Book for different Patient Groups.

‘ i Workflow C Practice Review number and of the required workflow with failures reported by workflow actions, users and patients.

&® COT Costs Exceed Invoices Payment Plans Identifies Payment Plans where Costs accrued so far are greater than the Instalments that have been invoiced to date. Review these plans to determine if the value or frequency |~
of Instalments should be altered to ensure that costs are covered throughout treatment.

&® Capitation Scheme Profile Report  Marketing Capitation Scheme breakdown by age, gender etc.

&® Capitation vs Private Report Marketing Comparison of Capitation Scheme Income against potential Private treatment eamings.

‘Cashingup Payments Reconcile the money in the till against the money the computer has recorded as received. (Previously named: Bank Deposit Slip)

@ Chair Time Analysis Clinical Management Break down of the patients’ time at tha practice by arrival time, wait time, seated time, in-chair time, and complated time, along with some financial datail of the visit. |

& Clinical Audit Roport Practice Management Produce an audit of work completed by category in a format suitable to be sent to the BACD if required.

‘ Clinical Effectiveness Clinical Management Review the effectiveness of specific treatments by seeing what subsequent treatment actions have occurred.

‘ Cost + Statement Account Payment Plans Lists Cost and Statement account totals for individual patients, and calculates the sum of these two accounts.

&® Deblors List Patient Accounts. People who owe Money to the Practice. (Previously named: Patient Balance Summary)

’ Deleted Transactions Audit Practice Management Find deleted transactions within a given period.

‘ Feature Usage Report Practice Management This report shows a summary of feature usage.

&® GST Summary Practice Management Shows the amount of GST paid by patients and payors over a period of time, summarised by invoices or receipts.

&® Invoice Summary Practice Management Invoice Information grouped by Invoice Summary reporting category.

&® Invoiced Treatments Invoices ms‘ﬁwlmam\am&mhsbeunhwmwinngwﬁmwmﬁmwwiwdimmwfwi&nmurd«durgiqd!mwsundry

Invoices See who treated a given dentist’s patients.

&® Invoiced Work by Owning Dentist

Filter by Group [All




Once you click onto the Daily activity the following screen will be seen
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Reports | Favourites |
Name Group Description
&® Copitation Scheme Profile Report  Marketing Capitation Scheme breakdown by age, gender etc.
&® Capitation vs Private Report Marketing Comparison of Capitation Scheme Income against potential Private treatment earnings.
& CostingUp Payments. Re| Print Daiy Activity 4 - —— v —— hamed: Bank Deposit Slip)
b Choir Time Analysis Clinical Management Bryl Provider(s) (=] | Muttiple | © |\ completed time, along with some finan
From 02/12/2015 - l
& Clinical Audit Report Practice Management Prg} i
To 0211272015 -
o Cihe Egiansay Clinioel Managemerk Ref Show Patients For Payor Payments Jporred.
|
” Cost + Statement Account Payment Plans Lis Show Invoice Comments
9IS o
& Daily Activity Ciinical Management LI
&8 Debtors List Patient Accounts. Pefl T
Print | Preview Email Export Close
&® Deleted Transactions Audit Practice Fi |
% Foature Usage Report Practice Management This report shows a summary of feature usage.
&9 GST Summary Practice Management Shows the amount of GST paid by patients and payors over a period of time, summarised by invoices or receipts.
& Invoice Summary Practice Management Invoice Information grouped by Invoice Summary reporting category.
&® Invoiced Treatments Invoices Lists the treatment that has been invoiced/completed in a given time period. Shows average price of invoiced goods, good for identifying under |
items.
&® Invoiced Work by Owming Dentist Invoices See who treated a given dentist's patients.
& Invoices And Reoeipts Summary Practice Management Value of treatment planned (not completed), completed, charged, and payments received in a given time period. (Previously named: Day Sheet
&8 Lab Work Done Clinical Management The Lab Work Done report shows details and costs for all lab work. and summarises it by provider, location, lab, service and payor.
& LobWork Due Clinical Management List of Patients and which Lab work is expected from.
@ List Outstanding Treatment Clinical Management Patients with Outstanding Treatment. (Previously named: List Treatment Plans)
& New Pationts By Referral Marketing Shows effectiveness of referral sources.
& Open Transaction Reconcilation Payments Identify money that could be paid to a provider but is currently unallocated.
Filter by Group |All =

The next screen will prompt you to choose a provider that you are wanting to print the daily activity
for. Please remember that you must print a daily activity report out for each provider including stock
for that day.
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&® Capitation Scheme Profile Report  Markating Capitation Scheme breakdawn by age, gender etc.
&® Capitation vs Private Report Marketing. Comparison of Capitation Scheme Income against potential Private treatment sarnings..
View Prodders
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& Chair Timo Analysis Ciinical || ESIERIS Stock Sundries * |ig with some finanial \
BB Dr Brian Bishop
@ Ctincal Audit Report Practice|| CONV Conversions
EQ Dr Ellen Quinn
& Cliical Effectiveness Clinical {| IHO Dr lan Ho
Jc Jason Courtney
&® Cost + Statement Account
&® Dobtors List Patient Al
&® Deleted Transactions Audit Practice|
& Foature Usage Report Practice||
&9 GST Summary Practice||
&® Invoice Summary Practics||
&® Invoiced Treatments Invoices |identitying under char
” Invoiced Work by Owning Dentist Invoices|
Invoices And Receipts Summar Practice|l - T ihmed: Day Sheet Sum
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&8 Lab Work Done Clinical Mg , 4
& Lob Work Dua Clinical Management List of Patients and which Lab work is expected from.
@ List Oustanding Treatment Clinical Management Patients with Outstanding Treatment. (Previously named: List Treatment Plans)
& o Pationts By Reforral Marketing Shows effectiveness of referral sources. =
g Open Transaction Reconciliation Payments Identify money that could be paid to a provider but is currently unallocated.

Filter by Group |All -



Once you have chosen which provider you are printing for make sure that you have selected the
correct date for your print outs. Next step is to make sure that Summary only is ticked and press print.
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iﬁ Chair Time Analysis Clinical Management 0 1} completed time, along with some financ
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&® Deloted Transactions Audit Practics Finl

@ Feature Usage Ropor Practics Management  This report shows a summary of feature usage.

&9 GST Summary Practice Management Shows the amount of GST paid by patients and payors over a period of time, summarised by invoices o receipts.

&9 Invoice Summary Practice Management Invoice Information grouped by Invoice Summary raporting category.

&® Invoiced Treatments Invoices. Lists the treatment that has been invoiced/completed in a given time period. Shows average price of invoiced goods, good for identifying under o
@&® Invoiced Work by Owning Dentist  Invoices o bestaii = given dentist's patients.

@ Invoices And Recsipts Summary  Practice Management  Valus of treatment planned (not completed). completed,charged, and payments received in  given time period. (Previously named: Dey Sheet S
&8 Lab Work Done Clinical Management  The Lab Waork Done report shows details and costs for all lab work, and summarises it by provider, location, lab, service and payor.

$ Lab Work Due Clinical Management List of Patients and which Lab work is expected from.

b List Outstanding Treatment Clinical Management Patients with Outstanding Treatment. (Previously named: List Treatment Plans)

$ New Patients By Referral Marketing Shows effectiveness of referral sources.

& Open Transaction Reconcilation Payments Identify money that could be paid to a provider but is currently unallocated
Filter by Group |All =

Repeat process for each provider & stock.



2. Cashing up Report
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Reports | Favourites |
Name Group Description
&® Capitation Scheme Profile Report Marketing Capitation Scheme breakdown by age, gender etc.
&® Capitation vs Private Report Marketing Comparison of Capitation Scheme Income against potential Private treatment earnings.

Reconcile the money in the till against the money the computer has recorded as received. (Previously named: Bank Deposit Slip)

Payments

$ Chair Time Analysis Clinical Management Break down of the patients’ time at the practice by arrival time, wait time, seated time, in-chair time, and completed time, along with some financi
$ Clinical Audit Report Practice Management Produce an audit of work completed by category in a format suitable to be sent to the BACD if required.
$ Clinical Effectiveness Clinical Review the i of specific by seeing what treatment actions have occurred.
” Cost + Statement Account Payment Plans Lists Cost and Statement account totals for individual patients, and calculates the sum of these two accounts.
b Daity Actvity Clinical Management Review information entered into EXACT today. (Previously named: Day Sheet)
&® Debtors List Patient Accounts People who owe Money to the Practice. (Previously named: Patient Balance Summary)
&® Deoletod Transactions Audit Practice Management Find deleted transactions within a given period.
& Foature Usage Report Practice Management This report shows a summary of feature usage.
&8 GST Summary Practice Management Shows the amount of GST paid by patients and payors over a period of time, summarised by invoices or receipts.
&® Invoice Summary Practice Management Invoice Information grouped by Invoice Summary reporting category.
&8 Invoiced Treatments Invoices h:v':fs vme treatment that has been invoiced/completed in a given time period. Shows average price of invoiced goods, good for identifying under cf
a Invoiced Work by Owning Dentist Invoices See who treated a given dentist's patients.
& Invoices And Receipts Summary Practice Management Value of treatment planned (not completed), completed, charged, and payments received in a given time period. (Previously named: Day Sheet S
&9 Lab Work Done Clinical Management The Lab Work Done report shows details and costs for all lab work. and summarises it by provider, location, lab, service and payor.
.j Lab Work Due Clinical Management List of Patients and which Lab work is expected from.
$ List Outstanding Treatment Clinical Management Patients with Outstanding Treatment. (Previously named: List Treatment Plans)
'f New Patients By Referral Marketing Shows effectiveness of referral sources. (
& Opon Tronsaction Reconiliation Payments Identify money that could be paid to a provider but is currently unallocated. !
Filter by Group |All -

Once you have opened the Cashing up report the following screen will appear. This is where you

must ensure you have chosen the correct date.
Quick date option

Calendar
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Patients Multiday Daiby Appts Instant Messa..  Reports. Email :un:x Lists Manage Recalls  SMS Replies MPC Tasks
Reports | Favourites |
Name Group Description
” Capitation Scheme Profile Report Marketing Capitation S CashingUp i g i
&® Capitation vs Private Report Marketing Comparison of {| From Date
To Date
g Up P Reco ! (Previously n:
Providers
& Chair Time Analysis Clinical Management Break down of 1 Ehair time, and completed time, along with some financ
3 Clinical Audit Report Practice Management Produce an aud| D if required.
‘5 Clinical Effectiveness Clinical Management Review the lions have occurred.
&® Cost + Statement Account Payment Plans Lists Cost and Start of last month these two accounts.
End of last month
@ Daily Activity Clinical Management Review informat Start of this month
End of this month
a Debtors List Patient Accounts People who i Start of next month
End of next month
v Deleted Transactions Audit Practice Management Find deleted trap| — = Start of the year T
I Show Inactive and Non Eng of the year
@ Feature Usage Report Practice Management This report s
Create New Payment Bundle
&9 GST Summary Practice Management Shows the a by invoices or receipts.
&® Invoice Summary Practice Management Invoice Informat — r
View Existing Payment Bundies | | Cancel |
& Invoiced Treatments Invoices Lists the treats = price of invoiced goods, goad for identifying under ¢
items.
&® Invoiced Work by Owning Dentist Invoices See who treated a given dentist’s patients.
% Invoices And Receipts Summary Practice Management Value of treatment planned (not completed), completed, charged, and payments received in a given time period. (Previously named: Day Sheet ¢
& Lab Work Done Clinical Management The Lab Work Done report shows details and costs for all lab work, and summarises it by provider, location, lab, service and payor.
@ LebWork Due Clinical Management List of Patients and which Lab work is expected from.
& List Outstanding Treatment Clinical Management Patients with Outstanding Treatment. (Previously named: List Treatment Plans)
@ New Patients By Referral Marketing Shows effectiveness of referral sources.

Payments Identify money that could be paid to a provider but is currently unallocated.

& Open Transaction Reconci

Filter by Group [All -



Once selecting the correct date that you are wishing to print the report for you must then ensure
you have chosen the correct provider/s . The only providers that should be on the report are the
providers that worked on that day — Do NOT include all providers if in fact they did not work that
day. This is where you must have the correct payment methods/adj types chosen. Press Create New
Payment Bundle.
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5 Activity Summary Practice Value of a given time period. (Previously named: Day Sheet Summary) -
& Niocated Payments Payments Use this to calg|| From Date Tod: ent figures, after Payment adjustments are taken into consideration.

Appointment Analysi: Practice M: it Time and Fi e ol Todey - intments.
in alysis ractice Managemen ime and Finand| Appoint g
@ ror 9 Payment Methods/Adj. Types o

&9 Appointment Summary Report Marketing Shows breakdoy [Cash |
& Heoi Workflow Compli Practice Review number} res reported by workflow actions, users and patients.

&® COT Costs Exceed Invoices Payment Plans Identifies Paymd have been invoiced to date. Review these plans to determine if the value or frequency

of Instalments |

&® Capitation Scheme Profile Report Marketing Capitation Schel HiCaps Man

EFTPOSADJ(Ad])
&8 Capitation vs Private Report Marketing Comparison of HICPAYADJ(Ad}.)
REC_REFUND(Ad})
Cashing Up Payments Reconcile the r RECEIPTCOR(Ad}.) Previously named: Bank Deposit Slip)

i | REFUNDS(Ad].)
g Chair Timo Analysis . - <
| 17IShow Inactive and Non-Charging Providers

g Cliical Audit Roport Practice Management  Produce an aud D if required.
Create New Payment Bundle

Clinical Management air time, and completed time, along with some financial detail of the visit.

6 Clinical Effectiveness Clinical Management Review the effe

&® Cost + Statement Account Payment Plans Lists Cost and | e
| a

| View Existing Payment Bundied

& Doy Activey Clinical Management Review info

&8 Deblors List Patient Accounts Peaple who owe Money to the Practice. (Previously narfled: Patient Balance Summary)
&8 Deleted Transactions Audit Practice Management  Find deleted transactions within a given period.

& Feature Usage Repor Practice Management  This report shows a summary of feature usage.

&® GST Summary Practice Management ~ Shows the amount of GST paid by patients and paycfs over a period of time, summarised by invoices or receipts.

&9 Invoice Summary Practice Management  Invoice Information grouped by Invaice Summary reflorting category.

&8 Invoiced Treatments Invoices Lists the treatment that has been invoiced/complefid in a given time period. Shows average price of invoiced goods, good for identifying under charging of treatments or sundry
items.

&® Invoiced Work by Owning Dentist  Invoices See who treated a given dentist’s patients. |

Filter by Groun 'All - =lallml

Payment bundle

The Following screen will appear prompting you to print. Please make sure that both Print Deposit
Slip and Print deposit summary has been ticked. Press Print
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G Actvity Summary Practice Management CasingUp . il R S S s in a given time period. (Proviously named: Day Sheet Summary) -
& Alocated Payments. Payments | From Date Today b © | jyment figures, after Payment adjustments are taken into consideration.
) ) ) To Date Today - )
$ Appointment Analysis Practice Management 5 P, z 1| Appointments.
&® Appointment Summary Report Marketing
$ i Workflow Compli Practice Rel [7IPrint Deposit Slip (7] by workflow actions, users and patients.
X ¥ Print Deposit Summary - " ine if .
&8 COT Costs Exceed Invoices Payment Plans Ida iced o date. Review these plans to determine if the value or frequency
of
Capitation Scheme Profile Report  Marketing Ca . . -
L pit | | Poview | [ Emet | [ Expon Close |
&8 Copitation vs Private Report Marketing co
9 a = RECEIPTCOR(Ad)) = amed: Bank Deposit Slp
2 REFUNDS(Ad)
% Chair Timo Analysis Clinical Managament Break down of tf{ = air time, and completed time, along with some financial detail of the visit.
17 Show Inactive and Non-Charging Providers
& Clinical Audit Roport Practice Management  Produce an aud|, D if required.
Create New Payment Bundie
& Cliical Effectiveness Clinical Management Review the effed| s have occurred.
&® Cost + Statement Account Payment Plans Lists Cost and §| r — these two accounts.
| View Existing Payment Bundies | | Cancel
& Doy Activiry Clinical Management Review informat
” Debtors List Patient Accounts People who owe Money to the Practice. (Previously named: Patient Balance Summary)
&8 Deleted Transactions Audit Practice Management  Find deleted transactions within a given period.
a Feature Usage Report Practice Management This report shows a summary of feature usage.
&9 GST Summary Practice Management  Shows the amount of GST paid by patients and payors over a period of time, summarised by invoices or receipts.
&8 Invoice Summary Practice Management  Invoice Information grouped by Invaice Summary reporting category.
&8 Invoiced Treatments Invoices Lists the treatment that has been invoiced/completed in a given time period. Shows average price of invoiced goods, good for identifying under charging of treatments or sundry
items.
&® Invoiced Work by Owning Dentist  Invoices See who treated a given dentist’s patients.

Filter by Group |All - _ = ZJ@




If there is a time where you have made a mistake and need to delete or reprint a payment bundle
you can do this by pressing the view existing payment bundle option.
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Reports | Favourites |
Name Group Description [l
&% Activty Summary Practice Management Value of treatmd a b a given time period. (Previously named: Day Sheet Summary) -
% Miocated Payments Payments Use this to cal ent figures, after Payment adjustments are taken into consideration.
&$ Appointment Analysis Practice Management Time and Finang ointments.
&® Appointment Summary Report Marketing Shows breakdof
& Howoi Workflow i Practice Review number} res reported by workflow actions, users and patients.
&® COT Costs Exceed Invoices Payment Plans Identifies Paymd have been invoiced to date. Review these plans to determine if the value or frequency
of Instalments §
&® Copitation Scheme Profile Report Marketing Capitation Sche bs Man
i ;. < < EFTPOSADJ(Ad)
” Capitation vs Private Report Marketing Comparison of HICPAYADJ(Adj.)
REC_REFUND(Ad;.)
Cashing Up Payments. Reconcile the r RECEIPTCOR(Adj.) Previously named: Bank Deposit Slip)
REFUNDS(Ad}.)
& Chai Time Analysis Clinical Management

% Show Inactive and Non-Charging Providers & d J L
b Clinical Audit Report Practice Management Produce an aud D if required.
Create New Payment Bundle

$ Clinical Effectiveness Clinical Management Review the effe s have occurred.

* Cost + Statement Account Payment Plans. Lists Cost and §| [ View Existing Payment Bundies ] ’ premm— two accounts.

g Daiy Activity Clinical Management Review info

&® Debtors List Patient Accounts People who owe Money to the Practice. (Previously named: Patient Balance Summary)

&® Deleted Transactions Audit Practice Find deleted ions within a given period.

& Foature Usage Report Practice Management This report shows a summary of feature usage.

&® GST Summary Practice Management Shows the amount of GST paid by patients and payors over a period of time, summarised by invoices or receipts.

&® Invoice Summary Practice Management Invoice Information grouped by Invoice Summary reporting category.

” Invoiced Treatments Invoices !.im the treatment that has been invoiced/completed in a given time period. Shows average price of invoiced goods, good for identifying under charging of treatments or sundry
ﬂ Invoiced Work by Owning Dentist Invoices g:‘:mo treated a given dentist’s patients.

“lala)

Filter by Group

Once you have selected to look at the existing payment bundles the following screen will appear and
you will have the option to either delete or reprint. Please ensure you have selected the correct
bundle
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&® Deleted Transactions Audit
“ Featura Usage Report

&® GST Summary Practice Management  Shows the amount of GST paid by patients and payors over a period of time, summarised by invoices or raceiptyf

&9 Invoice Summary Practice Management Invoice Information grouped by Invoice Summary reporting category.
&® Invoiced Treatments Invoices !.ists the treatment that has been invoiced/completed in a given time period. Shows average price of invoicgfl tifying under charging of treatments or sundry

&® Invoiced Work by Owning Dentist Invoices ;?::mo treated a given dentist’s patients. A
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