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1. Document Control

Name Surgical Partners User Guide
How to Close a Fee Run

Version Number 1.0

Owner SM

Last Review Date 25/07/2025

Approver CPO

2. Prerequisite to Close a Fee Run
To close the fee run,

o The user must have a login to Surgical Partners with a minimum role as a clerk or higher.

e Fee run period should have ended.

3. Closing the Fee run
To close a fee run, you need to follow these steps

3.1. Login to Surgical Partners
Log in to Surgical Partners Enterprise using your credentials.

URL to login: Surgical Partners Health Hub

3.2.Fee Run Tab
Click the Fee Run tab on the left side bar. You will land on the “Past Unpaid Period “which
we are planning to close and the “Close Fee Period” button is available on the top right
corner.

Adjust

Guarantee

Time Sheets

Fee Run

| Select an owner Unpaid Periods |
LECUELLEL I Current Fee Period v 12/05/2025 - 18/05/. v
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3.3. Data Validation
Download the BP Reports for the fee period. Make sure that the fee run period amounts
match the Reports from the “Fee run” Tab in Surgical Partners.

Note: The “Close Fee Period” will be available only if all the past unpaid periods are closed.

Owner Name Unpaid Periods

ZEAVINEEERE  Current Fee Period Lane Cove Family Health Services  01/12/2024 -07/1.. v

Practice Fees

Name i"”" . Amount ($) Practice Fees ($)
ccoun

> &} Lane Cove Family Health Services **H*56789 $44,214.48 $21,140.73

Practitioners's Share

Bank

Name
Account

Amount ($) Practitioner’s Share ($)

> & DrMarvin Wallace 56789 $9,146.20 $6,190.78

> & Dr Savitha Murthy 56789 $6,895.29 $4,704.48

Reports needed when data validating:

For Best Practice Management System which the DRM Basis for calculation for practitioners
is:

Receipts

¢ Payment Export Report for the fee run period
* Payments by Account Type Grouped by Payment Created Date (including related
services) for the fee run period

Billings

e Service Export Report for the fee run period
e Services by Account Type (Grouped by Service Created Date) for the fee run period

3.4. Entering the Guarantees
Once total amount match, if there are any doctor set up with guarantees, please click on the
“Guarantee” tab in the Surgical Partners Menu. If not go to step 3.7.
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§ Dashboard

= Adjust

Time Sheets

Fee Run

Choose the date range filter. Make the end date as the current date. This will list all the
doctors on guarantees

Guarantees Pending Approval Q, Search

(=4 19/05/2025 X 02/06/2025 X All hd
Adjusti it Mi Top-
Date Provider Type Description o Hours Rate " Receipts g GST  Total  Actions
Unit Guarantee up
Hourl;
or Guarantee oury

02/06/2025 Variable pate Guarantee 0 $170.00 $0.00 $0.00 $0.00 $0.00 $0.00 - Delete

Rate

Now, click on the “Hours” field next to the doctors to add in the hour’s details via
timesheets for each doctor. The confirmation box below appears.

Confirmation required X

You will now be redirected to Timesheets page.
Enter hours/rate on Timesheet page and navigate back to this page
to approve guarantee, do you want proceed?

v Yes

Click on “Yes”. This will re-direct you to the Timesheets page pointing to the right fee run on
the top right corner of the page.

3.5. Filling the timesheets
On the Timesheets, all the days will be listed for the fee period. Enter the below details

Location — Choose the practice location from the dropdown menu
Accounts — To match to the right account

From & To: Start and end time of Dr’s work hours (Eg : 09.00 to 17.00)
Rate: Fill in the hourly rate (Eg: $175)

Amount: Will be automatically calculated.
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Click on Submit button next to each day once all details are filled in. If the doctor has not
worked on a day. Click on the Reject button next to the timesheet.

Time Sheets Pending Approval Q. searc 2600572025 - 0106/2.., -

provider Adjustmant Units Quantiey Rate Amount Actions
~ or Hourly Guarantee Rate - Add Time Sheat
Date. Location Accounts From Te Hours. Rate Amount Actions.
26/05/2025 =] v A $0.00 $0.00 - Reject.
] msn0s B v v 5000 s0.00 EE e |
28/05/2025 5] A v $0.00 $0.00 - Reject.
29/05/2025 =] v A 3000 $0.00 - Reject.
30572025 v v 5000 50,00 - Reject
30572025 B ~ v $0.00 $0.00 - Rejact
01/06/2025 B v v $0.00 $0.00 - Reject.
1 > 50 ~

Time Sheets Pending Approval Q, Search 26/05/2025 - 01/06/2... ™ -
o I
Provider Adjustment Units Quantity Rate Amount Actions
. . 4
v Dr Hourly Guarantee Rate 0 $0.00 $0.00 - [ addTime sn.u) |
s a !

3.6. Approving the Guarantees
Once the Timesheets are approved, go back to the Guarantee Tab, you can now see the
calculated Guarantee, total share from the Service Fee and indicating whichever is higher.

If the guaranteed amount is higher, the top up amount is added to the doctor’s share.

Guarantees Pending Approval Q search 23/05/20256 X 06/08/2025 X Al v

a
Adjustment Min

Date Provider Type Description Hours Rate Receil Top-u| GST Total Actions
L 2 Unit Guarantee = it
Dr
Contractor
01/06/2025  Savitha Variable e Hourly Rate 8 $150.00 $1,200.00 $153.33 $951.52 $95.15 $1,046.67 - I
Murthy

If the percentage is higher, the system indicates the same amount in the fee run.

Click “Approve” to approve all the guaranteed amount. Once approved, the details can be
seen in the “Guarantees” Tab on the Menu bar.
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Fees

Adjustments

Approved Time Sheets

Journals

Source Transactions

Q search From date To date Al v
Created Date Provider Type Description Adjustment Units  Qty Rate  MinGuarantee  Comparator Top-up GST  Discount Total  Status
01/06/2025 DrSavitha Murthy ~ Variable  Contractor Guarantee Hourly Rate 8 $150.00 $1,200.00 $153.33 $951.52 $95.15 $0.00 $1,046.67 Details

On the Fee run, we can see the Top up amount added if any after the guarantees are approved.

Ouner Name Unpaid Perlods

Past Unpac Poriocts [RCRUSEE I PADDINGTON GOLD PTYLIMITED 2500812025 - 3100, v
Practics Fees
Bk

Hame . Aot 15) Practic Foss 8}
> {3 PADDNGTON GOLD FTYLMITED sl $a087826 504356
Practitioners's Share.

ne o e Practsioner’s Shure (8]

- sy evount sactner's Shars
¥R oesmataury ] suarar sam

Ameunt (5) Practitoner's Share 5]

wnx 15333

0 o0

v auvemms ey SLoaser

Adjustments
Gota Trpe Description, Haa 55T At 18)
awoaaan Famert

v s104687

3.7. Generating a Report in Surgical Partners

There are many reports available in Surgical Partners for validation of the service fee
calculations. Payments Report is best suitable for the same

e Go to the “Reports” Tab

e Choose the “Payment report” from the drop-down menu

e Choose the date range for the fee period.

e C(Click on “Generate Report”

e Click on the “Details” to see the service fee calculations for each doctor.
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Receipt Practice Provider

HPIl Bill To Doctor Type Amaunt GST Total Amount GST Total Amount GST Total
v B8003614807633166 Dr Savitha Murthy Customer $39.20 $0.00 $39.20 $9.80 $0.98 $10.78 $28.42 $0.00 $28.42
Description Contract Amount GST Total Amount GST Total Amount GST Total

Telehealth 25.00% $39.20 $0.00 $39.20 $9.80 $0.98 $10.78 $28.42 $0.00 $28.42 I

For detailed information about the individual transactions, we recommend the “Detailed
Report by Payment Created Date” Report for receipts-based calculations and “Detailed
report by Service Created Date” for billings-based calculations.

3.8. Adjustments

In case of any adjustments either payment/receipt need to be made to the provider, this can
be added to the SP platform through the Adjust option on the main menu. If no adjustments
required, go to step 3.9.

Any adjustment to be added, the prototype needs to be defined in the settings >
Adjustments section either being it a one off one or a recurring one. The amount defined
there is an estimated one, which can be overridden while adding the actual adjustments.

Go to Settings > Adjustments >Click on New Payment Setting
Define the type here (Payment Type or Receipt Type)

Click “Add Payment”

If it’s a recurring Adjustment , click the check box next to its label.

Add Payment Settings X
Name™ Account®
Supervision Payments Purchases v
Amount* GST*
1,50000 GST Exempt v
Advance Payment Recurring adjustment
Add Payment

Once defined, the system saves the details as below.
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Adjustment Payment (AP) _

Name Account Name Type Adjustment Unit Start Date Frequency GST Amount

Supervision Payments Purchases Non-Recurring - - GST Exempt 51500

In order add the actual adjustment, now go to the “Adjust” Menu > Click on “Create a new
Payment”

Dashboard

Payments and Receipts

_ Create anew Recet

Guarantee

Fee Run

Fill in the relevant details for the below and click on Create Payment.

Create a Payment X

Provider
Dr Savitha Murthy - 5348763Y | ° Pr‘OVlder

U o Adjustment type from the dropdown menu
Supervision Payments (GST Exempt) o Fee periOd

. The amount needed to be changed.

Unpaid Periods

20/07/2025 - 26/07/20256 Vv

Amount* @

$1,500.00

Description

Supervision payment for June manth]

Once the payment adjustment is created, this can be seen in the “Adjustments” menu.

Q searct 14007/2025 X 28072025 X A v
a
Created Date Provider Type Description Account Name Account Number Status Amount($)
28/07/2025 Dr Savitha Murthy Payment Supervision payment for June manth. Purchases 429 COMPLETED $1,500.00 Details

1 > 50 g

These adjustments are then added to the providers in the fee run period under the last day
of the period.
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Adjustments
Date Type Description Has GST Ameount ($)
26/07/2025 Payment Supenvision payment for June menth. No $1,500.00 Details

Similarly, the Receivable Adjustments can be added to the providers if needed.

3.9. Clicking the Close Period Button

To close the fee run, go to the “Fee run” Tab, go to the right fee period, click on the “Close

Fee Period” button.

Unpaid Periods

Owner Name

Past Unpaid Periods [eVGEG Y 2glen ] PADDINGTON GOLD PTY LIMITED

Practice Fees

27/10/2024 - 02/1.. v

4. ABAfile

After closing the fee run, your ABA file will be available in the “Fees” Tab in the Surgical

Partners Menu.

Reports

= Adjustments

¥ Guarantees

Choose the right Paid Periods from the top right corner. Click on the ABA file to download
the file and it can be uploaded into your online banking portal to pay the doctors.
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Owner Name Paid Periods
ABAFile & PADDINGTON GOLD PTY LIMITED | 20/10/2024 - 26/10/20..
Practice Fees
Bank :
Name e — Amount ($) Practice Fees ($)
> % PADDINGTON GOLD PTY LIMITED 52741 $61,811.37 $21,847.72

5. Accessing the Documents

Once the fee run is closed, the Invoices and Activity summary will be automatically sent to the
nominated email address of practitioners.

You can also view the Invoices in the Surgical Partners Hub by clicking the “Documents” tab on
the left sidebar.

@ statements

[@ Reports

Alternatively, you can also download the invoices and activity summary advices bu clickin on
the PDF icon next to the respective documents.

Owner Name

PADDINGTON GOLD PTY LIMITED Q search Invoices hd 10/2024 Al v

Issuer Recipient From Date To Date Type Synced Email Status | Download |
[ vt [

Paddington Family Health Ssrvices Dr Savitha Murthy 20/10/2024 26/10/2024 Tax [ |

Paddingtan Family Health Services Dr Adrian James 20/10/2024 26/10/2024 Tax [ ves | [ sen ] (3
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Owner Name

PADDINGTON GOLD PTY LIMITED Q searcn Activity Summary Vv | 10/2024

Invoices

lssuer Recipient From Date To Date Remittance Advices 15 | Download |
Paddington Family Health Services Debora 20/10/2024 26{10.'2% Activity Summary | [

Paddington Family Health Services Mikah 20/10/2024 26/10/2024

6. Surgical Partners Knowledge Base

https://learn.surgicalpartners.com.au/viper-learning
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