Payment Gateway user guide
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This guide explains how to use Payment Gateway to request Credit Card information when booking an
appointment and how to Bill a patient using the ePayment option.

For specific questions, see the Payment Gateway FAQ

Considerations

e Payment Gateway is an add-on requested via the customer request form.

¢ When a patient provides a credit card, its validity is checked before the card is accepted.

e The Payment Gateway options only display for practices with Payment Gateway enabled.

e |faNOK provides a credit card for a child, that card will be added to the child's profile and can be selected
when billing.

e Once acredit card is provided, it will be available for billing until the card expires.

e Once acredit card is provided, any booking will show a credit card icon in the Appointment Grid and
Appointment Details.

How to request a credit card

Staff can request credit card information using SMS and patients can be asked for a credit card when using OLA.

When staff are booking an appointment

Office staff can send an SMS to the patient requesting credit card information if the patient does not have a card on
file. When the patient provides the credit card, it is verified and can be used for billing future appointments. The
Appointment Details screen will show a credit card icon if a card is already on file and does not need to be
requested.

€82 Smith, Henry Std Cogq

To request credit card information:

1. From the Appointment Grid, make an appointment for a patient.
2. Inthe Appointment Details screen, check if there is a credit card icon.

If there is noicon, there is no valid credit card on file so perform step 2.
3. Select the arrow beside Close and select Close & Request Payment Card.

The appointment will be created, and the patient will receive an SMS asking them to enter credit card
information.

If the patient does not have a mobile phone in their patient record, a warning will advise that the request
cannot be sent.
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Appointment Details

Date Tuesday, 19 November 2024 :

Created by Office Admin on 19/11/24 at 11:32
Doctor Phillip Davis Black, Emma

Resource : 2 _
i e A credit card icon means
T : i 1 - e
St b — ey a card is on file.
Duration 00:10 $ Sahs Cumrent
: Contact Details
EndTme 1125 5 Type |StdConstation | hone ) Work (W)
Notes &
Address 30 3rd Strest, ELLEN GROVE <078
Other Detais
Expiry MC HCC
Referral
Reason for chosen date w
Clmical Warnings
Cancelation Wartmg Priority "
Hide Notes ] alowsms [) SendConfimationsMs ()
Accoumt Payers
| Biack, Emma ™ 5.00 l If there is no credit card

icon, send a card request.

Repeated booking (]
PrintLabel  Bookingrules | Printletter | p3} Fnd Patient Print Slip

]
b 15

When there is an existing appointment

i O Hep
lose &t Request Payment Card

You can also send a payment card request to an existing appointment:

1. Confirm there is NO credit card icon to the right of the appointment. The example shows where the icon will
display.

€82 Smith, Henry Std Cuﬂa

2. Right-click the appointment and select Request Payment Card.

Add [Patient)
Add (Non-Patient)
Add (From Cancellation Waiting List) Ctri+W
Details
Edit
Delete

gl =

a5

Request Payment Card

3. The patient will receive an SMS with a link to a payment card page.

When a patient is using Online Appointments

See the OLA booking with PG guide.

How to bill a patient

To bill a patient, follow the private patient billing process and select ePayment for the payment type as shown
below. This will use credit card information added to the patient record via an SMS request or an OLA booking.

Important considerations:
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e For Payment Gateway, the patient is always the payer.

e Billing uses QuickPay, however, MA Online is also supported if a rebate is required.

e The invoice must have the correct treating practitioner so the correct Bank List receives the payment.

e A child with no credit card on file will show the parent's credit card/s if the parent is listed as a payer.

e ePayment can be used to part-pay an invoice, just like other payment methods. The receipt emailed to the
patient will only show the amount charged using ePayment. The invoice in Zedmed will show each payment
method used, the corresponding amount and the total.

To bill the patient:

RN

. Check the patient as the payer.
. Follow the private patient billing process.
. Important: Check that the correct treating practitioner is selected.

w N

Tryo sends the payment to the bank account linked to the treating doctor. This could be the practice or the
doctor's account.

4. Select QuickPay.

5. Select ePayment.

The ePayment dialog will display the cards recorded for the patient and the patient's email address.
6. Select the card to use.

If there is one card, it will be selected by default. For multiple cards, the selected card will have a dark grey
highlight

o Credit cards are ordered by the last card added.

o The credit card's last 4 digits are shown so you can confirm the card with the payer.

o If the appointment was booked in OLA, the card provided in OLA is selected by default with a card icon

next toit.
Payment Cards
Actount Payer Card Type Card Mumber Expiry valid
Gilmour, David . B MONSTERC...  J00O( 30000 00X 9876 0821 o
7. Select Bill.

For the most up-to-date documentation version, visit https://help.zedmed.com.au/help



Invaice

P! Cuick Pay
62 Emmia Black
P2 Patient Family Patignt Family Credits
Payer  Black, Emma Due 0,00 0.00 Deferred 0.00 0.00 0.00
Br Current Invaice(s)
Allocate © value 71.30 () Discounted value 71.30 () Gap 35.00
o Payments
Format Name Bank Branch Detail Banklist  Amount
B “ PO
1]
cll = :
4. Card 5. Eftpos B Direct Deposit 7. Credits Tyro Ea im
5o D ePayment

You are about to bill the patient’s credit card with the amount of 571.30
A receipt can be sent to the patient st the email address below if entered.

| Payment Cards
Account Payer Card Type Card Mumber Expiry Valid
Bladk, Emma - MASTERCARD 000K 3000 W00 0008 oz oo
() Family Due & Invaice () Patient Due & Invol
Dac Email Address: redmediesting « eblacki@gmail.com)|

_ B Email receipt to patient

Eillit [CJ update patient's email

Eill Cancel

Defer Family = Easydaim = ECLUPSE | MAOnline  BulkBil  Combo Inv, Pint  Sendto Patient [*  Suppress IQuickPey! Cancel Help

The ePayment dialog will close and a confirmation message will appear on the Quickpay screen.

Payments
Format MName Bank Branch Number Banklist Amount
- w i FD e
1. Cash 2, Cheque 3. MC Cheque S =; B Add hange
Information x
4. Card 5, Eftpos 6. Direct Depaosit
Payment successfi
ePayment PD 95.00
I Receipt successfully sent to: l
jsmith@zedmed. com.au

8. Select OK to the Payment successful message.

Email considerations:
s By 23default, the receipt will be sent to the patient's email address. You can untick this optionin
the dialog.

s You can add email recipients using a comma separator, for example, the payer's email address.
s |f you select Update patient email, it will use the email entered to update the patient's record

Claiming a rebate (MA Online)
When a patient pays using Payment Gateway, a claim can be submitted using MA Online.

Currently, when you complete the credit card payment in QuickPay, the screen closes so you cannot select
MAOnline to request a rebate (as it sits in the QuickPay screen). This means you will need to go into the patient's
Account enquiry to access MAOnline.

The MA Online process is documented in the Private Patient invoicing guide, starting from step 10.
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Taking a pre-payment

Step 1 - Take the prepayment

1. Open the patient's record.
2. Select Receipt. Opens the Receipt Payment screen.

Full File (@

Clinical Wamings

Cancel

3. Select ePayment.
4. Check the correct bank list is selected.
5. Enter the payment amount Amount, select Tab on your keyboard.
6. Select Add.
7. Select Allocate. The Allocation screen will open.
8. Select Cancel as there is no invoice to allocate the payment to.
Acc Enquiry  Attend Bl Letters Clinical Information  Print |:.\I.il"t.;'u'l.'al'. ng Reom  Appeointments  Exiras
- . Personal Practice
Befient il Family Mame Jones B File# 22
Further Details —_— -
Recalls Given Mame Happy Initial Hosp. UR Mo
Hotepad Preferred Name Former Usual Branch Branch 1 [22)
Receipt Payment
22 Mr Happy Jones
Patient Family Fatient Family Credits
Payer  lones, Happy w  Due 0.00 0.00 Deferred 0.00 0.00 20,00
Payments
Format Name Bank Branch Detail Banklist  Amount
% PO~ 20.00
1. Cash 2. Cheque 3. MC Cheque Tyro Eftpos
4. Card 5. Eftpos 6. Direct Deposit 7. Credits Tyro EasyClaim
[—————— O E—
Payment Total 0.00
() Family Due © Patient Due Amount Due 0.00
Balance 0.00
Combo Iny
The patient's Acct Enquiry will show the total credits available to the patient.
P2 Account Enquiry - o x
Patient  Jones, Happy Display Ingoices Outstanding  ~ @invoice Only ) Full Details
Paer | Jones, Hoppy Recakulate [ Account Payer Credits 40.00 ] er—
Cun 0.00 30+ 0.00 80+ 0.00 90+ 0.00 Total 0.00 Deferred 0.00
Transacton
Invoices Date Patient HIC CLnes Br D1 Valug Qutstanding

Step 2- Apply the credit when billing

When you bill the patient:

1. Select Credits then select Add.

The recorded deposit will be added as a credit, reducing the Amount Due and the Balance due.
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Quick Pay

() Family Due & Invoice () Patient Due & Inwaice

Send to Patient [+

nbo [

Eclipse M& Online Suppress

D invoice(s) Only

Payment Tatal 40.00
Amount Due 71.30 ]
Balance 31.30

22 Mr Happy Jones
Patient Farnily Patient Family Credits
Payer  lones, Happy Due 0.00 0.00 Deferred 0.00 0.00 0.00
Current Invoice{s)
i value 71.30 Discounted value 71.30 Gap 35.00
Payments
Format Name Bank Eranch Number Banklist  Amount
w PO - 31.30
1. Cash 2 Cheque 3. MC Cheque Tyro Efipos Add
4 Card 5. Eftpos B. Direct Deposit Tyro EasyClaim
Credits FD 40.00

Change

Cancel

2. Important: Check that the correct Banklist is selected. It will show the one linked to the treating doctor.

3. Select ePayment.

The ePayment screen will show the credit card to be used, and the email address the receipt will be sent to.

4. Select Bill.

A confirmation message will appear.

22 Mr Happy Jones
Patient Famnily Fatient Family Credits
Payer  lones, Happy Flisa nan AN Nafaresd nnn nng .00
ePayment
Current Invaice]s)
You are about to bill the patient s credit card with the amount of $31.30
A receipt can be sent to the patient at the email address below if entered.
Payments
Format M oSl Amount
“w Atcount Payer Card Type Card Numbeér Expiry valid 31.30
Jones, Happy VISA 000X 00X X000 1019 o v F
1. Cash Jonies, Happy MASTERCARD 00K 00X X0 0008 01,39 o Add
4. Card
Credits 40.00
e —— | | EE
Email Address: redmedtesting=hlones@®
8 Email receipt to patient 40,00
3 Update patient's email E
C. Family D P P 7130
330
Edlipse MA Onling Suppress Combao Inv,  Send to Patient @

Change

Cancel

Managing credit cards and card requests
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Message manager

The Message Manager shows SMS payment card requests as Payment Details link. There is a Message Category
filter for Payment Details requests.

¥4 Message Manager o ¥
L4
View Patient  Mark As Actoned  Cancel Appointment
Date Date/Time FPatient To/From Status Catego Response Error Action Status Actioned On Acti
O Today O Yesterday 19711/2024 11:34 AM Emma E.a(k 0491 575 789 Sel.it P o Mloﬂ Reuu!.‘.
Olast7 19/11/2024 11:09 AM Cor'Nelius Andrews 0491 578 148 Failed Serve.. No Action Requi...
0o 19/11/2024 022 AM  Talia Simking zedmedtesting... Sent Clinical Document No Action Requi...
bl 19/11/2024 08:20 AM  Talia Simikins 0491 578 868 sent Medicare Consent Mo Action Requi...
=
From 19f11/2024 F 00 191720240814 AM  Herb Lamb 0491 572 665 Sent No Action Requi...
To  19/11/2024 TN Em 19/11/2024 08:11 AM Herb Lamb 0491 572 665 Sent No Action Requi...
— 19/11/2024 08:08 AM -Louise Jones (406991730  Sent tion N Ad Ui...
TebcRange 1901172024 T, 049157764 S S
— ey L

Action Status
[_] Action Required
Message Details
Patlent lnease add credit card detalls for Branch 1 TSRV NS L
<Al > L
Fird Patient Clear

Patient Record

In the patient's record, the Payment Cards menu displays all registered cards. Only the card type, last 4 digits and
expiry date are recorded.

The Valid field

This is based on the expiry date and will have a tick if the card has not expired. If the payment does not have a valid
card, a credit card icon will not appear on the appointment screens.

The Remove button

This button removes the highlighted card. To Remove a card, a user must have the Administrator role or the
security Function 'Patient Records' > 'Patient Details- Payment Cards (Edit)'. If you add this Function, please wait ar
hour for the API to update or contact Zedmed Support for an APl restart.

P4 Jones, Marrianna- Louise

x
Acc Enquiry  Attend Bill Letters Clinical Information Print  Quote Receipt Waiting Room  Appointments  Extras
Patient Details Payment Cards
Further Details Card Type Card Number Expiry alid
Recalls MASTERCARD - 200000000 X000 000B L0139 o
Motepad
P4 eHealth
Messages
Payment Cards

Regquest Payment Card Remaove

Delete Print Patient Verification Find Cancel

If the card was provided via Online appointments, there will be a credit card icon next to the Card Type in the Quick
Pay > Card selection screen. The card will be selected by default for the OLA appointment even if there is an
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existing card.

Payment Cards
Account Payer Card Type Card Humber Expriry Valid
Gilmour, David © B MOMNSTERC... J000¢ 30000 00X 5876 0627 HE

The patients' workflow

Patients can be prompted to provide credit card information when reception sends an SMS request or when making
an Online Appointment. In both cases, a secure token for the card will be sent to Zedmed. This token does not
contain the credit card information. Zedmed uses the token to integrate with Tryo, which manages the payment
transfers.

For Online Appointments
e Seethe OLA booking with PG guide.
For SMS card requests

1. The patient receives an SMS with the text 'Please add credit card details for <name of branch> and a URL.
2. Tap the URL to open the online credit card information screen.

Your credit card is
required to secure your
appointment

Here's your upcoming
appointment details Emma
Black

Dr Phillip Davis
Std Consultation
Branch 1
Level 3,60 Albert Road SOUTH
MELBOURNE 3205
0392843300

Tuesday 19 November 2024

i L

Add new card:
Card Holder Name
| CARD HOLDER

Card Number

Expiry Date Security Code (CVV)

| MM Yy

To verify your card details, a AUS1
temporary autherisation charge will be
placed on your card. This is temporary
and will be removed from your
statement.

Add Payment Method

3. Enter their credit card information.
4. Tap Add Payment Information.

A confirmation message will display.

This link cannot be used again.

Once the card is verified, Tyro will send Zedmed a secure token, and the patient's appointment will display a credit
cardicon.
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Banking reconciliations
Payments received using the Payment Gateway will show asePayments in Zedmed's banking reports.

To assist with resolving any issues, you can log in to the Tyro Portal and review Tyro's Payment Report or run
Zedmed's Tyro Reconciliation report.

Banking Report - Batch Details
Branch 1 Lewel 3, 60 Albert Road, SOUTH MELBOURMNE 3205 Ph:03 8284 3300
Criteria GroupBy Order By
Banklist Albert Road MC Bank Account Payment Receipt
Report By Batch Fom Hum ber
e Receipi# Account Drawer Bank Branch Cheque/Card# Stali Amount
Banking Session ¥
Payment Form: EFTPOS
2107202 1 Ust, Jane FD 7835
2092025 3 Smihs, Amy FD 7835
2110202 4 Ust, Amy FD 7835
51172025 5 Fowsl Kate PO 7835
1841202 & UAT, Evie FD 7835
Total EFTPOS [session #1) 39175
Session Totals Overall Total 391.76
Cash 0.00 Credit Card 0.00 Chegues 0.00
Direct Deposit 0.00 EFTPOS 39175 Medicare Chegues 0.00
ePayment 0.00
Banking Session #
Report Totals Overall Total 39175
Cash 0.00 CreditCard 000 Chegues 0.00
Direct Deposit 0.00 EFTPOS 39175 Medicare Chegues 0.00
eP ayment 0.00
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