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Before You Start  

Welcome to Synapps, Australia’s first comprehensive medical billing app, which will 

transform the way you manage your medical billing. 

Inpatients & Outpatients 

 It is very important to spend a moment explaining the difference between inpatients and 

outpatients in Australia’s healthcare system, because they are vastly different in terms of funding 

arrangements, processing methods and amounts payable. 

There are only two categories of patients for medical billing purposes in Australia, these are 

inpatients and outpatients. 

 An inpatient is any patient admitted to a registered healthcare facility (RHF) in Australia. This 

may also include day stay patients, on the condition that they are admitted to an RHF. Under the 

Medicare system, inpatients attract a rebate of 75% of the scheduled fee, and privately insured patients 

may have additional cover available depending on their health fund. 

 An outpatient is any patient who is not admitted to an RHF. Outpatient services attract a 

Medicare rebate of 85% of the scheduled fee, and are not covered by the Health Fund schemes. 

In the hospital context, this threshold issue of admission status is not always immediately 

apparent. A patient may spend 24 hours in the emergency department (ED) and remain an outpatient 

throughout that period. Another patient who also spends 24 hours in the ED, may be an admitted 

inpatient who is waiting for a bed on the ward to become available. Therefore, the physical location 

of the patient is not the determining factor, but rather, whether a formal decision to admit has been 

made and whether administrative formalities have been completed. Admission status is usually 

evidenced by the patient being issued a hospital identification number (UR or MRN), as well as wrist 

and ankle bands. 

Importantly, it is unlawful for ED patients in public hospitals to have private fees raised against 

them before a formal decision to admit has been made. Once such a decision has been made, private 

fees can be raised from that point forward but not retrospectively. 

 
It is vitally important that you do not mix inpatients and outpatients when sending your claims using the app. The 
app helps you with this by asking you to create either an inpatient list or an outpatient list. 
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Synchronisation 

 As of version 2.0, Synapps includes a feature which synchronises your data between different 

devices. This includes all patients, referring doctors, sent consultations and settings, and will work 

between any number of devices, whether on Android or iOS. 

  

Synapse Server 

Synapps 

Synapps 

Synapps 
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Getting Started 

 Before you start using the app, there are a few basic settings that you will need to configure in 

order for it to work at its best for you. All of these settings are linked to your account, and so will 

synchronise across all of your devices. These settings can be adjusted or modified at any time in the 

“Settings” tab of your app. 

Settings Tab 

 The “Settings” tab holds all of the settings that you will need to configure Synapps. These 

settings can be changed at any time and will affect the way the app runs and operates. It is very 

important to ensure that your settings are configured correctly in order to avoid claiming errors or 

issues. 

Specialty 

 The specialty setting allows you to choose one or more fields in which you specialise. Choosing 

your specialties will allow the app to provide a customised experience, such as a unique interface for 

billing for Anaesthetists, or the lack of a referral for a GP’s billing. 

Locations 

 Synapps allows you to setup and maintain a list of hospitals and clinics where you practice. 

These locations are fundamental to the operation of the app, and are required and used for sending 

your claims, and also with our Appointmaid system. Locations will be continuously referred to 

throughout the app by the “Abbreviation” that you set up when creating or editing a location. 

 To add a new location, simply click on the “+” button in the top right hand corner, choose 

whether it is an inpatient or outpatient location, and fill out the required fields. If you are unable to 

find a hospital in the list, please contact Synapps Support on 1300 510 114 or 

app@synapsemedical.com.au  

Referring Doctors 

 Synapps will also maintain a comprehensive list of all of the doctors who have referred patients 

to you. You will be able to search, edit and remove doctors straight from your app, and you can create 

and edit these details straight from the patient screen, so you won’t need to come to settings every 

time. 

mailto:app@synapsemedical.com.au
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 To add a new referring doctor, simply click the “+” button in the top right hand corner and 

provide the requested information. The required fields are: 

 Given Names 

 Last Name 

 Provider Number OR Practice Location 

 
While the referring doctor’s provider number is required to bill, Synapse is able to locate and update 

provider numbers for you at no additional cost. In order to do this, we require that you inform us of a suburb 

where the doctor is practicing in order to help us locate the correct provider number. 

Please note that this may cause minor delays in the processing of your claims 

 

Display Options 

 The display options are a simple filter in order to keep your app showing you only up to date 

and relevant information. These options enable a filter which allows you to hide both sent 

consultations and patients that have had no activity for a longer period of time. The standard options 

are: 

 “One”  One Month 

 “Three”  Three Months 

 “All”   Disable Filter 

These settings can be updated any time. 

Billing Settings 

 The “Billing” section of the settings tab provides multiple options on how you would like 

Synapps to function when processing claims. All of these options are set as defaults, and can be 

changed any time, and on a case by case basis. The following settings can be configured under “Billing 

Settings” 

 Inpatient Billing Type  Sets the default billing type for all inpatient claims 

 Outpatient Billing Type Sets the default billing type for all outpatient claims 

 Item Numbers   Search and set your favourite MBS item numbers 

 List Type    Sets the default billing to Inpatients, Outpatients or Ask                                            

 Location   Sets the default location from where you will provide services 
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 Date of Service   Sets default DOS to either today, or ask per list 

 Bulk Bill   Activates the Medicare Bulk Bill function 

Patients Tab 

 The “Patients” tab is a central place for viewing and managing all of the patients you have 

seen or billed. There are a few different options here of what you are able to do. 

View All Patients 

 The “View All Patients” screen will provide you with a list of all patients who you have seen 

or billed. Here, you will be able to search for a patient, view and edit their details, and even get a full 

billing history for the patient. You are also able to create a new patient by clicking the “+” button in 

the top right hand corner. This will be further detailed in the “Sending Your First Claim” section of 

this user guide. 

 
Please note that if you have set up a filter under “Display Options” in the “Settings” tab, you will only see 

patients that have been created or billed in the last 1-3 months. 

 

Location based Patients 

 The “Patients” tab will also include a menu for each location that you have set up in your app. 

These will be identified by the abbreviation that you chose when creating the location. In each of these 

screens, you will be able to bill or also “Discharge” or “Move” your patients from that location. 

Billing Tab 

 The “Billing” tab is a central place for viewing and sending your billings through the app. You 

will be able to create a new consultation list, in addition to viewing all previous consult lists that you 

have sent. Just like the “View All Patients” screen, the number of consultation lists that you are able 

to see will depend on the filter that you set up in the settings tab under “Display Options”. 

Clinic Tab 

 If you are a user of our “Appointmaid” service, you will also see that you have an additional 

tab called “Clinics”. This tab will show you your recent and upcoming patients that we have booked 

in for you. From here, you will be able to bill a patient straight away, with all the patients’ details and 

the date of service already entered. It is just like marking a role!  
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Sending Your First Claim 

Setting Up a Consultation List 

 Synapps includes many ways to create a new consultation list, but the simplest of these is to 

open the “Billing” tab and to click on “New Consultation List”. This will begin the process of creating 

a new Consultation List, where you will be able to select between “Inpatients” and “Outpatients”, and 

then choose the location where the service was completed. If you have set up a “Default List Type” 

and a “Default Location” in the “Settings” tab, you will find that this screen will already be populated 

with the patient type and location you selected, and you simply have to click the “Create” button in 

the top right to continue, otherwise you will need to manually select the patient type and location for 

each list. 

 Once you have created your consultation list, you will notice that you are automatically taken 

to the billing list and you will be ready to start adding claims. You will find that you are able to create 

and have multiple consultation lists in the app at any one time, but you will not be able to create 

duplicates (I.E. you will be unable to create an inpatient list at St. Vincent’s if there is already one 

created in your app). 

From the “Billing List” screen, you will see that you have two buttons in the top right. The 

send button will begin the process of transmitting this list to Synapse, but first, we want to add some 

claims. To add a claim, select the “+” in the top right to bring up the select patient screen. The “Select 

Patient” screen allows you to choose one or more of the patients within the app and bill them for the 

same date of service and item number. This can speed up your billing process significantly if you are 

doing a ward round. It will also prompt you with any new patients that have not yet been billed, as 

well as providing a list of patients that have been recently billed at this location. 

Creating Your First Patient 

 In order to bill a patient, the app first needs to gather some information about the patient such 

as their demographics and health fund details. In order to create a new patient, select the “New” 

button near the top of the screen. When creating a patient, you will be prompted to enter the first 

name and surname of the patient. You will then be prompted to take a photo of the patient’s 

BRADMA label which will contain the patient’s date of birth, address, Medicare number, and health 

insurance details. If you do not have a copy of the BRADMA label, you can also swipe right on the 

blank photo to bring up the manual entry fields to enter all of the required information. 
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 Once you have taken a photo or entered the information, you will reach the referral field, 

where you can select or create a new referring doctor and choose the date of referral. You also have 

the option of choosing the referral type from: 

 SPECIALIST – 3 Month Referral 

 GP – 12 Month Referral 

 GP – Indefinite Referral 

This feature will allow the app to track whether a patient’s referral is still valid, or if it has expired, and 

can prompt you to update the referral if required. 

If the patient is insured by Workers Compensation or Third Party insurers, you will also need to fill 

out the fields “WC/TP Insurer” and “Claim Number”. The remaining fields below the WC/TP details 

are not mandatory, and are not viewed by Synapse, they are for your convenience only. 

 Once you have entered the patient and referral details, you can click “Save” in the top right 

hand corner to save the patient, and you will have successfully created your first patient. 

Creating a Claim 

 Once the patient has been created, you will be taken back to the “Select Patients” screen, and 

you will see your newly created patient with a tick next to their name to indicate that they are selected 

for billing. We are now ready to create a bill for this patient by clicking “Bill” in the top right hand 

corner to begin the billing process in the app. 

 Once the billing screen appears, you will see that you are able to select the date of service, and 

you will be prompted to select an item number from your pre-set item collection. You will also be 

able to add an item number directly, or to search through the entire MBS for the item number you 

seek. Synapps also contains the full MBS, so wherever you find an item number throughout the app, 

you can always click the small “info” button to see the description of the item and the Medicare rebates 

available. Once you have selected your date of service and have one or more item numbers selected, 

you can click “Save” in the top right hand corner and you will be returned to the main billing list 

screen where you will see your claim, with the patient’s name, date of service and item numbers. 

 This step can be repeated as many times as you wish, but just make sure that all of the patients 

and services that you enter have all taken place at the same location and are all inpatients or all 

outpatients, not a mixture of both. 
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Editing Details for a Claim 

 Once you have reached this point, you will be ready to send the consultation list, but first, you 

may want to edit some of the details that you have entered. If you click on the claim that you have 

just created, you will be presented with the “Edit Claim” screen, where you can edit and change the 

item numbers, date of service and billing type for this claim. Most importantly, you are able to enter 

some notes about the claim, which will appear right alongside your claim when Synapse is processing 

your billing. In the notes field, you can provide any instructions or additional information that is 

required for your billing to be successfully processed. A perfect example might be if you want to 

charge an out-of-pocket amount to one of your patients or give specific details about where to send 

the claim. EG: you might leave a note for Synapse saying: “pls charge OOP of $50 and send to 

grandma at 10 smith st Smithfield” 

 Once you have made all the changes you need and are ready to continue, you can click on the 

“Save” button in the top right corner to save the claim and continue billing. 

Sending Your List 

 Once you have all of the claims that you wish to send through ready, sending the list to Synapse 

is as simple as clicking the “Send” button in the top right. Once you click send, you will be prompted 

to pause for a moment and confirm the details of the claims you are sending through, including your 

name, whether it is an inpatient or outpatient list, as well as the location, dates of service and billing 

types.  
 

 

Once you have checked and verified this information as correct, you can click “Confirm” and 

the app will then run a synchronisation and begin to transmit the list to Synapse. Once this process is 

completed, you will receive a notification, and the app will move the current list into the “Sent 

Consultation Lists” menu for you to review any time. 

 If the app detects errors in the list, you will be prompted to correct them, or to enter some 

additional information and then you will be able to try sending it again.  

 
Please take a moment to pause and do a final check of your list before sending it to Synapse. The app will 

prompt you to do this. At this point, it is not too late to go back and make changes, but once the claims 

have been sent it is harder to make corrections and prevent inadvertent claiming errors. 
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Anaesthetic Billing 

Choosing Your Item Numbers 

 Synapps v2 has a special and unique interface for billing for anaesthetists. Rather than trying 

to keep track of hundreds of different item numbers for your time items and initiation items, Synapps 

will help you to remember which item is which. As an anaesthetist, you will still be able to choose 

your pre-set items as well as add or search items as needed, but you will also be provided with the 

following options to select from. 

 Consultation Item – you will only be able to choose a single consultation item 

 Initiation Items – you will be able to choose more than one initiation item, but only the highest 

paying item will be paid 

 Time Item – you will be able to enter the start and end time of the anaesthetic and the app 

will automatically calculate the appropriate item number 

 Modifier Items – you will be able to choose multiple modifier items as needed 

Synapps will also show you the total number of units you are claiming, and will dynamically update as 

you add or change item numbers. 
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Surgical Assistant Billing 

 For surgical assistant claiming the workflow is very similar to standard surgical billing except 

that you are required to notify Synapse of the details of the surgeon in the referring doctor data field 

when creating a patient. 

 In order to enable surgical assistant claiming in the app, you must ensure that “Surgical 

Assistant” is selected as one of your specialties. If you have other specialties, you will need to enable 

“Surgical Assist” each time you create a claim. If it is your only specialty, then it will be enabled by 

default. 

 
It is very important to ensure that you notify Synapse when you are claiming as the surgical 

assistant instead of the surgeon. You will be assumed to be the primary surgeon unless otherwise 

specified by enabling the “Surgical Assist” switch 

 

Choosing Your Item Numbers 

 While surgical assisting depends largely on only a few MBS items, the rebates available for 

these items is completely dependant on the surgical procedures performed on the patient. As a result, 

Synapps will only prompt you to enter the surgical item numbers and not the assistant item numbers. 

When we receive your billings Synapse will determine the appropriate assistant item number and 

rebates based on the selected surgical item numbers. 
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Telehealth Billing 

Choosing Your Item Numbers 

 Telehealth is a relatively new area of health, and the billing can be quite complicated. Synapps 

greatly reduces this complication by storing, updating and maintaining the full list of Telehealth item 

numbers and services. Telehealth is only available in the app when you have created an outpatient list. 

To send a Telehealth claim, simply start an outpatient list and enable the “Telehealth” switch 

before choosing your item numbers. You will see that the app will automatically select the 

corresponding Telehealth item and you can continue to process the claim as normal. 


