MYyMPS

How to guide

How to capture an invoice.

You are able to capture an invoice via 4 different ways:
e Once an appointment has

been finished and the user has
clicked ‘check out’ from the
‘Waiting room’ a pop-up will
appear asking you if you would
like to complete the invoice for
that appointment, click ‘Yes'.

An invoice has not yet been created for this wvisit. Would
you like fo do if now?

Mo

e On '‘Accounts’
page, on the left EE
menu, click e €3
‘Capture
invoice’.

nes, Optometist (70)

Date

Place of ser

Show templates

ﬂ v Add fo all lines
o e 0 0.0
Total R0.00
Reset || save forlater m
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e On ‘Accounts’ page, -

search for a specific R e i e

patient. Once you have

found the patient, clickon | ...~ T

the patient. The ‘Account | === e | e

Details’ page will open, = gl s

select ‘Capture invoice’. o CET e

-
e On the ‘Accounts’ —
CS Admin  Reporls Qs | e

page, on the right of the
listed patients click on

the quick menu ( ==* ).

Scheme

Member no.

Account no.

Eane
Florence
Brian
Frank

Terrance

Mode
Jonss
Jones
Mode
Simors
Smithers
Davidson

Magee

© cdd new sccoun

Al

22/04/1963

08/11/1578
20/11/1565

22/01/1960

Show all fiter options
= B no.
Sumame
Neme
MOD0OT 212
JONOOT 1234567
124574 4576745677
MOD0OT 212121212
SIMO0T 39493433
SM001 78767678767
85856585 76767578755
MAGOOT 774447

DISCOVERY

CAMAF
GEMS

Note: For all 4 opftions, the process is the same once you have clicked ‘Capture Invoice’.

Contact us:

0860 200 222 | csc@healthbridge.co.za | www.healthbridge.co.za

M
—

healthbridge

good business. best practice.




For this example, we will be using the ‘Capture invoice’ option via the ‘Accounts’ page.
1. Gotothe

Richard Haris
‘Accounts’ pcge Calendar  Inbox  Accounfs  Admin  Reporls zz‘:"::h byl
and click o e
‘
Capture .
invoice’ . Select patient

Treafing provider Dr Edward Jones, Optometist (70) - © oddnew

Date of service: 30/10/2018 /Add addifional claim information

Place of service (i Consulfing room ¥

sShow templates

Diagnosis code a ¥ Add fo all lines
Script Details
© © | Nothing~ | [ Nothing select = | | Nothing select = | [ +00.00 0000 o +00.00 o ®

Invoice

© © | Nothing selecte

Total R0.00
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2. Select yourinvoice

apture Invoice
type. Capture Invoi

Invaice fype Medical aid v

Select patient ‘ .. | ¢ cdit
Treating provider ‘ Cash | @ add
Date of service | |

| | Addadd

Place of service (i) Consuliing reom -

Note: If you select ‘Cash’ for a patient loaded as a ‘Medical aid’ patient, myMPS will return a
pop-uUp warning as below.

Mote that you are capturing a cash invoice for o medical
aid patient
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3. Add the required information:
3.1. ‘Select patient’ -
By entering a
minimum of 3
characters, the Wesicel sic =
system will start to | ===

search through g - | © addnew

i Dteiof servics 07/11/2018 Add additional claim informatio

your patients to Rt i Add additional claim information
Placs of service Caonsulting roam -

link the invoice to.

3.2. ‘Treating
provider’ - Select the provider that you want to link to this invoice. If you
change the provider after completing the invoice, note that all the invoice
lines will be cleared.

3.3. ‘Date of service’ - Todays date will be added automatically.

3.4. ‘Place of service’ - The default is ‘Consulting room’.

Show templates

4, Enter the 'Diagnosis code’. If your patient has multiple diagnoses, enter them all,
separated by
a semi-colon.

Diagnesis code C v Add fo all lines

If you know the code, you can enter it directly. If not, you can search by description or
by code.

Diognosis code | #0¢| = | v Add fo alllines

F04.0 - Organic hallucinosis

Clicking on the i i
icon will open a @  Nofningselee  pos 3 orgaric mood [offective] disorders 7
‘Diagnosis’ window. CB o srrn il ==
Tip: myMPS has templates available that will enable you to -
capture the invoice lines more efficiently. Should you wish to Bigiorsenict

Place of service

view the available templates, click ‘Show templates’.

Diagnosis code ‘ FO&.5:F08.6:F06.0;
@ | Procedure - H 0190
5. Once you have r | |
iagnosis code FO6.5:F06.6:F06.0 ¥ Add fo all lines
completed the
diagnoses, you © [Foceare - |[ o Fo6 5708 670
need to complete © [ Nothing selecte -
The inVOiCing Total R 590.00
information. Reset || save foricter | [N

Ensure that the ‘Tariff Code’ is correct and that all ‘Diag. Code’ information has been
added. Once you have completed all line items, click ‘Save’.

6.  Once dall procedures have been added , click on ‘Submit’.
(If this were a cash claim, the button will display ‘Save’).
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When you 'check
out’ a patient from
the "Waiting room

S "

nvoice creation
pop-up will appear,

On the "Accounts

page, click
'Capture Invoice

On the "Accounts’

page, search for

patient. Click on
patient.

“Account
Details®
page wi

nlalal

click Yes

'Capture Invoice’ screen loaded

Click on 'Captlure
invoice

S—

On the "Accounts
page, search for
patient.

N —

Click on guick

meny bl

—

k 'Capture
Invoice'
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Confirm/Enter all
patient and
provider details

Enter 'Diagnosis
code’

A S—

Enter ‘Invoice’
details

S R

Click 'Submit
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