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This document describes how to process Capitation files for a practice.  Processes may differ for individual practices depending on whether they belong to a PHO or are their own PHO.  PHOs will also differ in which files they return to the practice.

If you have any problems with processing the files, please call the Intrahealth Helpdesk on 0508 300 900 or (09) 480 7442.

A.  PREPARE CBF REGISTER (AGE SEX REGISTER EXTRACT)

	Step
	Action

	1

2
	Go to Practice Menu / Control Centre on the menu bar.

The Control Centre will open.

Select Financial segment / CBF Messages
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	3
	Click on the “Run CBF Export” icon.

A message box appears.
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	4
	Click the Yes button to create the CBF register (Age Sex Register).
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	A Report will display on screen highlighting any anomalies it may have found in the Age Sex Register.

· At this stage, you can select a patient in the report and correct details in the patient’s record.  Then rerun the Extract.  Don’t forget to delete the first Extract from your specified outgoing Healthlink path.  E.g. C:\HLINK\FF_OUT\PHO

· Click on the Save button at the bottom of the report to save the list for future reference.



	
	Details of the newly created CBF Register will be recorded awaiting acknowledgement files.
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	The export file (HL7 format) is now placed in the HLINK folder specified under Capitation setup for transmitting to your PHO (or Healthpac).



	
	· NOTE:   This process generates an HL7 file.  If your PHO requires you to generate a “DLAS.txt” instead then go to Practice Menu / Import and Export / General and generate an “ASR for Insync” extract.


B.  PROCESSING ACKNOWLEDGEMENT FILES

Depending on your PHO, you will receive at least one of the three listed files from either your PHO or Healthpac.  If the files are transferred through Healthlink, the Administrator will receive a system email informing them that the files have arrived and are ready for processing.

.ack
acknowledgement file that the CBF Register has been received

.err
an error report which lists basic errors that have been detected at ‘line’ level.  E.g.  Last patient contact not within 3 years.

.reg
validation file which lists funded and non-funded patients.

	Step
	Action

	1

2
	Go to Practice Menu / Control Centre on the menu bar.

The Control Centre will open.

Select Financial segment / CBF Messages



	3
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  Click on the import icon to import the acknowledgement files.
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	As the individual files are imported, the relevant CBF Register line is updated in the left panel.


i)  Processing Acknowledgement Accept File

	Step
	Action

	1
	Select the relevant CBF Register on the left panel.



	2
	Highlight the Acknowledgement accept line on the right panel.

The Description panel at the bottom of the screen shows details about the file and whether the Register has been accepted or not.
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ii)  Processing Acknowledgement Error File

	Step
	Action

	1
	Select the relevant CBF Register on the left panel.



	2
	Highlight the Acknowledgement error line on the right panel.

The panel at the bottom of the screen contains details of the file.

· Click on the Description tab to see details about the file.

· Click on the Patient/Provider Errors tab to see specific error details.

This tab can be grouped by:


Error – listing the error and all the patients affected

Or Patient (PPPU) – listing the patient and the errors for that patient
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	· You can use this list to quickly access the patient’s record to make changes.  To change a patient’s details, right click on patient name and click Alter Patient.




iii)  Processing Acknowledgement Validation File

	Step
	Action

	1
	Select the relevant CBF Register on the left panel.



	2
	Highlight the Acknowledgement validation line on the right panel.

The panel at the bottom of the screen contains details of the file.

· Click on the Description tab to see details about the file.

· Click on the Patient Messages tab to see specific error details.

This tab can be grouped by:


Message – listing the message and all the patients affected

Or Patient – listing the patient and the relevant message for that patient
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iv)  Using the Acknowledgement Validation File To Update Patient Records

	· Before proceeding we strongly recommend that you make a backup of the Profile database.


	Step
	Action

	1
	The validation file may include patient data that is missing or needs updating in the patient records.

To update your patient records click on the [image: image10.bmp] icon to set up rules for Assessment processing.

The Validation Acknowledgement Matching Rules window appears.
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	2
	Select the field name you wish to update and click in the field under Matching rule column and select the required option from the drop down box.  

· Click on the Matching Rule field and press either the “D“ or “U” key to select quickly.



	3
	Click the Save button.

This is now set up as a template for every time you wish to update.  

To make changes to the settings click on the icon and change rules accordingly.



	
	· You can use this feature to update patient records from your PHO monthly updates to tidy up your database and choose not to update Capitation status. 


v)  Updating Patient Records

	Step
	Action

	1
	Click on the Process CBF Validation File icon [image: image12.bmp] to apply changes.

The Process Validation Acknowledgement window opens.
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	This window calculates the number of patients affected and the relevant % of your patient records.

· Use this stage to review potential anomalies with the received file.



	2
	Click on the Update button.

A message box appears prompting for a backup of the database to be made.



	
	[image: image14.png]P ) This process updates alarge amount of data and cannot be undone. You should make a back up before continuing.

D0 you wish to continue?
Vs o Cancel






	3
	Click the Yes button to proceed with update.

A CBF Validation Update Confirmation box appears.
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	If you wish to have only those patients listed in the validation file with capitation status, tick the “Close capitation for any patient not found in the assessment”.

The Valid From and To fields will default to the next quarter.

	4


	Click the Yes button to proceed with update.

A Final Confirmation box appears.
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	5
	Tick the “Confirm backup is made” box to proceed and click on the Yes button.

Profile will begin updating patient records.

	
	When the update has completed, a final message box will display the numbers of records and patients updated.
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vi)  Expiring All Patients Capitation Plan Status

· Before proceeding we strongly recommend that you make a backup of the Profile database as you will be making irreversible changes to your Age Sex Register.

	
	You may reach a point where your Age Sex Register has been modified many times and you are unsure as to the validity of patients’ capitation plans.  You can choose to expire all patients’ capitation plan status to nil, and start afresh by importing the new validation file.



	Step
	Action

	1
	Click on the [image: image18.bmp] icon to ensure that no patients are capitated.

A message box appears.
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	2
	Select the current period dates you wish for it to apply to e.g. the next Capitation quarter.

	3
	Click Yes button to process.
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