Sunshine Coast Division

o s

B o General Practice 1w

TIPS ON ENTERING IMMUNISATIONS ENCOUNTERS
INTO BEST PRACTICE FOR ACCURATE REPORTING

This not a complete guide to recording immunisations in Best Practice

Ensure patient details are all up to date i.e. address, Medicare number complete. Please record if
the patient is of Aboriginal or Torres Strait Islander, as additional vaccines are required.

£ Edit patient

Title: II'u'Iast j Medicare No. |413313.m,5? Line Ma.: |3
Sumame: Il,ﬂ,bbuﬁ Medicare expiry: |1 308
First name: IBenjamln Pension/HCC No.: I Expiry: I_ 26/
Middle name: I-James Pension card type: I
Prefemed name: IEeﬂjamm DWA Mo I I j I:::ungliticunsl
Date of Birth: Safety MNet Mo I
Record No.: I-H]3
Ethniicity: ~]\ Usual doctor: | Dr. Frederick Findacure ¥ |
Address Line 1: = Dery access to other users r
ddress Line 2; | Tomes Strait Islander Usual account: -
S Aboriginal/ Tomes Strait Islander ISmedule fee J
n AT5I Health Ins. Fund: II"-I'IedihEElhhy |
COther x
Home phone: |07 50R0RORD | VWonk phone. I Health Ins. No.: |123123123 Expiry: I_ 26/07/2010
Mobile phone: I Religion: IEaptist
E-mail: I Head of famity: |Nar1 Abbatt Cet |
General notes: =] MNext of kin: |Nar1 Abbott et |
lI Occupation: | Set |
Appoirtment ] [T Inactive [T Deceased
notes:
[rate of death: II_ 26/07/2010 ‘.I Cayse |
ll Befemal details | Bank account |
Save | Cancel |
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To add an immunisation i Selectimmuni sati on f r ¢ ifhe Adustealiai Standael 0
Vaccination Schedule will appear in the next column
N Wuaf ! LU VENGHEE L
- e monts; Dt e P
I 7 inmunisctions femeoooss [ o [
Rimis [ i i
------- invesfigaiion reports
(ﬁ e 612 months Hetis} [
= 'ﬁCorrmptxﬂmln
\ " 12months: Meads, Mg, el @
"""" o l Merngpenccd C T [
$1E Pas prescigios mos ey p
» ” Observations years, Dibers, Tears, Pt
........ !u Fanity/Soca history Meates Morps kel |1 Ple
-------- ﬂ Clica inages
| et oy e

Click on vaccination to be added e.g. Diphtheria, Tetanus and Pertussis the following box will open.

NB The combination vacci

nat.

on canebeée Elkladdt ed

necessary detailsi.e. Thed Bi | | i ng ampa wied &eald§wil automatically default to the
person who is logged into Best Practice. However, a dropdown box is available which lists other

users that have been entered into the user database.

# Childhood immunisations

Awailable
VaCCines:

Vaccine

4 I

I Show all vaccines against Diphthera

Billing provider: IDr' F. Findacure

vI I Include inactive providers

21

Given by: [Dr F. Findacure ]|

Site:: [ =] Sequence: [3 |

Route: I~ sc ™ Oral

Date given: [s07/2010 Batch No.:  [ADGSG ]|
=l

T Send reminder

[ Sawe batch number
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Thed Bi | | i n g figdditha ndneerth@t will appear on the Vivas list.

Thae&Nod gi v echeckhbaxcae élso be ticked if recording previously administered
immunisations. Site, Sequence, Route, Batch number and any Comments can also be recorded.
You can either enter free text Batch numbers or select them from the Immunisation batch list.

The Send reminder check box adds an Immunisation reminder for the date indicated in the
Reminder date field.

Click on 'Save'. The immunisation details will be recordedinthe'Vac ci ne stabljei veno

When entering past immunisation history, please note the date as Best practice automatically
inserts todayods dat e.

SEARCHING FOR IMMUNISATIONS ALREADY ADMINISTERED

From the main screen of Best Practice - Clinical menu < Immunisation

£ Best Practice
File | Clinical Management Uitlites Wiew Setup Help
- Actons . & d .8
= Cervical smears |j |—=| &3 é !—"2‘ il
Diabetes register
Follow up inbax

Immunisatons
Pregnancy list
Reminders

Select your criteria i.e. select Vaccine, given by, time interval and Born on or after.

{ Inmarisaton s

Fie Vew Heb

339

Vacene: _v Given By: [y w| [ Pt chdoctrs st on sepete peges when piring detal

L ATV Ll T e N e W

Name |D‘DE‘ |\/accme |Dategwen |5&quence |Eatch |Ewenby |MedicareN0‘ |Hecodeo‘ |

Results are displayed on this screen which can then be printed from the file menu if necessary to
send to VIVAS and ACIR.

If using PracSoft to transmit your immunisations it is advisable to check on a regular basis that this
list actually matches the batches that have been sent off through PracSoft. If this is done say at least
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once a fortnight or monthly it will ensure accurate reporting to VIVAS and ACIR and improve your

rates.
This is an example of the APrint Details I|ist
Immunisation list Best Practice Clinic no 3 V'SP Number: 123456
1 Logan Road
Brishane 2042
P hone:
Patient details Vaccine Sequence Date given Batch Given by
Benjamin Abkott MC: 41331 80467-3 Boostrix 1 07092007 12121 Dr. F. Findacure
12 Middle Street, Mbany Creek, 4035, Provider Mo 2145171%
0.0.B . 260172000 Sex Male ATSI
Jessica Allen M 2234567591 -4 Boostrix 1 07082007 12121 Dr. F. Findacure
22 Star Street, Fremantle, G160. Provider Mo. 2145171%
0.0 0550151992 Sex: Female ATSI
Jessica &llen MC: 22345675914 Boostrix 2 051042007 12121 Dr. F.Findacure
22 Star Street, Fremantle, G160, Provider Mo 2145971%
Do B 051011992 Sex Female ATSI
This is an example of APrint Listo
Immunisation list
MName DOB VVaccine Given Seq. Batch Given by
B enjamin Abbott 2610172000 Boostrix o7i09sz2007 1 12121 Dr. F. Findacure
tlessica Allen 03/01/1992 Boostrix a7roaszo007 1 12121 DOr. F. Findacure
tlessica Allen 03/01/1992 Boostrix Qa1 0f2007 2 12121 DOr. F. Findacure

Printing and Transmitting ACIR / Vivas Register

In Queensland, a state database called VIVAS is the state register for all vaccination events. It
is also the database for Queensland's centralised vaccine distribution system and all data for
children under seven years of age is transferred electronically to the ACIR (Australian
Childhood Immunisation Register).
Each time an immunisation is recorded for a child, a record is written to the VIVAS/ACIR

register.

A I'f you are using Best Practice Management wi
data electronically.

A | f ysing Best Practice Management without Online claiming, you can print the

ACIR / Vivas register and submit this manually.

A I'f you use a 3rd party Management [/ Billing

and submit this register manually or set up an interface to the other package to import

the Immunisation file (IMM.OUT)

Display and print ACIR / Vivas Register
Select Utilities > Vivas/ACIR from the main Best Practice screen. When the screen is first
opened, the system will display all immunisation records that have not been marked as sent to

Vivas / ACIR Register.
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£ VIVAS/ACIR Immunisation list
File Miew Help
. 4 |
B3> <

Filter by doctar: [0 v Send to ACIR

MHame 0.0E. Waccine Date given Sequence Batch Given by D.0B. Medicare Mo. Record Mo, ||
Anastasia abbott  25/02/2004  Comvar 081042007 3 Dr. |, Cure 20242004 4133180467 104 ;
Anastasia sbbott 28A02/2004  Meningitec 0B 042008 1 Dr. F. Findacure 28/02/2004 4133180467 104
Fenny Anderson 04/07/1993  Fluvirn 0B 042008 1 Dr. F. Findacure 04/07/1993 4133400271 34BEYT

b4

< | i >
Currently logged in; D, Frederick Findacure Tuesday 0771072003 11:26:54 AM

Filter by doctor: To display the immunisations for only one doctor select the relevant

doctor from the drop down list

By default, only those records currently displayed will be printed or sent electronically. Should

you wish to exclude certain records from the list, highlight the record, right click and select

OExcl ude c ur mheswil permaremntly rdaék the record so it will not be included in

any future reports.

Print Report: To print the report, ensure that the correct list of immunisations is

displayed and select File > Print or click the button. Once the

report has been sent to tMDeyopwannter, you wil/ b
to mark these immunisation records as notified to VIVASG .

Ensure that the report has printed correctly an
al | records as O0Osento6é. all displayed records wi
disappear from the screen.

Sent to ACIR: If you are using Online claiming in Best Practice, you can send the list

electronically. Ensure that the correct list of immunisations is displayed and click on the button i Se n d
t o A.QhifRwill transmit the list of immunisations electronically to the ACIR register. When

complete, all displayed records willbemar ked as 6Sent d armdeerdi sappear

Sent vaccinations: To view immunisations that have previously been printed /sent select

O0Vi ewBent vacci Yaui oasdfil tVaccinebhe screen by 0
d&iven byd , a nodS ttahr dandddeEtnedd {weotr ekésDate n O
# Sent to VIVAS/ACIR M=%
File Help
<
Vaccine: [ jg) ™~ Given By: [ gy I

Start date: 7/09/2008 |+ | Enddate: 740/2008 |~

Name D.0.B. Yaccine Date given Sequence Batch Given by Date sent Medicare No.

Penny Anderson 04/07/1993  Fluviin 06/10/2008 1 Dr.F.Findacue  07/10/2008 4133400271
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CHECKING THAT IMMUNISATIONS HAVE BEEN SENT FROM PRACSOFT

From the main screen of PracSoft click on the processing menu < Online Claiming

(5 Pracsoft Demonstration 3.10.5 - [Waiting Room]
Patient WaitRoom Accounts | Processing Reports Medical Director Admin Setup SMS Window Help

Banki -
rﬁ. +rﬁ " p% . Q .ﬁ“ ., @
i ) Batch Bulk Claims b Cr o
Receipt Bulk Payments  »
Onling Claiming
Online Patient Claiming  # =
‘C n | Pracitioner To Bil ‘BillingType Notes ‘T.. Status ‘UP\-’ Status

PracSoft - ACIR

There are Immunisation records ta be imported From Medical Director.

\__t
Do ol wank boimport them now?

Yes

Upon clicking the yes button, the immunisations claims are added to those selected for Online Claiming, as shown ir

claim; it is a claim by name only.

%% Medicare Australia Online Claiming / Easyclaim Reconciliation

File Wiew Setup

1 Select Claims

1
2 Prepare Claim Data l 3 Prirt Claim Reparts l 4 Tranzmit Claims ‘ ﬂMAOC---Easy'u:laim-Recondliaﬁnn-(SElecI

Claimz Selected to Prepare: Claimz Prepared!Tranzmitted:

Clairnh o | Amount | Prir | Providero | Type Clairnh o | Amounk | Frr | FProvidero | Type

A000001  $0.00 &P 242662N8  ACIR
RO0M $12030  SME  2109111x Medicare ﬂ
RO00Z 13480 SME  2109111% Medicare
YO0 $184.00  SNB 2109111 Veterans ﬂ
Yoooz2 $221.80  SNB 2109111 Veterans

¢ I . 5 | B
Mext Step
Locationld: HS5 00000 Cloze

To View sent Immunisation batches i from within this window selct View < Immunisation

Claims. The claim History window appears.
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TROUBLESHOOTING IMMUNISATIONS CLAIMS

There are numerous reasons for why an immunisation claim might be rejected. For example:

A Error 9202 'Could not set the vaccine batch number' can occur if the claim contains any hyphens, spaces or
other symbols, or is missing a batch code entirely;

A Error 2025 'The maximum number of vouchers already exists for the claim' can occur if the claim contains
more than 20 patients per claim, or more than 5 services per person.

If PracSoft discovers errors within an immunisations claim, you will be alerted to them when you are preparing
the claim data for transmission. If however an immunisation claim is successfully processed and sent, you will
not receive a corresponding notification. Practice Staff need to notify Nursing staff that there was a
problem.

What to do if an immunisation claim fails preparation:

As patient immunisations are recorded in Medical Director, and PracSoft merely acts as a means by which
immunisation data is sent to Medicare using PracSoft's Online Claiming functionality, there is little you can do
in PracSoft to resolve issues with immunisations claims.

Your choices for resolving failed immunisation claims are:
A Dropping the immunisation claim.
This removes the claim from the list of those selected for preparation in Step 1 of Sending Bulk Claims. To

drop an immunisation claim from this list, locate the claim, right-click it and select Drop Immunisation Claim
from the menu that appears.

Important Note: When you drop a claim in this way, there is no notification of this action in Medical
Director; from Medical Director's perspective the claims have been successfully sent regardless.
Considering that a single immunisation claim can contain the data of up to 20 patients, you should
ensure that you print the immunisation claims before dropping them, so that you can send a hard
copy of the immunisations data instead. It is for this reason you should drop an immunisation claim
only as a last-resort.

To print a hard copy, from within the Online Claiming window select View Immunisation Claims. The Claim
History window appears. Select the claim you wish to print and then click the Print button.

w. Claim History |Z|@E|

Claim Type: Immunizations
Claim Mo Provider Mo | D Code C s D] Claim Date | Date Sent
Frovider Mo | Youchers
AODDOO?  2MZAE S 2108021H 1 2040452004 1/07/2004 4
AODDODE  2108021H 5P 2108021H 14 29/03/2004 30/03/2004
Eririt | Cloze ‘
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mk:@MSITStore:C:/Program%20Files/Health%20Communication%20Network/PracSoft/PracSoft.chm::/22926.htm
mk:@MSITStore:C:/Program%20Files/Health%20Communication%20Network/PracSoft/PracSoft.chm::/22926.htm
mk:@MSITStore:C:/Program%20Files/Health%20Communication%20Network/PracSoft/PracSoft.chm::/22926.htm

A Deleting an item within an immunisation claim.

This flags one or more immunisations within an immunisation claim as 'deleted'. A deleted item will be
ignored when you next prepare the claim, allowing you to successfully send the remaining
immunisation items within the immunisation claim.

An item within a claim should only be deleted once you have determined the issue that prevented
successful preparation to begin with. Once you have determined this, you can delete the item, the
doctor can be notified of the issue, and he can modify/re-record the immunisation, after which it can be
re-imported to PracSoft and sent in a new claim.

To delete an item within an immunisation claim;

From within the Online Claiming window select View Immunisation Claims. The Claim History window
appears;

Right-click the claim that failed preparation and select Modify Claim from the menu that appears. The
Modify Items in Immunisation Claim window appears;

Locate and select the immunisation to delete and click the Delete button. This flags the item as
deleted, as shown in the Status column of image above. If an item is deleted in error, select the deleted
item and click the Restore button (only available upon selecting a deleted item);

Click the Close button to close the window.

= Modify Items in Immunisation Claim AO0D003 M=1ET
i . i ”
g:triigfe Ejgnwder ;:t:gﬂ Hoedlcare YWaccine | Sq |Batch Stetus? | Uname gta;;p
) 2108021H | Adoni hiarch iz
/32004 2108021H Aclonis Weigharc Ba02246671 6 DTP 3 20 oo 0102005 10490
Q032004 2108021H M Gary Lion 55007076011 PRPOMP 3 DD 012005 100490
9032004 2108021H  Mr Gary Lion So00707EDT 1 IPY 3 22 oo 0102005 10490
9032004 2108021H  Adonis Weigharct BS022468716 PRWMNR 3 23 DD 012005 100490
Q32004 2108021H Donald Weighardt ES02246871 5 TCL 524 oo 310102005 10:49:0
9032004 2108021H  Donald Weighardt 5022468715 IPY 4 25 DELETEDD 30172005 10:49:0
Q32004 2108021H Marma Smith 25090023920 MMRSKE 2 26 oo 310102005 10:49:0
9032004 2108021H  Morma Smith 25090023920 PRPOMP 3 27 DD 012005 100490
Q32004 2108021H Cuke Rieson ES02237811 1 MMRCSL 1 28 oo 310102005 10:49:0
9032004 2108021H  Alwin Peninsula B502246961 7 MEISVC 1 29 DD 012005 100490
932004 2108021H Alwin Peninsula ES02246961 7 MEISMVC 1 29 Do 310152005 11:36:1
9032004 2108021H  Mr Cyril Gordon 3501073361 1 5 13 oo 200512235
Qmoz00d  2108029H  Mr Duggan Hayden 22968178711 114 oo 30102005 122239
9032004 2108021H  Mr Duggan Hayden 22968178711 7 15 oo 200512235
Qmoz00d  2108029H  Mr Duggan Hayden 22968178711 A ) oo 30102005 122239
032004 2108021H Margaret Weigharct B202246571 4 1 16 oo 0152005 12234
Qm32004  2108021H Margaret Weigharct ES02246871 4 117 oo 30102005 122239
032004 2108021H Margaret Weigharct B202246571 4 A oo 0152005 12234 3
Delete | Print | Cloze ‘
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Setting Up An Immunisation Reminder System

Letds stri for

due for immunisations.

vV e

Adding a Reminder:

9 0 %! Havi an

ng

Reminders can be added in a couple of ways

1) When you are recording an immunisationi t i ¢ k

method.

t he

effective remi

A SendThR i the quidkest 0

? Childhood immunisations x|
.ﬁ.\.rail._:‘nble. Vacoine | Against
vacenes: Infanrix Hexa Diphtheria, HIB. Hepatiis B, Pertussis.
1| | |
™ Show all vaccines against Diphtheria
Biling provider: IDr_ F. Findacure j [T Include inactive providers
Given by: IDr. F. Findacure j
Site: ILEH anterior thigh j Sequence: |3
Route: [T sC [ Ol [ Intrademal
Date given: I 1,/08/2010 j Batch No.: |ADGSG j
Comment: ;I
¥ Send reminder Reminder date: IIF 14032011 vI >

[T Save batch number

Save Cancel
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2)Or Add a reminder from the patient record

\

_ =] ]

\

Preventive Health I Actions

Reminders I

Name of reminder and time interval

£ Reminder

Reminder date:

To see:
IDr. Frederick Findacure j
Reminder reason:
| -
| mauhﬁt-emau -
< & morths
orths
4-By Immunisation Jyears
dmth Immunisation 2 months
Emth Immunisation 2 months
Asthma review 1year
BP Check 1year
Breast check 1 year
Care plan 1 year
Cholesterol check 1 year
Colonoscopy 1 year
S —— | 1ammar

o 28

.
14
21
28

4

" Years
| 1/03/2011 |
[ 4 | March 2011 [ » |
Mon Tue Wed Thu Fi Sat Sun
2 3 4 5 &
g 9 1M 11 12 13
1% 16 17 18 19 20
&3 M B/ MmO
25 3 N 1 2 3
5 G 7 g 5 10
[ ] Teday: 1/09/2010

[T Automatically update this reminder when sent to patient

=l Update interval I & wesks

& Months
& Years

Save
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Searching Reminders for Children due for Immunisations
From main Screen of Best Practice Clinical Menu < Reminders

£ Best Practice

File | Clinical Management Utlities View Setup Help

G AL

\|: Actions g

Cervical smears

Diabetes register
Follow up inbax
Immunisations
Influenza vacdnations

Preanancy list

Remind

IErs

Once open i Select Patients i tick Immunisation

File “iew Help

=3 | <
Select patients £ select patients for reminders =]

Sertby % Datedue 7 Select reasons: Select users

M arne S I == | Pddress
[ 12mth Immunisation Dr. F. Findacure
[ car= plan
[ Diabetes review
3 Fuvax

[ Hepatitis B Immunisation
[ immunisation

O Influenza Vacsination Selectall |  Deselectall |
[ Fap Smear

[ Preumovax Due betwsen | 14092010 vl
1 Review and: [groszon0 =]

™ Include overdue reminders

I Include inactive patients
Selectall |  Deselectall |

oK | Cancel |

A list of children due will appear < Then select Send Reminders. You may choose to send
reminder letters, print a list, or save as a file.

x|

Ige:
& Mail menge
£ Printed list
" Labels

" Save asfile

v Mar az zent

¥ Save a copy in the patient’s chart

[ i%dd & new reminder for those marked for auto-update!

Send Cancel

Il f you do a mail merge a |letter wildl be save
reminder has been sent. This promptis visibleonthe pati ent ds screen.
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Tobacco: Heohal: Bite spots: Bifnicty;  Aborgindl

J Actions/Reminders: Freventive Heath Actions

[ Tope |Due |Heas0n
Reminder sert Q2S00 Vot boonunization Set on (/0372010

To follow up on letters that have been sent i Clinical Menu < Reminders
< View < Reminders Sent. Further reminder letters can be sent if necessary

i _
£, Previously sent reminders

Fie Help
| —
[¥ Show unactioned orly ¥ Show all patients Mark | Send again |
Sert on or after: I 1/08/2009 ,l Sert on or before: I 1/09/2010 ,l By doctor: I‘D‘" j Reason: I‘D"" vl
Marne | Reagon | Doctor | Sernt | Sent as | Actioned | Actioned by |
Allen, Janele Pap Smear Dr. F. Findacure 171172008 Mail merge i

Please note a reminder no longer appears on the print list once it has been marked as
Performed. Please encourage Doctors and Nurses to do this when administrating the
immunisation.

What about children who are not on our reminder system?

In our practices we have children not on our reminder system because they did not have their
initial immunisations at our practice. It is important that we identify these children especially
the 4 year olds.

Below is an example of how to search for all children who turn 4 in the month of September
2010 (this can then be done each month).

Stepl)From the Utilities menu on the main scre
click on Demographics

Accurate Recording Immunisation Data 1 September 2010 Page 12 of
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£ search for patients

Column name | -

Title
Firstname
Sumame

Middle name
Prefemed name
Age

Date of Bith

Address
City

Postcode LI

-

Step 2) Select Date of birth + >= + date box 01/09/2006. Then click Add

X

Condition
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Step 3) Select Date of birth + <= + date box 30/09/2006. Then click Add
]

Caolumn name | -~

_ S
Title -
Frstname (== [I+7 30092006 7]

Sumame =
Middle name I _I

Prefemred name
Age

Date of Bitth =]
Address

City

Postcode LI

-

s 5

LY

Condition |
DOB == "09/01/2008"
DOB <="09/30/2008"

8]:4 Cancel

Step 4) Click OK. Then nAUlshof adpildrerrwhaturn 4 this month will be produced.
A mail merge from this screen can also be performed i File Menu < Mail Merge.

F. Database search

Mal merge

Add to reminders
Mark & nactive

(e Cll3F4

~—"Tncude nactive patents ™ Incude deceased patens | matching recard

. ﬂ SHun ey
at = Hofve douey

Save query

Woalk
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