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Step 1

Swipe the patient's health fund
card and press the ENTER key.

Step 2

Once you swipe the patient's card
the number of items you are able
to process in one transaction for
that health fund will display.

Press OK (or press the ENTER or
CLEAR terminal key).

If you do not receive this
screen prompt you are limited
to 9 items per claim. Proceed
to Step 3.

Note: The number of items you
are able to process in one claim
will vary from health fund to
health fund.

Step 3

Select the provider by pressing the
provider's name on the terminal
screen (Eg. 'Dr Smith')

Note: If there is only one
provider setup on your terminal,
you will not receive this screen
prompt.

If you do not receive this
screen prompt proceed to
Step 4.

Step 4

Type the Patient ID for the patient
receiving the service, as listed on
the patient's health fund card
and press the ENTER key. (Eg. 01)

Note: The terminal will
automatically default to '01" or
the patient ID used for the
previous item if adding further
items to this claim.
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Step 5

Type in the item number and press
the ENTER key. (Eg. 1001)

Note: The HICAPS 'Quick
Reference Guide' lists the most
commonly used item numbers.

Step 6

If you do not receive this
screen prompt, proceed to
Step 7.

If the terminal is set up to prompt
for Tooth Number (Relevant for
Dentists) or Body Part Number
then type in the two digit number
if appropriate and press the
ENTER key.

Step 7

Today's date will display. Press the
ENTER key.

If the treatment took place on a
prior date, type in the treatment
date in ddmm format.

(Eg. 24 March is entered as 2403).
Press the ENTER key.

Step 8

Type in the item cost (Eg. $37.00
is entered as 3700).

Press the ENTER key.

The terminal may be setup to
automatically default to the last $
amount charged for this item. If
this amount is correct simply press
the ENTER key. If not, then
overtype with the new amount.
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Step 9

The terminal will display a
summary of the item.

To change any part of the item
simply press the section you wish
to change on the terminal screen
and enter the new details.

Eg. To change the item cost simply
press where the item cost is
displayed on the screen and then
type in the new amount.

If you have further items to add to
this claim, press the ADD screen
key. Then return to Step 4.

Step 10

To complete the transaction press
the SEND screen key.

Step 11

To confirm the transaction press
the YES screen key or press the
ENTER key. The claim will be sent
to the health fund for processing.

Once the claim is approved by the
health fund, the terminal will
automatically print two receipts.
The first receipt will need to be
signed by the patient and retained
by the provider. The second receipt
is the patient's copy.

Note: If the claim has been
declined by the health fund the
appropriate response will display
on the terminal screen. One receipt
will print and will need to be
retained by the provider.
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HICAPS with EFTPOS - ‘Claim to Sale’

If your terminal has EFTPOS

functionality, once you have Al
completed your patient's health fund S ear $8.00
claim your terminal will automatically

prompt you to transfer any balance
owing to EFTPOS for payment

processing via Credit or Debit card.

If you do not receive this screen
prompt, simply process an EFTPOS
transaction as normal.

If the patient would like to complete
the payment via EFTPOS (Credit or
Debit card) then press the YES screen
key or press the ENTER key and swipe
the patient's EFTPOS card to complete
the payment of the balance.

If the patient does not wish to use
EFTPOS, then press the NO screen key
or the CLEAR key.

Glossary of Terminal Keys

Use this screen key to cancel a claim.

The backspace screen key will delete the last
character typed.

Ix

Note: this will only be a backspace key if
located on the bottom left hand corner of

the screen.

The CLEAR screen key will delete the last set -CLEAR
of characters typed

Use this screen key to answer 'yes' to a -ENTER
question. -
Use this screen key to answer 'no' to a
question.

Use this screen key to answer 'yes' to a
question.

Use this screen key to display an alpha K

selection screen if required.



The arrow screen key in this display will

allow you to select a new provider if you
have incorrectly selected the wrong
provider for the claim. If you are viewing
the second or third item in the claim
simply scroll back using the left arrow
key to the first item of the claim and
select the arrow again to take you to the
provider selection screen. Press the YES
screen key. Then simply press the correct
provider for the claim on the terminal
screen.

For example only, this display | 02/03 || q”- |

indicates the item in the claim
you are viewing and the number of
items in the claim.

The arrow screen keys in this display will
allow you to scroll through the items
within the claim. To change any part of
the claim simply press the section you
wish to change on the terminal screen.

Use this screen key to ADD another
patient or item to the claim.

Use this screen key to SEND the claim to
the health fund for processing.
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Use this terminal key to delete the last -
set of characters typed

Use this terminal key to answer 'yes' to a ENTER
question.

®HMHCAPSO

Fast claims... on the spot

813-351 (7/02)



