Deposits and Pre-
Payments

i-Clarity Version 3.3.2

D -Clarity

Entering a payment against a single sale

Click to highlight the sale with the outstanding balance.

@ Miss J Simmons (6287)

Sales Transactions Summary Details of Selected Transaction - Sales ltems
Date Value To Pay Product Description Oty Ref Price
2 Vx Physio 2.0 Short 1.5 Cz easy UV 1 7689 £142.50
730-216 Vx Physio 2.0 Short 1.5 Cz easy UV 1 7689 £14250
933317 NY 85 1 7689 £85.00
Glazing Misc Glazing Charge 1

Details of Selected Transaction - Payments

Date Paid Amount

Payment Type

Total Qutstanding Balance: [ £370.00 Transfer Payments

Total Sales Value: £370.00

Tiek t to payment to, then Total Paid: £0.00

to pay from

QOutstanding Balance of This Sale: £370.00

Click the enter payment button.
oend Hecelpts by Email:

Create
New Sale

Enter
Payment

Write Off

Create
Refund

Amend
Payment

Print
Receipt

Select the payment type the being used to pay.

o Enter Payments

Manual PDQ Discourt
Amount to Pay
Visa )
M'card [ézbg Cheque Cash Amex
Delta r
NHS Fee Maes T NHS IHlamendal R o
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Using the number buttons type in the amount the patient is paying.

Show Entire
Amount to Pay: £370.00 Balance

ash Amex 1 2 3 (Minus)
spital Corporate 4 5 6
IZSh_EE}F Voucher 7 8 9 0
ther £100.00 Confirm Amount
ard
Click confirm amount

T £270.00 Confirm Amount

Clear Amount

The amount the patient is paying will be entered Payment Type Amount
into the payment confirmation box. 19090

When entering a deposit, the remaining balance
to be paid will be displayed in the field next to
the ‘Confirm Amount’ button. Total entered: £100.00

Click confirm total.
Confirm Total Cancel

The enter payment screen will close.

The deposit payment will have been entered against the sale, but the sale is still red as
the whole balance has not been paid.
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Sales Transactions Summary Details of Selected Transaction - Sales ltems

Value To Pay Product Description Qty Ref Price

£ 730-216 Vx Physio 2.0 Short 1.5 Cz easy UV 7689 £14250
730-216 Vx Physio 2.0 Short 1.5 Cz easy UV 7689 £14250
933317 NY 85
Glazing Misc Glazing Charge

PR [ P

Detalls of Selected Transaction - Payments

Payment Type Date Paid Amount
Visa M'card Delta 21/08/2020

Total Outstanding Balance: [ £270 00 Transfer Payments Total Sales Value: £370.00

packil to tran e wontiam  Total Paid: £100.00
Outstanding Balance of This Sale: £270.00

When the patient returns to pay the balance, click to highlight the sale with the
outstanding balance.

Click enter payment.

o Enter Payments The amou nt
AmounttoPay:  £270.00| S aance remaining to pay wil
be shown.
2 g:bé‘ Cheque Cash Amex 1 2 3 (Minus)
Defa " Select the payment

type being used to
Ngzigﬁe Dom Fee %I;Zr Hospital | | Corporate 4 J 8 : o th bgl
| pay the balance.

E950 || B roa0 | |Efere | rheo || Voucher 7 8 9 0 Click confirm
amount, then

Gift Sols Super Other \—HZ?0.00 Confirm Amount .

Voucher Voucher Saver Card COﬂfII’m tOta|

Clear Amount

DD/SO- | | Interest | Retumed | Online R The second

PS Free Cheque Payment .
payment will be

Payment Type Amount

recorded against
the sale, the
balance will be
Total entered: clear, and the sale
Add 10 Famil line will now be
Pa';“::"‘s' y Confirm Total Cancel .
white.
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Sales Transactions Summary Details of Selected Transaction - Sales ltems

Product Description Oty Ref Price |
WVx Physio 2.0 Short 1.5 Cz easy UV 7689 £142.50

730-216 Wx Physio 2.0 Short 1.5 Cz easy UV 7689 £14250
933317 NY 85 £85.00
Misc Glazing Charge 7689 £0.00

Date Value

To Pay

[P R T Y

Glazing

Details of Selected Transaction - Payments

Payment Type Date Paid Amount

Visa M'card Delta 21/08/2020 £100.00
Visa M'card Delta 21/08/2020 £270.00

Total Outstanding Balance: ‘ Transfer Payments Total Sales Value: £370.00
highiight transaction to transfer paymentfrom TOtal Paid: £370.00
Outstanding Balance of This Sale:
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Entering a deposit against more than one sale

On the enter payment screen the button ‘show entire balance will group together the
outstanding balance of multiple sales.

Sales Transactions Summary

To Pay

Date Value

Total Qutstanding Balance: £330 49

Tich

Show Entire

Amount to Pay: £20.49 Balance

T e

ash ‘ ‘ Amex

Amount to Pay:
| I U D D [N

Now the sales are grouped together, select the
payment type, and use the number buttons to
enter the amount the patient is leaving as a
deposit against all the transactions.

ﬂ Cash Amex 1 2 3 (Minus)
4 5 6
7 8 9 0
Other \ﬂl Confirm Amount
Card

i-Clarity will pay off the sales it can in full starting with the oldest, any remaining money
will be paid against the sale it cannot pay off in full.

A worked example of this scenario is when a patient has an eye examination fee added
to their account, followed by a dispense and then a sundry item.

Sales Transactions Summary

Sundry Item

Date Value ToPay
£20.49

£20.49

Dispense

Eye Exam Fee
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On the enter payment screen click ‘show entire balance’.

Show Entire
Amount to Pay: £20.49 Balance
Cash Amex 1 2 3 (Minus)

This will group together the outstanding balances.

Amount to Pay: £330.49

Cash Amex 1 \ 2 3 (Minus)

Select the payment type the patient is using.

Visa
M'card
DCelta

Debit

Card Cheque Cash Amex

Use the number buttons to enter the amount the patient is paying as a deposit.

1 2 3 (Minus)

4 5 E

7 8 - 0
ol

Click confirm amount, then confirm total.
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Sales Transactions Summary

Date Value ToPay

22/08/2020 £20.49 £000 W
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The eye exam will be paid in full;
the sundry item will be paid in full
and then the remaining money will
be entered as a deposit against
the dispense.



Entering a Pre-payment

You can use this method to enter a payment onto i-Clarity so the patient has a credit on
their account that can be used to pay for products in the future.

This can be useful for patients who want to build up a credit on the account to pay for
spectacles in the future. Or for practices who prefer to enter the dispense details onto i-
Clarity after the patient has left but need to take a deposit and provide a payment
receipt whilst the patient is in the practice.

Setting up your system to take pre-payments

Open the maintenance module, and navigate to the products tab.

tection Patient Sources  Price Lookup Product Grid ~ Products  Promotion) * | *

Il Admdbms Mmrmibm ik Fdit | crne

Complete the following fields with the information shown.

Product Code |F‘reF‘ag,.Tnerrt | Change

Last Updated on

Description | PrePayment |
Product Group |Other A |
Analysis Type |0ther - |
VAT Category [Fully VATable v|
Cost Price 0.00 |
Standard Price |DD[H |
Fee Type [Mone] W
Click save
Standard Price |1]||}[H
Fee Type [Mone] ~
Mew Save Delete
Copy

Close the maintenance module and click the ‘update products’ button on the main
screen.

SSHEU LY aus

Update ¢
Products
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Return to the maintenance module and navigate to the ‘Misc 2’ tab.

‘emissions  GPs Lens Criteria  Misc  Misc2 Misc3 M

Click on the ‘PLU Code Maintenance’ button.

PLU Code Maintenance

AL ] 1 i ' -
a @ PLU Code Maintenance - Home O B
A OCT
NHS Private Student
A Scan EHEW.
i Exam Exam £35 Exam £25 Analysis
: Supranett "e!P:":e Sepace® Blephasol LensPlan NHS Dom
3 es(20) eqm e 100ml Fee (1st)
8 L
Low
; Misc Acc ;‘e';g" . (Empty) | (Empty) | Vision
Contact  Cleaners/ |
Frames.. | Lenses... Lenses. . Clott (Empty) (Empty) ;
L P
_1_r Delete Whole Page Quit L
Click on an empty till button.
1 @ PLU Codes O Start typing the product ID prepayment,
¥ ]
then select the product ID from the drop
Product D] ]
- down.
Show As |[P|ease Select] | Frame _
ar Search By Desc. i @ PLU Codes d
| Existing Page | Home w O L :
LTV 3 VP - P2y ment - PrePayment -
] Rename as:
Show As |PrePa',frner|t | Frame
or
New Page O
Click ‘Select Button Colour’
Butt
1 Cdar Select Buston Colour { coor | Select a colour for the
Bﬁm;mrrr-rr button and click ok.
- | AmEne- el B 0 |
au EEEEEEEN .
| Colour Use Defauit Colour sxmmmmmm  |henclick Save Changes.
) /AN EEN |
IO TN
Cancel Changes Delete tem Save Changes | @reamar e
| oo rr
— — o o o
| Define Custom Colors >>
Cancel
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Entering a pre-payment on a patient account

Click ‘Create New’ sale.

Create Sale Home
NHS Private = Student Cf;'“zd gcgl EHEW
Exam Exam £35 Exam £25 . Analysis

Supranett ”eF',‘i'L‘:;’ © Blephacla  Blephasol LensPlan NHS Dom

es(20)  Hep e 100m| Fee (1st)
Low
Misc Acc R',*""S.r Vision
Soa Assess
Contact | Cleaners/
Frames.. @ Lenses.. Lenses. . Cloths

Click on the pre-payment button.

Staff Member: ‘Charlie Gibson v|

|PrePayment |
Enter
Eenls 1 2 3 Enter
Get
Frame or 4 ] 6
Sunspec
Search By
| Description 7 8 9 0
Description: | PrePayment
uantity:
Q y Amend Qty
List Price: | £0_00| Total: ‘ £0_00|
Adjustment Reason: [
Line Total: £0.00
Add to Sale - Add to Sale
Home

This will enter the details of the prepayment
product down the right-hand side of the create
new sale screen.

Leave the prepayment sale price as zero.
Click ‘Add to Sale’.
Click ‘Confirm Sale’.

On the enter payment screen, select the payment method the patient is using to pay.

O Enter Payments

Amount to Pay

Manual PDG Discount
Visa )
M'card E:ztricljt Cheque Cash
Delta

Amex
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Use the number buttons to enter the amount the patient is paying.

Show Entire
Amount to Pay: £0.00 Balance

ash Amex 1 2 3 (Minus)
spital |~ Corporate 4 5 6
her F
5 60 Voucher 7 8 9 0
her £50.00 Confirm Amount
ard

Click confirm amount.

When the system prompts you about entering an overpayment, click ‘yes’.

) | I I Il
Overpayment =
Cit
| Are you sure you want to enter an overpayment? .
(
e ][ w | [
_'| r .l | vt Teamn Aw

Payment Type Amount

Total entered:

£50.00

Confirm Total Cancel

Click ‘Confirm Total’.
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This creates a sale line in the summary that will be highlighted green because the
patient is owed money.

Once you have entered a sale you can use the transfer payment feature to move the
money from the pre-payment to the new sale.

Sales Transactions Summary

Date Walue To Pay
22{08/2020 £24500 £24500 W

22008/2020 | €000 £5000 (]

Tick the box next to the sale you would like to move the money to, and then click to
highlight the pre-payment line.

Date Value ToPay

22/08/2020 £24500 £24500 [~
22/08/2020 £0.00 £-50.00 W

Click the ‘transfer payments’ button.

Transfer Payments Total

Tick transaction to transfer payment to, then
highlight transaction to transfer payment from

Click Transfer.

Transfer Payrment

) Transferwhole amount

(® Transferthis amount

| Transfer | = Cancel |
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»

The balance on the dispense has been
Date Value ToPay reduced and the prepayment line now

22/08/2020 £24500 £195.00 [ shows zero overpayment.
22/08/2020 £0.00 £0.00 W
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