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Dispensing sheet

o _Here you will select your Frames, lenses, C/L and place them in the orders que
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Final Rx (Spectacles

Fitting Details
Final RX
Name Sph Cyl Axis Prism Add Va Sph Cyl Axis Prism Add Va
TEST +2.00 0.00 L] 0.00 10 +2.00 0.00 L] 0.00 10
Fitting Details
R L Lens Material Mormal Flastic -
Pupil Heights | 0.00 0.00 Lens Filter -
Template -]
Mano 00D 000 Select
Lens Type OD v -
LensType 05 = -
Sag Heights 0.00 0.00
Addons 0D -
Addons 0% -
Distance Near "=
Frame =
PO +50.00 +52.00 ownFrame [
A B D E
ooo 000 000 ooo
Shape 0.00
Special Instructions




o The scripts selected to dispense in the clinical Tab, will reflect here.
o Click on (FITTING DETAILS) to open your dispensing sheet.

Important notice — Put in all dispensing details and special instructions for Orders before clicking —
CREATE INVOICE, after that has been done. You cannot edit this page.

O O 0O O O O O

Pupil Heights — to enter

Mono —to enter

Seg Heights — to enter

PD — Pulled through from examination

A,B, D, E-Frame measurements

Shape — Shape of frame

Special instructions — This will reflect on the order sheet for lab

Lens Material
Mormal Glass

Mormal Flastic
Select
ehar

Lens Type OD /] =
Lens Material: should be selected. — Usually, you will select Normal Plastic
Lens Filter: This creates a filter so that you view only that type of lens with building your
quote.
Template: This can be set up so that you can Auto populate the Base lens, lens design
and add on of specific jobs you invoice a lot of.
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Lens Material

Lens Type O
Lens Type 05
Addons OD
Addons 05
Frame

Own Frame

Mormal Plastic e
Select
= | -
-] [B23B5001] Accomodative Support Base
[B3ELD24] Anti Fatique Elab FreeForm 1.5 Photochromic LW
[B4ES002] EF Airwear Flat Top 28 Clear UC
[84E5001] EF Bifocal - Standard
O [84vwmi12] BF Bifocal VME Smart Shades UC

[S4vm002prsp] BF Bifocal VME 1.58 Prospex UCE
[E4vm002] BF Bifocal VME Bifocal 1.55 UC
Search Mare...
Create and Edit...
|

g4 ol Ko AN

o Lens Type OD and OS: Select the lens Type separately for each eye
This is your BASE LENS and DESIGN

Lens Type 0D
Lens Type 05
Addons 0D

Addons 05

Frame

Own Frame

Select

Lens Type OD -]
Lens Type 05 -]
Addons 0D

Addons 05

Frame
Own Frame D

Select

( i81 BE001] Single Vision (Standard) x )
[ -] { i?IIII]ﬂﬂ] Single Vision 1.50 UC Base %)

{ iB! B5001] Single Vision {Standard) % )
[ -] ( iEIZIIJl'.R}] Single Vision 1.50 UC Base x )

( IBTESDZF] A Cnizal Prevencia ® )
( i-‘iﬁ[ﬂﬁ] A Fitting Nylon %)

( [B7ESD2F] A Crizal Prevencia x )
{ i-‘ilfll]1ﬁ] A Fitting Nylon )

([21B5001] Single Vision (Standard) %)
([7000%] Single Vision 1.50 UC Base x)

([21B5001] Single Vision {Standard) % )
([7000%] Single Vision 1.50 UC Base x)

([87ESD2F] A Crizal Prevencia x )

{ 146015] A Fitting Nylon %)

([87ESD2F] A Crizal Prevencia x )

{ 146015] A Fitting Nylon %)

| -
[BTESDEF] A Crizal Drive
[BTESO0F] A Crizal Easy

[BTWS02F] A Crizal Easy Realview
[BTESOTF] A Crizal Sapphira
[B2GMD4Z) A Extra Large Blanks 50/
[B2GMO1Z] A Extralarge Blanks BifocalVanfocal
[48026] A Fitting Rimless

Search More. .

Create and Edit...

Add-ons OD and OS - Select
your coating/additional lens
specifications

Also, add fitting and dispensing
fees here

Additional Add-Ons can be
created and edited from here by
clicking on "Create" and Edit
Here you can create and Edit
the Add on as required.

To search for more products than
the dropdown list. Click on
SEARCH MORE.

Once you have clicked on
SEARCH MORE, another window
will open where all the Add-Ons
will reflect.

T
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Type In what you want to search for in the search bar and select your Product.

You can either search for:

o Product

o Product category
o SAOA code

o Or Pricelist

Make sure your selection matches your search option.

gons 05 X
( crizal a -
Saarch ProcucT for ol
»  Saarch Produet Casegery for enzal
! o b
- T O PR e L SRy B = ana LAESTIINY  LOHN WA [Frry LaETipany "
Frame
Addons 05 | JA00T6] A Hitwng Myon X )
- You can search for the frame under the
— 039 . barcode or the product description.
Orwer1 Fr iarme U [54030)] Ad Lib ABI2S81 VO Ladies metal 51-17 OR
S—— If the patient is using an old frame, you
choose the OWN Frame option.
After you have selected the frame, click on the Addoms 08
APPLY button for the draft quotation to reflect. -
Farrus
Click on SAVE to save your dispensing sheet. Dwn Fi
| aery |
Final RX (Contact Lenses)
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Final Rx (Contact Lenses)
FiHeres=you can dispense your contact lenses.

Cliqlﬁgn FITTING DETAILS

Fina

Marma Sph Gyl LT ke Wa Sph Cwl Amsi LT Wa

Digmater

Hase Cuwrve
Crwer Refraction
Ame Origmiation
Movament

Tag

Landing Lone
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The script selected to dispense in the CONTACT LENS tab will pull through, as well as all the details
put in that tab during the examination.

Add a line: Select the Product that you want to dispense.

Over Refraction

[17530] Bicfinity

[14164] Biofinity Energys

[28580] Biofinity Multifocal

[83800] Biofinity Sphera XR

[28575] Biofinity Toric

Biofinity Toric Multifocal Notes

[28627] Biofinity Toric XR Biof MF +1.00 +1.00N
Create "biofinity”

Creste and Edit... icoio Quantity Unit Price  Taxes Discount (%) Subtotal Total Curmrency
biofinity| - . 1.000 0.00 . 0.00 RO.O0 RO.00 ZAR o]
Add aline

Choose your Product either by the barcode or product description.
Choose the eye you are dispensing

Product Eye Description icoio Quantity Unit Price Taxes Discount (%) Subuotal Total Currency

[28580]. | Right - [28580] Biofinity 1.000 920.00 /Sales 0.00 RB00.00 RO20.00 ZAR ol
Add a line Multifocal
:

Right -

Choose the lenses for the other eye and SAVE.
When you are in the dispensing sheet viewing your quotation, make sure that you select the
correct Price List.

Pricelist Optical Assistant MEDIC) ™ &

Clinical ~ wh di ZAR)

Final BANKMED (NETWORK RATE) (ZAR) L] DisEasy
Rx Description ICD10:  Quantity Price Taxes (%) Subtotal Total Currency
BAMKMED (NON-N ZAR)
sv [81B5001] 1.000 343.00 (Sales Tax 15.00% 000 R208.26 RI43.00 ZAR &
== COVERY NON-NETWORK (24
Distanca  'SOLESO DISCOVERY NON-NETWORK (ZAR) Single Visian
ISOLESO BANKMED NON-NETWORK (ZAR) (Standard)
sV ISOLESO FEDHEALTH NON-NETWORK [ZAR) [70000] Single 1.000 33000 (Sales Tax 15.00% 000 R286.96 R33I000 ZAR =]
Distance 1501 £50 MEDIPHILA NON-NETWORK (ZAR) Vigion'}.30 U
Base

Search More..
SV [B1B5001] H52.0 1.000 343.00 (Sales Tax 15.00% 0.00 R298.26 R343.00 ZAR 1]
Create and Edit...

08866 @G

Distance Single Vision

(Standard) (Standard)
sV [70000] [70000] Single 1.000 330,00 (SalesTax 15.00% 0.00 R28696 R330.00 ZAR &
Distance Single Vision Vision 1.50 UG

1.50UCBase (EssilorSPE1B301) Base
sV [87ES02F] A [87ES02F] A 1.000 1.390.00 (Sales Tax 15.00% 0,00 R1,208.70 R1.390.00 ZAR &
Distance Criza. Essilor SPE 189-01 Crizal Prevencia

Prevencia
sV [46016] A Fitting 1.000 130.00 (Sales Tax 15.00% 000 R113.04 R130.00 ZAR ]
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Total of the quote will reflect at the bottom right.
In the left corner you can view the subtotals for each pair of spectacles, or C/L
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Other Info

Here you will enter the:

1. Optometrist

2. The previous Optometrist will pull through from the previous test
3. Dispenser

4. Front liner — Patient information and Pre-test

Fatient Higlory Patient Card oLl Imagpes Rl bt 1m Al Foedrt Tolleha sl i | [hapening S dadical Ald Confemmion

Geab a Hearl

Optometrist lacumatt = [ Dispenser -
t L Froaiimner Samone Cowan - [

Medical Aid Confirmation

Here you will be able to view the benefits that were confirmed.

Patient Higtory Patient Card Ocoular Images Refracton Contact Lenses Fees, Wsoelaneowus Dispensing Shest Oriher Inlg Medical Asd Confimnation

Gral & Heart

Manual Medcal Ald Confrimations

Grab a Heart
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Here you record information about the patient to create a personal touch. Facts about the px
to ask/talk about with the next visit.

Patsant Hesto

Grab & Haar

Recond free hand information about he patient 0 Creats the personal towch. Like & vacatson He She was Telling you about

Creating the Invoice
e |nyour dispensing sheet, you can view the quote.

e Once you have changed the rates and happy with the amount, CLICK on the CREATE
INVOICE icon on the top of the screen.

H Clinical Appointments  Patient  Medical Aid  Exa

Examination

e Click on the Invoice icon in the right top corner to go to the draft invoice
Examination /

oo | cwen | o -

&

e Once you have opened your draft invoice, you will notice that the options on the top
left have changed.

e Note: on a draft invoice, changes are still possible.
E.g., Amounts, products, and Medical Aid/Patient to pay.
® The payment terms can be changed by clicking on EDIT, then Payment terms.



HUMINT O Lite s

i FaR-E AR

2 Clinical Apmcrtrerts Patet o 4d

Examination / S\WFG{ex-0056 : S

creare. —

Dirals Invaics
-,
Cuslarmm Frulg verts
]
[—1 Phalg veens: Pt vate
Wadical Aul
e R 1 03
Papiniaiil Taivwa
iewar 1o atmsbn Fmwho ae dSechory Deoeep Cede
T —cra M
Tt T = e
P [ oomlom R - (TAR
i L Trhae infy Wgd gwitoh Clamy
Clmigal
Final SR PR L ] Scheew  Pateei  Dec
Ax Ciade Cods KO0 Prodest Dl -t s Mgl Miviimad  Dabviw Oy Prei  Baleria  Balahid %) Tawss Bt Da
Waling  B385001 H3L 1) B3IeEsooE B e 0 TE o 000 D0 (e 15 057 Duripeni )
roatoe Lrmmecdeee S
S Sugnpet St
ssling  BAESIOZ W5l 1) [BSESONZ|EF B o o e A IT
Armear Fla it Top 2 & -1

e There are two types of payment terms - Patient to Pay and Medical aid to pay.
o You will validate the invoice to create an invoice number.
o Then you can Submit to medical aid. You do this by clicking on the SUBMIT CLAIM
icon in the right-hand corner.

CIir"caI Appointments  Patient  Medical Aid Exam Jobs Configuration

Examination / SWFG(ex)-0056 / Invoice SWFG(ex)-0056

CREATE

el PREVIEW — CANCEL

Draft Invoice

o Assoon as you submit, the response wizard will pop up.



Response Wizard

Status Real-Time - Treatment Rejected, from Medic

eme / Administrator

Response Error This is a duplicate of another claim. - 9813 ent Failure. - 9823

Medical Aid DISCOVERY HEALTH Patient Name Abraham Johannes Coetzee, Jessica Coetzee

Practise Name le Warehouse Atterbury

Practise No 7025807 Invoice No INV/2021/6412 SWFG(ex)-6789
Member No 025046940
Lines

Product Quantity Price Approved Balance Taxes Subtotal status

[11001] Optometric Examination 1.00 471.00 0.00 0.00 ( Sales Tax 15.00% 409.57 Treatment Rejected
[11624] Photography of Fundus 1.00 50.00 0.00 0.00 (Sales Tax 15.00% 78.26 Treatment Rejected
[11501] Dispensing Fee - Single Vision 1.00 60.00 0.00 0.00 (Sales Tax 15.00% 52.17 Treatment Rejected
[83BS001] Accomodative Support Base 1.00 710.00 0.00 0.00 (Sales Tax 15.00% ) 617.39 Treatment Rejected

The response will indicate if the medical aid will pay.

There are three different responses
1. Realtime response - Response directly from Medical Aid /Administrator
Treatment Approved for Payment
Treatment Approved for Part-payment
Treatment Rejected
2. Claim accepted for delivery — Response from MediSwitch that your claim has
been submitted to the MA.
Treatment accepted for delivery

3. Batched - Approved for delivery
Connection to MediSwitch lost, as soon as connection is restored it should change to one of
the above-mentioned statutes

The Wizard will tell you if there are some partial payments.

Look at the line items individually; then you will see the approved amounts in the

Approved column and the balance payable by the patient in the Balance Column.
The options you have now are:

to take payment for the outstanding amount

Send and print

Reverse the claim

add a credit note

preview

o O O O O
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Examination / SWFG(ex)-0056 / INV/2021/00071 SWFG{ex)-0056

LU

SENMD E PRINT | REGISTER PAYMENT REVERSE CLAIM ADD CREDIT NOTE PREVIEW CANCEL F OFEN

Send and Print

Send and Print means that you can print the invoice and send it via email.

» Tick the actions you want to perform. (Print, Email or Send by Post)
*  Print box ticked, which means that the invoice is going to print.
*  Email is ticked, which means that you will email the template set up and
attached invoice to the email saved on the patient's account.
* The template can be changed as well, and a new template can be created
here.
Send Invoice bad
B Print
[ Send by Post
B Email
Recipients Followers of the document and
.
Subject Spectacle Warehouse Atterbury Invoice (Ref INV/2021/0001)
- B I EF TB- A = = = = B DC

Dear Bryce Jones-Phillipsan

NV_2021_0001 pdfX

% ATTACH A FILE

SEND & PRINT [EsEUTHSE

Register Payment

Here is your invoice INVI2024/0001 smounting in R 6,070.00 from Spectacie Warehouss Atterbury. Please remit payment at your earfiest convenience

Do not hesitate o contact us if you have any question

Use template Invaize: Send by email - =2

[E) SAVE AS NEW TEMPLATE

You can also add recipients if the patient wants the invoice sent to another

email address or if you would like to mail it to debtors.

= To register a payment for the outstanding amount, a session must be open.
Reqister Payment x
Payment Amount R3.008.02 Payment Date 01/13/2021 b

Payment Journal

Payment Method Type  CFA Bank - ATT - EFT (ZAR)

Memo INV/2021/0001/01

Merchant Bank - Credit (ZAR)
Cash (ZAR)
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= Payment amount: This is the amount that you are taking the payment for.

= Remember to change the amount if the patient is only paying a deposit or
making a partial payment.

*  Payment journal: This will either be cash, Credit Card or EFT for bank
payments.

= Payment date: Date payment is received

*  Memo: Will be automatically linked to the invoice outstanding.

Reverse Claim:

Response Reversal Wizard

Status Real-Time - Treatment Reverzal Accepted, from Medical Scheme / Administrator

Medical Aid ]l Patient Name Bryce Jones-Phillipson

Practise Name 5 DOB ]

Practize No ! Invoice No SWFGlex)-0056
Member No 697383671

* The Response reversal: Wizard will give you a response.

* The status will indicate the reversal. (Reversal accepted OR reversal rejected)

Add Credit Note:

Credit Note »

Credit Method ft credit note

e eradit note and

Reason SWFG(ex)-0056 Credit Note Date 01/13720219 -

Refund Reason -

ADD CREDIT NOTE CANCEL

= Credit Note will credit the invoice and return the stock.

* Credit method — Three options to choose from

1. Create a draft credit note: This will create the credit note in a draft format,
which you will then be required to validate.
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You can change the amount to be credited on the draft credit note.
You can also remove certain line items if you only want to do a partial credit.
2. Cancel: create a credit note and reconcile: This will create a credit note for
your invoice as is and reconcile the transaction, thus no need to validate
afterwards, as this option will validate automatically.
3. Modify: create a credit note, reconcile, and create a new draft invoice: Here,
your entire invoice will be credited, and the credit note will be validated.
There will also be a new Draft invoice which you can edit before invoicing.

* Reason — This will be the invoice number that you are doing the credit on.

» Refund reason — Here, you can choose a reason or create reasons why this credit is
passed. It will be helpful with reporting on month-end.

* Credit note date: The date that you pass the credit note.

o Preview: This will preview what your invoice printout will look like.

Patient to pay

B Clindeal ipEe— e mers i mw mem Dsekgeea

When you change the payment

terms to — “Patient to pay”.
[ | .

You will see that there is a validate
option in the top left.

You will have to validate the
invoice to generate the invoice
number.

Once validated, no changes can be
made.
Once Validated, you can send and
print, register a payment and add
a credit note.

Placing your JOB in the JOB Queue

Once you have made the invoice and entered your special instructions, go back to the dispensing
sheet and place your JOB in the ORDERS Queue to be processed.
You will only be able to see this option, once a job is invoiced.

Jobs
Here you will be able to view the Job tracking once placed in the orders que.

i Clinical Appointments  Patient Medical Aid Exam Jobs  Configuration

Tasks

IMPORT YFilters = =GroupBy = e Favorites =
Queued Ordered From Lab In Workshop Awaiting Parts Awaiting Collection Collected

51 161 548 1 560 17

SWDIST est

Sw Near
_osagh Ok Krugar Pt

SV HMC

SV DIst
Johanngs Bothy

liama, Lauran Wilkims:

To view the fu..I-I guidelines of this fnodule, go to the JO-E; TRACK manual.



