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G
lo

ssary o
f Term

in
al K

eys

Prin
ts a su

m
m

ary o
f claim

s
p

ro
cessed

 fo
r to

d
ay o

r fo
r th

e
p

revio
u

s b
u

sin
ess d

ay.

R
everses a claim

 ap
p

ro
ved

 earlier
in

 th
e d

ay.

M
o

ves b
ackw

ard
s th

ro
u

g
h

 d
ata

alread
y en

tered
 so

 th
at it m

ay b
e

view
ed

 o
r ch

an
g

ed
.

M
o

ves fo
rw

ard
 th

ro
u

g
h

 d
ata

alread
y en

tered
 so

 th
at it m

ay b
e

view
ed

 o
r ch

an
g

ed
.

Th
is key is u

sed
 in

 co
m

b
in

atio
n

w
ith

 o
th

er keys to
 typ

e letters, as
sh

o
w

n
 b

elo
w

.

To
 typ

e th
e letter P, w

h
ile h

o
ld

in
g

d
o

w
n

 th
e SH

IFT key, p
ress th

e
5/P/SIG

N
 O

N
 key.

W
h

en
 h

eld
 d

o
w

n
 sim

u
ltan

eo
u

sly
in

serts a sp
ace b

etw
een

 w
o

rd
s.

R
ep

rin
ts a co

p
y o

f th
e p

revio
u

s
receip

t.

U
se th

is key to
 can

cel in
fo

rm
atio

n
o

n
 th

e screen
 o

n
ly.

Th
e b

acksp
ace key w

ill d
elete th

e
last ch

aracter o
r d

ig
it typ

ed
.

U
se to

 an
sw

er ‘n
o

’ to
 a q

u
estio

n
o

r to
 d

elete.

U
se to

 an
sw

er ‘yes’ to
 a q

u
estio

n
o

r to
 en

d
 a lin

e o
f typ

ed
 d

ata.

O
p

en
s th

e Pro
vid

er Tab
le fo

r its
co

n
ten

ts to
 b

e view
ed

 o
r ch

an
g

ed
.

Feed
s th

e term
in

al ro
ll fo

rw
ard

th
ro

u
g

h
 th

e term
in

al’s p
rin

t
m

ech
an

ism
.
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SStteepp  11

Press Function K
ey and then press ‘6’ key and

select EN
TER

/Y
ES.

SStteepp
  22

Sw
ipe patient’s card.

NN
oottee::

O
nce you sw

ipe the patient’s health fund
card the term

inal w
ill autom

atically display
the m

axim
um

 num
ber of item

s you are able
to process in one transaction for that health
fund.

The num
ber of item

s you are able to process
w

ill vary from
 health fund to health fund.

SStteepp
  33

Type in the Provider’s tw
o digit Index num

ber
and press EN

TER
/Y

ES, for exam
ple, 01 ‘D

r
Sm

ith’.

SStteepp
  44

Type in the tw
o digit Patient ID

 from
 their

health fund card, for exam
ple, 03 and press

EN
TER

/Y
ES.

SStteepp
  55

Type in the item
 num

ber for the quote, for
exam

ple, 0137 and press EN
TER

/Y
ES.

SStteepp
  66

If required by the patient’s H
ealth Fund, type

in a tw
o digit clinical code and press

EN
TER

/Y
ES. If not required sim

ply press
EN

TER
/Y

ES.

SStteepp
  77

Today’s date displays.

SStteepp
  88

Term
inal w

ill autom
atically default to the

$ am
ount last charged for this item

.
e.g. ($67.80)

If this am
ount is correct then press

EN
TER

/Y
ES

key. If not then overtype/key
w

ith the new
 am

ount.

NN
oottee: :

O
nly if item

 am
ount m

em
ory has been

enabled, otherw
ise key in am

ount.

D
r John Sm

ith

Patients ID

Item
#

0137

Clinical code#

Patients ID
03

Item
#

Item
 Cost

$67.80

Patient ID

Clinical code#
00

D
ate dd/m

m
2703

D
ate dd/m

m
2703

Item
 Cost

$67.80

Item
 Cost

$67.80

Item
#

0000

Send to H
ealth Fund?

CO
N

FIRM
 Y/N

M
AX ALLO

W
ED ITEM

S 24 

Provider Index

SStteepp
  99

The term
inal w

ill autom
atically default and

display “0000”. 

If the patient has further item
s to quote

then overtype the “0000” w
ith relevant

item
 num

ber and press EN
TER

/Y
ES

key.
Return to step 5. If the patient has no m

ore
item

s then press the EN
TER

/Y
ES

key.

If you w
ish to add another patient to this

quote enter the new
 Patient ID

 and press
EN

TER
/Y

ES
key. Return to Step 4. If you do

not w
ish to add an additional patient to this

quote press EN
TER

/Y
ES

key.

SStteepp
  1100

To confirm
 press the EN

TER
/Y

ES
key. The

quote w
ill now

 be sent to the health fund
for processing.

O
nce the quote is processed by the health

fund, the term
inal w

ill autom
atically print

a receipt.

This receipt is the patients’ copy and details
that the quote is only valid at the tim

e of
processing.

FU
N

CTIO
N

D
HH

IICC
AA

PPSS  HH
iinn

ttss

•
H

IC
A

PS transactions can only be generated by
sw

ip
in

g
a m

em
bership card. K

ey entry is 
not available.

• If the card does not have the
Patien

t ID
s listed,

start w
ith 00 for all funds except M

edibank Private
that starts w

ith 01.

•
Print your H

IC
A

PS Totals daily. Your term
inal w

ill
prom

pt you to com
plete the process before the first

claim
 of the day can be processed.

•
O

rder Term
inal Rolls via your term

inal, Press
FU

N
C

TIO
N

K
ey, the “7” and Press

EN
TER

/Y
ES

key tw
ice.

N
ow

 Press Fu
n

ctio
n

key, Press “5” and the
EN

TER
/Y

ES
key. O

rder is com
plete

•
For all additional stationery requests such as posters,
patient inform

ation brochures, w
indow

 decals etc.
contact the H

elp D
esk on 1300 65 08 52.

•
D

escriptions relating to the Transaction Response
C

odes are available in the H
IC

A
PS Term

inal
O

perations G
uide.


