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Checklists

Purpose: Tasks to consider completing as part of a start-of-day process. 

Disclaimer: Adjust according to your Practice’s workflow. This is just a general guide. 


Checklist – Reception

	☐
	Run Bulk Verifiers
· Appointment Book > Utilities > Bulk Patient Verification. Choose the provider(s) and date range (could be today or tomorrow, etc.). This will generate a patient list and perform a patient verification. Note: Right click a patient > view details > to add an appointment note if a patient has failed verification. 

· Appointment Book > Utilities > Bulk Health Identifier Lookup. Choose the provider(s) and date range (could be today or tomorrow, etc.). This will generate a patient list and perform a HI lookup. Note: Right click a patient > view details > to add an appointment note if a patient has failed verification.

	☐	Print Day Sheet
· Appointment Book > File > Print Day Sheet. 
· To print list for drivers, select column File > Print Day Sheet

	☐	Check unbilled past appointments
· Appointment Book > View > Uncompleted Appointments. This will only show past appointments

	☐
	Check Appointment Reminder Replies (Bp Comms only)
· Appointment Book > Utilities > Check Appointment Reminder Replies. Select the appointment date and it will display a list of patients who had messages sent, the original message and their replies (if any). 

	☐
	(Ongoing) Add contact notes to track communication attempts and relevant interactions with patients
· Appointment Book > Right-click on appointment > Record note OR Patient details > Contact note




End of Day Checklist (Management)

	☐
	Check if all appointments were billed
· Main Screen > Management > Reports > Appointments (group by user). Appointment count should equal invoice count. If a discrepancy is present, investigate further. 
· Appointment Book. Look for the colours grey – completed, teal – invoiced, sky blue – paid or pink – did not attend. There should be no green – at billing. 

	☐
	Verify billing is correct
· Main Screen > Reports > Work done by Provider by date or Work done and fees taken. Choose the date range (today) for the provider to confirm items billed correctly. This can either be run and given to the provider, or providers can be granted permission to run this report themselves. This could be a useful report to run before creating batches in Online Claiming.

	☐
	Create Medicare/DVA Bulk Billed Batches
· Main Screen > Management > Online Claiming. Create batch and send to Medicare/DVA. 
· Check for payments.
· Reconcile previous batches with exceptions (if needed).

	☐
	Reconcile payments received
· Main Screen > Reports > Daily Takings. Choose the date range (today). This report will give a total and breakdown of tender methods to ensure payments have been recorded accurately. Reconcile this report against the EFTPOS terminal and the cash register. 

	☐	Create banking batches (Optional)
· Main Screen > Management > Banking – Create payment batches.












Checklist – Nurses

	□
	Verify unallocated reports
· Main Screen > Two Computers > Tick Show unallocated
Assign 

	□
	Recalls – Check follow up inbox
· Main Screen > Blond person with phone. Use filters. 
Contact patients > Enter contact notes using Record note button (if applicable).
· Make appointments

	□
	Reminders – Send reminders to notify patients to book an appointment for immunisations, CST, care plans (if applicable)
· Main Screen > Envelope > Select patients
· Select reminders reason(s), date range > Send reminders

	□
	Review and update clinical actions (If applicable)
· Main Screen > Clinical > Actions > Select item > Mark as performed








Checklist – Drs

	☐
	Mark results returned from the labs
· Main Screen > Brown in-tray with Green arrow

	☐
	Review and update clinical actions (If applicable)
· Main Screen > Clinical > Actions > Select item > Mark as performed

	☐
	Close records/Finalise visits
· Clinical Record > Door out icon – Finalise visits if prompted.
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