PROCESS DESCRIPTION - VERSION 4.0 (JUNE 2010)

POSSIBLE ROLES: NURSE / DATA CLERK

| PROCESS 1.5.0: FILLING OUT THE electronic TALLY SHEET

Step

Observations

Menu options or screen

information
Preliminary steps: Hame (TS 88 pos o]
Create or select a client and an active visit Aaron, Lsura 041021975 by: [Rame]  Client I
In order to enable the creation of an e-Tally i‘;:“ﬁju"&g:"m Bhe-234-567 BB0B0E-10-8 j}j;;ﬂ;;i National [0 DOB
Sheet, both a client and a visit must be active. Addison, Joseph 121988 ] FULET

Create a new e-Tally Sheet (e-TS)
This digital form resembles the paper Tally
Sheet that records all services and products
provided to the client during a visit.

Select Fees>Tally Sheet and a new digital form
showing the service/product categories will be
displayed.

Temy St

Hint: Note that individual services will be
grouped under drop-down menu headers
according to the classification made when those
services were defined. (If a service you need
does not appear in the e-Tally Sheet, ask your
system administrator to include it).

Select the appropriate Price level (which
should have been defined in the configuration
phase). This will ensure that prices
automatically displayed will be the correct ones

Sample Price levels: Special: for special occasions eg.
Mother’s day: Membership: for clients holding a member
status; Promotion: for special products

Warning: You need to select the required special prices
(if any) BEFORE selecting the service/product in the
Tally Sheet, for the price to be applied correctly

Membershi

Murse Price List
Price Level: General -

Select Services provided
Select all services provided in the corresponding
service categories (pull-down menus) indicating

Client Bill Section

SRH -Gynecology
SRH -Gynecology
Bartholins Surgery (GA)
Bartholins Surgery (LA)

Providers (default provider to be defined later). Type Code Price Units _Service Provider Delete Description CA125

These services will be reflected in the Client Bill MASSSItY 0 1| Samad, Dr. Celal_~ HRICIRSERSmess akri0)

section in the Tally Sheet. MA 265001 250.00 1 — Default - ~ | [ Colposcopy Cry;;:r.g-er?'_

Hint: If Price, Units or Provider different from e e Bl

default values, modify them accordingly Pap Smear

Select Products provided

Select all products provided in the Product - - - Products

category. Tf?ese produpcts will also be reflected Client Bill Section Products

with their corresponding price in the Client Bill | | Product 11 2000 1 W DEprmEE 1;32?;?5,8”

Section. Product 19 0.10 1 [] Aspirine 1

Hint: If Price or Units are different from default 1172 Dapoprovara

values, modify them accordingly

Enter a payment . .
You canpal)slo enter cash transaction data in the W . p— Note: Th's. payment does not |_mp|y
e-TS, such as a payment, when the client comes ’ e . = that_ the V'S't. Is being closed i.e.
to the clinic just to pay for a service previously e e ™ closing the visit occurs after
received, or when you know a payment must be Payment 10000 T — Cash recording payment at checkout
recorded before going to checkout only).

Define Default Provider and Save Tally Sheet

After defining Default Provider and verifying the

Client Bill onscreen, you must save the

completed TS to record all transactions made. Price Larst Gonsen - | Dofaukt Provider: EN.Cocter = ||| 5o ||| Rewwsn | [ Cancw

Note: Before checking out, you can re-open,
modify and save the TS as many times as you
need.

Deleting items from Client Bill

You can delete any of the charges applied to the
Client Bill by marking the Delete checkbox and
selecting the Refresh button or Saving the TS.

Type  Code Price  Unita  Service Puder  Deletn Description
WA BB N0 11| Swmed Or. Colnl = Pap smanr
MA 2sE01 1] - Delauit - Colpencopy
FPredee 11 [
Product 19 09 1 < | Anpisns
Poyrmact 130,08 Dt = v Cash

e - - Dulwuk Provides: EN Duter - A

Reopening a Tally Sheet

Once you have completed the visit cycle (client
has been checked out), the TS cannot be
modified. If needed Reopen it by reversing the
checkout (See Completing the Checkout guide).

This encounter has bean billed f you nead to change it, it must be re-opened

Type  Code Price Units  Service Provider Delate Description
Payment 3000 Cash

[ 255004 2000 1 Fap smaar

Note: When the checkout is
reversed, the TS reopens with a
negative payment, which should be
deleted. If in doubt, please check
with your system administrator.




