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PMP Support
416-860-7199 / 1-800-561-7361

Support Line

E-mail support@chiropractic.on.ca
Fax 416-860-0857
Address 20 Victoria St, Suite 200
Toronto, Ontario
M5C 2N8
Website www.chiropractic.on.ca

Each PMP CD includes a full program, the latest update, and a network version of the PMP. Also included are a
copy of this Manual, the OCF Handbook and PMP tutorials. We have included newsletters, training information,
various programs and many other pieces of information that you may find helpful. Keep your CD in a safe place
at the office — replacements are $25.

Open PMP by clicking the PMP SQL icon on the desktop. The SQL Launch screen will appear. Click the
Start PMPw SQL in [#] seconds button before the countdown if you wish. The Stop button is for network

use and allows for troubleshooting

5 PMPw 5L launch utility ¥2.0.0.0 x|

This Computer

IP iddress 1 10.10.10.1863
Computer Name : LAURENZ

User Name : ljemes

Trying to connect to the SQL server...

Successfully connected to Firebird Server! You may start PMPw3

Stop Start PMPw SQL in 4 seconds |
| -| A PMPW Login Form will appear requiring a Login Id and
Password. This screen is controlled by Security and should be
setup so that each user enters with their personal ID and password. Setup instructions can be found on page 89.

If security has not been setup on your PMP type ‘RS’ into the Login Id field. Click into the Password field or
press the Tab key. Type ‘RS’. The password will appear as asterisks. Click OK or press Enter.

it PMPW Login Form x|

Login |d I

Password I

Ok, I Cancel |



mailto:support@chiropractic.on.ca

PATIENT MANAGEMENT PROGRAM

Main Screen Appointment Book

All patient activity can be done from the appointment book. Our easy to use appointment book allows you to
add a new patient, make single or multiple appointments, and add, update and change patient information.

The Patient Management Program will accommodate up to 27 practitioners. You may wish to list your
practitioners in a specific order or it may be that not all practitioners are in the office everyday. The features
Appointment Book and Appointment Book Sets will allow you to customize the appearance of your PMP.

7 Appointment Book : Tuesday 20 October 2009 { Today is Tuesday 20 October 2009 ) (o]
File | Patient Reports Manitoba Setup  Utilities  Help 9
Laurel Hardy, RMT | 3. Dr. Benjamin Pierce |4. Albert Schweizer, RMT | 5. Charl 4 | »
Exam @
8:50
9:00am
9:10
9:20 @ P, Wayne Johnston | Alfred Austin | Brenda Elaine Kelly |
9:30
9:40 | Christian Eric Clement | ]
9:50 6
10:00am [ Logan Ebsen [ Elisabeth MacKlin “ Brenda Lloyd ]
10:10
10: 20
10: 30 [ Susanne Catheri Sedgwfc]
10:40 Dr.CW Maxwell Wilson
10:50 Dr.CW [ Mary Lou Robinson
11:00am
11:10 Eoyd March
11:20 ‘
Sun Mon\7Jue Wed Thu Fri Sat €~ p|l - I3U-10-3009 '|ﬂ{§ TOQaY| Activity Date
‘No Duty Doctor is assigned )Activity Date: 20-0ct-2009 |16 records today | DefaLlt |Main Clinic

( 1 l Title Bar

The title bar lists current information. The date on the left is the date of the appointment book
displayed. The date in brackets is today’s date. This information comes from your computer.

Pull Down Menus

Access the program through easy to use menus. Menu items with an arrow ‘ » “ have a secondary
menu.

[ ) Practitioner Tabs
Each practitioner has their own tab. Move through practitioner tabs by clicking onto their name on
the tab or type the corresponding underlined number to view the appointment book for that
practitioner.
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Named Columns

Practitioners can create, assign, and share columns. Sharing columns will allow other practitioners
to see when rooms are in use and eliminates overbooking.

Time Slots

Time slots are defaulted to 15 minute increments and the colour coding signifies valid appointment
slots as set up in Doctor Hours. Time intervals of 5, 10, and 20 minutes are available and this option
is chosen in Doctor Defaults. The number of columns is customizable by practitioner to represent
the number of appointments the practitioner can book in each time interval.

Hidden Appointments

Time slots with a red underline indicate an invalid appointment. Clicking on the timeslot will provide
details about the hidden appointment.

Days of the Week

Clicking on one of these buttons will cause PMP to change the Appointment Book to that day. The
button will stay indented to show you the day of the week. These buttons are related to the week
you are viewing on the appointment book.

1% Appointment Book : Tuesday 20 October 2009 { Today is Tuesday 20 October 2009 ) =lEx]
(Flle | Patient Reports Manitoba Setup Lkiitiss Help
(TP |2. Laurel Hardy, RMT | 3. Dr. Benjamin Pierce |4. Albert Schweizer, RMT |5. Charl 4| ¥ |
Exam ]
8:
9:00am
5ig
9: _P. Wayne Johnston [ Alfred Austin "Erenda Elaine Kelly ]
5ig @
5ig Christian Eric Clement | @ ]
oF
10:00am | logan Ebsen [ Elisabeth MacKlin " Brenda Lloyd ]
10:10
10:20
10:30 [ Susanne Catheri Sedgwfc]
10:40 DICW  ({0) | Maxwell Wilson
10:50 Dr.CW [ Mary Lou Robinson
11:00am
11:10 Eoyd March
11:20 ‘
Sun Mon Tue Wed Thu Fri Sat 4 ) D 1 = |20-10-2009" ~ ﬂ% Today| Activity Date
‘No Duty Doctor is assigned }Aotmty Date: 20-0ct-2009 |16 recards today r@efau\t |Mam Clinic

8] Vertical Appointments

©

Appointments can be booked either vertically or horizontally. Named columns book vertical
appointments only.

Horizontal Appointments

A horizontal appointment will book to the right and may or may not scroll to additional timeslots
depending upon your doctor default settings.
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Shared Room Appointments

Named columns can be shared by practitioners. This allows practitioners using the same treatment
rooms to check for availability and easily see when the room is in use by another practitioner.

The patient name is visible on the appointment book of the treating practitioner. Other practitioners
sharing the room will see a visual reference that the room is booked. This is indicted by the grey
shaded area where you see Dr.CW on the screen shot.

Suns
The four suns correspond with:

= Morning - 9 AM or your first appointment.
* Midday -11 AM
= Afternoon - 2PM
= Evening - 5PM.

Clicking on any of the Suns will change the time to that part of the day.

The ‘Blinking’ Light

Colours are used to indicate overall appointment status of all patients for all practitioners.
= Green means that there are no late appointments.

= Yellow means at least one appointment is five minutes late.

= Blinking Red means that at least one appointment is 15 minutes late

Click on the light to manage late appointments or to turn the Blinking Light off.

Current Date / Appointment Book Date Selector

This shows the date that the Appointment Book is displaying. Click on the down arrow to select
another date. Click onto the back or forward arrow once for every month you wish to move
backward or forward. You can also click onto the month or year to produce a list of months or years.
Click onto the day on the calendar to select that day for viewing on the screen.

Plus and Minus Buttons
Each click moves the date of the Appointment Book forward or backward by one week.

Post It Note

The Post It Note, once set up, will allow you to communicate with other staff members or leave
yourself reminders. You can also set it up so that today’s note appears when PMP is opened if a
note has been created. This is set up in Setup, Computer Defaults.

0 Note: Notes are only visible when they have been created in the Setup menu.

Today Button
Clicking the Today button will bring the Appointment book back to today's date.
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Arrow Keys on the Keyboard

The arrow keys will move the cell pointer in the direction of the arrows. Holding an arrow key will cause the
Appointment Book to scroll in that direction.

Page Up, Page Down on the Keyboard

These keys will cause the time to advance three hours forward or backward. It will not allow you to travel
beyond the doctor's hours.

Wheel / Scroll Mouse
If you have a wheel mouse you can use the wheel to scroll up or down.

The following keys affect the appointment within the cell pointer:

C will mark an appointment Confirmed

A will mark an appointment Arrived

M will mark an appointment Missed

P will mark an appointment Postponed

F10 will process activity for the selected appointment

The following keys are not dependent on a specific appointment:

F will start the function search for a patient by First name
L will start the function search for a patient by Last name
N will start the function search for a patient by Number

1, 2,3,etc  will move through the different tabs on the Appointment Book

F1 Help

F2 Add an Appointment See page 22
F3 Show our Day See page 24
F4 Daily Summary Sheet for the displayed Doctor and Date See page 73
F5 Show my Week See page 25

F6 Edit Patient Information See page 47

F7 Screen Saver will be activated if set up in the Control Panel

F8 Login Form See page 90
F9 Write Off from within Patient Activity See page 44
F10 Process Activity for the selected Appointment See page 32
F11 Default Activity from within Patient Activity See page 50

F12 Process Activity by selecting a patient See page 35

Right Click Menu
Right clicking the mouse on the appointment book brings up a menu with common functions.
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Letterhead is created by each office or practitioner to be printed at the top of statements. It should show
your clinic and practitioner names as well as practitioner registration numbers. Address, telephone and fax
numbers, Email and website address should also be detailed.

Click the File menu, WordProcessor. Change the justification to centre using the centre justification icon.

= | Type the Clinic or Doctor’'s Name on the top line, Address, City, Postal Code, Phone, and Fax
numbers on subsequent lines. See example below.

Dr. DD Palmer
Spinal Health Clinic
5160 Explorer Drive, Suite 30,
Winnipeg MB R2W 4T7
Phone: 204 629-8211 Fax: 204 629-8214
spinalhelath@chiropractic.on.ca

When the letterhead is complete click the File menu, Save As. Double click the Template folder. Click into
the Filename: field and type the word Letterhead with the Doctor’s initials, ie. LetterheadDD. Click Save.
Your letterhead is now saved in the template directory. You may create as many letterheads as you choose.
Letterheads must be named Letterhead[something].

Choose your letterhead as the Default Letterhead in Doctor Defaults. Click the Setup menu, Doctor
Defaults. Choose a practitioner and click Edit this Doctor’s Defaults. Click Select a File to use to the
right of Default Letterhead. Click the appropriate letterhead and click Open. Click Accept. The chosen
letterhead will automatically be selected for this practitioner when printing statements.

v" Hint:  If the letterhead you created is not available, check the WordProcessor to be sure it was
saved as letterhead[something] in the Template folder.

The following items are found under the Setup menu.

PP Clinic Defaults.

Cinic Name: [Spinal Heaith Clinic
The Clinic Default screen contains the name of your Frens¥ [pos w5 6211
clinic or office and complete address. The default S 25 oo e
city and area code will populate new patient files S o=y
reducing the amount of input required.

Province/State: |m g

Postal/Zip Code: |n45 1Wa

= Partnership is for legal business partnerships

only. In most cases you should not have a Default Ciy [winpss B
checkmark. If in doubt contact the support line. Detaitacacodsfpos
= Use Login is required for security in PMP. Pariership: - MED(E O Uss New Appt Bodng. 2
- TO'[a| PaymentS On Statements groups ‘Word Pad Merge Fopup Help: 7 Total Payments on Statements: & Stop Reports from auto closing p%
. Mailing Labels Top Margin m shaw Unit buttons on editing Appointments =
together payments on statements even when it A
is distributed to multiple practitioners in the A A
A CB © Black & White & Colour

patient record.
= Stop Reports from auto closing will allow S

report choice to remain open to allow for multi- I P2 Adaan Appoinment

practitioner printing of reports.. ¥ Fetent Acky

Ciinic Dernographics oK | Cancel |

10

Default "From" date on Statements [o

MH User Number (6555

Popup comments fa pop automatically on
= Edit Appointment Information; Arrved
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Show Unit buttons on editing Appointments will allow vertical and horizontal unit buttons to appear
saving time when scheduling appointments.

Show Initials on Horizontal Appointments will allow patient initials to populate all cells for multiple
unit appointments so that it is more noticeable that an appointment is scheduled into a time slot.
Default “From” date on Statements will start printed statements from the date selected.

Popup comments to pop automatically on indicate where pop ups are designed to appear. Patient
pop ups are information boxes that appear on a patient file where and when you choose, stating
information you have input and may require about this patient or appointment. Patient pop ups are

created in Patient Information on the Pop Ups tab. Locations where pop ups designed to appear are
chosen here.

Fopup comments to pop automatically on
[V Edit Appointment Information; Amived
[~ Make an Appaointment in this time: shot
[~ F2Add an Appointment

[V Patignt Activity

Choose which actions will cause pop ups to appear by check marking
items.

Edit Appointment Information

Patient Name

Edit Appointment Information. This screen appears after you click
on a booked appointment on the appointment book.

Lauren James

Type of Appointment Location
|E><am =l IMam Clinic |
Comment Status
= & Unconfirmed
Date / Time < Confirmed
11-Movw-2009, 06:15 Al  Arrived
" Done
1l2(3laf5(6] cr d
1 P
1| Units ;ﬁ- ; g
2 3 Horizontal Lol
3 " © Cancelled
i & Vertical
=] Copy Appt.
6
Ca— b )] iy 10

Patient sees Dr. Palmer only v [Status [App. Tupe

K Unconfirmed Exam

Edit Pop Ups |

Arrived. The popup will also appear when you arrive a patient on

| Press 'F10' for Activity or 6’ for Patient Info

the Appointment Book using the hotkey of A.
hlary Brown
Danlel David Palmer, DC #4444
Pat No.
'ni i‘tppu\nlmanl Status
T —  Confirmed
Last Name © Arrived
Make an Appointment in this Time Slot. This screen is available — A
when clicking onto an empty time slot from the appointment book [T+ 2008 5345 30 ﬁ Ui
Location 2 yisf‘ﬂurlzunul
screen. poncne Ty
[Pop | %
Patient sees Dr. Palmer only = £
- .& Add Mew Patient

: s
Conmman  Unconfirmed i
= frif;::l‘:c’:]“ 12
F2 Add an Appointment. Whenever accessing the F2 Add an = e e | 1 oisislsle

Appointment grid.

11

wrecraranenr oy
Lostrame | naumber

Erstrame | atner |

Finished |

Patient sees Dr. Palmer only

Edit Pop Ups

4:00pm

0 10 20 30 10 5

Last
i

410

S e

[ grest Avstin

[ Prilist T Print Calender

Add srathar Apportmses Finish




PATIENT MANAGEMENT PROGRAM

= Patient Activity. Before processing activity.

The Doctor Defaults screen allows you to personalize
the PMP for each Practitioner. Click into each box to

add or edit information. Some fields cannot be edited
due to security.

The edit doctor default allows you to choose the
doctor's name on the appointment book tab and
whether the AR totals appear on the Summary Sheets.
Determine whether you would like the birthday song to
play and choose the default appointment type for each
practitioner.

Appointments that exceed the time slot offers
options as to how to display the appointments within
the columns.

Patient sees Dr. Palmer anly

Treating Doctor.
Dr. D.D. Palmer, DC
Location

Main Clinic

[ Total[onipwsib]_Patient

‘

[Code [Description

|
ault Code T
W 0.00] o0.00] 0.0
Pay this Amount
0.00 $0.00
(o Payment Type
 Today's Fees 0.00 Cash -

€ Account Balance | 140.00
 Related Balance 0,00
© Preset Payment 0.00

Print Receipt r
Print Statement [~

Doctor Code DD

MPI Registration Number [1111

£ Dr. No. 1 180,00 Last Statement Date
Post
fress 10" to Fay._Fress 73 to Write off
(Chiropractor

[4444

This is Checked if the Doctoris aDC =

Doctor’s Name on Official Documents [Daniel David Palmer, DC #4444

Doctor’s name on the Tabs on the Appointment book Dr. D.D. Palmer

Default Letter Head Jetterhead-DD Rtf

Show Billing on Statement
Show Diagnostic Code on Statement

Play BirthDay Song
“ Yes “Nol
Default Payment on Patient Activity
= None - Today's Fees
Appointments that exceed the time slot
~ will stay fixed at that time slot *
< will wrap to the next time slot if requried *
will wrap and hide invalid appts. (resched...)
* Named columns default all invalid appts to hide.

Appointment Book configuration
Number of columns |3

Edit

Time slot interval [15 minutes

Named columns

Selecta Filetouse | Clear |

Show AR Totals on Summary Sheet =
Default all Appointments to Confirmed

Select a File to use Clear

HappyBirthday 1.wav

Default Appointment Type gﬁiimmi
Next Available Patient Number| 1635

Chirowrite Enabled r

Disable boxes around horizontal Appointments =~

Accept

= Will stay fixed will display extra columns warning you when appointments booked in that time slot

exceed the number of units available for the current practitioner. There is a maximum of 9
columns. If the number of units exceeds 9 a sad face icon appears as a warning. Clicking the

sad face icon shows the list of hidden appointments.
=  Will wrap allows appointments that exceed the timeslot to move to the next time interval.
=  Will wrap and hide will wrap as the choice above but it also hides all appointments that are missed,

rescheduled, cancelled, and postponed.

()

O Note:

Named columns will automatically hide invalid appointments.

Appointment Book Configuration will allow practitioners to specify personalized settings.

'3 Apointent Boak Conlow e for Danvel Daid Pk, D 4444

= Time Slot Interval offers 5, 10, 15, and 20 minute
intervals.

= Columns Across offers 1 — 9 columns.

»= Available Columns are the named columns
available for use. These are created under the
Setup menu, Named Columns.

= Your Named Columns are the columns that you
would like to appear on this practitioner’'s
appointment book. Named columns accept
vertical appointment booking only and can be
shared by practitioners. This allows practitioners
sharing treatment rooms to check availability and
see when the room is in use by others.

12

PMP defaults to 15 minutes intervals with no Named Columns. You can customize your Appointment book and see the results.
previewed in the ‘Example Grid'. You can select Named Calumns, by choosing Columns from the Available Columns box. Named

columns are created in 'Setup / Named Columns’

Example Grid
Exam

9:00am
ato
%:20

Configuration

Time Slot Interval Your Named Columns

© S minutes Exam
& 10 minutes
© 15 minutes
© 20 minutes.

Columns Across:

[4 columns E|

Available Columns

Room 1

Cancel
] +Add Selected |

Accept
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This area is utilized if the user would like different e S formaton Wb sualene forts compuron:
information on this computer than may be available at |t e e et
another networked computer. You can change the p—— * Use i setof ame and Adresses
screen size and print receipts with an alternate address [ e Neme
rather than the Clinic Default address. Cell shading is AppomentCo s ’ﬁ::
defined and you can also choose a different ——— |
Appointment Book Set. The options on the Computer R e T (S—

i ] .
Default screen are used for this computer only. If you ———F—————  FosZpCu]
are running PMP networked each computer can assign it Colun Cot shads Detaut Appoinment ook sec Omn ]
different options. e R L —

& 7 Ihave a Dymo label printer connacted to this computer.
# show todays note upan startup Accept

Screen Size

The PMP screen resolution can be changed so that you decide how PMP will appear on your desktop.
Networked offices will choose screen resolution for each computer running PMP.

Choose the screen resolution by clicking the radio button beside your choice under Screen Size. The
screen will change each time you click a different radio button allowing you to choose the screen size you
prefer.

Note that grayed out screen sizes are not available for this monitor although you may be able to increase
these options by changing your screen settings in Display Properties.

To temporarily change the screen size from the main appointment book:
= Press the Ctrl and up arrow keys together when on the main appointment book to enlarge
= Press the Ctrl and down arrow keys together when on the main appointment book to shrink.

This temporary feature is also available on the right click menu.

Appointment Shading
Appointment cells can be shaded to various degrees of grey to signify their meaning on the schedule.

= Appointment Cell shade refers to booked appointments. This makes viewing horizontal appointments
that wrap easier to distinguish. Adjust the lever to the desired setting.

= Unavailable Shared Column Cell shade refers to shared columns where another practitioner has a
patient booked and a timeslot is not available. This cell is also populated with the doctor code of the
practitioner who is using this room. Adjust the lever to the desired setting.

= Extra Column Cell shade refers to temporary columns that are added to accommodate appointments
that exceed the timeslot when wrapping is not turned on. This differentiates these columns so that over-
booking does not occur by inadvertently booking into the Extra column.

Ap pointment Books [ Appointment Books on File  New Appoi Book ilable Doctor
Dr. D.0. Palmer, DC Doctars
e Albert Schweizer, DC [ Albert Schweizer, DC
. . Dr. Benjamin Pierce, DC [ Dr. Benjamin Pierce, DC
The Patient Management Program will ol R
accommodate up to 27 practitioners. You may -
wish to list your practitioners in a specific order or
it may be that not all practitioners are in the office
everyday. The features Appointment Book and Cloar the list
Appointment Book Sets will allow you to Delere Selecred
customize the appearance of your PMP. T —
Appeintment Book Name
H H elete Selecte Iros
When creating an Appointment Book, choose the | —teesdeser || [e
Copy Contents to New = | Save this Appointment Book |
?é:’peo;:;n::r;( ;Ipoea:k‘;ca;:d\g’ays of viewing specified practitioners appointment Cancel OK

| vou may not change or delete the Default’ Appointment Back,

13
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practitioners to be included by clicking the box to the left of the
practitioners’ name in the right hand column. The names will appear in the middle column in the field below
New Appointment Book. You can change the order of the practitioners by clicking the red arrows. Type a
name for the Appointment Book and click Save. The named Appointment Book will appear in the field below

Appointment Books on File. Click OK.

Appointment Book Sets

This feature is used to group together Appointment
Books that you have created. For instance you may
have an Appointment Book Set titled Practitioners
which contains the separate appointment books of
Chiropractors, Massage Therapists and Other
Practitioners. Another option for an appointment
book set could be the days of the week.
Appointment Book Sets are also useful if you have
more than one location using the same PMP.
Pressing the space bar when on the main

[Manage Appointment Book Sets

~Appointment Book Sets on File—

Delete Selected

Copy Contents to New |

~New Appointment Book Set———

~Available Appointment Books——————

Mew
Default
Chiros

Clear the list
Delete Selected

Appeintment Book Set Name
Book 1

Save this Appointment Book Set |

Appairtrnent Books
Chiros

Default

New

appointment book screen moves you between the
different appointment books in the set.

Appointrent Book Sets are away of grouping Appointment Books to be able ta group and
access specific practitioner appointment screens in the order that you select

Cancel 0K

[ #ou may not change or delete the ‘Default’ Appointment Book Set.

The Appointment Book Sets area functions similarly to the Appointment Books area. To create a set click the box
to the left of each of the available Appointment Books on the right. The books will appear in the center of the
screen in the field below New Appointment Book Set. You can change the order of the set by clicking the up or
down red arrows. Name the Appointment Book. Once all the information is correct click Save this Appointment
Book Set. The named Set will appear in the field below Appointment Book Sets on File. Click OK.

Loading Appointment Book Sets

There are two ways to load Appointment Book Sets:

= For Today Only. A specific Appointment Book Set will need to be loaded each time you open PMP.
Click Set Up, Appointment Book Sets, Load an Appointment Book Set. A pop up window will
appear entitled Load an Appointment Book Set. Click the appropriate book. Click OK.

Load an Appointment Book Set

A t Book Sets

x|

Current Appoint t Book Set

[Default

[Set 1
Set 2

Select an Appointment Book Set from
the list to the left. Either double click it
or click the Ok button to accept your
chaice.

Cancel |
OK |

= Every Time. The chosen set will appear every time you open PMP. Click Setup, Computer Defaults.
Click the down arrow to the right of Default Appointment Book Set. Select the appropriate set for this
computer. Note: Close and reopen PMP to view this change.

Default Appointment Book Set |BEEN:

Your, Location (clinic
i acation {clinich Sot 1
Set 2

14




PATIENT MANAGEMENT PROGRAM

Appointment Colours

This area is linked to the appointment book and defines
which colour represents which type of appointment. The
colours chosen appear in the bottom left hand corner of
booked appointments on the appointment book.

PMP offers eight colours. Determine which appointment
colour is to be associated with which Appointment Type.
Define the Screen Text which is a short form of the
appointment name. It is used on reports regarding
appointment colours.

Appointment Comments

Appointment Comments are used to create a pick list of
standardized comments for use when setting up patient
appointments.

Rooms can be booked on a regular basis for particular
patients and notes such as Room 1 or 2 only will assist in
increasing patient satisfaction. These comments may
also be used for messages between staff. For example, if
a patient says he or she will pay next visit, when booking
the next appointment the staff member adds the word
‘Collect’ to the comment area.

Appointment Types

This area is linked to the patient information and
appointment book windows and allows you to preset
standard appointment types and assign a fixed number
of time units to each type. The descriptor used for each
appointment type may be a maximum of 15 characters.

Bill/To Employers

The Bill/To Employers table enables you to build a
database of employers and insurance companies. The
form records the company code which you assign,
company name, contact name, phone, and fax
numbers, e-mail address, address, city, province/state,
country, postal code and, where applicable, account
number.

15

=T
|
Colour Nu... ¥ [Appaintment Type Screen Text =
>
_Reassessment REX
] - o Findings ROF
-F‘roqress Exarm Prog. Exam
5 Adjustrnent Adj o
I - IFC
_Massa_quherap\r MTED
_Consultat\on Cons
o e | om | Detee | Edn | ok |
=T
| |Code #|Description -~
»
_|COLL Collect Account
_|ERAM Exarn Mext Time
_|LM Left Message
| [REM Call to Remind
| | e | om | add | Delete| Edit | ok |
=T
|_|Description ¥ | Units =
»
_|Consultation 3
_|IFC 1
_|Initial Wisit ]
_|Massage Therapy 4
_|Progress Exam 3
_|Reassessment 3
| |Report of Findings 3
= | = | » | » | add |Desste| Edit | oK |
_iBix

Sach[ ] | 4| » | w1 | add [Detete] Eoit | 5o [cence] @ | Fom |

Blue Cross
CaaInsurance Company
Canadian General Insurance
Liberty Mutual

No Company

The Halifax Insurance Company
Veterans Altairs Canada

Zuiich Canada

Contact

[Fhone B [Fan Emal =~

Bill wiliams
Sheri Blue
May Srith
Joe Green
Cathy Lang

John Brown
Jeff Bold
Mike Gold

(3054548555
[416J696-5355
[#16/111-2222
(4162885215
(30533 6221
-

[416140-1000
(BODJE7-0513
(B07)346-2252

232

a0

(305)454 8358
[416)696-5399
[#16/111-2333
(4162661898 jreen
(305)539-9453

-

[416M40-0530

(
[

] -
(B07)346-2265
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- =1olx|
City Codes i
The City Codes form is linked to patient information : -
- . City ¥ |Province 4
and allows you to add the names of cities in your s
surrounding area where your patients live and work. |75 cejour Manitoba
This helps to speed up the input of information into Bowsman Manitoba
patient records and provides uniform phrasing and | |Brandon Manitaha
Spe”ing. _|Cartier Manitoba
_|Dugald Wanitoba
_|East St Paul hlanitoba
_|Fannystelle Manitoba
_[Hilbry Manitoba
Hodgson Wanitoba
I~ =
o | e | ow | add | Delete| Edit | ok |

i Editing the Weekly schedule of Dr. D.D. Palmer, DC x|

Doctors Hours
Th|s area a”ows you to set office hours for each From here you set the Docter's Hours. The Doctar can be in any day from 5:00 AM ta Midnight. The time

. . the Doctor is nis set in 15 minute \nt_ENa\S From here you can both change the doctors schedule.  Click
doctor or praCtltloner. Choose the pl’actltloner and on a Cell to highlight a time slot or Click and Drag ta highlight a range of time slots
. . . . Ta make your selection inta Time slats where the Doctor is present, Press the “Set to the Doctor is In™
click Edit this Doctors hours. Position your mouse b e e Rerers e e et e fot
over a t|me Slot and hold down the |eft mouse To remove Time slots, Press the "Set to the Doctor is Out” hutton.

button. Drag your mouse to the ending time slot and
release the button. Click either Set to the Doctor is
In or Set to the Doctor is Out. Click Accept when
complete.

SAM BAM 7AW EAM 9AM 10AM 11 AM12PM 1PM 2PM |3PM 4PV SPM  GPM  7PM  SPM | 9FM WPMM

Blue means the Doctor is in. || Set 1o the Doctor is In | [[Bei fo the Docior js DY Accept

Fee Classes \

Fee Classes are used to determine which fees are treated as initial visits, re-exams, x-rays, and subsequent
visits on summary sheets. Fee classes are linked to the treatment part of fee schedule.

All New Patient activity should be copied into the initial visit code area of Fee Classes in order to appear
correctly on summary sheets. These items will appear as new patient visits on the last page of your daily
summary sheet if the patient does not have any previous transactions on their Account Activity screen.
Previous activity in the patient file would mark the patient as a re-exam on the daily summary sheet.

Manage Fee Classes

When fee schedule items are selected as Initial Visits the ot HewLiss (curens

~Fee Schedule (Treatments)

MH code becomes V103 which the PMP program S o e T ——
recognizes as a new patient visit, for this reason items »m-
that have a Manitoba Health fee code of 8506 attached 2ot et
will lose the ability to bill MH for this visit. MH pays for - Gearthe s e o
chiropractic adjustments only and therefore if you wish to o> || | bl seces_| MW il o
bill MH for a new patient adjustment you will need to bill — . B e
this activity separately as the 8506 MH code will not be s’ e wnia] |[Jrss e
present on new patient visits selected in fee classes. 03 ey st

Clear the list E
MPI and WCB initial visit and x-ray codes must also be Wi"'““ﬁ':'mw:"S"“d"wWh teser
selected in fee classes to ensure proper placement on S S (R 2 S SR &l |

Note ta MB. Initial and Xray must be marked here, to bill comectly. (i e EoGitine

billing invoices.

VA
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Fee Schedule
The fee schedule is broken up into three parts;

= Treatment: Fees for services rendered are stored here.
= Other: All other items such as Gift Certificates, Transfers, Refunds, etc.
= Inventory: All tangible items that are sold.

0 Note: Fee Schedule codes must be unique. You cannot use the same code for more than one
item.

Treatment
=10l
The Fee Schedule for Treatment allows J |
. Code | Treatment [MH Code|MH Fee | WCB Code[WCE Fee [MPICode]  MPI Fee| Adul|
you to create and edit treatment fees for B[15T  FirstVisit Treatment Fee BE06 1050 1220 23.64 8506 EE T
your office regarding billings to the patient & tomimirtmmaion T T ool =W
and WCB. To add a treatment click Add T|HC  House ol Emergency 8506 1050 26 27 HOEX /47 30m
: ) MEST  Massage Therapy B0 mins 000 0o oo esm
then Form. Type a code to denote the Mz MassazeTheuaijaumms 0.00 000 000 4000
. _ RF Repot of Findings 0.0 00 000 25m
treatment you are inputting. Press the Tab Tsue ‘Su:sequant\f'isif 506 1050 0220 29 64 5506 3135 2000
. T|#es %Ry Cervical Spine 108 0.0 7036 2340 %05 201 4000
key. Type a descrlptlon of the treatment. _|WFs %-Ray Ful Spine V1084 0.00 7035 £4.35 XFS 8086 £0.00
Press Tab and type the amount youwish 2 S we o e a o
to charge for this billing for each patient T|MT5 Ry Thoracis Spine 108, 0.0 7034 3000 %15 701 a0
category. Next to the MH, MPI, and WCB  [iLi ; ; o
Codes and MH, MPI, and WCB Fees type | o e | e | add [ ekre] e | ok |
the corresponding codes and fees. |

To edit a treatment click the treatment in the list and click Edit. Make edits by clicking into the
appropriate box and making the changes. Click OK.

=18l x|
Other ‘
The table includes the Code, Description, and Selling T = e -
Price. items that are not a treatment or Inventory item loc it Ceniicate 0.00
should be placed here. For details on processing _|GST GST 0.00
various kinds of activity such as Discounts, Gift T fieres on Accoun e
o y ! | [NSF NSF Cheque 0.00
Certificates, Refunds and Transfers |NSFC NS Chegue Charge 15.00
9 See pages 35 _|PST Provincial Sales Tax 0.00
’ |REF Refund 0.00
| [TRAN Transfer 0.00 =l
| ] e | m | add | Detete | Edi | ok |
|
Inventory
The fee schedule for inventory allows you to track BEE
L .
products you sell or hold in inventory. The form R o
records the product code, description, quantity in T
stock, minimum stock quantity, cost price, selling
price, supplier, and applicable taxes. Note: Taxes are
input as the percentage amount applicable.
Remember to increase the quantity in stock when you
R W | | e | e | ad | Delete| Ean | oK
receive a supply order. ‘
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0 Note: Fee Schedule codes must be unique. You cannot use the same code for more than one

item.

Flags

Flags will allow you to identify particular patients based on
criteria that you determine. It is a way of grouping patients.
You may create up to 36 flags that are distinctive to your
office.

An example would be a 1 to identify the primary contact
member of the family for a mailing list.

Named Columns

Named columns allows practitioners to define treatment
rooms or treatment types. You can name as many columns
as you choose but a maximum of 9 columns can be
assigned per practitioner. Named columns accept vertical
appointment booking only.

[Name [Date cr [ E
|H{Exam 23-Sep-2009
| [Exam2 9-Oct-2009
[[Exercise
[[massage
| [Room 1
[Room 2
[frooms
| |Room 4 o Adel New
Previously used Named Columns (no longer used as they have been deleted)
|Name [pate cr [Date Deleted|cComments |
M
Cancel
Accept
/¥ Edit Notes ] 55

Notes

Flags [Di | Flags [Description
o ||
1_[Mailing List J
2 |MvA Patient K
3 L
4 M_|Massage Patient
5 ]
3] 0 [Orthatics
7 P_|Pregnant
8 Q
9 R
A_|Announcement-moving 5 |Call Same Day
B _|Call Day Before T
c ]
D v
E W
F_|Promotional Fiyer X
G v
H_[Health Care Class z
Print cancel | [ Accept |

=T |

The addition of named columns allows practiioners to define treatment rooms of treatment types. You can
name as many of your columns as you like. Named coll pt vertical i baoking only. Named
columns can be shared by practiioners. This allows practitioners sharing treatment rooms to easily see
availability and when the room is in use by another practtioner.

Current Available Named Columns.

Notes are a way to provide reminders and inter-office
communication. You can remind yourself or others to
order inventory items, recall patients, provide reports
to bookkeeper etc.

1B-Jul-2007  Close

Dr. needs to leave early.
Closed for Canfarence

> | - I > | > I Add |De\ete| Edit | OK
‘ ;
=loix]
Other Comments |
. . Code # |Description Comment =
The purpose of the Other Comments form is to provide a [T HNew Patients are afways we
H H H H H FAD Patient Appreciation ppreciation Day!
pICk IISt Of Standardlzed Comments for use When prln‘tlng REM Reminder All rescheduled appointrents require 24 hour notice
a patient appointment calendar. Comments such as ‘24
hour notice required for all rescheduled appointments’ or
‘Reminder - your progress evaluation is a 30 minute
appointment, so please plan accordingly’, may be used. <] o
| | e | w | add | Detete]| Edi | oK
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'5; Edit Patient Categories ;Iglll

Patient Categories

i i . Nu... % |Patisnt Cat -
Your office may have different fees for adults, seniors o o
and students. Assigning Patient Categories will allow you || 2 senior
to bill different fees to different patients automatically. To |4 iﬁhﬂgh
o Charge

create new categories click Setup, Patient Categories —
and click onto an unused category. Click Edit, type the i
appropriate change and click Save. To update your |
changes in the category area you must close and reopen |+

5 Family member
& Compassionate
7
]
]

the program. A maximum of 18 categories can be £l
created. w |« | » | o | add | Oslete| Eoit | oK |
|
v" Hint: Once complete, do not delete or change the order of the categories. They are assigned to
your patients based on the order in the list and deleting or changing the order of the
categories will change your patients’ personal information.

: -
Patient Comments A —
The Patient Comments form is an area that provides & = e EnE =
p|Ck I|St Of Standal’dlzed Comments fOI‘ use W|th|n the RCDE Reminder Day Before | Patient requires a reminder call the day before
patlent f||e Com mel’]tS may Include account detaI|S RCSD Reminder Same Day Patient reguires a reminder call same day.
special patient instructions or other personal
information. You may add individual comments within
the patient files that are unique to that patient if the pick
list comments do not provide enough information. =

e e s | w | add | Delete | Edit | ok |
\
-lolx
|
Payment Types | |Description ¥ |Short Description et
Payment Types lists all types of payments accepted in your office. | |cash CASH
It is used for selecting the payment type while posting activity. e ke
Payment type can also be set up as a default in the Patient ot Cartiicate GIFT
. |_|Insurance Cheque IC
Information Personal tab. Thtastercars me
|_|Transfer TRAN
| |visa YISA |
| | e | om | add [ Detete | Ean | oK |
|
-
Phone Number Types RS =2l
This area is linked to the patient information window and allows you (4= .o | HEERI J -
to set a number of telephone fields so that you may capture several |[]  zca
telephone numbers from each patient. Telephone numbers may 4 e
include work, home, pager, cellular phone, cottage, and fax. T &
B Cottage
: 7 |Maorm's wark
| & Emergency Contact
| 9| Dad's work LI
| | - | s | agg | Detete| Edit | ok |
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Province/State Codes A4 Edit Province / State il x|

. . — . |
The Province Codes Form is linked to patient information and allows =
you to add the names of provinces or states in your surrounding Alcerta
area, where your patients live and work. This helps to speed up the |72 oref =etmes
input of information into patient records and provides for uniform (INB Naw Brunawick Canata
. . WY Mew York U.SA
phraSIng and Spelllng :NF MNewFoundland Canada
| |NT Morthwest Territories Canada
| |NS Mova Scotia Canada
| On Ontario Canada
_|PE Prince Edward Island Canada
| |QC CQuebec Canada
LS Saskatchewan Canada
YT Yukon Canada
=l
“ | o | e | | add | Delete | Edit | ok |
|
Referrals =l
. . . |
If your c_)fﬂc_e tracks referrals, _th|s form will be very useful to [Toote Jrams S -|
you as it will capture referral information from industry as well |
as individuals. The Edit Referrals form records the code e ‘;‘;T;;jv'jp@agge;’fd
assigned, the referral name, and contact details.
KIS _>ILI
| | s | m | add | Delete] Eait | ok |
|
O Note: This field in patient information is case and punctuation sensitive. It is important that you
set-up the pick list for referrals if you wish to be able to accurately produce the referral
activity report.
Statement Comments ;IEIEI‘
The purpose of Statement Comments is to provide (oo v oo =]

additional information, reminders or personalized notes jw Prompt Payment____ Proryt Paymen is apprecialed
. . Blrrac |Praciitionsr Info Or Darisl D Palmer, Reg #1234

on patient account statements. Comments may wish

them ‘Happy Holidays’, remind them about ‘Spinal Health

Week’, promote new products, or inform of current

interest rate charges on accounts past due.

w |« | x| » | ag | Delete]| Edn | 0K
I
: _lnix
Suppliers
. . ¥ |Contact B
The Suppliers form enables you to build a database of your | ErEEEEETm:
suppliers. The Edit Suppliers table records the company o St ) 261 720
code which you assign, company name, contact name,

phone and fax numbers, e-mail address, address, city,
province/state, country, postal code and account number. o
Some offices use this as a phone directory of frequently S s [ v | e | ooa] o | =

called numbers. i
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Vacation/Holiday/Time Off

PATIENT MANAGEMENT PROGRAM

Edit Holidays and Yacation schedules

Choose a Doctor

These areas allow you to set the vacation and time off G0 Paimar, DC

schedules for each individual practitioner and holidays for the
entire office/clinic. Office holidays should be set up first, then

vacations.

To create Vacation and Holidays click the specified date or
click and drag a range of dates to highlight. Click the Declare
Holiday or Declare Vacation button. Holidays will require you
to type in a name to activate the function for the holiday.

Edit this Doctors Yacation Schedule

Edit this Doctors Time Off

Edit the Office Holiday Schedule

| Continue I

[t the Office Holiday Schedule

From here you can add and delete Holidays. |n bath cases you start by highlighting one or more cells.
Click on 3 Cell 1o highlight a day or Click and Drag ta highight 3 range of Dites

To make your selection into Halidays, Press the Declare Holiday™ button.

To remove Holdays, Press the "Remave Holiday™ button.

ST WITssWiwirssuiwWirssmiwirsswillirssw

213 Je 18 5 17 [o v v a3 s e v [ o e o sl

+ Ta 1o o Jo s [r 1a [o [l a]va{oal s 7] ol
T2 Ta 4 o s [7 [u Is [1ar] 2l v]oa sl e

A2 3 4 5 6 7 B 8 1011121374 15161718 13 X E-kx)

+ Tz o Je [s [s ]2 Js [s [t ne{rsuals]ns] e s]ealan

123 [« 5 16 [7 3 o |10 12|13 s 6] ef el

234 ’ﬂ& 10011 1213 14 15 1617 1819 20 2324

+ T2 1o 15 16 |7 1o [ [o]ri[sfralsa]s{sefro ] o 2

+ [ 1a 4 o s 7 [u [s [1o/r]al]oal sl vl

Pz 3 (v s 16 17 (s s ol t2]13 vrs el el alu

v Te Ja Ja 5 [ Jo Js [oou]olvfrafus] ] v vl s]anfzr

v 12 el 16 7 o [o lof 1e]]sa[rsl] e

1234 6 7 B 5 10111213 14 1516 17 18 13 20 21 2 23

Nawv 1 2 3 4656 7 8.9 1011121314151617 1813 20

]l
P I
2425 % 27282303

A ENEERE

220 5 o 1
BxTBHBAN

] s o
(] ]
BXXBADN

ol oal s | m
19/ 2|5 {5 o 8]0
UEZBABADN

n 2] o 5 2 o 5 0

(VBTN iiolidays ook like this

Declars Holitay | Bomom robday |  accept |

Vacations will appear on the appointment book as green times.

Holidays will appear on the appointment book as blue times.

DD Palmer, DC 0015 3045
Edit Doctors Time Off for other appointments and half days. et aosbrs oot [[E T A s Breces 5
Access to this function is located in the Setup menu, i?;&”f&:}é}ﬂig:‘d;’lfgfg’f‘n“é LD (0 R (G !
. . . . . of ime. The Time arid on the
Vacation / Holiday/ Time Off and on the right click menu. i e S I R R
oW N 2B U B NS

booking Doctor Time O

Time off will book 15 minute increments only. Practitioners e
with time intervals set for 10 or 20 minute increments will have

time off start 5 minutes later.

Creating time off is easy, click onto a ‘Start’ time on the grid. e

Click on an ‘End’ time on the grid.

'& Appointment Book : Friday 10 August 2007

File Patient Rej

LDr.DD.

ports WSIB  Setup  Uhilties  Help

Paliwer | 2. Laurel Hardy, RMT

7% Appointment Book : Monday 3 September 2007

File Patient Rej

1 De.DD.

ports WSIB Setup Lkities Help

Baliwer |2, Lawrel Hardy, RM1

W oW B oW H w2/0
IERCEICR  mmal
Book the morning off
Book the afternoon off

Eook From-To off

Click Book From-To off to book off the times in between. Add

a Comment. Click OK.

Once you have setup up Doctors Time Off it will be indicated on the Appointment
Book, F2 — Add an Appt, Edit Appointment, and Multiple Appointment Detail

Cancel From-To off
. 1
5 1

Cancel ALL time off

Comment
Orthotic Seminar

clear

0K

screens as a red strike through on the time(s).

21

Il & Appointment Book : Monday 20 August 2007

File Patient Rej

1D DD.

ports WSIE Setup  Lkities  Help

Paliner |2, Lawel Hardy, RMT

_2:-00-a |
_ -5 |
_9-320— |
_9- 45— |
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PATIENT MANAGEMENT PROGRAM

Appointment types are created under the Setup menu. Each Appointment Type, when set up correctly with an
assigned number of units, will book the required amount of time on your appointment book. Up to eight
appointment types can have a related colour signifying the appointment type at a glance. Colours are assigned
under the Setup menu, Appointment Colours. = See page 12.

When you click on the appointment book a screen appears that allows you to book an appointment into the
selected time slot.

ake an appointment in this Time slot

Charles Winchester,DC

Pat No.

rAppointment Status

1466
@ Unconfirmed
First Name
,—V\/\Iham  Confirmed
Last Name ® VT
Jones
Date / Time 1 2134|5686
|24—Apr—2009‘ 09:15 A 1
. ——|| Units

Location 2 | 1 @ Horizontal

3
Main Clinic P =  Vertical
Type of Appointment 5
B dljustrment] 6
Comment
| j Add New Patient

Cancel |

Select a Patient by
’7 Last name | Number | Eirst namel Other | ‘ Finished

Choose your search criteria and click onto a button under Select a Patient By. The Other button offers alternate
ways of searching such as postal code or phone number. You can also add an appointment for a new patient by
clicking onto the Add New Patient button and adding a hew patient.

Select the patient by clicking onto the Last name, Number, or First name button and typing the name / number
of the patient. Double click or press Enter on the highlighted patient.

Change the type of appointment by clicking the down arrow under Type of Appointment and choosing another
appointment type from the list. Units are the number of columns this appointment will fill. Numbered buttons
above and beside the units will book the unit number you click on, either horizontally or vertically.
Alternately you can type in the unit number and select Horizontal or Vertical. Click Finished.

Note: The Unit buttons across the top and down the side is an option that is selected under the Setup
menu, Clinic Defaults.

shaw Unit buttons on editing Appointments W

7:45
B8:00am | Amy Love [ Judith Lynnd
8:15
8:30

B:45

9:00am
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This method of adding an appointment does not use the appointment book directly, therefore you must supply all
the information about the appointment. You can also book multiple appointments and this is the fastest way to
add several appointments.

The F2 screen is broken up into the following sections:
= Current Appointment shows the details for the appointment we are booking.

= The Time Grid shows an overview of the day’s schedule. Numbers that appear in the grid boxes
represent the number of columns already in use for the specified time interval.

= List of Appointments and Doctor tabs at the bottom show the appointments currently being
scheduled and an appointment book mini view. Scroll the appointment book screen to move to
times and click onto the screen to book appointments.

= Patient Information on the right is a summary of information that may be required for scheduling

purposes.

% Add an Appointment - Brenda Loyd _(80125) =10l x|
Current Appointment Time Grid Patient Information
Doctor of Record Location 00 10 20 30 40 50 LastVisit  First Visit
Dariel David Palmer, OC #4444 JMain Clinic 5 [(3-Apr-2000  [13-Apr-2000
Doctor for this Appointment 6

Danie David Palmer, OC #4344 = & 7 Next Visit Date

Comment 4 T

LS = Slows 03 171 ¢ ¢ |Baiancs Typs cat

e of Appointment © Unconfirmed =
"’-'ZP—EPﬁ [CEEEREEEN. | 0.00 [ash 1

= @ (b i [ :

Date Time C Arrived 1. Patient Comments
20-10-2009 [5:20 am 2

4| w| Octoberza0s w | » | 1 2|3|als5]6] :

Sun Mon Tus Wed Thu Fri Sat 1| units 5

27 28 20 30 1 2 3 2 1 © Horizontal 6

4 5 6 T 8 8 10 3 7

M 12 13 14 15 16 17 g | verteal e

18 19 20|21 22 23 24 5 | Reom 9

2871 223 % 3~ [None KRR

1 2 3 4 5 & 7 1"

List of Appointments  Dr. D.D. Palmer |

Exam

9:00am

9:10

9:20 | P.Wayne Johnston [ Attred Austin | Brenda Eisine kelly |

9:30

I Print List " Print Calender Add another Appointment Finish

To create one appointment only click the appropriate date on the calendar. Choose the Type of Appointment and
the units for the appointment with horizontal or vertical unit buttons. The unit buttons across and down is an
option that is selected under the Setup menu, Clinic Defaults. Pick the Room if appropriate. Remember that
rooms will only book vertical appointments.

Note: Practitioners utilizing 5 minute interval times should schedule F2 appointments using the mini view at
the bottom as 5 minute slots are not visible on the grid.

To book the time of the appointment choose to either book by clicking onto a time in the Time Grid area or by
clicking onto the mini appointment view. Alter any other areas that are required such as Doctor for this
Appointment, Status, Comment. Click Finish.

To create multiple appointments follow the above instructions but do not click Finish. Click Add Another
Appointment after you have successfully entered the details for the first appointment. The date automatically
advances to the next day. Click the next appointment date on the calendar and then the appropriate time.
Continue this process until you have booked all required appointments. You may print an appointment List or
Calendar from this screen if you wish. Click Finish when you have completed all appointments.
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When a patient does not have another appointment booked and you have completed posting their activity from
the appointment screen, you will be taken to their Appointment tab in Patient Information. You can click onto the
buttons Add an app, same time next Week or Same time next Month (28 days) to book for that time range. If
the appointment does not meet booking criteria you will see a mini view of the appointment book alerting you to
the fact that there is a scheduling problem. Clicking onto a valid timeslot allows you to book the required
appointment.

No. of Visits  First Visit Last Visit Next Visit Date and Time Status

19 [08-Now1997  [12-Oct-2008 Clear Date | |

Add an appaintrnent | Add an app, Same time next Week | Book Multiple Appointments | Print Calendar

Same time next Month [ 28 days ) |

The Add an appointment button will take you into the F2 Appointment Grid.

If you choose to click Continue from the appointment tab you will be returned to the appointment book screen
where you can use the Make an appointment in this Time Slot screen to book another appointment. The patient
last posted will be selected as the patient to book for the next appointment.

Pressing F3 will show the full daily schedule for all practitioners listed on the appointment book for
whichever day you are viewing. This is helpful when looking for an available timeslot or trying to co-ordinate
appointments.

Our day : Fridayg4 April 2009

DD Practitoner Code LH CwW

1 1 4 NamedColumn L

5 o r —_— 5

Timeslots

Practitioner Lunch Hour I %
1
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Coloured boxes show times where scheduled appointments are booked.

Clicking onto a specified cell will open the mini appointment book view. Here you can book, edit, or view
appointments.

Exercise

2:00pm
2:10 Lucille Rylott Graham Godfrey I Heather Leonard I
2:20 | lan Neilson Helen Smith | Peter Pridham |

2:30 Helen Porter

2:40
2:50

Note: If any of your Practitioners are utilizing 5 minute intervals the screen view will show 9:00 am — 5:00
pm only due to space requirements. Other timeslots can be viewed by scrolling in the mini view screen by
clicking onto a timeslot. All other intervals will show all office hours.

The F5 function will show the week at a glance for one practitioner for the week your calendar is on when
pressing F5. This is helpful when looking for an available timeslot.

Coloured boxes show times and columns in use. Clicking onto a specified cell will invoke a ‘slice’ of the
appointment book to open at the specified timeslot. Here you can book, edit, or view appointments in a
similar manner to that in F3.

1 My Week starting Sunday 19 April 2009 X

Man Tue Wed Thu Fri Sat

Practitioner Day Off

% 5
3
’
3
g
[T o
I —
e = = =
1 il il — 11 11 1
— - - -
2 12 - 12 —— LS 12 - 12
— - - -
- - - --
= o
|-
2
g
A
3

[ —

Practitioner Lunch Hour { E EE EE
—
-

g

n

e n

s s s s

25



PATIENT MANAGEMENT PROGRAM

The appointment status will let you know if a patient is expected, arrived, completed, rescheduled or has
cancelled their appointment based upon the colour and font of the patient name on the appointment book. Some
hotkeys are offered to change the status of appointments. To use hotkeys position the cell pointer (black box) on
the patient that you wish to change the status of by using the arrow keys on your keyboard.

Arrived

Missed

Unconfirmed

Confirmed

Rescheduled

Postponed

Cancelled

Done

An ‘Arrived’ appointment is blue. To 'Arrive' a patient simply press the A
key.

‘Missed’ appointments are red. When a patient has missed an
appointment, press the M key.

An ‘Unconfirmed’ appointment is italicized. It does not have a hotkey.
Unconfirmed appointments require reminder calls.

‘Confirmed’ appointments are black. Change the status of an
‘Unconfirmed’ appointment to ‘Confirmed’ by pressing the C key.

A 'Rescheduled' appointment has a red underline. It has no hotkey.
‘Postponed’ appointments are italics with a black strikeout. The hotkey is
the P key. Postponing an appointment will add the patient to the Past Due

Recall list.

A ‘Cancelled’ appointment are italics with a red strikeout. There is no hotkey.
‘Cancelled’ will add the patient to the Long Term Recall List.

When you have finished processing a patient the appointment status
automatically changes to ‘Done’.

At any time throughout the day you can see exactly what the status is for each and every patient on your
appointment book.

0 Note:

Names within a yellow cell indicate patients who are at least 5 minutes late.

To change the appointment status on the appointment book, use the hotkeys where applicable by positioning the
cell pointer on the patient name and typing the hotkey associated with the correct status. The cell pointer has a
black border. Move the cell pointer by using the arrow keys on the keyboard. To change a status that does not
have an associated hotkey click onto the patient name from the appointment book screen and choose the status
of choice from the Edit Appointment Information screen. Click Finish.

—Status

" Unconfirmed
= Confirmed
= Arrived

" Done

" Rescheduled
" Postponed
" Missed

" Cancelled
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Within the same day. Appointments that are being rescheduled within the same day can be ‘dragged’ to
alternate times. Position your mouse over the patient being rescheduled. Press and hold the left button and drag
the mouse to the new time slot. When you are positioned over the new slot, release the mouse button. You can
also use the scroll button on your mouse to drag appointments to time slots not visible on the screen.

To another date. Rescheduling an appointment requires that another appointment be made before the

‘reschedule’ process is complete. For this reason you will see a capital R attached to your mouse after choosing
Reschedule from the Edit Appointment Information screen.

KR

Click onto another time slot where you can use the Make an appointment in this Time Slot screen to book
another appointment. The pre-selected name will be the patient you are rescheduling.

This option offers you the ability to ‘hide’ invalid appointments (Rescheduled, Cancelled, Postponed, and
Missed) so that the timeslot is available for additional valid appointments.

When the option is turned on (details below) and an invalid appointment exists in a timeslot the time will be
seen with a red underline.

i
File Patient Reports OhipfWsIE Setup Lltiities Help
1. Dr. D.D. Palmer |l. Laurel Hardy, RMT | 3. Dr. Benjamin Pierce | 4. Albert Schweizer, RMT |
3:00 PM
3:15 Alexander Lloyd Susanne Catheri Sedgwick-Sharpe
_3:30 Alan Besenyei
3:45 Brenda Elaine Kelly Maxwell Wilson Betty McGinn
4:00 PM
4:15
_4:30 Amanda Driver Wary Lou Robinsan
4:45

Click the timeslot to see the list of hidden appointments. At this point you can Delete, Edit, access Patient
Information or Post an Activity for the highlighted patient. Click Accept to return to the appointment book.

% Daniel David Palmer, DC #4444; Handle Appointments that are hidden or cannok be shown. =[]

Rgas_on in Patient |Patient Phone Time Status Units [Appointment |sv|Room E|
this list. Number|Name Type

(416) 739-8787 220 pm I 1 Adjustment N MNone:

(416) 241-4466/4:20 pm [P | 1| AdustmentiN [ None

- | - | ~ | P | Delete | Edit | Patient Infa Post an Activity | f Accept I

To turn on the Hide feature go to the Setup menu, Doctor Defaults. Choose ‘will wrap and hide invalid
appts. (resched...).

Appointments that exceed the time slot
 will stay fixed at that time slot *
 will wrap to the next time slot if requried *

& will wrap and hide invalid appts. (resched...)

* Named columns default all invalid appts to hide.
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Invalid appointments will automatically hide when a practitioner has a named columns assigned to their
appointment book.

This option is chosen by practitioner and therefore the default will need to be set for each person.

0 Note:  Invalid appointments do not appear in the F2 - Add an Appt screen. Only Confirmed
and Unconfirmed appointments are included in the visible timeslot number.

Multiple appointments will not book into Named Columns. They are scheduled by 15 minute intervals only.
Practitioners utilizing 10 or 20 minute intervals will have appointments appear in the earlier timeslot that is closest
to the 15 minute time chosen.

The ability to create multiple appointments is available from within Patient Information on the Appointments tab.
Click Book Multiple Appointments.

Choose the doctor that you wish the appointments to be booked with. The Doctor of Record will be the default.
Click Book Multiples using this Doctor.

Current Mulitple : _ Not Yet Named

Delete this line | (2} Addthe currentline |

3 appointments of 1 unit, per week, for 2 weeks

1 1 per | week 1 week(s)
2 2 every 2'nd month 2 month(s)
3 3 every 3'rd 3

4 4

5 5

6
7

12

New Multiple | Select a Multiple | Save this Multiple |  continue |

The subsequent screen allows you the option to create or choose a multiple. Click onto a number under each
row to create a schedule. Your choice appears on the blue line listing the number of appointments and units for a
number of weeks or months.

Once you are satisfied that the blue line, © represents the schedule you wish to add click Add the current line,
Q.

Your selection will move up to the Current Multiple box where you can continue to add more appointments by
following the same procedure.

Saving The Multiple. You can save this multiple for use when booking multiple appointments for other patients,
thereby saving time. Click Save this Multiple. Type a name that describes the multiple. Click OK.

Save the current multiple x|

Mame this "Multiple*

I.-’-‘«cule Cervical

Ok I Cancel |

Select A Multiple. Click Select a Multiple from the previous screen; double click the multiple of choice.

28



PATIENT MANAGEMENT PROGRAM

Select a Mulitple’

Select a 'Multiple’ from this list

Double Click on the Multiple of your choice®
Delete

List of "Multiple’ appointments

3 appointments of 1 unit, pe for 2 weeks
2 appointrnents of 1 anit, per week, for 2 weeks

Choose a Date

Click Continue. A pop up will appear offering you the option of a starting date

other than today. This option is available if you do not want the plan to start Sun Mon Tue Wed Thu Fri Sat
immediately. Click Yes. Choose the starting date for the plan by clicking onto
the calendar. Click OK.

1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 QT8> 19 20 21
22 €B» 24 25 26 27 28
29 30

T Today: 18/06/2008

Cancel | OK |

Make Appoi for the current line of the Multiple™ —— “Acute Cervical

Line 1 |3 appeiniments of 1 unit, per week, for 2 weeks =M appointments of 1 unit, per week, for 2 weeks
Sun | Mon | Tue | Wed | Thu | FEri | sat || - ﬂ 2 appointments of 1 unit, per week, for 2 weeks

[ [ | | =

[Please enter in 3 more times in the abave boxes L]

[Dostors Day OF] aoto Mest e | | Delete tie Time | | Edit this Line |

SMTWTFSSMIWIFSSMIWIFSSMIWIFSSMIWIFESM
Sep 12 3 ElS 5 7 8 9 101112131415 1617 1819 20 21 22 23 24 25 26 27 28|23 30
Oet (1 23 4586 7 Bm 1112 131415 16 17 1819 20 21 22 23 24 25 26 27 28 23 30 31
Nov 12345 6 7 8 3 10111213 14151617 181920 21 22 23 24 25 26 27 28|29 30
Dec 12 3 4 6 8 7 8 9 10111213 14 16 16 17 18 18 20 21 222324252728233031
Jan El: 3¢ 55 7 8 9 1011 1213141516 17 1813 20 21 22 23 24 25 26 27 28 28 30 31
Feb 12 3 46 & 7 8 9 10111213 14 16 16 17 18 19 20 21 22 23 24 26 26 27 28
Mar 123456 7 8 9 1011 121314151617 1819 20 21 22 23 24 25 26 27 28/29 30 31
Apr |12 3 4 57 ES 10 11 12 13 14 16 16 17 18 19 20 21 22 23 24 26 26 27 28 28 30
May 10234508 7 8 9 1011213141516 17 1813 20l 22 23 24 25 26 27 28 28|30 31
Jun 123 466 7 8 8 1011121314 151617 1819 20 21 22 23 24 25 26 27 28 23 30
Jul 2 345 6 7 8 9 1011121314 1516 17 1819 2021 22 23 24 25 26 27 28 23 30 7
Aug 1234 57 8 8 101112131215 16 17 1813 20 21 22 23 24 25 26 27 28 28|30 31
Sep 1znd557s31D1|12131n1515171s132n2122232425252723233u

1.2 3 4 5 6 7.8 3 101112131415 1617 1819 20 21 22 23 24 25 26 27 28 23 30 31

0 O T e ] [T v o]
I

The Multiple Appointment Calendar screen is where the appointment times are booked and conflicts resolved.
Office holidays and vacations will be shown on the calendar.

This screen can be broken into three sections:
o Make Appointments for the current line of the ‘Multiple’. This section is where you input the times for each

day that the patient should be booked. Type in as many times as you need for the current line. The number
of appointments is listed above the days of the week.

—Make Appointments for the current line of the 'Multiple®
Line 1 |3 appointments of 1 unit, per week, for 2 weeks

Sun Mon' Tue | ﬂed' Thu | Fri | Sat |
| ! [ | | ]

|F'Iease anter in 3 more times in the above boxes

_ gota [Mext Line | Delete this Time | Edit this Line |
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The ‘named’ area to the right lists the schedule. Checkmarks indicate booked appointments. You will need to
have checkmarks beside every item in order to complete.

—Acute Cervical

IT 3 appointments of 1 unit, per week, for 2 weeks

= il 2 appointments of 1 unit, per week, for 2 weeks
=i

4]
5]

e The calendar area shows booked appointments. It indicates conflicts where edits or cancellations will need
to be completed. These appointments are signified by colour coding. The legend is detailed at the bottom of

the screen.
SMTWTFSSMTWTFSSMTWTFSSHTWTFSSMTWTFSSM

Sep 1 2 2 EMS 6 7 8 9 101112131415 16 17 18 19 20|21 22|23 24 25 26/ 27 28|29 30
Oct |1 22 4 5 6 78 1EI 11121314 1916 17 1819 20 21 22 23 24 25|26 27|28 29 30 31
Nov 12 3 4 656 7 8 9 10111213/14 151617 1819 200 21 22|23 24 25 26 27 28|29 30
Dec 1 2 34 5|6 7 8 9 101112131415 16 17 18 19 20|21 22|23 24 2527 28 29 30 A
Jan 2 304 5 B 7B 9 1011121314 15|16 171819 200 21 22 23 /24 25 26 27 28 29 300 3
m 12 34 65 B 78 9 1011121314 15/16 171819 20021 22 23|24 25 26 27 28
Mar 12 34 5 6 78 9 1011121314 15/16 171819 200 21 22 2324 25 26 27 2B 29 30 3
Apr |1 232 45 ? EB 1001112 13 14/15 1617 18 /19 20 21 22|23 24|25 26 27 28 23 30
May 1 2 3/4 5|6 7 8 9 10111213 1415 16 17 18 19 2022 23 24 25 26 27 28 29/30 A
Jun 1 2 3|4 5|6 7 8 9 101112131415 16 17 18 19 20|21 22/ 23 24 25 26 27 28|29 30
Jul 2 304 5B F 89 100111213 1415 1617 18 19 20 21 22|23 24|25 26 27 28 29 30 1
Aug 12 3 45 ? 89 1011 1213 14 1516 17 18 19 20 21 22|23 24|25 26 27 28 29 30 3
Sep 1 2“4 5 6 78 9 1011 12/13 14 15 16 17 18 1920 21 22 23 24 25 26 27|28 2930
Oct 12 3 4 5 B 78 9 10111271314 1516 171819 20 21 22 2324 25 26 27 28 29 30/ 3
[ H V| Acoept

After completing the first line of scheduled appointments you will need to delete one of the times in order to be
able to move to next line of scheduled appointments. Click into the field below one of the days of the week and
then click the Delete this Time button. Click goto Next Line.

Make Appointments for the current line of the ‘Multiple'——— —Acute Cervical
Line 2 |2 appointrents of 1 unit, per week, for 2 weeks _'/_1| 3 appointments of 1 unit, per week, for 2 weeks
Sun | Mon | Tue | Wed | Thu I Fri | Sat -z |2 appointments af 1 unit, per week, for 2 weeks

L EE [eonpm | [a-00 P | 3

|Please enter in 2 times in the ahove boxes il

_ goto [ext Line | Delete this Time | Edit this Line I

=5

The second set of scheduled appointments below the ‘Named’ area will now be processed and show any
conflicting appointments that need to be edited or cancelled before continuing.

Handling Conflicts And Changing Variables

You can edit all appointments that appear as conflicts (red on yellow). Click onto the conflict or appointment that
you wish to correct.

smT wifs's
Sep 1.2 3
1234567 8
Nowv 11213 5

A new screen appears asking you to Select another time for this appointment.

30



PATIENT MANAGEMENT PROGRAM

Notice the ‘3 *' (asterisk) in the time slot that we had selected. The * indicates the time chosen. The ‘3’ indicates
the number of units (columns) already booked at this time. This practitioner has three columns available on his
appointment book and therefore the reason the appointment failed is the time slot is already full.

Select another time for the Appoi

4:00 P
4:15 FM
4:30 PM
4:45 FPH

[ |
[ ]
[ |
s -
[ |
[ ]
[ |
[

5:00 PM

(oeet o v o [ ] [

Doctor

[or 0.0 Palmer, DC

At this point you can change the appointment:

= to another time by clicking into another time slot

= to another day by clicking onto a time slot on a different day
= to another doctor

You can also change:
= the type of appointment
= the units of time

Type of Appointment Units
[djustment = = the appointment comments
Appointment Comments

|

Lancel Appointment| Book Appointment |

| Click on a Time/Day Slat ko move the Appt.

If you have edited the appointment to eliminate the conflict click Book Appointment. If you wish to cancel the
appointment click Cancel Appointment.

Once all the appointments are complete click Accept. Click Yes when asked if you would like to book the
appointments.

Click Print Calendar. If you choose you can add comments to the bottom of the patient calendar by typing into
the large white area or choose a pre-existing comment by double clicking an item from the Select a Comment
box.

&

Note: Comments are created under the Setup menu, Other Comments.

The calendar can be printed out for different periods of time. Click on the radio button to the left of the appropriate
time. Click Print the Calendar.

The appointment calendar now appears on screen. Each page contains two months of appointments. Letterhead
information will be pulled from Clinic Defaults.

Mississauga Chiropractic Clinic
123 Sacroiliac Avenue, Mississauga
ON, L4B 14, Phone: 905-5629-8211

September 2008 Appeintmants for Mary Brown
Sunday Monday Tuesday | Wednesday | Thursdsy Friday Saturday
1 2
3 4 3 & 7 8 B
0 11 12 13 14 15 18
17 18 4 400 Pm |18 20 5 a:00 PM (21 22 5 g0 P |23
2 28 5 200 PM (28 27 5 400 PM |28 235 400 Ph |30 4 9:30 AM

QOctober 2008

Sunday

Appointmants for Mary Bromn

Monday Tuesday Wednesday | Thursday Friday Saturday

1 2 p400Pm [3 4 i 8 adnspem |7

° 8 10 M a a:30 Am |12 12 5 g0 am |14 4 930 AN
£, 415 PM

15 o 020 A |18 i 1% 18 0 B

2z 23 [24 25 25 7 25

29 30 21

Legend A Dr D.D. Palmer, DO

Comments Al rescheduled appaintments require 24 hour notice
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There are five ways to access Record Activity and Payments.

arwbdpRE

From the Patient Menu

Clicking on a Patient appointment on the Appointment Book

Pressing F10 on a Patient appointment on the Appointment Book (shortcut)
Pressing F12 on the Appointment Book (shortcut)

From within Patient Information on the Account/Activity tab

From the Patient Menu

Go to the Patient menu and choose Record Activity and Payment. Click onto or type the underlined

letter on the button you wish to use for your search criteria. Select the patient by double clicking on
them or highlight and press Enter

Clicking on a Patient appointment on the Appointment Book
Click onto the patient on the appointment book and press the F10 key or click the Activity (F10) button

Pressing F10 on a Patient appointment on the Appointment Book
Move the cell pointer over the appropriate patient on the appointment book. Press F10

Pressing F12 on the Appointment Book

Press F12 on the appointment book and click onto or type the underlined letter on the button you wish
to use for your search criteria. Select the patient by double clicking on them or highlight and press

Enter. This is a shortcut for walk-in patients and for those offices not using the PMP appointment book
schedule for patient appointments.

From within Patient Information on the Account/Activity tab

In the Patient Information screen press F10 from any tab or click the Account/Activity tab and click the
Activity button.

Patient Activity

Treating Doctor

[or. 0.0 Palmer, Dc =l
Location
Ilain Clinic

‘Code ‘Description ‘ Total‘ Hillinyl Patient
]

Defaut Cod _—
Delete Row ‘guaé‘((mnwf OEO| SeED] @8

Payment Amount

Pay this Amount
© Amount 0.00 40.00

' None ©.00 Payment Type
« Today's Fees 0.00 ICash j

 Account Balance |[-100.00

" Related Balance 0.00 Print Receipt I

" Preset Payment 0.00 Print Statement [
< Dr. No. 1 -100.00 Last Statement Date

Post

Press 'FL0'to Pay Press 'F9' to Write off
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The Patient Activity screen begins with Treating Doctor. The listed practitioner will be either the practitioner with
whom the patient was booked or the Doctor of Record if you entered using the F12 key. Change the Treating
Doctor if necessary.

Click into the field below the word Code to bring up a list of your Fee Schedule. Scroll through the list or type the
first few letters of the code for the item you are searching for.

For instance, if you type the letter ‘C’, the Fee Schedule opens and takes you to the beginning of the fees that
have a code starting with ‘C’.

[code [Description [ Total] Billing| Patient]
I[SuB  Subsequent Visit 2650 1050  16.00

Code _|Description [Extra Biling [ Patient ~
REF  REFUND 0.00 0.00
REP  Discharge Report Rearder 0.00 55.00
REP2 |report Reorder 0.00 2522
RF Report of Findings 0.00 25.00
sus_Subsequentvist | 050 1600
SUPP  Supports Reorder 0.00 0.00
TRAN TRANSFER 0.00 0.00
WTTP  WCB TRANSFER TO PATIENT 0.00 0.00
XCS  XRay Cenical Spine 0.00 0.00
XFS__ XRay Full Spine 0.00 000 «

 Account Balance | 52.00

© Related Balance 0.00 Print Receipt r

 Preset Payment m Print Statement [~

€ Dr.No.1 [s2e0 Last Statement Date

st tetementDete
Post

Press F10' to Pay Press F3' to Wite off

Locate and double click the item you are searching for or highlight and press Enter. The amount listed under the
Patient column is editable. To change this amount, click into the field, edit the amount and press the Tab or
Enter key when you have finished.

You can select more than one activity or inventory item by clicking into the code field below the previous activity
or typing a new code letter. A Default Activity (F11) button is located above the Payment Amount. This is used
for selecting the typical treatment that the patient receives. You can either click this button or press F11 to select
the default activity instead of locating the treatment yourself. Default Activity is set up in Patient Information on
the Personal tab.

Posting the Payment

Once you have selected all activity click the appropriate Payment Amount from the list.

—Payrment Amount

& Amount 0.00
= plone o, oo
" Today's Fees &0.00

" Account Balance [ eo.00
" Related Balance [ o0.oo
" Preset Payment [ o.o0o0
" Dr. No. 1 [ eo.0o0
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=  Amount allows you to type a payment amount in the field to the right

* None means no payment was made

= Today’s Fees will pay the amount listed to the right which is the total of today’s billings for the treating
practitioner

= Account Balance will pay the total to the right which is the entire balance owed to all practitioners for this
patient

= Related Balance pays the total to the right which is the entire balance for this patient and all patients they
are ‘linked’ to in Related Patients on the Personal tab of Patient Information

= Preset Payment will pay the total to the right which is the preset amount listed on the Account Activity tab of
Patient Information

= Dr.No._ will pay the amount listed to the right which is the total owed to the treating doctor only

Click the down arrow under Payment Type and choose the correct payment type.

0 Note: A payment type can be set up in the Patient Information on the Personal tab under
the field Payment Type that will be the default when posting payments.

Printing Receipts and/or Statements

You can choose to print a receipt or statement at the time of posting. A receipt is a list of today’s transactions and
payments only. A statement is a list of transactions between specified dates. When you choose the statement
option you are prompted to specify the statement date range. The default start date will be next day after the last
statement end date. If there is no previous statement date the start date will default to the date set up in Clinic
Defaults. The end date will default to today’s date. These dates can be edited by clicking the down arrow and
choosing another date on the calendar. Change the month and/or year by clicking onto the month or year at the
top of the calendar and choosing another date from the list. You can type the dates into the Date From and Date
To fields as dd/mm/yy. The last statement date field in Patient Information on the Account Activity tab will be
updated after Posting.

Select a Range of Dates

Date From Date To
18062008 j | Print the Statement I

|—1

o February
w March E FE 7 &
april 2 13 14 15
May 3 o0 21 2
June E 27 23 29
i /06/2008

Posting the Activity
Click Post.

The transaction is now complete. The summary sheet will be updated to reflect this activity, related patient
balances will be paid automatically and added to summary sheets, receipts and/or statements will be printed.

How you accessed the patient activity and whether the patient has another appointment booked will determine
what appears on screen next:
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= If you entered the patient activity screen from an on-screen appointment and the patient you are processing
has another appointment booked you will see a pop up entitled ‘Yes, or N0’ confirming the patients next
appointment. Click Yes to confirm and you will taken back to the appointment screen. If you choose No you
will be taken to the Appointment tab in Patient Information to delete or edit the appointment.

= |f you entered the patient activity screen from an on-screen appointment and the patient you are processing
does not have another appointment you will be taken to the Appointment tab of Patient Information to allow
you to book the next appointment.

= If you entered the activity screen from the patient menu or F12 you will return to the appointment book
screen without future appointment details or prompting for additional booking.

= If you entered the activity screen from the Activity button located in the Patient Information screen you will be
returned to the same screen.

Access the Patient Activity screen as seen in previous instructions.

Instead of choosing a code for activity, press F10. A payment line will be created. The cursor is now activated
under Payment Amount at the Amount field. Type the amount of the payment or click the radio button to left of
the relevant payment option.

Determine the Payment Type by clicking the down arrow and selecting the appropriate type. Click Post.

Treating Doctor
Dr. D.D. Palmer, DC
Location
Main Clinic
[Code [Description | Total]OHIP/wsib| Patien
[MPAYM  Payment 0.00 000 000

4

Default Code. e —
Delete Row | | AFI) 0.00 0.00 0.00
Payment Amount Pay this Amount
© Amount 0.00 $77.00

# iz 00 Payment Type
© Today's Fees 0.00 Chequs|

& Account Balance 77.00
 Related Balance 0.00 Print Receipt r
" Preset Payment 0.00 Print Statement [
" Dr. No. 1 77.00 Last Statement Date
19-Jan-2000

Post

From here you can press F10 to Post

Press F12 while on the appointment book and select your patient by the method of your choice. Double click or
press Enter on the appropriate patient.

Once in the patient activity follow through with Posting Patient Transactions.

These patients will appear as DONE appointments on the appointment book. They will not have an appointment
type and the words ‘WALK-IN’ will appear in comments and on the Appointment tab in Patient Information.

PMP handles discounts to allow you to decrease patient cost for specified items. To Post a Discount press F12
on the appointment book and select your patient or get into the Patient Activity screen in your usual manner.
Enter your transaction in your usual manner. Press Enter or the Tab key to create a second line. Type DI or click
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into the Code field and select Discount. The curser is now activated in the patient fee area. Type the discount
amount with a minus sign, ie. -20.00. Press Tab. The discount line now shows the fee reduction in red and the
total fee for today includes the discount. Click Post.

Treating Doctor

Daniel David Palmer, DC #4444 |
Location

[ain Ciiric

Code
LuUM
Dl

Tolall
50.00
-15.00

Palienl‘
50.00
-15.00

Billing |
0.00
0.00

‘Descriplinn |
Lumbar Pillow
Discount

Default Code

Delete Row | [Mo Default

| 35.00 [ 0.00 [ 35.00

0 Note:

Summary sheet shows a total of the discounts if you use the code “DI”. This total can be
given to your accountant to provide information for your records of the amount of reduced
or complimentary services your office provides.

There are two types of patient refunds. The first is a refund that is required due to an overpayment.

To Post a Refund press F12 on the appointment book and select your patient or get into the Patient Activity
screen in your usual manner. Type REF or click into the Code field and select Refund. Leave the patient fee at
0.00. Press Enter. Press Enter or the Tab key to create a second line.

Patient Activity

Treating Doctor
|Dr. D.D. Palmer, DC =

Location
[Main Clinic

Code |Descriptiun | Tutal| Billing| Patientl
_|REF REFUND 0.00 0.00 0.00

=

To create the refund amount either click the radio button to the left of Amount and type in the amount of the
refund with a minus sign, i.e. -50.00 or click the radio button to the left of Account Balance if the amount is
correct

o 0 Pameroc Bl

Main Clinic

‘ Total
ooo

‘Coﬂa |Dasl:riplio||

Billing] Patien
[PMREF  Refund

0.00 0.00

Default Corde

Delste Row | 110 Defaull 0:001 0.00 " 0.00

Payment Amount

& Amount
£ Mone
© Today's Fees

 Account Balance
" Related Balance
" Preset Payment
 Dr. No. 1

Pay this Amount
($50.00)

Payment Type

r
r
Last Statement Date

Print Receipt
Print Statement

From here: you can press F10 b Post
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Select the method of the refund i.e. Cash, Cheque, etc. under Payment Type. Click Post.

0 Note: Your end of day receipts will not match your summary sheets if you write a Cheque

to your patient for the amount of the refund. If you refund by cash, debit or credit
card, your day end receipts will be accurate.

In the Patient Information Account Activity screen add a comment to the refund by clicking onto the refund line
and clicking the Edit Comment button. Type an explanation for the transaction. Type your initials. Click Save.

Enter a Comment

Patient Moving to BC, refunded credit as per DD's
instructions. LJ

Delete Cancel Save

The second type of refund is because of a fee reduction of inventory return.
This is a two-step process:

1. Return the inventory

2. Process the refund

1. Return the inventory item. Press F12 on the appointment book and select your patient or get into the
Patient Activity screen in your usual manner. Locate and select the original inventory item. Click into the
column under Patient. Type in the cost of the item with a minus sign, i.e. -50.00 and press Enter or the Tab
key. Click the radio button to the left of None in the payment amount area. Click Post.

Patient Activity

Treating Doctor

IDr D.0. Palmer, DC -
Location

IMain Clinic

Code |Descriptiun | Total|

Billing| Patient
CPIL Cervical Orthopedic Pillow  -50.00

000 -50.00

# |

2. Process therefund. Get back into Patient Activity. Type REF or click into the Code field and select Refund.
Leave the patient amount at 0.00. Press Enter. Press Enter or the Tab key to create a second line.

Treating Doctor

IDr. 0.0, Palmer, DC 'l
Location

ain Clinic

Code |Descriplion

[ Total] Bining| Patient
REF Refund

0.00 0.00 0.00

* |
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To create the refund amount either click the radio button to the left of Amount and type in the amount of the
refund with a minus sign, i.e. -50.00 or click the radio button to the left of Account Balance if the amount is

correct.
Select the method of the refund i.e. Cash, Cheque, etc. under Payment Type. Click Post.

0 Note:  Your end of day receipts will not match your summary sheets if you write a Cheque to
your patient for the amount of the refund. If you refund by cash, debit or credit card, your
day end receipts will be accurate.

In the Patient Information Account Activity screen add a comment to the refund by clicking onto the refund line
and clicking the Edit Comment button. Type an explanation. Type your initials. Click Save.

Enter a Comment

Patient retumned cenical pillow, Refund given as per DD's
request. LJ|

Delete | Cancel | Save |

\
0 Note: If the returned inventory item can be sold again, you will want to increase your Amount
in Stock for this item in Fee Schedule, Inventory.

The Activity Date function allows you to change the date for processing transactions that occurred on a previous
day.

Go to the Utilities menu, then Activity Date. To set the date back, click onto the appropriate day on the
calendar. For a previous month click the back arrow once for every month you wish to move back. You can also
click onto the month or year to produce a list of months / years. Click Accept Changes. Once you have returned
to the main appointment screen you will see a red border around the screen. This indicates that activity posting
will be on a date prior to today.

Process the necessary transactions. Print the summary sheet and attach it to the original summary sheet for that
date to explain any changes in accounts receivable.

To return to today go to the Utilities menu, Activity Date. Click Reset to System Date, then Accept Changes.

Set the ‘Activity Date’
System Date on Program Startup

EN  November,2006 [N Decamber 0T, 2006

Sun Mon Tue Wed Thu Fri Sat

- 2 3 4 Current Activity Date
s 6 7 8 9 W1 Movernber 01, 2006

12 13 14 15 16 17 18

19 20 21 2 23 24 % Reset to System Date
26 27 28 M9 30

T Today: 01/12/2006 _Amm il

The "Activity Date’ is the date your program is working with, or your Posting
date. When you first start your program, the 'Activity Date’ is set to your
Cotnputer's cutrent System Date. Normally you wouldn't need to chanzs this date
If you set your 'Activity Date' to a date before the System Date then your
appointraent hook will hecome surrounded by 4 'Red" Border. If you set the date
to a date after the System Date then the border will become ' ' The
"Today' button always takes you back to the 'System Date’, If vou change the
*Activity Date' a button labelled 'Activity Date’ will become visible on the
appointment hook. Pressing this button will return you to the current "Activity
Date’. Please note that you cannot choose an "Activity Date’ prior to the "Edit
Date’
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There are times after processing patient activity that you have to edit or delete a transaction. For example
the patient could have paid you after the visit had been posted or you posted an incorrect patient.

Get into the Patient Information Account Activity tab.

To Edit a Transaction click the item to be edited and click Edit. A pop up window will appear entitled
Edit a Transaction. The area on the left is the activity before the edit. Modifications take place on the

right side of the screen. When attempting to alter a date please note that you can only move the date
forward. Click in to the field that you wish to change.

Record Modified Record
Date [[3Dec2006
Doctor DD [Dr. D.0. Palmer, Dc =l
Code [SUB [sus =
Billing Cods [3506 508
Bill Type [MH MH
Status [Pending Pending
Paid By =l
Billing Amount [5.00 300
Patient Amount [15.00 1600
Payment Amount [1.00 60
Reference Date | [
Location | [ =
hange Bill Type
Pending <> Billed (F5) ;EAEHS" ,‘:XAVPC,E’ Cancel Accept Modified Record
I

Once the change is complete, click Accept Modified Record. If no changes are made click Cancel. A
message box will appear noting Youve edited a transaction.... Type an explanation for the edit and add

your name or initials. Click OK. Changes will be recorded in the Account Edit Journal along with the
comment.

You've edited a transaction... x|

Changes made to fields in this area will affect practitioner revenue and
for Accounts Receivable. You will need to reprint summary sheets
and notify your accountant or bookkeeper as to changes made. All
edits will be reflected on the Account Edit Journal.

You may enter in & comment to explain why this action was made.

Patient paid after posting. LJ

To Delete a Transaction click the item to be deleted. Click the Delete button. A pop up window will
appear asking if you would like to delete the payment as well. Answer Yes or No. Another window will
appear asking you to confirm the deletion. Click OK. A message box will appear noting You've deleted
a transaction.... Type an explanation for the deletion and add your name or initials. Click OK. Changes
will be recorded in the Account Edit Journal along with the comment.

v Hint:

All PMP users in your office should be instructed to detail the reason for the edit or
deletion and note their name upon seeing the comment box.
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To transfer credits from one patient to another:

= Add Transfer to your Fee Schedule if necessary. Click the Setup menu, Fee Schedule, Other. Click
Add. Type TRAN into the code field and Transfer into the description field. Leave the amount at 0.00. Click

Save.

= Add Transfer to your Payment Types if necessary. Click the Setup menu, Payment Types. Click Add.
Type Transfer into the Description field and TRAN into the Short description field.

= Transfer the Amount from the Patient with the Credit. Get into Patient Information on the Account Activity
tab for the patient that has the credit. Press F10. Select Transfer from the activity list. Press the Tab key.
Below Payment Amount click Amount and type the total to transfer with a minus sign before the amount, i.e.
-100.00. Change the Payment Type to Transfer. Click Post.

Treating Doctor
Dr. D.D. Palmer, DC -
Location

Main Clinic

[Code [pescription [ Total] _Biling| Patient

M[TRAN  Transfer 0m

Defaull Code, TP
Delete Row | (s Default 0-00  0.00|  0.00
2 i

Pay this Amount

0.00 0.00°

& Amount -100.00 |
© DNone 0.00

(§100.00)

Payment Type
( Today's Fees 0.00 Cach] =

€ Account Balance |-100.00

€ Related Balance 0.00 Print Receipt r
" Preset Payment 0.00 Print Statement [~
 Dr No. 1 -100.00 Last Statement Date

29-Mar-1998

Post

| Fram here you can press F10 to Post

= Transfer the Amount to the Patient with the Balance. Get into Patient Information on the Account
Activity tab for the patient that has the balance owing. Press F10. Select Transfer from the activity list.
Press the Tab key. Below Payment Amount click Amount and type the total of the transfer, i.e. 100.00.
Change the Payment Type to Transfer. Click Post.

These transactions will now appear in succession on the summary sheet. There should be no change in the
monies for the day as this is a direct transfer.

You may wish to transfer a balance /credit from one practitioner to another. For instance you may want to
transfer the $30.00 owed to DD to LH.

Total Dr. DD Or. LH Or. BP

Dr. AB

’, View all Doctor balances l

o0 [ 3000 [ ooo | oo | oo | | | | |

= Add Transfer to your Fee Schedule if necessary. Click the Setup menu, Fee Schedule, Other. Click
Add. Type TRAN into the code field, Transfer into the description field, and leave the amount at 0.00. Click

Save.

= Add Transfer to your Payment Types if necessary. Click the Setup menu, Payment Types. Click Add.
Type Transfer into the Description field and TRAN into the Short description field.
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= Transfer the Amount from the Practitioner with the Balance / Credit.. Get into Patient Information on the
Account Activity tab for the patient that has the balance / credit. Press F10. Change the Treating Doctor field
to the practitioner with the amount to be transferred. Select Transfer from the activity list. Press the Tab key.
Click Amount and type the amount to transfer, i.e. 30.00 or -30.00. If your patient owes this practitioner
money, the transfer amount is positive. If there is a credit balance, the transfer amount is negative. Change
the Payment Type to Transfer. Click Post.

Treating Dactor

Dr. D.. Palmer, DC ~

Location

Main Ciinic

[Code [Description [ Total](__Billing| Patient
[MTRAN _ Transfer .00 om0

DEfil Cod —_—
Delete o | e et .00 ©0.00f 0.0

Payment Amount—————————

Pay this Amount
& Amount 30.00 §30.00
¢ Hone 0,00 Payment Type
" Today's Fees 0.00 rangfod j
" Account Balance 30.00
 Related Balance 0.00 Print Receipt r
" Preset Payment 0.00 Print Statement [~
© Dr. No. 1 0.00 Last Statement Date

[29-har-1998

Post

From hers you can press F10 to Post

= Transfer the Amount to the Other Practitioner. Press F10 again. Change the Treating Doctor field to the
practitioner to who is receiving the transferred balance. Select Transfer from the activity list. Press the Tab
key. Click Amount and type the amount to be transferred, i.e. -30.00 (the opposite of the amount transferred
above). Change the Payment Type to Transfer. Click Post.

'iain Clinic

[code[pescription

[ Totallf Billing] Patient

[=[TRAN  Transter

DEfATIRCETE

0.00 0.00 0.00

Delete Row | 1o Default 0:00] 060 0-00

Payment Amount

Pay this Amount
& Amount -30.00 (530.00)

" None: 0.00

Payment Type
© Today's Fees 0.00 -

© Account Balance 30.00

" Related Balance 0.00 Print Receipt r
© Preget Payment 0.00 Print Statement [~
£ Dr. No. 2 30.00 Last Statement Date
29-Mar-1998
Post

From here you can press F10 to Fost

The balance is now owed to LH.

Date | ‘Ref. Date ‘Doc |Lucati0n‘Code |Ei|\ Code |Type |Statu5 |F'a\d by | | EliIIing| Patient| Payment
| |98 0/2008 jalu} 1A CASH |Paid 0.00 30.00 0.00
Do 1 TRAN CASH |Paid TRAMN 0.00 0.00 30.00

LH 1 TRAN CAZH [Paid TRAN 0.00 0.00 -30.00
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To record a returned cheque in PMP complete the following steps:

= Add Returned Cheque to your Fee Schedule if necessary. Also add Returned Cheque Charge if it is
your office policy to charge your patient when the bank returns a cheque. Click the Setup menu, Fee
Schedule, Other. Click Add. Double click into the code field and type RC into the code field. Type Returned
Cheque into the description field. Leave the amount at 0.00. Click Save. Click Add. Double click into the
code field and type RCC into the code field and Returned Cheque Charge into the description field. The
amount should be the fee you charge for a returned cheque. Click Save.

» Posting the Returned Cheque: Get into Patient Information on the Account Activity tab for the patient
whose cheque was returned. Press F10. Select RC — Returned Cheque from the activity list. Press Enter.
The patient amount should be left at zero. Select RCC — Returned Cheque Charge from the activity list.
Press the Tab key. Below Payment Amount click the radio button beside amount and type the total of the

returned cheque with a minus sign before the amount, i.e. -100.00. Change the Payment Type to Cheque.
Click Post.

Treating Doctor

[DR. PAUL El N
Location
Main Clinic

[Jots Towsipiion T T T
RC  Retuined Cheque 0.00 000 000
HRCC Returned Cheque Charge 15.00 0.00 15.00

Default P ————————
A 15.00 0.00 15.00
Delete Row | No Default &

Payment Amount Pay this Amount

© Amount [-100. 00 [ ($100.00)

 None T | poymencTame

© Today's Fees [ 1s.00 ~|

 Account Balance EERag

- Related Balance 0.00 Print Receipt

- PresetPayment | 0-00 Print Statement

- DrNo. 1 [T15.00 Last Statement Date
Romgzns

Post

From here you can press F10 to Pst

These transactions will now appear on the summary sheet and in the patient file. There will be a reduction in the
receipts on your daily summary and the total will not match the total of the cheques in your cash drawer.

Add gift certificate to your Fee Schedule if necessary. Click the Setup menu, Fee Schedule, Other. Click Add.

Double click into the code field and type GC. Type Gift Certificate into the description field. Make the Selling
Amount $0.00.

Gift Certificates (GC) can be used in two ways depending upon the set up of your office:
A gift certificate will be used by one practitioner only

A gift certificate can be used by more than one practitioner.

1. Gift certificate is used for one practitioner only.

= Sale of GC. Get into the Patient Activity screen in your normal manner. Locate and select the Gift
Certificate from the list. Press Enter or Tab to create a second line. The selling amount should be
$0.00. The Payment amount will reflect the cost of the GC. Click onto the radio button to the left of
Amount and type the amount of the payment. Choose the Payment Type from the list, click Post.
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This will have the effect of recording the money received and creating a credit on the patient file. There is
no change in revenue; no service has been given.

= Redemption of CG. Get into the Patient Activity screen in your normal manner. Locate and select the
treatment that the patient had from the list. Click onto the radio button to the left of None. Change the
Payment Type to Gift Certificate. Click Post.

2. Gift certificate can be used by more than one practitioner.

Create a new patient file named Gift Certificate by pressing F6 from the appointment book. Type the first
name as ‘Gift' and the last name as ‘Certificate’. Make the Doctor of Record the first DC in your office. Click
Save.

Create a payment type named Gift Certificate. Go to the Setup menu, Payment Type. Click Add. Type ‘Gift
Certificate’; press the Tab key type ‘GC’. Click Save.

= Sale of GC. Get into the Patient Activity for the patient Gift Certificate. Leave the Treating Doctor as the
first DC. Locate and select the Gift Certificate from the list. Press Enter or Tab to create a second line.
The selling amount should be $0.00. The Payment amount will reflect the cost of the GC. Click onto the
radio button to the left of Amount and type the amount of the payment. Choose the Payment Type from
the list, click Post.

This will have the effect of recording the money received and creating a credit on the account for the
patient file Gift Certificate. There is no change in revenue; no service has been given. Post to the first DC
because that is the bank account that should get the money.

= Redemption of CG. Get into the Patient Activity screen for the patient in your normal manner. Make sure
the Treating Doctor is the practitioner who performed the treatment. Locate and select the treatment that
the patient had from the list. Click onto the radio button to the left of Amount and type the amount of the
GC. Change the Payment Type to Gift Certificate. Click Post.

The revenue or fee will show on the day summary sheet for the treating practitioner and the receipts will
balance because you received the gift certificate as payment.

= To balance the actual cash get into the Patient Activity screen for the Gift Certificate patient file. Type
‘TRAN’ or click into the Code field and select Transfer. Press Enter. Press Enter or the Tab key to
create a second line. Click the radio button to the left of Amount and type in the amount of the GC with
a minus sign, i.e. -50.00. Change the Payment Type to Gift Certificate. Click Post. This transaction will
reduce the credit balance on the Gift Certificate patient and has no impact on total revenue.

Suggestions

Some offices number their gift certificates. You can record this information in the patient comment area for the
Gift Certificate patient e.g. “Oct1-08 sold GC#0052 - redeemed Feb14-09”.

If a gift certificate expires you need to reflect an increase in income because you received money but did not
render a service. Create a fee schedule item called “expired gift certificate” with a ‘zero’ fee and post this
transaction anytime you need to eliminate a credit on account because of an unused or expired gift certificate.
The fee will equal the price of the certificate purchased and would be entered when you post the transaction.
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Patient Write Off

Get into the Patient Activity screen or press F12 from the appointment book and locate the patient. Press
F9. A write off information line will appear. The cursor is now activated in the Amount field.

[Code  [Description [ Total] wecn [ Patient]
[Pfwo — wiite of 0.00 000 000

e | ————
Delete Row | |_Ho Default 0:.00] o.00] 0.00

Payment Amount

Pay this Amount
 Amount 0.00 [ (§20.00)

" Mone @00 Payment Type
" Today's Fees 0.00 |

& Account Balance | 20.00

" Related Balance 0.00 Print Receipt r
" Preset Payment 0.00 Print Statement [~
© Dr. No. 1 z0.00 Last Statement Date

Post

From here you can press F10 to Post

Type the amount of the write off or click the Account Balance radio button if the amount is correct. Click Post.

The Difference between Write Offs and Discounts
We find it helps to think of write-offs and discounts like this:

- awrite off is an amount you cannot collect
- adiscount is an amount you choose not to collect.

Reversing a Write Off

You may on occasion be required to reverse a write off. There are two steps involved in this procedure:

1. Getinto Patient Information on the Account Activity screen, press F10. Press F9. A write off information
line will appear. The cursor is now activated in the Amount field. Type the amount of the write off to be
reversed. Click Post. The amount is shown as a credit in the patient balance at this point.

2. Click onto the write off (WO) line, click Edit. Click into the Patient Amount box on the right and highlight

only the minus sign (-). Press delete. Click Accept Modified Record. Type the reason for the reversal
into the comment field. Click OK.

Below is how the account would look after reversing a write off.

Patient Information 18 - Alexander Lloyd

F’ersuﬂa\l Cummentsl Pop Upsl Mamtubal Bill To / Empluyerl Appointments  Account / Activity |EHC |

Date ‘ |Hef Diate |Dnc |anatinn|CDde |E\II Code |Type |Status |Pa\d by | | BiHing| F'atient| F'ayment|;
_|20/01/2008 [ol} 1A CASH Paid 0.00 10.00 0.oo
14/06/2006 (i} 1/W0 CASH  Paid 0.00 -10.00 0.0

321002006 4 oo 10 CASH Paid 0.00 10.00 0.o0

Credit Write Offs

There are 2 steps involved in writing off a credit. Please note writing off a credit should only be done after

continued attempts to refund the patient have failed. Please check with your bookkeeper or accountant for
more details.
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1. Getinto Patient Information on the Account Activity screen, press F10. Press F9. A write off information
line will appear. The cursor is now activated in the Amount field. Type the amount of the credit as a
positive number. Click Post. The amount of the credit has now doubled.

2. Click onto the write off (WO) line, click Edit. Click into the Patient Amount box on the right and highlight

only the minus sign (-). Press delete. Click Accept Modified Record. Type the reason for the write off
into the comment field. Click OK.

Below is how the account would look after writing off a credit.

Patient Information 18 - Alexander Lloyd

F‘ersunall Cummentsl Pop Upsl Mamtubal Bill Ta / Emp\uyerl Appointments  Account / Activity |EHC |

|Date ‘ |Ref Date ‘Duc ‘Lucatiun|Cude |Eli|| Code |Type |Slatus |Pa\d by ‘ | Elilhng‘ Patiem‘ FPayment| =
20/01/2008 oD 1A CASH Paid CASH 0.00 10.00 12.00
4 i} 1wW0o CASH  Paid 0.00 2.00 0.00

WCB Write Offs

To write off stale dated WCB claims click the Manitoba menu, Record Manual Payments, WCB. Choose the
practitioner; click Prepare the report for this Doctor. Locate the patient by clicking Number, Surname, or First
and typing the search information into the Search field. Click the first visit you wish to write off under Activity.

Click into the Current Line amount box after selecting the date and type 0.00 into the amount field. Click
Accept Changes. Click 2. TTP & WO.

Click Finish when all claims to be written off have been handled. Print the WCB Payment Journal.

(Multi Practitioner Offices Only)

A Payment Distribution screen will appear after processing a payment for a patient when more than one
practitioner is owed money and the payment amount is not equal to the total owed.

=
Account History
Date ‘Duc ‘Cude ‘EHH Code ‘Type ‘Slaws ‘Pald by |Ehllmg |Fa1\em ‘Paymem ‘;‘
| |14/0972005 DD Paid 0.00 30.00 0.00
| |20/01/2006 DD A Paid 0.00 30.00 0.00
| |19/D04/2006 DD A Paid 0.00 30.00 30.00
| |21/11/2006 DD A Paid 0.00 0.00 0.00
124./"\ 172006 LH MAS2 Faid 0.00 40.00 0.00
Payment Worksheet
Doctor Balance Due| | Payment| 2|
| | 1Dr D.D. Palmer, DC so.00 T 160.00
»| 2 Laurel Hardy, MT 400 ¢
|| 3 Dr. Benjamin Pierce, DC ooo 0.00
4 Albert Schweizer, RMT #G456 000 000 Todays’ Payment
B 20000 Doctors in light grey, are
on your system but are
not currently shown on
Amount to Allocate 121" 3°17® Aot
lim Book
o Accept
Erker Payments in the Payment’ calumn or click on the checkbos o the lsft of the column to pay the entire balance
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The lower half of the screen is named ‘Payment Worksheet'. All the practitioners on your PMP will be listed here
with account balances. Put a checkmark beside Balance Due only if you wish to pay the entire balance for that

practitioner. If you wish to pay an amount different from the Balance Due type that amount into the field under
Payment.

Each payment made in the worksheet will reduce the Amount to Allocate balance until the total is 0.00. The
Accept button is only enabled when the amount to allocate reaches 0.00. Click Accept.

View All Doctor Balances

On occasion you may require the ability to edit the balance owing for a specific patient / doctor. This is not a
procedure that is recommended unless it is done to correct a balance owing that was not created by a listed
activity or to correct a balance transferred from another software conversion.

In the Patient Information screen on the Account / Activity tab click View All Doctor Balances. A pop up
window will appear entitled Edit Balances.

Practitioners appear in the order they are listed on the Appointment Book. The practitioners that are on the
current Appointment Book appear in white at the top of the window. The other practitioners that are listed on
this program but not loaded on the Appointment Book are in grey and can still be edited.

Edit Balances

Doctor Name | Ba\ancel New Bialance| <]
Or. D.D. Palmer, DC 140.00 140.00 Changes made to
Laurel Hardy, MT 0.00 0.00 I”“"“f'l B-"“I“_CE‘- il
Dr. Benjarin Pierce, 0.00 000 j;ic"fl"f'f;;‘eégiwhle
Albert Schweizer, DC 0.00 0.00 and Account Edit
Journal
Old Balance 140.00
New Balance 140.00
0.00
—' Dactars in light grey, are
on your system but are
hat currertly shown on
your active Appointment
Baook
Cancel
=l 0K

press Alt-E bo edit A

To alter a balance press the Alt & E keys at the same time. A New Balance column will become visible.
Make the required changes. Click OK. An edit box will appear where you are expected to type an
explanation for the edit. Initial your explanation.

Changes made in this area will be reflected in the Accounts Receivable and the Account Edit Journal.

You've changed a balance... x|

Changes made to fields in this area will affect practitioner revenue and
for Accounts Receivable. You will need to reprint summary sheets
and notify your accountant or bookkeeper as to changes made. All
edits will be reflected on the Account Edit Journal.

You may enter in a comment to explain why this action was made.
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There are four ways to access the new patient file.

= From the Patient menu Add New Patient
* Right click on the appointment book, choose Add New Patient

=  Click on an empty time slot on the appointment book, click Add New Patient

»= Press the F6 key when on the appointment book, click New Patient

Each of the four ways to add a new patient takes you to a new window with a blank patient record file. Across the
top of this window you will see the heading ‘Patient Information Adding a NEW Patient (Patient Number not yet

assigned)’.

The Personal tab contains basic information about the patient. You must enter the First and Last name of the
patient to save the file. The patient number is automatically assigned upon saving using the Next Available

Patient Number found under the Setup menu, Doctor Defaults.

If the patient to be added is related to a patient already in your database and they have the same address you
can use the Copy From Existing button to copy basic demographic information into the new file.

Patient Information 1 - Adrienne Linton

Persanal |C0mmems| Fop Ups| Eill TofEmponer' Appointrments | Account fActivityl OHIP IWS\E' EHC | IR |

EatiNo M oclodoil{eCord ~Phone Numbers— Patient Type
i [Dr. D.D. Palmer, DC = 1 I—Z"—_’
Home MH h
Preferred Location Clear | I [905) 7310702 Patient Catego
| [iscuit -]
First Name Last Name Work ':I Ext p t T
e
[<athy] [ [dames “16) 6333000 [21 |—'_1P_'Debit o 4 ’
AR Cell | Ext Default Code
Street & Apartment or Unit # m
[2300 Smith Street (205) 958-7878 |
Flags
City Province | Ext IF' 6
|M0rdan jJ |MB J I Active \) 7
Postal Code Country Auto Stat ts
[Rom 120 [Canada Email Address Ermail
foi 2 ) Do NOT contact I
alintong@work.ca
rReferrals i AR Type
Referral Method Referred By Patient Maiden Name W']—j
[Patiert =] [Ranes smith543 B |
3 Send Statements To
Date of Birth Age Sex % elated Patients IF'atiem vl
02-05-1959 v 50 Female -
Search for a Patient b
Mext | Previous | gavel Cance/ | hew Patient | ! ’Lasl namel Murnber | Eirst namel Other | I Continue I

|Press F2 to add an appointment,  or press F10 to pracess an activity

Fill in the required information.

L1 ) Phone Numbers

The phone number area will hold up to four phone numbers. Choose the type of phone number you are

adding by clicking the down arrow and selecting the type from the list.
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@ Email

The email button above the Email Address will open your electronic messaging program and address an
email to the listed address.

( 3 | Related Patients

Related Patients will allow you to link family members or multiple files for the same patient so that
payments can be made for all outstanding accounts. Double click on each patient you wish to relate.
Click Continue. Do not add the patient whose file you are in to the related selection.

4) Payment Type

A default payment type can be set up that will be used whenever you post activity.

5) Default Code

You can create a default activity for each patient that will post the activity with a single keystroke. Click
the down arrow beside Default Code and choose the activity most often posted for this patient.

@ Flags

Flags are single digits or letters used to indicate something meaningful to you about the patient.

You may have up to eight flags per patient. Flags are created in the Setup menu, Flags. The Flag
option can be chosen to select a particular group of patients for some reports, e.g. Queries.

Enter relevant information into this tab that isn't stored elsewhere. There are no restrictions as to how much
information can be stored.

You may predefine frequently used comments in the Setup menu, Patient Comments. Double clicking on the
predefined comment under Select a Comment will enter it automatically into the body of the comments.

Pop Ups are information boxes that will appear on a patient file where and when you choose, giving information
you have input and may require about this patient or their appointment. Locations where pop ups are designed to
pop are chosen in the Setup menu, Clinic Defaults. = See page 10 and 48.
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The Manitoba tab includes tabs for Manitoba Health, Manitoba Public insurance, and Workers
Compensation Board.

= The Manitoba Health tab contains:

- The patients MH Number

- Visits Left. This field automatically decreases when treatments are posted. On or your next
business day after January 1* you will receive a pop up upon opening your PMP that asks you if
you would like to reset the Manitoba health visits. If you have completed posted treatments from the
previous year you can choose Yes. Choose No to continue inputting visits from the previous year.
The pop up will appear every time you open PMP until you select Yes. Once you have selected to
renew the MH visit every patient will default to having 12 visits left. This field is editable should the
amount be incorrect at any time.

- The Diagnostic Code which is chosen from a pick list.

- Diagnostic Comments for C99 is a field where you type in any comments related to the Diagnostic
Code of C99 Other Conditions

- Fee after Manitoba Health expiry. In this field choose the fee to bill the patient once their MH visits
are exhausted. The Full Fee adds the MH fee to the patient fee and bills that amount. Patient Fee
continues to charge the patient what they were charged will MH visits remaining. Post Expiry Fee
will charge the patient the amount typed into the field box.

= The MPI tab contains specified fields to input relevant information that will populate reports and
invoices. This tab also allows you to create New Initial chiropractic, New Track I, and New Track Il
reports.

= The WCB tab contains specified fields to input relevant information that will populate reports and
invoices. This tab also allows you to create New Chiropractor’s First and Progress Reports.

The Bill To / Employers tab houses information regarding the person or company that is responsible for the
account if not the patient themselves or Workers Compensation.

Input any relevant Extended Health Care information on this tab. Note these totals do not automatically
count.

To save the new patient file click Save. Once saved two new tabs will appear:

The appointments tab houses all past and future appointments. It offers the option to Add an appointment
(using the F2 Appointment Grid), Book Multiple Appointments, and after posting activity it offers Add an
appointment, Same time next week, and Same time next Month (28 days). You also have the option to Print
Calendar and Delete all Pending Appointments.

The Account / Activity tab is where all financial transactions are stored. You can print receipts and statements
from here, add comments to activity to explain their nature, and also edit and delete transactions.
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The bottom portion of the Patient Information screen is a static screen. It is available on all tabs within the patient
information screen. The Next and Previous buttons give you the choice of moving forward or backward one
patient at a time, searching by either name or number depending upon the previous search criteria.

An envelope button is located in the middle of the screen which will print the name and address on an envelope
or label for the patient currently being viewed. =» See page 51.

Search for a Patient b

Mext | Erewousl Savel Cancel | Iews Patient | _'Il lrgast namel Numberl First namel cherl Continue |

|Press FZ to add an appointment, or press F10 ko process an ackivity

The buttons on the right offer you the ability to locate other patients by Last name, Number, First name, and
Other.

The Other button offers various options for locating patients.

—Search by
" SIN " Postal Code " EHC 2
" Bill To/ Employer ¢ WCB Claim #  MVA
= Phone Number " EHC 1

The bottom taskbar shows hints regarding accessing the F2 - to add an appointment and F10 - to
process an activity.

Click Continue to save changes and exit the patient information screen.

You can create a default activity for each patient that will post the activity with a single keystroke. The setup
for this is in Patient Information Personal tab. Click the down arrow beside Default Code. Choose the
activity most often posted for this patient.

Personal |Cnmmem5| Fop Ups| Bill Ta / Emp\nyerl Appmmmemsl Account /Actl\my| OHIP /WEIB' EHC | Il/A, |
Pm-/:;. DDncl[;)anfPchordDC ~Phone Numbers Patient Type
[ 72 [or 00 Paner, | o -
Preferied Location | Clear (204) 838-7878 Patient Catego!
- Adult -
irst N Last N [Work e
EInE CER DLW Payment Type
[ [ames (204) 696-3321 |2 l?asyh_w_j
-Address Cell > Ext Default Code
Street & Apartment or Unit # 204) 965-3321 ,— | Clear
[2300 Smith Street (20
A | Adjustment ]
City Province :I' Ext 05 | Ad
fjustment No Charge
|Mordaﬂ jJ IMB J I AQAnalgesic Qintrnent
Postal Code Country APALAdjustment
JRor 1x0 [Canada Email Address Emalil CE |Consultation/Examination
misserin@gmail.com CENt Consultation/Exam NG
Referral q COC Cervical Orthoped Collar
Referral Method Referred By Patient Maiden Name CPIL Cervical Onhaped\c Pillow
[Patiert =] [Agnes smith643 P
Send Statements To
Date of Birth Age  Sex Related Patients Patient -
[02-05-1950 ] 50  [Female |

Search for a Patient b
et Eravmusl ﬁavel Cancel | Mew Patient | * ’V\:Esl mamel Numhevl Eirst namel Other Continue |

Press F2 to add an appointment,  or press F10 ta pracess an ackivity

Processing Patient Activity using Default Activity

When in the patient activity click F11 or press the Default Code button to use the default activity.
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Envelopes and labels are located in three areas in the PMP:

»= Right clicking on a booked appointment brings up the addressed envelope for that patient.

Print an Envelope for Basinger D I

= Anunused appointment slot brings up a blank envelope where you can type an address.

Print an Envelope |

= In Patient information there is a button located on the bottom of the screen. This will bring up an
addressed envelope for that patient on all tabs.

—Search for a Patienthy——————
et | Previous | gavel Cancel | Mewy Patient | _"l Last namel Numberl Eirst namel Other | Continue |

= InBill / To, EHC, and MVA there is a button with a ? on it. Click on it to bring up information for the
company or person. An envelope button is located on the bottom right.

Click the envelope icon. For Envelopes select the following:

¢+ & 4 &

—Select an Envelope——
B34 (334 xB 5)

C8 @7ExEIE) 1 1 The size of the envelope; 6-3/4, 9, 10, 11, 12, 14
10 @148 %3142

cn@izxmaEy || 2. Feed type depending on your printer; Left,  Middle, and

C12 @3 117 Right Vertical
14 B x11.5"

3. Check Print Return Address to add your information to
—Feed Type . . . . .
G Lof Vil the upper left corner. This information is pulled from Clinic
 Middle Vertical Defaults
 Right Yertical

4. Edit the name and address

[~ Print Return Address

Sl i (B 5 Font attributes
Adrienne Lint = . .
1HOE$L]:H3: 6. Patient name and address are editable
Wmmpeg, Mamtoba E24 2W2 . .
7. Any changes in Printer setup
=

-\l
Select Font | Printer SQtupl Cancell Print the Envelope I

You may need to use Prinker Setup to select a suitable Paper Source,

To utilize labels you will need to purchase and install a Dymo LabelWriter 400 Turbo. Please note that other
label equipment cannot be guaranteed to work from within PMP.

Once installed, checkmark the Dymo option located in Computer Defaults under the Setup menu.

% ¥ | have a Dymo label printer connected to this computer.

" show todays note upon startup

All information in the Address to Print box can be edited, Patient number, x-ray information, date, etc. can
be added to the label.

Click the LabelMaker icon to produce a label.
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Related Patients will allow you to link family members or multiple files for the same patient so that payments

can be made for all outstanding accounts. This is set up in Patient Information Personal tab. Double click on
each patient you wish to relate. Click Continue.

~Patient List ~Selected Patients

Search

[Basinger, Matthew 6| Basinger, Andrew

Number [Surname TFirst T=1 682 Basinger, Donna
1285 Barlow Rhonda Dianne  —! 1148 Basinger, Malthew
771 Bames Gary

85 Basinger Andrew

503 Basinger Dave

Donna

Isabel

229 Baxter Caren =
480 Baxter Darcy Michael Fill the List using Patient Query |
933 Baxter John Kith

05| Bater Louren Elizabeh || Deleted Selected from the List |

Add Selected to ‘Selected Patients’ |

Delete the entire List |

Select patients by using the Search box and pressing Enter, or use the Up and Down arrow keys
and press Enter or Dauble Click an a patient. The Patients are sarted in the order shown by the

background in the Title Bar. Click on another column to change the sort order. Continue

Once Related Patients have been set up you will see a pop up during activity posting that details
outstanding accounts.

Related Patients

MNumber | MName | Balance
15} Basinger, Andrew 20.00
BH2 Basinger, Donna 0.00
1148 Basinger, Matthew 30.00

50.00

Pay related patient balances including today’s billings by clicking the radio button next to Related Balance.
Do not use the related balance function if anyone in the group has a credit balance.

Patient Activity

Treating Doctor
Dr. D.0. Palmer, DC A

Location

Main Clinic

[Code [Description [ Total]oHIP/wsib] Patient
ﬂA Adjustrnent 30.00 000 3000

elete o | Do

Payment Amaunt

Pay this Amount
 Amount 0.00 | §80.00
" Mone 0.00 Payment Type
 Today's Fees 30.00 e j
© Account Balance | 30.00
& Related Balance 80.00 Print Receipt r
 Preset Payment 0.00 Print Statement ™
€ Dr. No. 1 30.00 Last Statement Date
01-Feb-1998

g e |

From hera you can press F10 ta Post

When choosing to print statements for related balances the statements will print for all related patients
receiving part of the payment.
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Pop Ups are information boxes that will appear on a patient file where and when you choose, stating
information you have input and may require about this patient or their appointment. Patient pop ups are
created in the Patient Information Pop Ups tab.

The option of when and where pop ups appear is selected in the Setup menu, Clinic Defaults. = See
page 10.

To Add Pop Ups get into the Patient Information file and click the Pop Ups tab.

Patient I Dave Basinger

Parsonal | Commants Pop Ups | 8 To / Employer | Appointments | Account £ Actviy | OHIP /wsiB | EHC | Mva |

Dotault Paplips
Pop Up when ... Pop Up Comment t

< Copy Selected

| | | | a0 | | Edit | s | | Edit Default Popups

Fop Ups are information boxes that wil appear an & patient fle when and where
you chocse. Defing the location for Pop Ups undsr Clinic Dafauhs.

Search for a Patiant by
Next 5] New Patien _‘| Last name| Number | First name | Otmer |  Continue

Press P2 to s an appointmert, o press P10 b0 process an actnity

Click Add.

IT Popup every time.

il Popup anly an Sep 12, 2006 ~|

il Fopup on, or next visit after Sep 12, 2006 j
il Popup during the week of Sep 12, 2006 j
il Popup after O visits.

il Paopup an or;er day_D of every manth.

To choose when you would like the Pop Up to appear, click the button number of your choice. You will need
to edit the date for items 2, 3, and 4, and add in a number for items 5 and 6.

Pop Up When Options:

1. Will pop every time until deleted.

2. Will pop only on the chosen date. If the patient file is not accessed that day the Pop will be deleted.
3. Will pop only once, the first time the patient is accessed on or after the date chosen.

4. Will pop only that week for as many times as the patient is accessed.
5

This pop up pops only after X number of visits have been posted. Note: Items from the Fee Schedule
listed under Inventory or Other are not considered visits.

6. This pop up will appear every time after the date chosen until the new month starts and reoccurs every
subsequent month until it is deleted.

Once you have selected the appropriate choice click OK. Click into the Pop Up Comment box and the type
the comment you would like to appear. You may type up to 5 lines of text for each pop up.

To choose a default pop up comment click onto the comment of choice from the list on the right and click
Copy Selected. The default comment will copy into the Pop Up Comment box. Click Save.
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Comments in Patient Information can be edited, highlighted, and formatted for more visibility when
processing. You can also print the patient comment.

Patie ation 1124 - Mary Brown

Comments

Persanal Comments | Pop Ups | 841 To f Emplayer | Appaintments | Account £ Actrity | OHIP #wsiB| EHC | mva |

[Septamber 12, 2006
Patiant wil only sae Ot Palmer oaly. LI

Selected Te)

With xt:
Insert Tadsy's Dite Edit Frint Cut | Copy | Paste | Clear

Select a Comment 3‘
O Palmer anly

esstive Attitude

Sert To Callactions

Search for a Patient by

Next | Brevious | sire | come NowPatient | | | Lastname| Mumber | Eirst rame | Qther | _Continue

Fress 2 to acd an gpnremens,  or press FLO kD process an sttty

¥y

Once you have created the comment click Edit. An edit screen will appear. Determine the area you wish to
highlight by click and drag. Click the highlighter icon. Click the X to close. You will be asked if you wish to

save your changes, click Yes.

File Edit Wiew Format

i Edit Rich Text

=10l x|

0& 8|4 BE|o o~

[Bi S0z B u@|= =

=

September 12, 2006
Patient will only see Dr. Palmer only. L)

The highlighted and / or edited portions will appear on the Patient Summary Information screen.

Patient Summary Information

Pat. No. Name Dr.
I 1124 I Mary Brown IF
Address

123 Anywhere Street

Toronto ION

M2 132 [canada

Phone Numb
Home Phone 2

418y 1231234 Jo-

Birthda S S.IN. Type cat.
12War 1960 [F Cash 1
Health Card Number Expi Ohi Xra
1234 567 897 $ 15000 [$ 4000
First Visit Last Visit Next Visit Date

[16-May-2000 [19-4pr-2006  [Wed, 13-Sep-2006, 09:30 AW

Balance Last Payment  Amt.  Treat. Week
[+ 14000 [19-Apr-2006 [ 530.00

Patient Comments

Septernber 12, 2006

Patient will only see Dr. Palmer only. L]
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PMP will open your messaging program and address emails to your patients if you have internet capability
on your computer. Enter the patient email address and click the Email button in Patient Information /
Personal to activate this feature.

Email Address Email |
Imary@hnme.neﬂ

When you post or edit an activity that requires an explanation, you can add a comment to the transaction.

On the Patient Information / Account Activity tab click the activity where you would like to add a comment.

Click Edit Comment. A comment screen will appear allowing you to type a comment. Type a comment that
describes the activity process. Click Save.

Enter a Commenkt
Delete Cancel Save

Once an activity comments has been added to an activity a checkmark will appear in the second column.
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It is important to understand how Manitoba Health (MH) works in the province of Manitoba. The following is
a summary of the components of MH structure.

The Manitoba Government utilizes a method of billing fees for chiropractic services called TWO-TIER
BILLING. This means that in Manitoba, the Province will pay a PORTION of the fee for chiropractic
services. The REMAINDER of the fee is the direct responsibility of the patient.

The government agency under which fees are paid is the Manitoba Health Services Commission (MH). For
residents of Manitoba the rules are as follows:

= Each patient is entitled to charge fees for chiropractic care to MH for up to 12 visits per year. The
billable amount is $11.00 per visit. The fiscal year runs from January to December. PMP will
automatically renew the visits for all MH patients every January.

= Once the patient has reached the allowable amount, they are personally responsible for fees for
services, until the commencement of the new MH fiscal year.

=  MH will not pay for a claim if submitted more than 6 months after the treatment date.

= |faclaim is rejected by WCB or MPI you have 6 months from the service date to submit to MH.

General Information

MH has set down rules that apply to codes and fees for services rendered in a chiropractic office. All
treatments including examination are billed to MH with the code 8506 and fee of $11.00.

When entering patient data into PMP it is important to consider:

Correct fees are entered into the fee schedule in the program and are kept current with any changes.
MH fees are correctly entered in the program, and updated when necessary.
The Patient is listed as the correct type in the program. (ie. MH, MPI, WCB)
The Manitoba Health Number (6 digits) is correctly recorded in the patient file. (Make sure you look at
the card yourself when a new patient arrives. This procedure alone will help keep your accounts
receivable to a minimum.)
= Surname & given name in the program are exactly the same as it appears on the Manitoba Health
Card.
= Specific data is required for claims submission to MH. Missing data will result in a claim being rejected.
This may cause a delay in payment. The data required to submit a MH claim is as follows:
- Health number
- Service code for each visit
- Fee submitted for each visit
- Service date
- MH Diagnostic code

= MH billing may be submitted daily, weekly or bi-weekly. The deadline date for submission varies each
month. All cut-off dates are posted on the EPIiCS message board and are also issued at the beginning
of each calendar year. If you are unsure please check with your MH office.

= Understanding the process of billing and reconciliation will help you monitor your accounts accurately.
Follow through with the step by step billing, handling rejections and reconciliation procedure to minimize
your accounts receivable and maintain MH account control.
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Once activity has been processed in patient files where MH fees are applicable you will want to create a
billing to Manitoba Health.

Go to the Manitoba menu, Prepare MH Billing Exchange. Click the radio button next to the type of billing
you wish to produce.

= All Pending Claims will pull all MH claims that have not been previously billed or that have been
marked back to pending for resubmission.

= Pending Claims by Period will pull all MH claims that have not been previously billed or that have
been marked back to pending for resubmission between specified dates.

= Rebill Claims by Period will pick up all claims whether pending or billed between specified dates.

Click Run.
The next screen contains information and reports regarding your submission.

e The View Draft Rejection Journal button, if enabled, will generate a draft report on your screen of
all claims that are missing information and therefore will not be submitted. If the button is not
enabled there are no rejected claims at this time.

The rejection journal will show a box around a field to indicate the problem is with that field. When
the patient number has a box around it then it means the patient demographics are incorrect or
missing. For example the address is missing or Rural Route is spelled R R. The address field
requires a minimum of three characters.

Hﬂ\m 23,2008 Manitoba Hesllh Rejection Journal
,:g Dr. D.D. Palmer, D:C i
Patient Hame Patient Mo, Health Number Bith [ate E::‘ £3
Meote, Alicia V538 010 [ Jma
Abrey, Sam 1598 D4 M xy- 1850 B14
04 b xy- 1050 B14
Sislar, Rodnay 20084 03 Jan-1G44 &14

e The View Draft Claim Journal button will generate a draft report on your screen of all claims being
submitted.

Click any of these buttons to produce the report for viewing or printing.

Click Cancel to cancel this submission if you want to fix rejected claims or delay this billing.

To continue click Save and create Submission file. An information box will appear noting the name and
location of the submission. Make note of this filename, you will it need when sending claims through the
EPICS system. Click OK.

e The View Rejection Journal button will be enabled if there are rejections. Click this button to print
the report.
e The View Claim Journal button will allow you to generate the billings report.

These reports will be stored in Documents for Printing under the Report menu and can be viewed or
printed at a later time.

The Rejection Journal appears like this: |9- CJ_DD_Sep2006_1.Ace |
[39. RB_DD_Jan2005_1 Ace |

The Claim Journal appears like this:
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Manitoba Health sends you a payment file each month through the EPICS program. Download the file and
run it in PMP to pay individual claims and update your Accounts Receivable.

After you have downloaded the payment file from MH go to the Manitoba menu, Reconcile MH
Remittance File. Click Choose a Returns File. Locate and select the Remittance file by clicking the down
arrow beside Look in. Click Open.

[Reconcile Manitoba health claim payments.

[ Chaose a Fetums Fllz ]
User Number |
View Returns File
Creation Date
Process File

Total Number of Claims Views MH Pament Joumal
Total Number of Rejections

Total Fee's Submitted |

View H Payment Rejection Joural

cancel | Contine |

Total Paid To Clinic |

Total Payments Applied

Click View Returns File to view the reconciliation.

Click Process File to apply the reconciliation. Click OK after the payment has been applied.
Click View MH Payment Journal to print the payment journal.

Click View MH Rejection Journal to print the rejection journal.

These reports will be stored in Documents for Printing under the Report menu and can be viewed or
printed at a later time. The Payment Journal is named ‘MH_ PJ’ followed by the creation date.

Click Continue.

If MH has rejected any claims a screen will appear entitled 'Handle Rejections'. Decisions will be required
regarding each rejection. The rejection code you choose will determine the action that is taken.

Three options are available to deal with the rejections:

1. Transfer to Patient
2. Transfer to Patient & Write Off
3. Rebill the Claim

You may either press the numbers 1, 2, 3 on your keyboard or click the box below the title selections on the
top right of the screen.

For example: if the code is 01 - MH Number not valid, you will choose. # 3. Rebill if you are able to correct
the claim.

v/ Hint:  When in doubt choose Rebill. You can always re-submit or pay the claim once you understand
the reason for the rejection. A complete list of Manitoba Health Disposal Codes is available in
the Appendix at the back of this workbook.
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A check mark will appear in the box where you have clicked or pressed. When all rejections have been
handled, click Finish.

Click View MH Payment Rejection Journal to print the report. This report will be stored in Documents for
Printing under the Report menu and can be viewed or printed at a later time. The Payment Rejection
Journal is named ‘MH_ PRJ’ followed by the creation date.

Click Continue.

After processing the payment file you may notice the words No Payment Recorded (NPR) listed in the
midst of patients name on the MH Payment Journal. What this means is that PMP was unable to locate the
claim listed above the NPR to mark the payment. There are a few different reasons that this may happen.

1. The claim was deleted after it was submitted to MH. This type of claim will be displayed on the Payment
Journal exactly the same as the one above and will have fee submitted 10.50 and fee paid 10.50.

Sernvice Service Amount  Amount  Failed s
Claim Humber Health Number Patient Mame Fatient No. [ ate Code Submitted Faid Fending
Qoooooosz 123456 WILLIS, JEAN Qooosye  20-Feb-2002 2506 10.50 1050 Fending

uinlnlulnlnint=ped MO PAYMENT RECORDED : this claim was not found in P RAPuw,

You will need to notify MH that a wrong claim was paid and follow their direction. You may also need to
manually pay the correct claim.

2. The claim was previously paid. On the Payment Journal it will appear without a fee submitted and will
not have a patient name listed above. The disposal code is 03 — Duplicate Account — claim previously
processed.

00004200 KO PAYMENT RECORDED : this olaim weas not found in FMPw.
| 00001200 Disposal Codes: 03 .03

To find the patient this claim belongs to you will need to locate the Manitoba Health Claim Journal that
contains the submission. Follow the column ‘Claim Number’ to locate the claim, in this case claim
number 1200.

This type of NPR would signify that the claim was listed as a No Payment Recorded on a previous
Payment Journal. The claim will need to be paid manually if found on a previous claim journal as paid.
See below.

Senice Senice Amount Amount  Failed /
Claim Number Health Number  Patient Mame Patient No. Date Code Submitted Paid Pending
00001200 111300 ABRAHAM , DAN 0005000 03-Apr-2008  B506 10.50 10.50
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“Manitoba Public Insurance is a nonprofit Crown Corporation that has provided basic automobile coverage
since 1971. Services are available through 22 claim centers, two Customer Service centers in 13 locations
across Manitoba, and ten Driver and Vehicle Licensing (DVL) outlets. DVL services are also available
through 147 agents in 123 communities, including 100 photo licensing agencies, and mobile testing units
that service 69 communities. A staff complement of more than 1,600 strong makes MPI one of the largest
employers in the province.”

This information was taken from the Manitoba Public Insurance
website at www.mpi.mb.ca/.

In Patient Information:
= onthe Personal tab

Patient Type MPI

Patient Category as appropriate
Default Code Adjustment
A/R Type EHC

Send Statements To EHC

= onthe EHC tab:
input all information of the Insurer

= onthe Manitoba / MPI tab:
input Claim #, Accident Date, Adjuster, and Diagnosis

When posting activity for the MPI patient you can select the same activity as you would for a regular patient
if your fee schedule is set up correctly. All transactions for treatments should have MPI codes and fees
attached and will show $0.00 under the Patient column.

| Patient Activity

Treating Doctor

[or. D.D. Palmer, DC |
Location

IMain Clinic

Code |Description | Total| Billing | Patient
_|SUB Subsequent Yisit 26.54 26.54 0.00

ul

Reports and inventory items billable to MPI should be added to Fee Schedule Inventory. Report fees can be
billed at completion of Form creation (see next section) or billed separately. When you choose to bill reports
separately you are prompted to choose the form you are billing for from a list of forms created for this
patient. This procedure will apply the form number to the invoice billing.
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If you do not have any forms created within PMP type the number located at the top right of the form you
are filling out into the field to the left of the OK button.

Edit MPI Form number to use on Invoice x|

List of Finalized Forms

[Form Type [Form No._[Date Created [Date Saved [Comments =
[MTrack [Repon  E 100 1B/12/2006  18/12/2008

Either type in a farm number, or click in the grid to select one. [0

| A new requirement From MPT s tht the form number be quoted on the invice

This number is editable at a later time by clicking the + sign on the account activity line.

Persuna\l Cnmmemsl Pop Ups | Mamluhal Bill To / Emp\uyerl Appointments  Account £ Activity |EHC |

Date | ‘Ref. Date |Doc |Locahon‘00de |Bi|l Code ‘Type |Status |F’aid by | | Ehng‘ F’ahem| Payment| =
_ |28/ 12005 oD 115T  |B50B MPI Billed 18.56 0.00 0.00
_|01/08/2005 oD 15UB 8506 MPl | Billed 26.54 0.00 0.00
_|05/05/2005 oo 15UB 8506 MPl | Billed 26.54 0.00 0.00
_|22/08/2005 oD 15UB 8508 MPl | Billed 26.54 0.00 0.00
15/12/2008 [8n] 1PIL P MPI | Billed 48.00 0.00 0.00
M oo 1T MPA MPA MPI Billed 42.44 0.00 0.00

Inventory items offer you the option of billing the patient or MPI during posting if both patient and MPI fees
are set up for the item in the fee schedule.

g

L This Inventory item has both a patient fee and an MPI Fee.
\_:/ Yau may charge this ta either the patient or MPI. Do you wish to charge MPI?

When you have a patient in your office where Manitoba Public Insurance (MPI) will be the payor you are
required to complete an ‘Initial Health Care Report’ and later a ‘Health Care Provider Progress Report’.
PMP makes completing these reports quick and easy.

To create the reports you will need to get into Patient Information on the Manitoba tab and go to the MPI
section.

Personal | Gomments | Pop Ups Manitoba | Bill To / Employer | Appointments | Account / Acthity | EHC |
Manitaba Health MPI  |wca |

Claim Number Accident Date Adjuster (Case Manager)

234567690 04/09/2006 ~| |Bill Smith

Area X-Rayed Diagnosis
head hurts

New Inital Chiropractic Report | Mew Track | Repori | New Track Il Report |

[Form Type [Form Mo, [Date Created [Doctor [DraftFinal __[C B
ﬂ\mtial Report 18A10/2005 Draft (can edit) Meed exam findings, LI
| = | = | = |eEditcomments | Edit Form | ViewPiint Form | Delste Draft Form |

If you wish to discuss this patient with an MP| Health Care Services member, Please phone 535-7335

Search for a Patient by
next | [Brovoug] 2eve| concel | NewPatient | ® Lasx name| Nurnber | First name | Other || Continue

[press F2 to add an appointment, o press F10 to process an artivity
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The MPI screen contains some basic fields that will be ‘pulled’ into the reports you create. There are buttons
for the 3 types of reports available for MPI patients; New Initial Chiropractic Report, New Track | Report,
and New Track Il Report.

Below the report buttons is a list of ‘Finalized’ and ‘Draft’ forms. As each report is created it will be listed in
this area along with any comments you wish to add to the report.

» The Edit Comment button will allow you to add comments to a form after

*» The Edit Form button allows a ‘Draft’ form to be edited. ‘Finalized’ forms cannot be edited.

= View / Print will open the Ace Viewer and display your form in the required format.

= The Delete ‘Draft’ Form button allows you to delete ‘Drafts’. ‘Finalized’ forms can not be edited or
deleted.

Creating a Form

Check that the Patient Information - Personal area has been completed first as this information will be
‘pulled’ into the form.

Input the Claim Number, Accident Date, Adjuster if known, Area X-Rayed, and Diagnosis. This information
will also be pulled into the form.

Click New Initial Chiropractic Report.

' MPI Initial Chiropractic Report x|

Part1 |part2| Part3|
[Patient Infi i
S Given Name Date of Birth Case Manager,
[Smith [5ue 22/10/1955 =] [Bilt Smith
Date of this Examination  Date of Collision Occupation
27 A09/2005 - 04/08/2005 ~| |Entertainer
~Sympt and their iated Specific Diagnosi:
Symptom 1. |Headache\ NPS 10 q 2
clear
Diagnosis |
Symptom 2. I NPS 10 I
clear
Diagnosis I
Symptom 3. | NPS 10 ‘
clear
Diagnosis |
Symptom 4.| NPS 10 ‘ i
clear
Diagnosis |
Symptom 5. NPS 10
Gul? I clear
Diagnosis |
k|
Test Form Cancel | Save as ‘Draft’ | Save as ‘Finalized' (unalterable) |
[ready

There are three parts to this form. Each part is separated in the tabs across the top. They will all need to be
completed to finalize’ the form.

Along the bottom of the form are buttons for Test Form, Cancel, Save as Draft, and Save as Finalized
(unalterable).

= Test Form when pressed will highlight required fields in yellow and marks a red ‘X’ on incomplete parts
of the form

= Cancel closes the form without saving and brings the user back to the MPI screen

= Save as Draft will save all information input so far allowing you to edit or complete the form at a later
time

= Save as Finalized (unalterable) saves the form in an unchangeable format. Use this button only when
you are sure all the information is complete and correct.
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Click into empty fields to input required data. Click onto each part along the top to continue filling out the
form. Click Test Form.

x|
V Part1 X Part2 |/ part3|

~Physical Findings:

Here are the findings

~Current g
I Normal I Sensory I Motor I Reflex
O Cutaneous Teritary Muscles (Grade| /) Levels (Grade | 124
deficits nclude side) | [ I

~In the 5 years prior to the collision, did the patient:

I 1. Take time offwork > 4 because of a previous injury or health problem?
I 2. Use preseription or OTC medications on a regular basis?

I 3. Experience any significant health problems requiring ongoing cars?

I 4. Recaive any chiro or physio Sessions? If yes, list date of last treatment =] clear

I 5. Experience any problems with anxiety, depression or substance abuse?

Cancel | Save as Draft Save as Finalized' (unalterable}

|1 Fields need to be corrected

Areas of the form requiring data before completion will be marked with a red ‘X’ at the top and the fields
required will be highlighted in yellow.

If you are unable to complete the form at this time due to lack of time or information click Save as Draft.

The form will now be saved as a ‘Draft (can edit)’ on the main MPI screen in Patient Information. Click Edit
Comments. Type a comment. Click OK.

The comment will now be added to the form.

Personal | Comments | Pop Ups Manitoba |Em To / Employer | Appointments | Account / Actiity | EHC |
Manitoba Health MPI | wcs |

Claim Number Accident Date Adjuster (Case Managet)
[23a557550 oamerons -] [GilSmith
Area X-Rayed Diagnosis

head hurts

New Intial Chiropractic Report | Dew Track |Report | ew Track Il Report |

[Form Type [Form No. [Date Created [Doctor [DraftFinal _[Comments =
[ New Initial Report D 15112006 DD Draft (can edit) Need exam findings. L)

1« « > > [[Edi Commenta]] Edit Forn | View/ Print Form | Delete Dratt' Form |

If you wish to discuss this patient with an MPI Heafth Care Senvices mermber, Please phone 9857395

Search for a Patient b
Next | Previous | ove| Concel | MewPatient | _"l ’Lastnamq Number | First name | Other || Continue

[Press F2 to add an appeintment, —or press F10to process an sctivty

Editing a Form

Once you are ready to complete the report click the required form, Edit Form. The report will open allowing
you to complete the form. Fill in missing information. Click Save as Draft. Click the required form, View /
Print. Print the report and double check or have your doctor check for accuracy.

Finalizing a Form

When you are satisfied that the form is complete click the required form and Edit Form. The report will open
allowing you complete the form. Click Save as Finalized (unalterable).
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Automatic Form Billing in PMP

Upon ‘Finalizing’ a form you will be asked whether you would like to create an activity to bill for the form.
£

P | PMP can create an activity that will be included in your nesxt MPI biling.
\u‘/ Do you wish ko automatically create an activity For this report?

fes Mo |

If you choose to add the report charge, a transaction will appear on the Account/Activity tab in Patient
Information.

[[atient nformation 3 - sue smith

Persnnall Cnmmantsl Pop Upsl Mamlnhal Bill Ta / Emp\nyerl Appointments Account / Activity |EHC |

Date ‘ |Ref Date ‘Dnc ‘anaunn‘Cnda |BiH Code ‘Type ‘Sxatus |F'a\d by ‘ ‘ B\ng‘ F‘atisnt‘ F‘ayment‘;
_[29407/2005 oo 1157 8506 MPI Pending 16.56 0.00 0.00
_|mo82008 [els] 1E8UB 8506 MPI  Pending 26.54 0.0o 0.00
_|05/08/2005 [sln) 15UB 8506 MPI Pending 26,54 0.00 0.00

Inin] 108 = ¥ 1= Pepding OF £ 000 1001
% oD 1MPA MPA  MPl  Pending 4244 0.00 0.00 I

0 Note: Track I and Track Il forms include a ‘Yellow Flags’ field on Part 3. When checked, PMP
will add a billing of 5.00 to the activity if you choose to add the report charge at
‘Finalization’

Here is a completed form.

INITIAL CHIROPRACTIC REFORT
WD siame (e D 0oo1co
Palenl Cumane GlEn Name fo EQ Care Maraaers) .
Balk of Kis exaninalon:is 1410 Dak oalllslon: o 01
GUMPIONS: L3 primany complanis and Pelr umen| 5 ks .
. wez t oo wez  nio
2. L12=] Moe. NP3 Mo
kA L12=] Mar. NP3 Mo
4 NPD (103, NPT IO
PHY S CAL ANONGE:
s
CURFENT HEU POLOSS EXGNTNATION:
Oomal [m=T Ometer O redex
Sua man Ty Maoes Male @ Lewcls w1z

INTHE ¥ EART PRICR T0 THE COLU S10H DID THE PATENT:

5 B 1:7abe Ime ottwark> 4 weews becauss ota prevous Inuyor heal h roblem?

O O 205e pesciplor o 0TC medicalon: ona reguarbarls T

O [0 3Ewetkene: ang slgrivcaniproblens rquing ogelrg cae?

O [0 +Recele any chicpracic o physlolerpy se55 ore T Wjes, 151 dak oflas| veamenl:
O [ 5Eweterce ang problems sl arole b, depression of subslance sbiee?

0 FD3 N DLATHS0I0: Mo cash semplanl

e

M&HAIEMENT PLAK:

1ol s alleal il Tk o may be weessddves ONe

2.Us prescribed splinks @ ol asils lue dedces:

3. Dedll requirenents Tor e aious cences;

4 Hmt amRmahean s b aneber beal boewe prae DlrerE]ve: s Wper whas

WORE 2TATUS:

5 Decupalon:

BB 1 1 v paten cumenty al work Hrv Inlicake bge e kam datez i «

OO CJ 2 W0 are kar bo vtk slverzely amiclihe nakra his ke oflbe cordllon?
O O 3 Does be cordilon preciue bl b ard tom be workplacs T

OO OO 4. Dzse B zordllam o] noaninablly b ek requind isoke T

[ [ 5. Daes e condllonpare asamk el Pk ko b palen o cooworers T

IDENTTY OF THE PRACTITONER:

Sumane: Glven Nane: MF K Regls krel Accaunl: 4

Aadress (Humber, Sreel, 4p). Nail g

oy 1 Pros: e P oAl W Teliiod o Fax:

A T s A
Hgrakre of Prac Hlawer Tae O MIAGDY

IPerely 2 hor > e releare of R (OMPIN R 107

oy Sigrakee of Palen| of Guandlan Dae CCIEAD DY
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Fee Schedule items, when set up correctly, will appear with MPI billings and show up accurately on MPI
invoices. When adding or setting up MPI billings in your fee schedule make sure to have the appropriate
code and fee filled in. For items that are required to be listed under the heading Description add them to
your Inventory in Fee Schedule. Note that Initial Visits and X-rays appear in Description when added to Fee
Classes.

12 3 45 6 7 8 910 101203 1415 15 17 15 18 20 24 22 23 24 25 26 27 2% 29 30 31 Mo. Services FEE
Q000000000 0000000000 00000000000 0 0.00
Description Date  ktinm s
Pillowe 15/12/2006 45.00
Initial Charopractic Report DO00101 15/12/2006 42 44

Go to the Manitoba menu, Prepare Manitoba Public Insurance (MPI) Billing. Click the radio button next
to the type of billing you wish to produce.

= All Pending Claims will pull all MH claims that have not been previously billed or that have been
marked back to pending for resubmission.

= Pending Claims by Period will pull all MH claims that have not been previously billed or that have
been marked back to pending for resubmission between specified dates.

= Rebill Claims by Period will pick up all claims whether pending or billed between specified dates.

Click Run.

The next screen contains information and reports regarding your claims.

= The View Draft Report button will generate a draft report on your screen of all claims being
submitted with this billing.
= The View Draft Invoices button will generate the draft invoices that are to be submitted to MPI.

Click these buttons to produce the report for viewing or printing.

To proceed with the billing click Save and Print INVOICES. The View Report button will now be enabled.
Click this button to print the report.

These reports will be stored in Documents for Printing under the Report menu and can be viewed or

printed at a later time. The MPI Claim Journal is named MPI_CJ followed by the creation date. The Invoices
are named MPI_Inv followed by the creation date.

65



PATIENT MANAGEMENT PROGRAM

Go to the Manitoba menu, Record Manual Payments. Click MPI, Choose a doctor and click Prepare the
Report for this Doctor.

Record Manual MPI payments for Dr. D.D. Paimer, DC

Patients Activity

Date Ref. Date [Code [Billing [Status |Submitted [~]
25-Jui2005 1ST 6506 Pen 18.66
01-Auy-2006 SUB  [BS0B  Pen 5
(05-Auy-2005 SUB 6506 2650
05| [su_ [s508  [Pen
Pen

MPA MPA

in

in
din
in

Change in MPI 10D Finish

Select a patient by clicking onto the Number, Surname, or First button and typing information into the
Search field. Click the patient name.

A list of claims will appear on the right side of the screen. Click the first claim to pay. Click Pay <-> UnPay
and Accept Changes. The status of the claim will change to paid. Continue with each claim to pay.

Locate the next patient to pay claims for in the same manner. Click Finish when you have paid all claims. A
report will appear on screen detailing the payments. Print the report at this time or you may print it later. It
will be stored in Documents for Printing under the Report Menu. The Payment Journal is named ‘MPI’
followed by the doctor code and creation date.

Click Close.

To write off stale dated MPI claims click the Manitoba menu, Record Manual Payments, MPI. Choose the
practitioner; click Prepare the report for this Doctor. Locate the patient by clicking Number, Surname, or First
and typing the search information into the Search field. Click the first visit you wish to write off under Activity.

Click into the Current Line amount box after selecting the date and type 0.00 into the amount field. Click
Accept Changes. Click 2. TTP & WO.

Click Finish when all claims to be written off have been handled. Print the Payment Journal.
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General Information

The Worker's Compensation Board (WCB) has a fax-based reporting and billing process for healthcare
providers. Instead of mailing reports, healthcare providers can fill out the form on paper or online and send
them to the WCB by fax.

Fax in Winnipeg: 954-4999 Fax outside of Winnipeg: 1-877-872-3804
When a claim is rejected by WCB you have 6 months from the service date to bill Manitoba Health for the
claim. You will need to edit the claims.

In Patient Information:
= onthe Personal tab

Patient Type WCB

Patient Category as appropriate
Default Code Adjustment
A/R Type Bill To

Send Statements To Bill To

= ontheBill To / Employers tab:
input all information of the Insurer

= onthe Manitoba / WCB tab:
input Claim #, Accident Date, Adjuster, and Diagnosis

When posting activity for the WCB patient you can select the same activity as you would for a regular
patient if your fee schedule is set up correctly. All transactions for treatments should have WCB codes and
fees attached and will $0.00 under the Patient column.

el I -

Treating Doctor
Dr. D.D. Palmer, DC |

Location

[Main Clinic

Code |Description | Total| BiIIingl Patient
_|SUB Subsequent Visit 2964 2964 0.00
*

Reports and inventory items billable to WCB should be added to Fee Schedule Inventory.

Inventory items offer you the option of billing the patient or WCB during posting if both patient and WCB
fees are set up for the item in the fee schedule.

x

b This Invenkory item has both a patient fee and an MPI Fee.
\_‘/ fou may charge this to either the patient or MPI, Do you wish to charge MPI?

Mo
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If you have a patient in your office where Worker's Compensation Board (WCB) will be the payor you will be
required to complete a ‘Chiropractor’s First Report’ and later a ‘Chiropractor’'s Progress Report’. PMP
makes completing these reports quick and easy.

To create the reports, you will need to get into Patient Information on the Manitoba tab and go to the
WCB tab.

Patient Information 2 - Peter Smith

F‘erauma\l Cummenlsl Pop Ups  Manitoba |Ei\| Tof Emp\nyerl Appointments | AccuumIAclivityl EHC |
Manitoba Health | MPI  WCE |

Claim Number Accident Date First Treatment Adjuster
32456734 04-Juk-2005 =|  |0B-Jul-2005 = | |Bill Smith
Area X-Rayed Diagnosis

" X-Ray Taken? I IA:ute Cervical Strain

Employer (as used on the Inveice)
School Board Winnipeg

Mew Chiropractor's First Report | Mew Chiropractor's Progress Report |

‘Fonn Type |Dale Created |Doc|0r ‘DmleFinaI ‘Comments o
ﬂ\mlial Report 18/10/2005 Draft (can edit) Meeds exam findings, L)
< | | » | » | Edicomments | Edit Form | iew/ Print Form | Delets Draf!Form |

Search for a Patient by
Mext Erewuusl ﬁavel Cancel | MNew Patient | _'ﬂ ’7\:351 mamel Numherl FEirst namel Other Continue

[press F2 ta add an appointment,  or press FLO ta process an activity

The WCB screen contains some basic fields that will be ‘pulled’ into the reports you create. There are 2
types of reports available for WCB patients; New Chiropractor’s First Report, and New Chiropractor’s
Progress Report.

Below the report buttons is a list of ‘Finalized’ and ‘Draft’ forms. As each report is created it will be listed in
this area along with any comments you wish to add to the report.

< The Edit Comment button will allow you to add comments to a form after

< The Edit Form button allows a ‘Draft’ form to be edited. ‘Finalized’ forms cannot be edited.

< View / Print will open the Ace Viewer and display your form in the required format.

< The Delete ‘Draft’ Form button allows you to delete ‘Drafts’. ‘Finalized’ forms can not be edited or
deleted.

Creating a Form

Check that the Patient Information - Personal area has been completed first as this information will be
‘pulled’ into the form.

Input the Claim Number, Accident Date, Adjuster if known, Area X-Rayed, and Diagnosis. This information
will also be pulled into the form.
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Click New Chiropractor’s First Report.

‘i wCB of Manitoba Chiropractor's First Report x|
| Part2 | Part3|
~Worker
Last Name Eirst Name Address
ISmi(h IF’alav |22 Any Drive

City Province Postal Code Telephone Number
['wvinnipeg |EE] RTR 3W3 (204) 555-8099

Sex Height Weight Date of Birth Job Title

© Male ¢ Female | | 251101952 =

~Employer I
INallle |A||||res
City. Province Postal Code

Injury Detail
Date of Accident _ Back: i Other
0407 2005 =| ¥ Cenical [~ Thoraeic [~ Lumbar Sacral |

Worker's iption of accident or injury

Test Form Cancel Save as ‘Draft’ Save as Finalized" {unalterable) |

There are three parts to this form. Each part is separated in the tabs across the top. They will all need to be
completed to finalize’ the form.

Along the bottom of the form are buttons for Test Form, Cancel, Save as Draft, and Save as Finalized
(unalterable).

= Test Form when pressed will highlight required fields in yellow and marks a red ‘X’ on incomplete parts
of the form

= Cancel closes the form without saving and brings the user back to the MPI screen

= Save as Draft will save all information input so far allowing you to edit or complete the form at a later
time

= Save as Finalized (unalterable) saves the form in an unchangeable format. Use this button only when
you are sure all the information is complete and correct.

Click into empty fields to input required data. Click onto each part along the top to continue filling out the
form. Click Test Form.

1 WCB of Manitoba Chiropractor’s First Report x|

¥ Pat1 ¥ Pan2 |/ pans|

~Examination Findings & Diagi
Date of Examination Diagnosis
18/09/2006 ~| |Acute Cenical Strain
Subjective Complaints

Obijective Findings {include ROM. muscle testing_neurological status)

Tests performed fe.q. X-ray) Attach results Location IDate J

Category of Injury (please check one) Rationale Supporting Category ———————————————
¥ Spinal Symptomatic [~ Extremity Symptomatic ™ Multiple injuries to same site
I Spinal Loss of Mobility ™ Extremity Loss of Mobility ™ Age over 55
™ Spinal Complicated ™ Extremity Complicated ™ Other I
[ Treatment Plan
I Adjustment/SMT  (Freq [ Ak dur| fwks [~ Active Rehab (Freq [ wk; dur|  Awks

™ Adjunctive Therapy (Freq.l_fwk.; durl_fwks [~ Other (Freq. I_fwk.‘ durl_t‘wks

Date of Next Visit

LCancel Save as Draft’ Save as Finalized’ (unalterable)

2 fields need to be corracted
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Parts of the form that are not completed will be marked with a red ‘X’ and the fields required will be
highlighted in yellow.

If you are unable to complete the form at this time due to lack of time or information click Save as Draft.
The form will now be saved as a ‘Draft (can edit)’ on the main WCB screen in Patient Information.

Click Edit Comments.

x

Mew Cormment

(1] 4 I Cancel

Type a comment. Click OK.

Form Type |Date Created |Doctor |DraftF'FinaI |Comments
Initial Report 15,/11/2006 [l Draft (can edit) Meeds diagnostic details. LJ

[w»

The comment will now be added to the form.

Editing a Form

Once you have the missing information and / or time to complete the report click the required form and Edit
Form. The report will open allowing you to complete the form.

When all fields have been finished click Save as Draft. Click the required form and View / Print. Print the
report, double check and/or have your doctor check for accuracy.

Finalizing a Form

When you are satisfied that the form is complete click the required form and Edit Form. The report will
open. Click Save as Finalized (unalterable). Click the required form and View / Print. Print the report.

You may wish to add a comment at this time regarding the completion or mailing date. Click Edit
Comments. Type a comment and click OK.

The comment will now be added to the form.

Form Type |Date Created |Doct0r |Draft-"FinaI Comments
Initial Report 15/11/2006 DD Final Faxed Oct 10/08. LJ

[
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Below is a completed form.

Flease FAX this form IMMEDISTELY CHIROPRACTOR'S
wepih Tol IR SILH FIRST REPORT

Worker § Companscrtion 337 Broadway Winnipeg R3C 43 T i W,
Boord of Wanioba Telephone 9544322 Tall free 1-50D-362-3340 22456734

“orker Information
=TT

FIETHame TR
Tetar

3 dmy Drime
- [P "k e
E HEET TERIT EETTT) T ThE
I | 1 | P ‘ 2501011963 | eader
Employer Information
T TR
Lamhber T 133 Had Luck Street
T T TEEITEE
Wirnipeg ME | RV 3E:
Injury Details
[T S TVIktE Sreaor Ty BTy e
DA I2003 E?:nca [mroracte Cumbar sacral

TGTFE T GETeT N oY ek NEar ATy
Bambar fee crufoot

Examination Findings & Disgnosis

18/09/2006 s Corvical Strum
EAECTE COMPRANT
sllegreThlej mac
CHECHR FRANGE (hEE FOR T1ick €1 & N oRgwarEme)

[iot (b’ (g oargde

TETE Erhme 5y T E Tt LE3

TR TNV T e o PR SO CAEg
o [m] a |2z cuerss
[m] u] [m] Dlorer

Treatmert Flan
= Ty,
E- ] | E.—.cl.vm»x- 1 0

20y 10 -0 otwr ] -0

VI e e sad T on e ok
oraketas a e lort iy Oves  Gwo

gl ez 1o same st

T oTHe tuat |

NE N £ WOIKE T T2 T e VAT Nt 2
[lursreun s wne

& wobe 1 copebk ofaleriak ormodikd wol?  lves  GiMo
Ty ontihe restktn

Duatior ctestistors 0 weeks

Chiropractor Information
TR T b TR =
L ——— 8 | Ths T T
R Proree. POkl Cade

Wirnipez Taitoba R4E 1
Fax This Form Winnipeg 954-4999

TollFree: 1-877-872-3804

Go to the Manitoba menu, Prepare Worker’s Compensation Board of Manitoba (WCB) Billing. Click the
radio button next to the type of billing you wish to produce.

= All Pending Claims will pull all MH claims that have not been previously billed or that have been
marked back to pending for resubmission.

= Pending Claims by Period will pull all MH claims that have not been previously billed or that have
been marked back to pending for resubmission between specified dates.

= Rebill Claims by Period will pick up all claims whether pending or billed between specified dates.

Click Run.
The next screen contains information and reports regarding your claims.

= The View Draft Report button will generate a draft report on your screen of all claims being
submitted with this billing.
= The View Draft Invoices button will generate draft invoices that are to be submitted to MPI.

Click these buttons to produce the report for viewing or printing.

To proceed with the billing click Save and Print INVOICES. The View Report button will now be enabled.
Click this button to print the report.

These reports will be stored in Documents for Printing under the Report menu and can be viewed or
printed at a later time. The WCB Claim Journal is named WCB_CJ followed by the creation date. The
Invoices are named WCB_Inv followed by the creation date.

Click Finished.
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Go to the Manitoba menu, Record Manual Payments. Click WCB, Choose a doctor and click Prepare the
Report for this Doctor.

ecord Manual WCB payments for Dr. D.D. Palmer, DC

[Ref. Date_[Code [Billing _[Status _[Submitted []
[Number [Sumame [First 1=
venits po— 13-l 2008 SUB  BE0E  Pending
15-JuF2005 SUB @306 Pending
|Srmith ™ 18-Jut2005 SUB G406 Pending
+|Duck Datly 20.Ju-2005 SUB 8508 Pending
Slwhis Ly 25-Ju- 2005 SUB G306 Pending
= Mouse Mickey 29.Ju-2005 SUB G406 Pending
7 Chaming King 21-0ct 2005 SUB 8508 Pending
B Duck Danald
3 Woll Bad _,;I
10 Riding Red D
11 OBrien Hlana =l | ~Current Line
H.CN. (paau\rzmns [SUB BE06  |Pending 2538 |
[Ao00000000
Pay <-> UnPay
S.LN. Cancel | Accept Changes |
Click a transaction o Pay or UnPay a claim,

Change in WWCB ﬁEIEI

Select a patient by clicking onto the Number, Surname, or First button and typing information into the
Search field. Click the patient name.

A list of claims will appear on the right side of the screen. Click the first claim to pay. Click Pay <-> UnPay
and Accept Changes. The status of the claim will change to paid. Continue with each claim to pay.

Locate the next patient to pay claims for in the same manner. Click Finish when you have paid all claims. A
report will appear on screen detailing the payments. Print the report at this time or you may print it later. It
will be stored in Documents for Printing under the Report Menu. The Payment Journal is named ‘WMP’
followed by the doctor code and creation date.

Click Close.

To write off stale dated WCB claims click the Manitoba menu, Record Manual Payments, WCB. Choose the
practitioner; click Prepare the report for this Doctor. Locate the patient by clicking Number, Surname, or First
and typing the search information into the Search field. Click the first visit you wish to write off under Activity.

Click into the Current Line amount box after selecting the date and type 0.00 into the amount field. Click
Accept Changes. Click 2. TTP & WO.

Click Finish when all claims to be written off have been handled. Print the WCB Payment Journal.
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PMP Summary sheets are easy to read and include detailed information regarding the period you request.
Pressing F4 while on a particular Appointment Book will activate a Daily Summary Sheet for that
practitioner for the date on the appointment book. Summary sheets can also be accessed from the Report
Menu and offer choices of Daily, Weekly, Monthly, Quarterly, and Yearly. Reports can be produced for
individual practitioners, grouped by the entire clinic, or grouped by the practitioners listed on the
appointment book currently in use. Daily summary sheets can be sorted by patient name, patient number,
the order patients were posted in, or the activity code. Choose the order under Reports, Summary Sheet,
and Daily. Click Run the Report to make the selected option the default.

Reading the Daily Summary Sheet
The first part of the Daily Summary Sheet details individual patient information regarding all financial
transactions as well as next appointment information.

Wed, 15 Nov 2006 Daily Report - Dr. D.D. Palmer, DC Location - ALL  Page Mo. 1
Patient Name Mumber Dr.R Dr.T Loc. Code Pd. by Paid  Patient hH Other Mext Appointment Referred By
Smith, Sue 3 DD DD 1 MPA 0.00 (MP) 4244 21-Oct-2005 2:30 AWM Confirmed  Paul Buryyan
Wyildey, J. Bruce 80102 AB DD 1 ACU  CHEK 40.00 40.00
Smith, Barbara 131 DD DD 1 SUB 0.00 (MP) 2654 15-Now-2006 9:00 Akt Confirmed
Hornby, Alexis Margery 25 DD DD 1 5UB  CASH 40.00 30.00 15-Mow-2006 5:00 AWM Confirmed

Do DD 1 ICE 10.00 15-Mow-2006 5:00 AM Confirmed
Brishin, Barry 141 DD DD 1 SUB 0.00 (WCB) 25.38 22-Nov-2006 9:00 Ah Confirmed
Reid, Shara L 1363 DD DD 1 COM  DBT 55.00 595.00 22-Mov-2006 9:00 A Confirmed

Dr.R indicates the doctor of record for this patient.

Dr.T indicates the practitioner who treated the patient.

Loc. Indicates the office location. (Note this field may not be active)

Code is the Fee Schedule code given for this item

The columns Patient, MH, and WCB indicate the billing amount to that payor.

The last page of the daily summary sheet is the same as all of the other summary sheets including the
monthly, weekly, quarterly and yearly. For further details see below.

Reading the Last Page of PMP Summary Sheets

All PMP Summary Sheets offer the same information on the last page. The only difference is in the totals
due to the reporting period you choose. Understanding the details, totals, and how PMP gets those totals
will help you make decisions and complete statistical reports. Look at the last page of your summary sheet:
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Sat, 24 Mar 2007 Daily Report - Dr. D.D. Palmer, DC Location - ALL  Page Mo. 2
Receipts Claims and Fees Patient Categories
Patient Payments Receivad Patient Fees 170.00 Adult 3
American Express 0.00 Inventory Fees 0.00 Student 1
Cash 0.00 HET. 0.0 Child 0
Cheque 0.00 PST 0.00 Mo Charge 0
Diebit Card 0.00 Total Inventory Fees 0.00 Senior 1
Gift Certificate 0.00 Discounts 0.00 Compassionate 1 a
Insurance Cheque 0.00 Wirite Offs 0.00 Compassinnate 2 i]
MasterCard 30.00 MH Claims 0.oo0 Compassionate 3 0
isa 10.00 WCE Claims 19.26 Family member ]
Category 9 0.00 0.00 Unused a
Category 10 0.0o0 MPI Claims 0.00 Unused 0
Dther ——D o0 \_5) Total Fees Charged 189.26 Hnused o
. _ Unused 0
Total Patient Payments 40.00
M. Health Payments Posted 0.00 Unused o
WCEBS' ay:neg st SS 8 D.DD Rescheduled 1 Unusged a
ayments Foste Postponed 0 Unused 0
oo Migsed 1 Unused 0
MPI Payments Fosted & Cancelled ] Unused 0
Total Payments Received 40.00 (1) Total Patients Seen 5
(8) Dostor of Record AR a.ls of Thursday, 12-Apr-2007 8 Subssquent isit Claims 7
Patisnt 380522 (@) Mew Patient Claims a
Dr. D.D. Palmer, DC 70.00 Bill To 20.00 (4) Re-examination Clairms 1
Dr. Benjamin Pierce, DC 119.26 EHC 07217
24000 Total Wisit Clairms ]
Grd Paty ————— 5392 17 Heray Claims 0
WPl Total Claims g
WCB 2178.00
hH 000 STARTING CASH
Total AR 15115.39 PAYMENTS RECEIVED
BANK DEPOSIT
CASH IN+/0OUT-
ENDING CASH

If you are trying to balance your receipts with your summary sheet look for the field Total Patient
Payments. Also shown in the first column is Doctor of Record. This indicates the breakdown of fees
generated by practitioners treating other doctor's patients.

Total Patients Seen refers to the number of individual patients who have been treated during the
reporting period. For instance, on your yearly summary sheet a patient who is adjusted once a month
will count as 1 Total Patients Seen and 12 Subsequent Visits.

@ Subsequent Visit Claims refers to the total number of transactions posted from your treatment fee
schedule. By dividing the Total Visit Claims by Total Patients Seen you are now able to calculate the
average number of patient visits. This is a statistic that many management consultants utilize.

Q New Patient Claims is an important statistic and accuracy depends on two factors:

=  The transaction posted to the new patient must be from your Fee Classes listed as an Initial
Visit Code.

= The date that this transaction is posted must be the patient’s first visit date. Confirm the date by
referring to the field First Visit Date on the Appointments tab in Patient Information.

If the transaction does not meet both the above criteria, a new patient will not be recorded.

Re-examination Claims are counted when a transaction is posted from your Fee Schedule,
Treatment, has a WSIB Code of V103, and the transaction date is NOT the same as the patient’s
First Visit Date.
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Total Fees Charged represents the total billings for the practitioner(s) on the summary sheet. It is
the total revenue for the practitioner(s) who gave the treatment. Offices with multiple practitioners
who treat each other’s patients are able to break this total down to show whose patients were
treated by using the Doctor of Record amounts.

Doctor of Record. The Doctor of Record breakdown represents the revenue earned by treating
patients belonging to various practitioners. The total fees under Doctor of Record amounts will
always equal the Total Fees Charged.

In looking at the screen shot, note that:

»= Dr. D.D. Palmer treated patients for a Total Fees Charged amount of $189.26
= The Doctor of Record amount for Dr. D.D. Palmer is $70.00
= The Doctor of Record amount for Dr. B. Pierce is $119.26

That means that Dr. D.D. Palmer earned $70.00 from treating his own patients and he earned

$119.26 from treating Dr. Pierce’s patients. These amounts can be useful when practitioners pay a

percentage or amount when treating other practitioner’s patients.

This breakdown is not available for offices that have multiple patient files for the same patient.

Note: Accounts Receivable is an option on summary sheets. Turning AR on or off is
chosen under the Setup menu, Doctor Defaults.

Show AR Totals on Summary Sheet v

Statements can be pulled:

1)

1) individually from within the Patient Information Account Activity screen
2) individually while posting activity

3) grouped for related patients while posting activity

4) individually or grouped from the Report menu.

From within the Patient Information Account Activity screen click the Statement button. Determine the start
and end dates by clicking the down arrow under Date From and Date To. The Date from is defaulted from
the date selected under the Setup menu, Clinic Defaults.

Print transactions for specific practitioners only by check marking Include activity ONLY from these Doctors
and then checking the appropriate practitioners.

Use the default letterhead determined in Use Blank Paper or select another by clicking Choose. The option

Use Letterhead will print onto custom made pre-printed letterhead.

Choose to add a comment by typing directly into the Comments to print on statements field or select one

by double clicking onto the appropriate comment under Select a Comment. The comments are created
under the Setup menu, Statement Comments.
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Prepare Statement for Adrienne Linton

Date From Date To it 7 Select a Comment i
01/01/2008 ~| |ortirao0s B @ Surname Fos Inoroass

¥ Update Last Statement Date © Number Holidays
Provincial Licence #

Prompt Payment
Select Doctors

Include activity ONLY from these Doctors

Interest
@ No Interest Charges
© Charge Interest (%)

"Letter Head

# Use Blank Paper letterhead-DD Rtf Choose ‘

© Use LetterHead

I” Show OHIP expiration on Statement
Comments to print on statements

[
To put comments on the Statements, you may use a combination of typing into the 'Comments to print on statements', or double
click on an item in the grid 'Select a Comment’

’rRepcnr‘ inati

@ Sereen,  Printer  Export to RTF  Save to File ‘ Run the Report

The Report Destination will send the statement:

= tothe Screen, this option will update the Last Statement Date. Uncheck the field Update Last
Statements Date if you do not want the date updated.

= to the Printer, this option will update the Last Statement Date
= Export to RTF will create the report as a ‘rich text format’ available for opening in word processors

= Save to File will save the report ready for exporting

2) Individually while posting activity. To print a statement during posting check mark the Print Statement
box before clicking Post.

Tieating Doctor
Dr. D.D. Palmer, DG -
Location
Wain Clinic
[code [Description | Total] _Billing| Patient]
ﬂSUE Subsequent Visit 16.00 000 1600

Defaulf Cadz T
Delete Row | [0 Default 16001 0-00 16.00
Payment Amount———————— pay this Amount
© Amount 0.00 §16.00

£ Mone 0.00

Payment Type
& Today's Fees 16.00 Cheque =l

" Account Balance 16.00

 Related Balance 0.00 Print Receipt n
" Preset Payment 0.00 Print Statement
£ Dr. No. 1 “a.00 Last Statement Date

The default start date will be next day after the last statement end date. If there is no previous statement date
the start date will default to the date set up in Clinic Defaults. The end date will default to today’s date. These
dates can be edited by clicking the down arrow and choosing another date on the calendar. Change the
month and/or year by clicking onto the month or year on at the top of the calendar and choosing another
date from the list. You can also type the dates into the Date From and Date To fields as dd/mm/yy. The
statement date field in Patient Information on the Account/Activity tab will be updated after Posting.

Select a Range of Dates

Date From Date To

| |22f11QDDE x| [ Printthe Statementl

The Default LetterHead will be used.
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3) Grouped for related patients while posting activity. This option is similar to above except statements will be
printed for all ‘related patients’ paid when the Related Balance option is selected under Payment Amount.

Treating Doctor
Or. D.D. Palmer, DC |
Location

Main Clinic

[code [pescripti |_Total]_Billing|_Patient]

ﬂSUE Subseguent Yisit 16.00° 0.00 16.00

Default Code. —_——
Delste Row | ‘A" (F11) 1670 0.00| 16.00

Payment Amount—— 1 Pay this Amount

¢ Aman | [ e

" bone 000 Payment Type

© Today's Fees 16.00 [cash =l

€ Account Balance 16.00

& Related Balance 43.00 Print Receipt r

© Preset Payment 0.00 Print Statement [

€ DrNo. 1 16.00 Last Statement Date

[07-Mar-1998

ER _ em |

4) Individually or grouped from the Report menu. Choose the Report menu, Statements, List of Patients.
Select the practitioner and click Prepare the report for this Doctor. Click on Number, Surname or First to
search for patients by that field. Click into the Search box after choosing the search type and type the name
or number. Double clicking or pressing Enter after the patient is highlighted or clicking Add Selected will
copy that patient into the Selected Patients box.

Select a list of Patients for Dr. D.D. Palmer, DC

Patient List Selected Patients
Search

Number  |Name B

Number |Surname

1623 Abraham Joe

1386 Abraham Sophie Anne
67 Abrey Andrew

431 Abrey Dale

1546 Abrey Sam

1367 Abrey Souglas Joseph

1389 Abrey Stacey B

1102 Adams Margaret Fill the List using Patient Query |

1397 Adams Mary

1444 Adiignolo-Closs Todd = Deleted Selected from the List |
Add Selected to 'Selected Pationts' | Delete the entire List |

Select patients by using the Search box and pressing Enter, or usa the Up and Down arrow keys
and press Enter or Double Click on a patient. The Patients are sorted in the order shown by the
background in the Title Bar. Click on another column to change the sort order Continue

By choosing Fill the List using Patient Query you can choose patients by other criteria. Click Continue. In
the Prepare Statements for screen select options in the same manner as for item #1 from within the Patient
Information Account Activity screen.

The Appointment Book printout gives a printed version of the day’s appointments. It is convenient for
practitioners who want to have a copy of their day.

Print the appointment book by clicking the Report menu, Reminders / Recalls, Appointment Book.

Print the Appointment Book

From

20/11/2009 ~

Range of Time to Include Appointment Type Colours Appointment Shading
(F All Day < Partial Day (6‘ Print © Don't Print [f-‘ Print < Don't Print

"Report Destination———— "Colour Options Page Format

@ Screen « Printer @& Colour ¢ Black & White ¢ Portrait (Normal) & Landscape

‘ Print the Appointment Book |

by
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Choose the date and times. Clicking Partial Day will allow you the option to input a time range. Appointment
Type Colours will include the appointment colours associated with each appointment. Choose Colour Options
if you have a colour printer. Click Print the Appointment Book.

Wed, 4 Nov 2009 Daniel David Palmer, DC #4444 Page 1
[ Exam ]
8: 00am || Eva MacKlin Edna MacLean Amy Love Wayne Johnston
8:10 Brenda Lloyd Mary Lou Robinson Katerina Kelly
8:20
8:30
8:40 lﬁrent Ysinga Ryan Boland
8:50
9:00am
9:10 [ Judith Lynnd
9:20
9:30 Susanne Sedgwick
9:40 Eric Clement Alfred Austin
9:50 Logan Ebsen | Paul Holmes Maxwell Wilson
10:00am Floyd March
10:10
10:20
10:30 | John Ralph
10:40
10:50
11:00am [&
0 Note: This report will print with invalid appointments ‘hidden’ if you have selected this option in Doctor

Defaults or if you have hamed columns.

The reminder list provides a list of appointments that may require reminders or other types of calls. This report is
a good tool for reminding patients of future appointments. Choose the Report menu, Reminder / Recalls,
Reminder List. The date defaults to today, edit it to reflect tomorrow or the next business day. Click the radio
button next to Unconfirmed Appointments. Click Run the Report.

SQL Version
Choose a Doctor
Dan mer, DC #4444

Select a Date

20/11/2009 =l

[~ Exclude 'Do NOT contact’

Select a Group of Appointment Status's
& All Appointments Sat, February 04, 2006 Reminder List Page Number 1
. Dr. D.D. Palmer, DC
" Unconfirmed Appointments
Mo, OHIP
 Unconfirmed and Confirmed Appointments Time Status Comments Name Number Home Phone  Business Ext  Misits _ Left Flags
915 AM  Unconfirmed Taluot, Mildred Emma 1188 (415)245-1891  416) 630-2718 2 15000
C Missed, Postponed and Resch, and Cancelled § |:15AM Unconfimed Aldidge, Elinor 723 (905)4287517  (305) 737-8966 20 15000
11:30 AM  Unconfirmed Sage, Brett Scott 197 (8837797 130 15000
~Report Destination 11:45 AM - Unconfirmed Chainiere, Alexander 17 416)5900053  (416) 2230623 98 15000
1:30PM Unconfirmed Sage, Alan 6 (3987151 () 3368437 26 15000
& Screen 300PM | Kubay, Alan 6 (905)567-7567  (905)897-1210 48 14790
 Printer Run the R¢ 330 P\ Unconfirmed Ainsworth, Julie 80108 (416) 4816770 (416) 4850975 0 15000
230 PM Unconfirmed Greaves, Alexander 13 (905) 7311510 02252777 37 15000 REL
530 PM L Biloox, Alexandre 21 (905)B3B-0942  (905) 67E-9831 86 15000 S
Total Number of Appointments: 9

All Appointments for this procedure.
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Recall Lists
PMP offers Past Due and Long Term Recall Lists.

= The Past Due Recall List is a record of all incomplete appointments such as missed and postponed
appointments.

= ThelLong Term Recall List is a record of patients that have no future appointments scheduled. Cancelled
appointments go to the Long Term Recall List.

Note: Patients must have at least one visit posted from the Fee Schedule\Treatment in order to appear
on recall lists.

The past due recall list is a list of all incomplete appointments. Used in conjunction with the long term recall list,
they provide an accurate catalogue of patients. Utilizing the Past Due Recall list on a daily basis can assist you in
ensuring your patients do not ‘fall through the cracks’.

You can also use the list to move patients onto the Long Term Recall List.

Access the Past Due Recall List by clicking the Patient menu, View Past Due Recall List.
Choose the practitioner and click View Past Due Recall List for this Doctor.

View Past Due Recall list of Dr. D.D. Palmer, D€
peal oxuS Active [Name Phone Work Ext. [Last Visit =l
Appointment Status
16-Oct-2006 9:45 AM  Missed I Pedlar, Sandi (204) 783-6368 (204) 789-0406 24-Jan-2003
16-Oct-2006 11:00 AM Missed " Abrey, Sam (204) 730-9727  (204) 222-3434
16-Oct-2006 11:30 AM Postponed ™ Tapscott, Simon Ali (204) 633-5128 (204) 928-1212 227 30-Jan-1999
16-Oct-2006 2:.00 PM  Postponed I Charming, Prince (204) 484-8349 (204) 229-0060 20-Oct-2002
Filter the List
’7(‘ Show All Patients " Only Inactive Patients I Exclude ‘Do NOT contact'
Select a Patient by Double clicking on the appropriate Row.

Double click the patient’s name; you will be taken into the patient’s appointment file.

= Add a new appointment by clicking Add an Appointment.
= Move a patient to the Long Term Recall List by clicking Clear Date

Click Continue. You will be taken back to the Past Due Recall List. The patient whose appointment was
booked or moved is no longer on the Past Due Recall list.

To print a paper version of the Past Due Recall list click the Report menu, Reminders /Recalls, Past Due
Recall List. Select the correct practitioner and click Print Past Due Recall List for this Doctor. Click Run
the Report.
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Access the Long Term Recall List by clicking the Report menu, Reminders /Recalls, Long Term Recall
List. Select the correct practitioner and click Print Long Term Recall List for this Doctor. Input the dates
you want for this report, click Run the Report.

Print Long Term Recall List of Dr. D.D. Palmer, DC

Report Options————————
j ' Show Active And Inactive

Date To
|1 /09/2005 d |1 B/10/2008

" Show Active Only
" Exclude ‘Do NOT contact’

 Show Inactive Only

I—Report n ion——

|(: Scie

-
n £ Printes |
O

= Patients

= BillTo

» EHC

= WCB

* MPI

= MH

v’ Hint: To have patients appear on the correct Accounts Receivable Report enter the correct

AR Type in Patient Information, Personal Tab. If this field is not entered correctly the
patient may appear on an incorrect Accounts Receivable report.

To print Accounts Receivable for Patients click the Reports menu, Accounts Receivable, Patient. Select
the appropriate practitioner, Prepare Accounts Receivable for this Doctor.

Click the down arrow under Period Ending and click onto the back or forward arrow once for every month
you wish to move back or forward. You can also click onto the month or year to produce a list of months or
years. Click onto the day on the calendar. Choose where to send the report by clicking the radio button
under Report Destination. Click Run the Report

Wed, 18 Oct 2006 Patient Accounts Receivable - Dr. D.D. Palmer, DC PageNo. 8
Period Ending : 18-0ct-2006
Last Last Last Next
Patient Name Home Phone  Business Phone Ext Payment Statement Visit Visit

1595 Varcoe, Elisabeth 512-6191 26-Apr-2000 28-Apr-2000  31-Oct-2003
Aged : 0.00 000 0.00 175.00 175.01

1539 Wade, lan 882-4962 375-1236 27-Jan-2000
Aged : 0.00 0.00 0.00 1700 1700

159 Wellwood, Betty Anne 638-9553 08-Mar-2000  24-Feb-2004
Aged: 0.00 0.00 0.00 8000 _  som

168 Wesl, Blake Joseph 485-7524 865-0191 323 09-Apr-2000  14-Apr-2000
Aged 0.00 0.oa 0.00 111 511
1530 Winkworth, Paulette 636-9443 22-Jan-2000  24-Feb-2004  09-Sep-2001
Aged : 0.00 0.00 0.00 145.10 14511
34 Wright, Alida 742-4274 19-0ct-2006 02-May-2000 19-Apr-2006 08-Sep-2001
Aged 0.00 0.00 0.00 30.00 3000

‘ 194 Ysinga, Brent 241-7152 0B-Nov-1999  14-Apr-2000
\— Aged: 0.00 0.00 54.00 54.00
-1610.63 115.00 210.00 5077.31 3791.6¢
Aged: 0-30 days 31-60 days 61-90 days over 90 Bal. Due,
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Various types of information may be derived from selecting items in this report, such as New Patient Lists,
Birthday Lists, etc. These reports can be sorted by Number, Surname or Birthday and contain your choice of
customized information from the patient file.

Boxes must be checked to the left of the criteria options and to the left of the selected alphabetical fields in order
to produce the required report.

|
~Click on any Checkbox to include that Criteria in the Report Sorted By ———
List of Doctors (Drs. of R.)  Select Doctors| ™ "Do not Contact” is checkmarked 2]} & Patient No.
= I~ "Do nat Contact” is NOT checkmarked ® S
List of Treating Doctors _ Select Doctors | = ity partial) r  Birthday
| FPatientType [Caon =] © Postal Code

| Activityy | I~ Referral Method | WA

= Activity Date = 16/12/2009 :I' I Referred By I

| Activily Date <= [16/12/2009 “| I Balance Due >=
™ Patient Mo. == " Balance Due <=

I~ Patient No. <=

I” Preferred Location|Main Clinic -

Led L

I Only Males

I Cnly Females

" Age >= l— I” Patient is on AR lm
mages= | [ Pafientis NOT on AR~ [Patiert v

™ Birthday, month == |16/12/2009 ~|  Statements go to IWI

I~ Birthday, month <= |[16/12/2009 | I Statements dao NOT go to Patient - Cancel
Adult - = -
I” Patient Category [ Flag [Please Setup Flags! | =l ET——

Remove all Checkmarks |

i 1
~Report Destination Run it MY way!
 Screen ¢ Printer  Exportto RTF ¢ Save to File Run with Defaults

The criteria fields you select will determine which patients are included on the report; for example your new
patients, birthday patients etc. Once you have selected the criteria for your query click Customize. Now you
are able to select what information about these patients to include on the report by check marking the boxes
in the right hand column. These items will appear in the middle column entitled MY Fields (Ordered).
Change the order of the fields by clicking the red arrows to the right of the items.

Once all items are selected and ordered you can choose to save this query for future use. For example, if
you do a monthly New Patient report with referrals you can set the fields up once, save them, then retrieve
them whenever necessary. Click Save Field List. Type the name of the file in the box to the right of File
Name, click Save. Your file is now saved in the Report Directory. You may retrieve it for future query
customization by clicking the Load File List button.

Click Run the Report MY way.

Wednesday, 18 October 2006 Patient Query for all the Doctors
Criteria: First visit == 01-5ep-2006, First Visit <= 30-5ep-2006
Firstwisit — MNext visit

Name Phaone Referred By Date Date
Ron Walker 878-5214 Yellow Pages Ad 01/09/2006
Ron oo 055-8589 Staff Referral 01/09/2006
Joe Alraham 222-1111 Saphie Anne Abrahan 06/02/2006
Total Number of Patients in Query 3 Balance Due = 0.00
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You may print Mailing Labels from within the PMP. Click the Report menu, Mailing Labels. Choose Select
Patients Individually. Choose a practitioner and click Run the Report for this Doctor.

There are two ways to select patients individually:
1. Number, Surname, or First
2. Fill the List Using Patient Query

a. Number, Surname, or First

Click the button of choice for how to search for your patients. The selection will turn yellow. Click into the
Search field. Start typing the first few letters or numbers. Double click or press Enter on the appropriate
patients. Selected patients will appear on the right.

b. Fill the List Using Patient Query

The query area can now be utilized to pull patients that meet the criteria you select for labels. Once alll
required fields are checked click Accept. You will be returned to the Select a list of Patients’ screen.

Click Continue, and then OK.

v Hint:
If your labels are not positioned correctly on the sheet of labels you can increase or
decrease the top margin. This is done under the Setup menu, Clinic Defaults, Mailing
I ahele Increace the niimher tn start the lahels fiirther down nn the naner

The Fee History Report will generate a sales report of any item in your Fee Schedule: Treatment, Other or
Inventory, e.g. a list of all patients who received Orthotics in a given period.

The report may be pulled in either of the following ways:

= By Date
= By Patient

Click the Report menu, Fee History Report. Select By Date or By Patient. Choose the practitioner; click Run
Report for this Doctor.

Date To Fee to Analyze Description
|1ﬂ/m/mna =] |OFA =] [orthotic Faot Appliance
"Repnn Destinati

& Screen  Printer C Exportto RTF  Save to File | Run the Report

Click the down arrow to the right of each field; select the dates and fee schedule item. Click Run the Report.

From: 01-Oct-2005 Dr. D.D. Palmer, DC: Fee History
To:  18-Oct-2006 "OFA" : Orthotic Foot Appliance
Date Patient No. Patient Name Amount
17-Jan-2006 1313 Roger Murray 49.00
21-Jan-2006 1348 Sara Elizabeth Penne 475.00
28-Jan-2006 1218 Nicholas Hone 475.00
12-Mar-2006 1245 Wayne Edmond Perry 475.00
01-Apr-2006 1251 Paul Thomas Pink 475.00
07-May-2006 1567 Clarence Irish 475.00
07-Aug-2006 308 Cindy Jones 475.00
14-Sep-2006 818 Lucille Rylott 15.00
2914.00
Total Number of ltems 3
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The PMP will generate a report based on the referral source of your patients. The report shows the revenue
generated from the referral source and it is subtotalled by patient. Click the Report menu, Patient Referral
Activity. Choose a practitioner; click Prepare the Report for this Doctor.

Select the appropriate fields by clicking the down arrow to the right, then click Run the Report.

Fage Mo, 1

Period From: 24-Sep-2Z006
Ta:  24-Now-2006

Or. D.0. Palmer, OC
Referral Activity for - Or. Jeffery Jones

WCE

Fat. Ho.  MName Service Date Code Frit Rec'd

24 Alida'Wiright 21-Now-2006 A .00
0.00

159 Bethy Anne Wellwood 21-How-2005 A 0.00
.00

742 Erin Abraham 21-How-2005 A 0.00
1124 Many Brown 22-How-2005 A 0.00

0.00

Totals 0.00

All reports that can be bought to the screen in PMP can be exported to other programs. This includes exporting
to Adobe, Excel, Word Processors, and also formats of HTML and JPEG, to nhame a few. The uses of this
feature are numerous; you can email statements and appointment calendars / lists to your patients, export
financial reports to your accountant, and edit documents.

Create the Report

To export a report start by creating the report in the normal manner. When you see the Report Destination
option, click Save to File.

—Report Destination
" Screen { Printer ¢ Exportto RTF &~ Save to File

A Save As window will appear asking you for a name and location for the document. Type a name for the report.
Click Save, click Run the Report.

savens 2 x|
Save in: I =3 Report j &= £ B
[4]RE_1_Octz002Z_z.Ace |#]RE_DD_Febz004_t fce ] stat
[#]RE_1_0ctz002_3.Ace |#]RE_DD_tanz005_1.4ce |#] stmt
[%]RE_1_0ct?004_1.Ace |#]RB_DD_Tun2004_1.Ace |#]weD:
4] RE_1_0ctz004_2.Ace |#]RE_DD_Mayz004_t.fice |#]weD:
[%]RE_1_Sep2004_1.4ce |#]55.ace |#]weD:
%] RB_BP_1Uri2004_1 fce ] Stat_1.Ace |#]weD:
Kl I 2|
File name: IJ oes Statement Save I
Save as ype: |Ace File [* ace) j Cancel |
A

O Note: If your report does not offer the option of Save to File bring your report/document to
the screen. Once the report is visible on screen click the File menu followed by
Save. Save the file to C:\PMPw\Data\Report. Type a nhame, click Save. Close the
Ace Viewer and return to the Abpointment Book.
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Export the Report

Click Reports, Documents for Printing. Locate and right click the newly created file. Click the option Export the

Report.

CJ DD _Sep2NNR 3 Ara
¢J_DD_Sep: Delete the Report

Jogs Statermn Print the Report

MR_1_Jan20
MR_T_Mov2laas
MR 1 Mow2003 2 Ace

Export the Repart

Learn about Export

Choose a location for the file in the Save in: field and type a name in the File name: field. Choose the format by

clicking the down arrow beside Save as type:. Click Save.

Gave as {Click "save as type' to change Exporkt 21|
Save in: I [} Deskiop j "~ cF Ef-
|.|:'|My Documents ) Items
j Ty Carnpuker W PMP Progrars
‘_{My Metwork Places 85 Study & CMcC
éBackups Itest
IC=)EDT Marual [C3)WsIB EDI
_JFixes B tugust 15

File: narme: IJ oe's Statement Save

CTVERCR - | dobe POF Files [ pof] Cancel |

i

Make any changes and edits in the formatting screen and click OK. Your document will open in the associated

program for the specified file type.

Export Formats

=  Adobe PDF Files (*.pdf)
These will open on most computers in an unchangeable format. Good for emailing statements and
appointment calendars / lists.

*= Rich Text Format (*rtf)
RTF's open in most word processors allowing you to edit documents.

= Hyper Text Markup Language (*.htm)
= Extended Hyper Text Markup Language (*.htm)
Both are used for web pages.

= Microsoft Excel Workbook (*.xIs)

= Quattro Pro for Windows (*.wb1)

= Lotus 1-2-3 (*.wk2)
These are spreadsheet documents. Good for pulling accounts receivable and summary sheets into
accounting software.

=  Windows Bitmap (*.bmp)
= JPEG File (*.jpg)
» Enhanced Metafiles (*.emf)
»  Windows Metafiles (*.wmf)
These are all picture type formats.
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Follow these instructions to create a distribution list pulled from PMP for use with your messaging program.
Go to the Utilities menu, Patient Export. Click Choose Criteria Using Query.

Checkmark Has Email at the bottom on the right (you will have to scroll to locate this option). Click
Accept.

Choose Select Fields. Checkmark Email address, uncheck Patient Number. Click Accept.

Choose Export to Comma Delimited. Choose a location for the file in the Save in: field and type a name in the
File name: field. Click Save.

On your desktop click Start, Programs, Accessories, Notepad. Click File, Open. Locate the file and click
Open.

Go to the Edit menu and choose Replace. Insert " (quotation mark) into the field Find what and leave the
Replace with field blank. This will delete all the quotation marks.

Click the Edit menu and choose Select All. Click the File menu then Copy.

Now you can Paste the email addresses into a group (distribution) email. We are not able to detail these
instructions as there are many messaging programs but using Contacts or Addresses should help.

Click File, WordProcessor. Select a Letterhead to use by clicking Open, Template, the appropriate letterhead.
When the letterhead is open click File, Save As, and type the name of the merge letter. Click Save.

Change the justification using the Left justification icon.

Move your cursor to the desired location on your letter. Click Merge, Patient Merge Fields, OK.

File Edit Wiew Insert Faormat Tools Merge
[ Al Uricods M3 S -m-E=ZNn e 7 U N [= i= i= | This is where the merge
e E&F i ERBYNyEEE S H| === fields are located.

Click appropriate fields under the down arrow such as Fl, Add, City, etc. Remember to leave spaces between
fields.

v Hint:  Alist of merge codes is detailed on the following pages.

Continue preparing your letter, adding appropriate merge fields. To delete fields highlight the merge code and
press the Backspace or Delete key on the keyboard. Save the completed letter.

When you are ready to merge click Merge, Merge Patients Individually or Merge By Patient Query.
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Select a list of Patients for ALL Doctors

PATIENT MANAGEMENT PROGRAM

Patient List Selected Patients
Search Number [Name E
Number [Sumame
1623 Abraharn Joe
1386 | Abrahamn Sophie Anne
67 Abrey Andrew
431 Abrey Dale
1546 Abrey Sam
1387 Abrey Souglas Joseph _
1369 | Abrey Stacey =
1102 | Adams Margaret Fill the List using Patient Query |
1397 Adams ary
1444 Adignols-Closs Todd =l Deleted Selected from the List |
Add Selected to ‘Selected Patients’ | Delote the entire List |

Select patients by using the Search hox and pressing Enter, or use the Up and Down arow keys
and press Enter or Double Click on a patient. The Patients are sorted in the order shown by the
background in the Title Bar. Click on anather calumn to change the sort order.

Continue

If you choose Merge by Patient Query select the appropriate criteria in the Query by check marking the boxes to
the left of your choices. Once your selections are complete click Continue. Click OK.

/& Print-Preview

i=l=E |

Palmer Wellness Centre

D1. D. D. Palmer Reg #4444
123 Wialnut Blvd. Wnnipeg, Manitoba R2L 212
204 296211 fax; 2046290214
email: betterhealth Rpahac.ca

June 16, 2008

Al Besenei

1 Spirea Cont

Downsview, ON, MFH 4H1

Dear Alan.

We #ould Tilte tn take this opporbunity o welcome 3o ss a patiert and fo henk you fox
choosing our elinie. It isourgoal to assist youe ith allof yonrspingl helth needs. We wish o

make all your visits formative and and reward ing

Plesse take the time o zead this informative literature, including information on Dr. Palmer, our
office policies and the servicss we puwile

Wre emovrags you bo make alist of any questions yumayhave, Youwil find we are
dedieated to excellence in patient e are

Looking forwand tn partivipating in your health eare reeds.

Sineerely

Dz, DD Pabmer and staif.

|

7% | Wl

1w

»
I

Utilizing the Merge Feature

Your letters will generate on screen. Close, Print and
Printer Setup icon are in the top left of the screen. Page
number and Next / Previous page icons are in the bottom
right.

The following are some ideas for using the merge function in the PMP WordPad.

= Change of Office Hours
= Notice of Fee Increase
= Thank you for referrals

= Notification of Missed Appointments

= Spinal Checks for Children

= Upcoming Information Sessions
=  Congratulation letters

*  Welcome letters

*= Notice of new promotions

= Spinal Care Class Reminders

=  Off Work letter

= Thank you Grams
= Recalls

= Collection letters
= Treatment Plans
= Christmas letter

= Orthotic letter

= |nsurance letters
= Lawyer letters

= Discharge
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Merge Codes

Action

Accident Date from WCB
Patient Active Check marked
Address

Total Balance

Date Of Birth

Bill To: Claim #

Bill To: Code #

Bill To: Contact From Patient
Bill To: File #

Bill To: Phone From Pat. Info
Bill To: Policy #

Health Card Expires on
Health Card Number

City

WCB Claim #

Country

Diagnostic Code

Diagnostic Details

Doctor of Record

EHC Code

EHC Contact

EHC Max $

EHC Phone Extension

EHC File #

EHC First Day Coverage
EHC Fiscal Year

EHC # of visits to date

EHC max # of visits payable
EHC Phone

EHC Policy #

EHC Amount Remaining
EHC Yearly Start Date

EHC Max $ Per Visit
Patient Email

Patient First Name

Patient First and Last Names
Patient Flags

First Visit Date

Patient Middle Name

Last name followed by First
Last Payment Amount

Last Payment Date

PATIENT MANAGEMENT PROGRAM

Merge Code
%][acc_date]
%[Active]

%[Add]

%[Bal_due]
%[Birth]
%[BT_ClaimNo]
%[BT_Code]
%[BT_Contact]
%[BT _FileNo]
%[BT_Phone]
%[BT_PolicyNo]
%[Card_date]
%][Card_no]

%][City]
%][Claim_No]
%[Country]
%][Diag_code]
%][Diag_rem]
%][Doctor]
%[EHC1_Code]
%[EHC1_Contact]
%EHC1_DolMax]
%EHC1_Ext]
%[EHC1_FileNo]
%[EHC1_First Day]
%EHC1_FiscalDate]
%EHC1_NoVisits]
%EHC1_NoVisitsMax]
%[EHC1_Phone]
%[EHC1_PolicyNo]
%[EHC1_Remaining]
%[EHC1_StartDate]
%[EHC1_Visit]
%[Email}

%[First]

%[FI]

%][Flag]

%[Fv_date]

%[Init]

%([Lf]

%][Lp_amt]
%[L-_date]
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Action

Merge Code

Last Statement Date
Last Visit Date

Maiden Name

Birth Month and Day
MVA Accident date
MVA Claim Number
MVA Company Code
MVA Contact

MVA Phone Extention
MVA File/Policy Number

MVA Allowable amount of visits

MVA Phone number

MVA 1% Treatment Date
Number of Visits

Next Visit Date & Time
Next Visit Appt Status
Patient A/R type

Patient Category

Patient Number

Patient Type

Payment Type

Patient 2™ listed Phone #
Patient 2™ listed Extension #
Name of 2™ listed Phone #
Patient 3 listed Phone #
Patient 3 listed Extension
Name of 3" listed Phone #
Patient 4™ listed Phone #
Patient 4™ listed Extension
Name of 3" listed Phone #
Patient Home Phone #
Patient Postal Code
Preset billing amount
Province

Referred By

Referral Method

Send Statements To:
Social Insurance #

Auto Statement Y/N
Patient Surname

WCB 1* Treatment Date
X-Ray Remaining

%[Ls_date]
%][Lv_date]
%[Maiden_Name]
%[Mmdd]
%MVA_AccDate]
%[MVA_ClaimNo]
%[MVA_Code]
%[MVA_Contact]
%[MVA_Ext]
%[MVA_FileNo]
%[MVA_NoVisits]
%[MVA_Phone]
%[MVA_TreatDate]
%[No_visit]
%[Nv_datetime]
%Nv_status]
%[ONAR]
%[Pat_cat]
%[Pat_no]
%][Patient_type]
%[Pay_type]
%[Phone_2]
%[Phone_2ext]
%[Phone_2lab]
%[Phone_3]
%[Phone_3ext]
%[Phone_3lab]
%[Phone_4]
%[Phone_4ext]
%[Phone_4lab]
%[Phone_home]
%[Post]
%[Preset]
%][Province]
%[Ref_by]

%[Ref _method]
%[SendTo]
%[Sin_no]
%[Statement]
%[Surname]
%[Tr_date]
%[Xray]
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Information

The PMP offers a security feature that allows or restricts access to menu items. PMP records edits,
deletions, and balance changes that occur within the patient file. The security area records the user who
performed the change.

The security feature is located under the File menu, Security. It contains Login, Profiles, Users, and
Change Passwords.

A profile named ‘Rick’ was included with your initial PMP. This profile allows access to all PMP features.
You can continue to use this profile to signify ‘full access’ or delete it once a replacement has been made.

0 Note: You must do a PMP backup before continuing with this process.

Profile

The profile is how you permit or restrict access to menu items in the program. Create profiles for all PMP
users to limit their access to certain PMP menu items.

—Ioix
| =| B[ Uses |

««/ Secuity j Delete | | X

Secuity Profile

~f Users
" Change Password Hew Secuily Profle
+ WordFrocessor

-
~ it File

~f Patient Secuity Levet————
j View Past Due Fieeall List & Alowed
Record Ativity and Payment
-~ Edit Palient Information # el
~ Add New Patient ™ Not Allowed

~f Delete a Patient

~~ff" Print Patient Appaintment List f:‘ol Alowed Menu:
~f Piirt Patient Appointment Calendar < Wisible but Grayed
~~f Print Patient Receipt by Date: £ Not Visible

~ Edit Duty Doctor
~ Reset Duty Doctor

~ Repotts
~ Reminder/Recals
~ Reminder List
BVt g
TR | s
Click the Expand Treeview =2l| icon to show the detailed PMP menus.

To create a new profile simply click on a menu item that you wish to control access to and choose Not
Allowed on the right. Continue to control access for other items using the same procedure. Once you
have completed selecting menu items for this profile type a name into the New Security Profile field. The
name should be logical based on the level of security and not the user name, i.e., Part time staff or Office
manager.

|| Click the Save Security Profile icon.

ﬂ

O A change in vour security settings has occurred,
y ‘fou will see this message repeatedly until all items are added
IF this is an update ignore this message and select Yes
Otherwise, please call support
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You will see a screen notifying you that changes have occurred. Click Yes. You may be required to click
Yes repeatedly until all individual items have been changed. Click OK once you see the congratulations
message. Your profile has now been saved.

To edit or view existing profiles click the down arrow under Security Profile. Click the profile you wish to
edit or view.

v  Hint: When limiting access for user profiles you should restrict access to the menu items of Users,
Profiles, and Clinic Defaults. These areas allow users to alter their profiles. Only the ‘Rick’ or
‘full access’ profile should have these areas allowed.

Users

The Users screen is where you will find a list of individuals currently utilizing your PMP and where you
add new users and assign profiles.

To add a new user click Add. Type the new users initials, first, and last name into the fields provided.
Click the down arrow under Profile. Choose the profile appropriate for this user.

ioix]

- | - | > | > |Add |De\ete| Edit | Save |Cance|| o |

Erowse | e |

‘Inil |Filst ‘Last ‘PIDNS ‘anaryDoclol B
LP Lz Pridham R

ick
e T S

0 Note: The field User allowed access to these Doctors has been disabled and is not required.

Click Save.
To Edit a User click the users name and the Edit button. Make your changes and click Save.

To Delete a User click the users name and the Delete button. Click OK. This user will no longer have
access to PMP.

=1olx|

[ | « | > | g} |Add|De\elel EdlllSave |Came\| o |
Browse Fom |

User allowed access to these Doctars Drag Doctors to next box

48 =Dr. Albert Schweizer, MT
BP = Dr. Beniamin Pierce, DT
DD =Dr. D.D. Palmer, DC

LH = Laurel Hardy, MT

0 Note: When there is a change in office staff you should add and delete users as appropriate.

The login screen allows you to switch users. The shortcut function key F8 will open the login screen from
the main appointment book.
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it PMPW Login Form |

Lagit 1d I

Password I

ok I Cancel |

To logoff as a user but allow other users access to PMP, open the login screen. This permits the next
user to login. If they click Cancel or close the login screen PMP will automatically close and must be
reopened.

0 Note:  This feature protects all users from accessing menu items and modifying activity
using another PMP User Id.

The Change Password area allows you to create a new password or change an existing password. To
assign or change your password you must first be logged in as the user. Click File, Security, Change
Password.

" PMPW Login Form x|

Login Id ILJ

Password I

Confirm Password I

QK. I Cancel |

When you open the Change Password screen the users initials are already visible in the Login Id field.
Type a password into the Password field. Repeat the password in the Confirm Password field. Click OK.
The password for this login ID has now been changed.

0 Note: Passwords are case sensitive.

One of the functions that PMP contains is the ability to restrict edits and deletions from happening in the
patient account activity screen. The restrictions are limited by date. When activated, users will not be able
to edit or delete transactions in patient files if the transaction date of the activity is before the date
specified in ‘Edit Date’.

The Edit Date aids in more accurate bookkeeping procedures and stops changes from happening within
previous months without approval. Security should be setup to disable access to this area.

To setup the Edit Date go to the Utilities menu, Edit Date. Select the appropriate date on the calendar.
Click Accept Changes.
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The Account Edit Journal records any edits, deletions and balance changes that are made in the patient
Account Activity screen. It offers the choice of viewing the report by Service Date or Edit Date.

e Service Date will show the edits and deletions by the date of service.
e Edit Date shows the edits and deletions by the date the service was edited.

Balance changes are added to the list treating the editing date as the service date.
Click the Reports menu, Account Edit Journal, by Patient, by Login ID, or by Date.
o by Patient will produce the account edits and deletions for a specific patient

e by Login ID will produce the account edits and deletions created by a specific user
e by Date will produce the account edits and deletions done during a specified date range

O Note: All users should be setup with individual logins in order for the Account Edit
Journal to accurately reflect the user who performed the action.

This account edit journal was produced by Date, Editing Date.

Thu, 07-Dec-2006 Account Edit Journal - by Date Page 91
Service Dates from © 01-Apr-2000 to 07-Dec-2006
Pat. No. Doctor Date Code Billing Code Bill Type Paid By Status Billing Patient Payment
18-5ep-2006: 0237 P eee b Reerd Bt Patient paid after posting. LJ
Before 742 DD 19-Apr-2006 A Cash Paid 0.00 30.00 0.00
After 742 DD 18-Apr-2006 A Cash [W15A Paid 0.00 30.00 30.00
18- HEH-200E D230 P s 1 Recond Detete i Posted to dad instead of son. LJ
431 DD 18-5ep-2006 A Cash CASH Paid 0.00 30.00 30.00
AfeGEp: 200K B2EZ: P User " Reenrd Bit - ooooie: Patient no longer WSIB. L)
Before 1621 DD 1B-5ep-2006 A w101 WYSIE Pending 19.26 0.00 0.00
After 1621 DD 18-5ep-2006 A [ [Faid ][ 000) [ 3000] 0.00
8-SR 2U0E I PMEEER N Balance Bdit D Balance change as per Dr. DD's. direction. L)
1621 DD The Balance Due is now $0.00. Dr. "DD"s balance changed from 30.00 by -30.00 to $0.00

The first line shows the date and time that the change took place followed by the user that completed this
transaction and the type of change. If a comment was added at the time of change it will appear following
the transaction type.

Patient paid after posting. LJ

The next two lines of an Edit explain how the transaction looked at posting, and how it looked after the
edit. Areas that were altered are shown within boxes.

Before 712 DD 19-Apr G A Cash Paid o0 EI oo
Adter 742 DD 19-Apr2006 A Cash Paid 0.00 0,00 0.0

The second line of a Delete shows the entire transaction that was deleted.

|431 oo 18-Sep-2006 A Cash CASH Paid 0.00 30.00 30.00

A Balance Edit details any balance changes.

1621 DD The Balance Due is now $0.00. Dr. "DD"s balance changed frorm 30.00 by -30.00 to $0.00
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Backup is one of the major problems users encounter. Faulty or non existent backups can have
devastating results. Hard drive crash, theft, fire and flood are just a few of the many reasons you may
require your PMP backup to retrieve your patient and clinic history.

Backup Procedures

No matter what media type you are using for backups, floppy disk, CD, USB drive, etc, you should have
more than one set. If you use the same object for every backup and that media fails or is lost you will not
have any good, retrievable backups.

For this reason we suggest you have at least two sets of backup media:
2 USB memory drives
2CD’s

2 week supply of floppy disks (floppies are erased with every backup therefore 1 set per day for a
two week period).

While you are using ‘backup set # 1°, ‘backup set # 2’ should be stored off site.

0 Note: We recommend you perform the PMP Daily Backup even if other programs are being
utilized. If there is a problem with your program the PMP Support Staff can usually get
you up and running in minimal time if you are utilizing the PMP Backup. The OCA is
not responsible for any other backup program.

Accessing and Using Backup
Exit PMP on all computers. Double click the Backup SQL icon on the desktop.

™ PMPw SQL Backup v 4.0.0.0 x|

Daily Backup | Monthly Backup | Restore |

Backup using ..
’75’ Drive A: ¢ Other | _I

‘fou may run a ‘Daily Backup'while PMP is in use. ‘Daily backup’ will first
create a backup of the Firebird database on the server. When this succeeds,
a compressed version will be created on your hard drive. The 4 most recent
daily backups will be kept on the hard drive. The data will also be backed up
onto either the floppy diskette or the location specified by "Other”. Any data
on the diskettes will be automatically erased.

‘Daily Backup' will backup your entire database not including the Report,
Letter and Submit directaries

Always check that the Drive light is out before removing diskette.

Start Daily Backup

Click either Daily Backup or Monthly Backup. Daily Backup contains your patient data and generated
report data.

Monthly Backup contains your patient data, generated report data, and the Report and Letter directories.

PMP allows backups to be created to any specified media. Click the radio button beside Drive A: to send
the backup to floppy diskette. Click the radio button beside Other to select another media.

__| Click the button with the 3 dots to choose the drive.
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Select a Directory in which to backup PRPw

-j My Computer =
& 3% Floppy (A1)

S LOCAL DISK (C:)

iy CD Drive (D)

8 laurend on ‘ocasrvr' (G

52 company on ‘ocasrvr' (H:) | ILI
A 3

Folder: ICD Drive (Di)

Make Mew Folder | 04 I Cancel |

4

Locate the drive for the media of choice.

Click OK. Click Start Daily or Monthly Backup. PMP creates

two backups; the first backup goes to the hard drive of your computer and the second goes to the

specified drive.
Monthly backups should be created:

= on a monthly basis

= when making a last backup before moving PMP to a new / different computer
= before deleting patient data or reports.
= before installing updates or adding practitioners to PMP.

After 6 backups have been performed you will see the message "You have performed 6 backups without
doing a test restore’. If you choose not to perform the test restore at this time the message will appear
upon completion of each subsequent backup until the test restore is performed.

™ PMPw SQL Backup v 2.0.0.0

Daily Ba[:kupl Monthly Backup  Restore |

x|

Restore From

© 1 c:\PMPw\data‘Backup'BD070619.zip (0.5 MB)

© 2 c:\PMPw\data‘Backup'BD070618.zip  (7.2MB)
Daily backups

3 not available

" 4 not available

5 c:\PMPw\data'Backup'BMO70619.zip  (0.5MB)

6 not available

¢ 7. From Floppy Drive A: (insert Iast disk first)
“ ﬁ Other |C:\Documents and Settings\ljam J

Monthly backups

Restore To-
 Live Database ©* Test Only | Start Restore

| Restore C:\bocuments and Settingsijames|Desktop|Backups\BDO70524,20p ta the Live Database,

To perform the test restore leave the media that you just used for the backup in the drive, click the
Restore tab, # 7 or # 8. Click Test Only and click Start Restore.

Please Confirm

x|

\:\?{) Do wou wish to Restore using the file "c:\PMPwidata\Backup\PDOS101 2. zip" 7

es Mo |
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You are asked if you wish to restore using the file BD091118.zip or BM091118.zip.

The file name is created as follows: BD stands for Backup Daily, BM stands for Backup Monthly. 091118
stands for year 2009, month 11, day 18. Make sure this is the correct date when doing a test restore.

The test restore does a file comparison to make sure the data is good and that it will restore if required.
When the test restore is complete a pop-up window will appear entitled Finished.

Click Yes to erase the test data.

There are times when you have to restore a backup. This could be due to a power failure, power surge,
the computer may have been turned off incorrectly or the computer froze.

Double click the PMP Daily Backup icon on the desktop. Click the Restore tab, click on the backup that
you wish to restore from the list on the left.

Choosing to restore a backup from the # 8 Other option will require you to locate the backup. Choose the
directory where your backup was stored by double clicking on it. Locate and double click the backup that
you want to restore.

Click Live Database, Start Restore. You will be asked to confirm the date of the backup. Click OK.

PMP has a desktop icon named PMPs Utilities. The area is for use if you have internet capabilities at your
PMP location.

~5PMP for Windows Utilities  v1.0.4.0 x|

Upload PMP S0 Database | Note

Download PMP SOL Database | In order to use either the Upload or Download
commands, you must first be connected to the
intarnet, or your cormputer must automatically
Download Program Update | connect. You may also need to temporarily
disable firewalls, virus scanners, etc.

Upload PMP SQL Database
Compresses the SOL database and sends it to the association via the internet
using FTP. Make sure you are NOT using PMP on any workstation.

= Upload PMP SQL Database is an option whereby you can send your program to an FTP site where
our programmer can access it for repair. This feature can only be used when PMP support staff has
arranged it. Please contact support before attempting to use this feature as you will not have access
to your data once it has been sent. Note: Restoring your last backup would allow you back into PMP.

= Download PMP SQL Database is how you retrieve your data once it has been repaired.

*» Download Program Update. On occasion updates are available for download. You will be notified
when they are posted by whichever method you have chosen for OCA communication.
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Computer Maintenance

Error Checking is a program in your Windows Operating System that will check the files on the hard drive
to make sure there are no problems. If problems are found it will attempt to fix them.

To prevent problems from occurring in your computer, you should run Error Checking on a weekly basis
or when you have had to shut down the computer in an improper manner.

LOCAL DISK (C:) Properties 21

Goneral To0ls | Hardware | Shating | Sacurity | Buota |

~Entor-checking

This option will check the volume for
ermors.
Check Now.

D
w% This aption wil defragment fles on the vahume.

Defragment Now..

~Backup

A, Thisopton il ack up fes o the velume

Backup Mo

oK Carcel Fpply

To access Error Checking double click the My Computer icon, right click C:\, and left click Properties.
Select the Tools tab. Click Check Now....

Checkmark both options on the next screen and click Start. You will see a screen offering to

schedule the check on the next restart. Click Yes. Error checking may take up to one hour.

Checking Disk LOCAL DISK (C:) x|

O The disk check could not be perfarmed because the disk check utility needs exdusive access to some Windaws files on
_\J) the disk. These files can be accessed only by restarting Windows. Da you want ta schedule this disk check bo occur
the next time you restart the computer?

Restart your computer.

Defragmentation is a program provided by your Windows Operating System that analyzes local volumes
and consolidates fragmented files and folders so that each occupies a single, contiguous space on the
volume. As a result, your system can access files and folders and save new ones more efficiently. By
consolidating your files and folders, Disk Defragmenter also consolidates a volume's free space, making it
less likely that new files will be fragmented.

To access Defrag double click the My Computer icon, right click C:\, and left click Properties. Select the
Tools tab. Click Defragment Now.... Click Defragment. Defragment may take up to two hours.

v Hint; If it appears that Defragment restarts part way through the process and does not complete
or gives a message about restarting, turn off your screen saver, temporarily disable your
virus protection, and/or close your messaging program.
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Cleaning Up Your PMP

On occasion you may wish to delete patients from your PMP. PMP will not allow you to delete a
patient if there is any activity within the last year.

= Do a backup and label with the date prior to deleting any patients.

= Pull a list of patients that have not been to your clinic for a number of years through query.
= Determine which patients you would like to delete from the program.

* Print a Patient History and Profile for each patient.

= Delete patients individually as per the instructions below.

Click Patient, Delete a Patient. Select the patient. The patient information screen will appear to

allow you to confirm that you would like to delete this patient. Once you are sure click Continue.
A confirmation screen will appear. Click Yes.

Keep your accounts receivable up to date. There is no sense in having the same balances on your A/R
from year to year.

=  Print Accounts Receivable
= Determine patients:

- tobe called

- to be mailed a letter

- to be sent to a collection agency

- to be written off
To Access the Patient Accounts Receivable, click the Report menu, Accounts Receivable, Patient.
Select the appropriate doctor, Prepare Accounts Receivable for this Doctor. Choose the correct
ending date by clicking the down arrow. Click Run the Report.

Tue, 19 Sep 2008 Patient Accounts Receivable - Dr. D.D. Palmer, DC Fage No. 8
Feriod Ending : 13-Sep-2005
Last Last Last Hext
Patient Name Home Phane  Business Fhone Ext.  Payment Statement  Wisit isit

773 Vansteiin, Gary Nail (416) 449-6203 14-52p2005  19-Sep2006
Aged 000 000 0.00 2000 30.00
1595 Varcoe, Elisabeth (416 5126181 Zh-Apr2000 26-ApE2000  31-Oct2003
Aged 000 000 000 17500 175.00

1533 iade, lan (005)852-4052  (H16) 375-1230 13-Sep-2008 18-Sep-2006
Aged 17.00 000 0.00 000 17.00

163 Wellwood, Betty Anne (418) 838-8553 08-Mar2000  24-Feb-2004
Aged 000 000 0.00 &0.00 20.00

168 West, Blake Joseph (H8)486-7524  (416)865-0191 323 09-Apr2000  14-AprE000
Aged 000 000 0.00 &1.11 51.11
1530 Winkworth, Paulette (416) 635-8443 22.Jan-2000  24Feb2004  09-5ep-2006
Aged 0.00 0.00 000 14510 14540
34 tiright, Alida O742-4274 19-0ct2008  02-May-2000  19-Apr2006  09-Sep-2008
Aged 000 000 0.00 2000 30.00

1394 singa, Brent 0217152 06-Nov-1988  14-Apr2000
Aged 000 000 0.00 54.00 5400
145608 21000 000  B0E031 381522
Aged :0-30 days 3160 days 6190 days  ower 90  Bal. Due.

Print 3rd Party and WCB Accounts Receivables.
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An area of PMP that needs to be cleaned out regularly is Documents for Printing. This is a region
where files of different types are stored in PMP. The number of documents contained in Documents
for Printing is directly related to the amount of space required for your monthly backups. After about 3
months documents can be deleted as they are saved on monthly backups. Keep the number of
reports to a minimum for optimum usage of your computer and PMP.

To access this area click Reports, Documents for Printing. Reports and documents that may be
stored in Documents for Printing include: MH Claim Journals, Payment Journals, Rejection Journals,
WCB and MPI Claim Journals, Payment Journals, Documents saved for Exporting.

To delete documents for printing right click the appropriate file and choose delete from the list.

To delete multiple documents close PMP. Double click on the My Computer icon. Double click
your C:\ drive. Locate and double click PMP, Data, Report. Click the View menu, Details. Click the
column header Date Modified. This will sort the reports by creation date. Make sure the arrow
beside date modified is pointing up so that the oldest reports will be at the top of the screen.

You can now click on the first report to be deleted. Press and hold down the Shift key and click onto

the last report to be deleted. All reports in between will be highlighted. Once the chosen reports have
been highlighted press the Delete key on your keyboard.

Click Yes when prompted to confirm sending the items to the recycle bin.

C:,PMPwiDataReport =]
Fle Edt Wew Favortes Toos Help ‘ e
Qeak - ) - (P ‘ ) smarch Folders | -
address |g C:\PMPusDataiRepart =l
| size | Type | Date Modfied = | Date pich |
3KB  ACE File 01/10/2002 10:20 PM
10KE ACE File 01/10/2002 10:21 PM
a KB ACE File 24/10/2002 132 PM
] 3KE ACE File 24/10/2002 1132 PM
£ 3KB ACEFile 24/10/2002 1:39 P
a 10KB  ACE File 13/11/2002 2:13 PM
- 10KE ACE File 16/11/2002 11:58 AM
a 2ZKB ACEFile 18/11/2002 11:58 AM
E: KB ACE File 11/12/2002 10:34 P
a TEB  ACE File 11/12{2002 10:36 PM
3BKE  ACE File 11/12/2002 10:36 PM
KB ACE File 11/12/2002 10:36 P
3GKEB  ACE File 11/12/2002 10:38 PM =
163 KB | 4 My Computer 7

The number of letters contained in the word pad also affects the amount of space required for your
monthly backups. After a while letters can be deleted as they are saved on monthly backups. Keep
the number of letters to a minimum for optimum usage of your computer and PMP.

To delete letters or letterheads from the PMP click File, WordProcessor, File, Open. Determine the
files to be deleted.

Right click on the appropriate letter to be deleted and choose Delete from the menu.

To delete multiple documents close PMP. Double click on the My Computer icon. Double click
your C:\ drive. Locate and double click PMP, Data, Letters. You can now click on the first letter to be
deleted. Press and hold down the Shift key and click onto the last letter to be deleted. All letters in
between will be highlighted. Once the list is highlighted, press the Delete key on your keyboard. Click
Yes when prompted to confirm sending the items to the recycle bin.
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PATIENT MANAGEMENT PROGRAM

Schedule “A”

ltem Effective March 2012
Initial History & Examination $48.00
Treatment Fee

Adjustment/Adjunctive Therapy $33.46
Emergency/House Call $28.29

Regular Reporting $38.20

Narrative Report or Referral $121.20

WCB Consultant Phone Calls* $218.016 /hour **
Chiropractic Acupuncture Treatment $43.05

Tray Fee $13.65

** Per hour, calculated on the basis of twelve (12) five minute increments.
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PATIENT MANAGEMENT PROGRAM

Effective September 1, 2003

Tariff View Tech Prof Total
7024 Chest Sinale PA * 18.00 8.00 26.00
7025 Chest PA & Lateral * 21.70 9.00 31.70
7031 Ribs One Side 24.40 6.00 30.40
7331 Ribs Both Sides 24.75 9.80 34.55
7036 CS Routine Views * 30.20 12.00 42.20
7038 CS Added Views 35.70 10.80 46.50
7194 Thoracic Spine 30.35 7.00 42.05
7193 L.S. Routine * 29.50 11.70 42.05
7054 L.S. Added Views 35.70 10.80 46.50
7035 Spine Complete 64.35 17.40 81.75
7037 Spine Two Views 47.00 19.00 66.00
7039 Pelvis AP Views * 20.30 9.00 29.30
7339 Pelvis Lat/Hip 29.00 12.60 41.60
7041 S.1. Joints 19.60 6.00 25.60
7034 Sacrum/Coccyx 27.95 7.45 35.40
7402 Special views 28.55 7.00 35.55
7046 Claviale/Scapula 17.40 6.00 23.40
7047 Humerus 21.10 4.80 25.90
7048 Elbow 23.00 8.00 31.00
7049 Forearm 22.10 4.80 26.90
7050 Wrist * 17.70 8.00 25.70
7052 Fingers * 14.00 8.00 22.00
7093 AC Joints 20.85 7.50 28.25
7044 Shoulder * 22.10 9.90 32.00
7403 Added Views 7.50 4.00 11.50
7053 Hip * 26.10 9.80 35.90
7055 Femur 23.00 4.80 27.80
7056 Knee * 18.30 8.30 26.60
7058 Tibula/Fibula 23.00 4.80 27.80
7059 Ankle * 17.80 8.00 25.80
7060 Foot 16.50 8.00 24.50
7062 Toes 8.70 2.95 11.65
7404 Added Views 8 4.00 12.00
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Chiropractic Services Schedule “A”

1. Initial Assessment (Complete History, Physical Examination, Diagnosis, Treatment and
Adjunctive Therapy)
EFFECTIVE DATE FEE
January 1, 2012 $82.99
January 1, 2013 $84.65
2. Subsequent Visit Fees: (One Fee per Visit)

a) Subsequent Treatment

EFFECTIVE DATE FEE
January 1, 2012 $35.28
January 1, 2013 $35.99

b) Supervisory Visit

EFFECTIVE DATE FEE
January 1, 2012 $35.28
January 1, 2013 $35.99

¢) Acupuncture Treatment

EFFECTIVE DATE FEE
January 1, 2012 $53.17
January 1, 2013 $54.23

Up to 10 acupuncture treatment visits will be covered per claim. No extensions shall be
permitted.

d) Active Release Treatment (A.R.T.)

EFFECTIVE DATE FEE
January 1, 2012 $53.17
January 1, 2013 $54.23

Up to 10 active release treatments will be covered per claim. No extensions shall be
permitted.

3. Emergency Calls: Travel Only

a) Emergency Calls: Travel Only (50 kilometers or less)

EFFECTIVE DATE FEE
January 1, 2012 $44.42
January 1, 2013 $45.31

b) Travel Beyond 50 Kilometers — Per Each Additional 16 Kilometers

EFFECTIVE DATE FEE
January 1, 2012 $10.06
January 1, 2013 $10.26
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Consultation Fee for Review of Manitoba Public Insurance Cases:
Includes Meeting in Person or Consultation by Phone

EFFECTIVE DATE FEE
January 1, 2012 $210.55/per hour
January 1, 2013 $214.76

Narrative Report

Where a narrative report is requested by Manitoba Public Insurance, it will be billed per
page, to a maximum of 5 billable pages per report. Half pages will be charged at a rate of
one half of the full page fee. All chiropractors shall use 1” margins, single spaced and 12
Font in order to be eligible for payment.

EFFECTIVE DATE FEE
January 1, 2012 $105.75/per page
January 1, 2013 $107.86/per page

Form Reports

Initial Chiropractic Report

Chiropractic Track | Report

Chiropractic Track Il Report

All 3 reports will attract the following fees:

EFFECTIVE DATE FEE
January 1, 2012 $50.15
January 1, 2013 $51.15

Referral letter or report of findings letter to another Health Care discipline outside your clinic.
The discipline must be one recognized by Manitoba Public Insurance.

EFFECTIVE DATE FEE
January 1, 2012 $105.75
January 1, 2013 $107.86

Supports that are medically required are to be billed at manufactured suggested list with the
exception of the cervical pillow where the maximum fee is:

EFFECTIVE DATE FEE
January 1, 2012 $65.77 plus PST
January 1, 2013 $67.09 plus PST

The “Yellow Flags” Questionnaire

EFFECTIVE DATE FEE
January 1, 2012 $5.91
January 1, 2013 $6.03

Return to Work/Modified Duty Form

EFFECTIVE DATE FEE
January 1, 2012 $94.56
January 1, 2013 $96.45
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APL C-Spine (3 views)

APLC Flexion and Extension (5 views)
Pillar Views (2 - 8/10)

Davis Series

APL C-Spine (AP - 7/17)

APL Dorsal

APL Lumbar

APL Lumbosacral

APLLS and Both Obliques

Shoulder Series

Full Spine APL (14/36)

(a) Full Series - APLC - APLT - APLLS
APL C-Spine and Obliques (5 views)
Extremities (2 views)

Pelvis (1 - 14/17)

Knee

Ankle (3 views)

Sinuses

Ribs (2 - 14/17)

Chest

Written Reports for Films sent in (1 area)
Written Reports for Films 14/36 (2 views)

Additional Films (8/10) of any area
Motion Study includes an A.P. and Lat
Plain View - per area
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TECH.

$47.01
$60.15
$31.98
$94.02
$39.51
$47.01
$47.01
$47.01
$69.60
$31.98
$80.86
$94.02
$60.15
$31.98
$22.58
$31.98
$31.98
$63.93
$46.48
$46.48
N/A

N/A

$13.16
N/A

PROF.

$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$28.21
$28.21
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$27.27

$236.95
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You must register with Manitoba Health for the EPiICs program.
Once your office has been set up as an electronic billing site (this may take three — four weeks)
follow the billing instructions found on page 57 of this handbook. Once the billing file is created you

may send the file to Manitoba Health electronically.

Make sure PMP is closed. Double click the SIS icon.

Type in the following information Username, Password, Domain and PASSCODE. The username
and passcode will be included in the documentation you received with your initial package from
Manitoba Health. The first password will be assigned by MH, which you will be able to change. The
PASSCODE is a combination of a P.I.N. and the number on the RSA SecurID (which will change
every 60 seconds). You will work with the SIS support team who will assign the password and P.I.N.
Refer to the Secure Internet Solutions (SIS) Application Portal Installation Guide and User
Manual for details.

For details on setting a PIN and Password please refer to the Secure Internet Solutions (SIS)
Application Portal Installation Guide and User Manual.

0 Note: If you experience trouble contact the SIS Help Desk at (204)944-2802 or (800) 637-0551
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Once you have entered the information click Log In.
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PATIENT MANAGEMENT PROGRAM

Click once on the Application Icon once and in 30 — 60 seconds the application will appear.
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Press the Spacebar, then Enter.

’i‘ Z MB Health FPICS Full (Read only) - RUMAA Mainframe Display
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Type your UserlD, press Tab. Type your Password, press Enter.
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A pop up window will appear entitled Action Code Menu. Press Enter to begin the session.

- 108 -



PATIENT MANAGEMENT PROGRAM

’il-'l MB Health EPICS Full (Read only) - RUMBA Mainframe Display

Fie £ Yow Coromction Tranfer Qpliorn  Took Heb

D=8 @ 1| ole] <[$ SIS A D] wigy =\ vl uls]

Raacly Rurowg oW MM W 43 1144220 A

The Manitoba Health Message screen will contain information about your last submission, about the
last remittance file available, as well as information about submission cut off dates. These messages
should be reviewed at sign-on as important information will communicated in this way. Press F8.
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The following is a description of each area on the Data Transfer Utility screen:

U Upload Claims
D Download Remittance
P1 Print claim submission Audit Control Confirmation Report (Must be done after
each
submission to confirm receipt status. Without this confirmation claims as
submitted will not be processed.)
P2 Print Remittance Summary Report
M Review Messages

TR Download Tariff Rates

TD Download Tariff Description

HELP Online Quick Reference Help information
END Terminate the Session

A selection is made by typing the option to the right of COMMAND/OPTION line and pressing
Enter.

To upload the submission type U, press the Tab key. The cursor will move to the right of the
Drive line near the bottom of the screen. Type C for the drive location, press the Tab key.

Type PMPW\DATA\SUBMIT. Press the Tab key. Type SUBMIT, press the Tab key. Type the file
name that you were given during the creation of the MH submission in PMP, i.e. No1. Press
Enter. Press the Tab key.

O Note: You will only have to type the file extension (NO1, 2, 3, etc) the first time you send a
submission. All other information will be remembered.

Press the F3 key. Once you have pressed Enter to release the upload, the screen will change.

'," < MB Health EPICS Full (Read onty) - RUMEA Mainframe Display !BB

Be & view Comeckn Tiewler Qptiors Tools Hed

= T L | oo P '

El ST wigy ol W v e u|5|

Raady funng o MM W s D516 AT

- 110 -



PATIENT MANAGEMENT PROGRAM

The screen will state that the file transfer was successful. If there is an error, re-enter the
information and try again. Press F3 to return to the Data Transfer Utility screen.

Press P1 to print claim submission Audit Control Confirmation Report.

Follow the instructions on page 106 to access the SIS Application Portal. Once in the Data
Transfer Utility type P2 Print Remittance Summary Report. This report will automatically be
sent to your printer. Printing this report will determine if the remittance is ready to be downloaded.
If the report does not print, make another attempt later.

Once the report prints type D to download the Remittance. Press the Enter or Tab key. The
cursor will move to the drive, press Tab, Tab, Tab. Type the file extension. Press Enter.

The file transfer will execute. A screen will appear stating the information is spooling. Once the
transfer is complete the screen will change stating the number of records that have been
successfully transferred. The file is now ready to be reconciled in PMP. Follow the instructions on
page 58.
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All Manitoba Health (MH) remit files are overwritten with subsequent remittances because they
have the same name. If you rename the file after receiving it you can avoid issues that arise due
to overwriting.

After you have downloaded the Remit file from MH and are ready to run it go to the Manitoba
menu, Reconcile Manitoba Health (MH) remittance file. Click Choose a Returns File.

Right click your most recent remit file.

oven 2
Lok n | &0 BESRD s N s

Choose Rename from the list. Type Remitl.txt or RemitJune2006.txt.
Hint: Remember to rename subsequent remit files sequentially and choose names that will allow

you to identify the files.

Continue with normal reconcile procedure.
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