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Socrates Departmental Support

Department support in Socrates allows you to logically separate your Appointments and Accounts by
department.

- Appointment Types are linked to departments

- Account Types e.g. Charges and payments are linked to departments
- Patients default department can be stored in Patient Registration

- Preference available to set your default department

- Preference available to filter the waiting room by department
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1. Setup

1.1 Create Departments

1. Select My Control Panel > Admin Console > Practice.

2. Select the main practice from the Healthcare Centres dropdown list.

Practice Details

Practice Details

Healthcare Centres: | wiison Practice [Main Ste] -

Name | Wilson Practice Address 1 | Protek House

Unique Practice ID | 4273237 Address 2 | Finisklin Business Park

| |
| |
Telephone No. | 0719193600 | Addess3 gjigo |
Fax No. 0719160338 | Address4 |
Email | info@socrates.ie | PCTCode |
Heartwatch No. | | PCTName | |
Main Health Centre Active:
Departments
Main Department 0715193650
Department ' Department 2 |
Telephone Number 0715193651 Active [ Save ][ Clear

"H Save ] [ﬂ Clear ]

1. Enter the Department name & phone number and click Save.

2. Click Save on the Practice form to record all changes.

Note: The selected active practice must be set as the Main Health Centre.
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1.2 Appointment Types

You must select which Appointment Types belong to each department created. Open the appointment
types from Control Panel > Admin Console > Appointments.

1. In Appointment Types, enter the appointment type, choose the duration, colour and check which
departments you want to link this type to.

Appointment Types

Name General

Duration (mins) 10 |:|

[+]

Departments No Departments

[+]

|| Department 1
[] | Department 2

2. Once you have selected all the departments you want click Save.

Appointment Types
Name General
Duration (mins) 10 [ ] |E|
Departments BBpartment 1 IZI
Active | Save ‘ | Clear ‘

Note: Click inside the department box and it will refresh with the selected list of departments.
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3. To remove an Appointment Type from a department, select the appointment type from the Grid
and click the dropdown list of departments.

Appointment Types

Name General

Duration (mins) 15 I:l 255. 215. 0 |Z|

Departments Department 1, Deparment 2 IZ|
Active l Update l [ Clear ]

@ Move Up @ Mowve Down | O Show Inactive

Name Duration
General 15

. Follow-Up 15

4. Uncheck the department you wish to remove and click Update to save your changes.

Appointment Types
Name General
Duration (mins) 15 I:I 255. 215. 0 |Z|
Departments Depariment 2 |Z|
Active | Update ‘ | Clear ‘

Note: Click inside the department box and it will refresh with the selected list of departments.
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1.3 Account Types

You must select which Account Types belong to each department created. Open the account types from
Control Panel > Admin Console > System Types.

1. Select the Account Types tab.

My Control Panel il I‘ﬂ. My Control Panel |£ Admin Console
_ | B Letter Types |2 Letter Templates | £ Note Templates | # Account Types [ Other Types |
- o —

2. To create a new Account Type, enter the Name e.g. Consultation Charge, the amount and select
the Account Type from the dropdown list e.g. Charge.

3. Check which departments you want to link to this Account Type and click the Departments
dropdown list to Refresh. Click Save.

Account Types
MName | Consultation Charge |
Armount | 4500
Account Type

Departments

4. To edit the departments selected for an existing account type select the Account Type from the

Grid.
Account Types
Name | Consultation Charge |
Amount 45.00
Account Type ICharge j
Departments | []
Active llg IR l l‘ sl l

Status

r Consultation Charge 45.00 Charge Active
|— Bad Debt 4500 StrikeOff Active
. . . i Update
5. Select the departments required from the dropdown list and click Update to save
your changes.

Page | 5 Last edited: 21082019 O Clqn' l |I | | Iqm

HEALTH



Departments Quick

S O C ra te S Guid Call Support on 0719193600
uiae

1.4 Preferences

You can specify a default department in Edit > Preferences by selecting the Departments tab from General.

Client Preferences @

g General
~ | Appointments | Consultation | Documents I Prescriptions | Investigations | Accounts
— Notes | Patient | Letters | Tasks | Departments | immunisations | Promed

Departments

Motifications Default Department IDepartmenH j
L
g 3 [Z] Filter Waiting Room By Department
When the Default Department is set, whenever you create an appointment, charge or payment it will
default to this department.

Filter Waiting Room by Department will automatically filter the waiting room when to the Default
Department selected.

Waiting Room Home =] \laiting Room Area
HS) 4. Patients Expected (1) 18l Patients Present (1) & In Consultation (0 | B Visit History (3)
‘ Patients Present

@ Update Visit ' Gender
5 Transfer Patient DOB

] F’atlemaw Type

PPSN
1 Patient Filtered

Smith, Alexander General wizlkin Paul Johnson

» Department: Department 1 |
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2. Patient Registration

When creating or editing a patient from Patient Registration, you can select a default department for the

patient by using the Location dropdown list.
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Patient Maintenance

&9 Extra Details
B Family Details

Call Support on 0719193600
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@y Search Patient
&, Start Consultation
™ Email Patient
S5 Print Lab Label
& Add Hospital

EA Historical Data...

E&; Chart Access

Patient Photo

T e

1 Patient Details

Patient M

&Y Exira Patient Details 4
Patient Details

Alerts

IHI Mumber MO AN,

Unique Nao. 0000433

Chart Mo.

FPSM

Surmame Smith

Forename(s) Alan

Title I—;, DOB | 23/07/1975 |
Gender IMaIe j
Address 1 Adi

Address 2 Ad?

Address 3

Address 4 Eircode
Location Department 1 j
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3. Add Appointment
When making an appointment or updating an appointment you specify which department the appointment
belongs to.
Create A New Appointment E =] @

Create a New Appointment
Default HCP: Dr. Gary Black

DOB: 06/03/1973 | Agez42 yr5m U#: 0017349

H: 01-555-0150

1 Orchard Road, Dublin

No Alerts o
Patient: Smith. Alexander E]
Date: | 02/09/2015 Time: [13:29 M
Depmt: IDepartmenﬂ 'I
Type : IGeneraI j Site : IMasterSurgery j
HCP: | [ALL] | Duration

Ben Franklin

[] Benny Franklin
[] Bemard 0'Shea
[] ErianJones
[[] Celin Smith

m |-,|_ o

Maotes :

'H Create

When you select a department from the dropdown list, the list of Appointment Types automatically filters
to the types linked to that department
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Depm: IDepartmentI

-l

Type: IGeneraI Site : IMasterSurgery j
HCP: Follow-Up Duration : 15|
Full Exam p
Immunisation o

4. Accounts

3.1Add Charge

When charging a patient from the waiting room the Department will automatically default to the
department the patient’s original appointment was for.

Note: If the charge is being made from within the patients account the Department dropdown list defaults

to the department selected in Edit > Preferences > Departments.

Accounting - Charge @
Accounting - Charge
Smith. Alexander 06/03/1973 (42 yr 5 m)

Personal: 60.00 Family: 0.00
No Alerts oF

Department z

Charged By: IPauI Johnsaon

L«

Lo

Select Charge - IConsuItation Charge

Charge To: IPersonaI j
Date : :1_312.-1}9&1]‘15 E
Arnount - 45.00 | Additional Notes
E Make Payment
Payment Type: ICash j
Payment 45.00
Print F{eceipt Additional Notes
"g;] Save ] I'ﬂ Save & Close ] lﬂ‘ Close ]

The Select Charge dropdown list will filter to the charge Account Types linked to the selected department.
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Department IDepartmenﬂ j
ChargedBy:  |Paul Johnson -
Select Charge : ICDnsuItaTjnn Charge j

Consultation Charge h
Charge Tao: Blood Test

3.2 Add Payment

When recording a payment, you must specify which Department to allocate the payment to. The
Department must be specified manually when recording a payment as it can be associated against multiple
charges.

Depending on the department selected, the Payment types will filter to the ones associated with that
department.
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r'uD Accounting - Payment @
Accounting - Payment
Smith, Alexander 06f03/1973 (42 yr 5 m)
Personal 105.00 Family: 0.00
No Alerts =
—Payment Details
Department IDepartmentI j
HCP: IPauI Johnson j
Payment Type |Cash ~|
Payment To: IPerscnaI j
Payment Date 02/09/2015 |+
Amount: | 45,00 |
Print Receipt ] Additional Notes

Unallocated Charges
Pay | Date Description | Amount
' HE

13/08/2015 | Blood Test £15.00
|_ ] |28/08/2015 | Consultation Charge £45.00
|_ 02/09/2015 | Consultation Charge £45.00

o Make Payment ] ‘ﬂ‘ Close

5. Reports

A Departmental category in Reports is available for running reports based on departmental data.
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Standard Reports

Custom Reparts

- Name ¥ Description
Patients : i nts By Department Lists Attend,

\mmunissions | Transactions By Department

By Includi Type and Status

Lists Transactions Sy Department Including Account Type Type and Transaction Date Range

E Referrals By Department

Lists Appointments Grouped by Referral and Department

Provides Reports by Dep
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