HFFICE
NON-BILLABLE PRODUCTS/PRODUCT INVENTORY éLLY

Add new visit/edit visit

If enrolled with Chase Paymentech for Credit Card processing you now have the ability to add non-billable products and
services to your visits in Practice Mate. If not enrolled, simply contact our Office Ally Payment Experts at 888.849.2058 for a
free statement analysis and quote.

Adding Non-Billable Products/Services to a Visit

From the Patient Visit tab

Click on Add New Visit or click Edit for an existing visit

Click on the Billing Info tab

Located under the Date of Service line items click on Non-Billable Products/Services

non-billable products / services

Date of Product Unit Line Ins. Patient

Service Code Lo ) 9 pice Chages Paymt Paymt °v- Balance Del
| =) |-} | [ ]] || | | | | | X
| 8| |1 | []] || | | | | | X
| 8| |-} | [ ]] || | | | | | X
| L=] |-} | []] || | | | | | X
| 8| |1 | [ || | | | | | X
| 8| |-} | [ || | | | | | X

: |

:

I ][ oo

e Click on the browse button I to select a product or service to add to this visit.
e Note - Creating the Product Inventory List will be discussed later in these instructions

| Product Inventory List - [Show All] |

| ProductCode (v | Starts With (v | | | search || Show All |
Cotegory ~A1= ¥ offes A=

Select Product Code Description Category Qty On Hand Unit Price Location
Select 00123 Herbs Herbs .00 25.00

Select 6587 Elbow Brace Braces -1.00 75.00

Select A123 test Braces 0.00

Select AZBET itamin E Supplement 10.00

Select SUPOO0ODZ2 Melatonin, 100 Lozenges Herbs 20.00 2.18 Shelf
Select SUPO0OM Iron - Floradix Iron + Herbs Yitamins 25.00 3287 Shelf
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Edit the Quantity and or the Date if applicable

non-billable products / services

Total: 610.07

queor  Troduct Description aty ot 'éih";ges Pa;'::t' Plf;;el:: Adj. Balance Del
larz7izoos | [supooooz | [Messtonin, 100 Lozenges | [ 1|[e1s | [ 819 | | | | 819 X
arzzizoos | [supooot | [iron - Floradix iron + Herbs | | | [32.97 | [131.88] | || | | 131.88) X
az7oos |id [azzer | [vitamin E | [ 2|[10.00 | [ 20.00] | | | [ 2000 X
larz7iz008 | & [6sat B [Eow Brace | [ 1][rs.00 | [ 75.00 | || || || 7500 X
larz7iz00s | & 00123 B |Herbs | [ 1][2zs.00 | [ 2500 | | | [ 25000 X
| & | -1 LT I | I | N |

000/ o000/ 0.0 610.07|

Click Update to create the visit

Note - You will be able to Add and Apply payments for Non-Billable Products/Services the same way you do for
regular patient or insurance payments

Note - Any Non-Billable Products/Services linked to a visit will only be used for accounting and inventory purposes
and will not be included on the claim to the insurance company

Creating/Editing a Product or Service Inventory List

From the Mange Office tab
Click on Product Inventory

Click on Add New or Edit % to create/edit a product/service

= Search For: | Product Code | || Starts with |+ |

Add New Show All

Product Code Description Category Unit Price |Edit|Qty|Delete
00122 Herbs Herbs 9.00 2500 % 3 X
6587 Elbow Brace Braces -1.00 7500 % B3 X
4123 test Braces 000 % [ X
AZRET Vitamin E Supplement 10.00 % E X
SUPDODDZ  Melatonin, 100 Lozenges Herhs 19.00 2.18 % Lﬁﬁ X
Skigony. o Hlormdkiron Vitamins o500 3207 % B3 X

Herhs
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ID: | |
Product Code: | |

Description: | |

Category: Category List »>

UoM:|

Unit Cost:|

Gty On Hand: |

Min Qty: |
Max Gty |
Location: |

Avg. Lead Time: I:l (days)

Comments:l |

|
|
Unit Price: | |
|
|
|

Product Code: Enter a product code for your product/service

Description: Enter a description for your product/service

All other fields are optional but may be needed for detailed reporting

UOM: Unit of Messure

Unit Cost: Enter the amount you pay for this product/service

Unit Price: Enter the amount you charge for this product/service

Qty on Hand: To add to this field you will need to adjust the product/service — discussed in the next section
Min Qty: Enter the minimum amount of this product/service you want to keep in inventory
Max Qty: Enter the maximum amount of this product/service you want to keep in inventory
Location: Enter the location of this product/service

Avg. Lead Time: Enter the amount of time it takes to have product/service shipped to you
Comments: Enter as applicable

Click Update to save

Product Quantity Receiving/Adjustment

e You will want to adjust the quantity of any product/service when you receive new shipments of products so that your
guantity on hand and reporting will be accurate
e From the Product Inventory List

e Click the Quantity <1 button for the Product/Service you want to adjust

BNl . o | Product Code v || starts with |~ |

“Reports b Add New Show All

Product Code Description Category Unit Price |Edit| Oty | Delete

00123 Herbs Herbs 9.00 2500 % 3 X
123 123 Braces 000 % B3 X |
G587 Elbow Brace Braces -1.00 7500 % 3 X |
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ID: 1000025

Description: |Helatunh1, 100 Lozenges |

Gty On Hanc:

Location: [Shelf |

Date Receivedmmiddiyyyyk: [ |1[27 |1 3
Y —

PO No.: | |

Hoies:| |

[ ipceie Jf care |

Date Received: Edit the date to reflect the date you received the new products
Qty: Enter the quantity of the products you received

PO No.: Enter a Purchase Order number if applicable

Notes: Enter as applicable

Reports

From the Product Inventory List you can choose from three reports
Product Inventory Report

Product Inventory Transactional Report

Product Inventory Physical Report

Search For: | Product Code | || Starts With v || |

Product Inventory Report
B Product Inventory Transactional Report
Product Inventory Physical Report Unit Price |Edit| Qty
00123 Herbs Herbs 900 2500 % 3 X
123 123 Braces 000 % B X
6587 Elbow Brace Braces 400 7500 % ] X
A123 test Braces 000 % 3 X
A2587 Vitamin E Supplement 1000 % 1 X
SUPO00O0Z  Melatonin, 100 Lozenges Herbs 29.00 a.19 %a '-E X
SUP000A E‘::I;E"—'“mm”m* Vitamins 2500 3207 % 3 X
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e Click on Product Inventory Report
e Select filters for category, quantity on hand and sort by
e Once the filters are selected click Go

Filters: Category: Qty On Hand:|—Aﬂ‘f— "| Sort By:| Product Code V|
4 4 l:l ofi [ Pl | 100% v| | | Find | Next Select a format  |» | Export
Report Date: 8/28/2008 South Side Medical Page: 1
Product Inventory Report
Product Description Category UOM Location Qty On  Unit Cost Ext.Cost Unit Price Ext.Price Min Max Comments
Code Hand Oty Qty
00123 Herbs Herbs 8.00 £0.00 50.00 $25.00 §225.00 10.00 20.00
123 123 Braces s0.00 50.00 50.00 50.00 000 000
6587 Elbow Brace Braces -1.00 $50.00 (550.00) §75.00 (575.00) 5.00 10.00
A123 test Braces $0.00 50.00 $0.00 $0.00 000 000
AZ5RT Vitamin E Supplement $5.00 50.00 §10.00 5$0.00 10.00 2000
SUP0000Z  Melatonin, 100 Lozenges Herbs Shelf 29.00 §7.49 2172 $8.19 $23751 4.00 10.00 Sales Rep - Mary Adams
SUPQOO1 Iron - Floradix Iron + Herbs Vitaming Shelf 25.00 $25.97 $649.25 $3297 382425 500 10.00 wholesalesupplementstore.
com
Total: §816.46 §1,211.76

Click on Product Inventory Transactional Report
Select transaction by date, date range or month
Select filters for product code and transaction type
Once the filters are selected click Go

Transactions: | By Month h W| |
Filters: Product Code:; n Tranzaction Type: | —All— o | Go

14 4 [t Jofz b P [100% vl | |Find | Next  [Select a format || Export
Report Date: 8/28/2008 South Side Medical Page: 1

Product Inventory Transactional Report - For Month: 812008

Trangaction Product Description Oty Transaction Ref. No Notes By
Date Code Desc.
08M2/2008 5587 Elbow Brace -1.00 Ll Hew 1IF737F9 mikek
08122008 00123 Herbs -1.00 LINew 11773779 mikeb
08/13/2008 00123 Herbs 10.00 Recw/Adj mikeb
08/25/2008  SUPOOOA Iron - Floradix Iron + Herbs 25.00 RecwiAdj 037654321 mikeb
08/25/2008 SUPO0002  Melatonin, 100 Lozenges 20.00 RecwiAdj 658354 mikeb
08/25/2008  SUPOODODZ  Melatonin, 100 Lozenges -1.00 Ll New 11797940 mikek
08/28/2008 SUPOO002  Melatonin, 100 Lozenges 10.00 RecwiAdj 925684 mikeb
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e Click on Product Inventory Physical Report
e Select filters for category, quantity on hand and sort by
e Once the filters are selected click Go

Filters: Cﬂtegur'_.r: Qty On Ham:l:|—ﬁ'-l'l‘.-'— V| Sort By: | Product Code [%

4 4 I:I of1 [ [l |1I2IU% Y| | |Fin|:| | Mext |Selau::t a format V| Export

Report Date: B/23/2003 South Side Medical Page: 1
Product Inventory Physical Report

Product Description Category UOM  Location Gty On Physical Qty
Code Hand Count Adjusted
00123 Herbs Herbs 9.00

123 123 Braces

6587 Elbow Brace Braces -1.00

Al123 test Braces

AZERT Vitamin E Supplement

SUPDOO0Z  Welatonin, 100 Lozenges Herbz Shelf 25.00

SUPCO01 Iron - Floradix Iron + Herbs Witaminzs Shelf 25.00
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