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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

& PMPw SQL launch utility ¥2.0.0.0 x|

This Computer

IP hkddress : 10.10.10.183

Cowputer Nemwe : LAURENZ

User Name : ljames

Trying to connec t to the SQL server...

Successfully connected to Firebird Server! You may start PMPuS

Stop Start PMPw SQL in 4 seconds |

\ i

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 76.

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.

i PMPW Login Form x|

Lagin 1d I

Pagsword I

Ok I Cancel |
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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.

4% Appointment Book : Tuesday 20 Dctober 2009 ( Today is Tuesday 20 October 2009 ) I =] 5
File | Patient Reports Manitoba Setup Utiiies  Help 9
Laurel Hardy, RMT |3. Dr. Benjamin Pierce | 4. Albert Schweizer, RMT | 5. Charl 4 | ¥ |
Exam @7]
8:50
9:00am
9:10
9:20 @ _P. Wayne Johnston | Atfred Austin | Brenda Elaine Kelly |
9:30
9:40 | Christian Eric Clement | ]
9:50 6
10:00am | Logan Ebsen [ Elisabeth MacKlin H 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 _Floyd March
11:20 ‘
sun Mon\7Jue Wed Thu Fri Sat ¢ . - |30'10-3009 v il@ TOQay| Activity Date
|N0 Duty Doctor is assigned Pctivity Date: 20-Oct-2009 |16 records today ‘ Defauit |Main Clinic

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.

% Appointment Book : Tuesday 20 Dctober 2009 ( Today is Tuesday 20 October 2009 ) I ] 4
File | Patient Reports Manitoba Setup Utlties  Help
|2. Laurel Hardy, RMT |3. Dr. Benjamin Pierce | 4. Albert Schweizer, RMT | 5. Charl ¢ | » |
Exam |
8:50
9:00am
9:10
9:20 _P. Wayne Johnston [ Alfred Austin Hﬁrenda Elaine Kelly ]
9:30 8
9:40 O | Christian Eric Clement | @ ]
9:50
10:00am | Logan Ebsen [ Elisabeth MacKlin H Brenda Lloyd ]
10:10
10:20
10:30 [ Susanne Catheri Sedgwic]
10:40 Dr.CW @ Maxwell Wilson
10:50 Dr.CW [ Mary Lou Robinson
11:00am
11:10 ﬂoyd March
11:20 ‘
Sun Mon|Tue Wed Thu Fri Sat 4 ) q | Today/| Activity Date
|No Dty Doctor is assigned Hctivity Drate: 20-0ct-2009 |16 records today™" F@efault |Main Clinic

©
©

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 59
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 78
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.

The Clinic Default screen contains the name of
your clinic or office and complete address. The
default city and area code will populate new FrovncerState: 5
patient files reducing the amount of input required. PostalZp Cod 4 1w

= Partnership is for legal business partnerships

Dafautt Cty furripeg

only. In most cases you should not have a mumm;"m : -

(;heckmark. If in doubt contact the support v P oot ot o

Ilne' ‘Word Fad Merge Popup Help: & Total Payments on Statements: & Stop Reports from auto dosing pk
= Use Login is required for security in PMP. Masing Labets Top Marge 53 2] show Urit buttons on ediing Appointmants
= Total Payments on Statements groups R itk rlilaiin i

together payments on statements even when LA LE

it is distributed to multiple practitioners in the ST o

patient record. Hit e Humberores I Makn an Appeintment i hs imo sio

I F2 Add an Appointment
F Patient Acthvity

= Stop Reports from auto closing will allow
report choice to remain open to allow for multi-
practitioner printing of reports. S | o | e

=10 -
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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.

Choose which actions will cause pop ups to appear by check

marking items.

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

[Cowrer James
Type of Appointment Location
|E><am =] Main Clinic =l
Comment Status
d @ Unconfirmed
Date / Time  Confirmed
11-Nov-2009, 06:15 At " Arrived
" Done
102 3]a]5]6] | Rescheduled
1 P
j Units ; i' y
2 3 Horizontal balE3
~
: & Vertical Cancelled
5 Copy Appt.
6
I )| aciiy 10

Fatient sees Dr. Palmer only

Fopup comments to pop automatically on
[V Edit Appointrent Information; Arived
[~ Make an Appaointrment in this time shot
[~ F2Add an Appointment

[V Patignt Activity

Edit Appointment Information

Patient Name

Status _App Type

J 1 | Exam

Edit Pop Ups

Arrived. The popup will also appear when you arrive a patient
on the Appointment Book using the hotkey of A.

| Press 'FLO' for Activity o 'Fé' for Patient Info

Mary Brown

Make an Appointment in this Time Slot. This screen is available
when clicking onto an empty time slot from the appointment book

screen.

F2 Add an Appointment. Whenever accessing the F2 Add

an Appointment grid.

=11 -

Daniel David Padmer, DC #4444

Appoirtment Status
s Liscon
First Hame
[P Confirmed
Last Name Arrived
Fames
Diate | Tims 1l2]s|4[8]8]

[11-Now- 2009, 0045 AM _|J
Location '._iJ |
[ptain Cinve :  Vertical
fpop = II

|

Fatient sees Dr. Palmer anly

[ 1200 mopertmed Tosbethlemen (rI algix|

hat
 Uscasdiimed
o

u Time  Babved

Sioi] o FI"‘. ":'i

213 |[Pussie—mss

o xlalufslel

Patient sees Or. Palmer only

1% TF 2

Edit Pop Ups

ooym
.

T Piisa L

™ Pt Calubes




The Doctor Defaults screen allows you to personalize the PMP for each
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Patient Activity. Before processing activity.

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.

[Fatient Activity
Towa octon

e 0.0, Palmar, DG -
Main Clinic
[Code  [Description [ Teta|ompwsin| Patend
|
(Fort E
Patient sees Or. Palmer only 0.00| 0.00] 0.00
Fay this Amount
} ¢ Faymant Typs
7 Toduy's Faes A Cazk -
 Accoust Batance | 140.00
T Relsted Bslance a.00 FPrimt Beceipt I
T Eresat Paymant 0.00 Primt Statement T
© Or Mo 1 140,00 Last Stafenvent Date
Bost
Press FAU to Pay Press 7 ba Wrke off
Doctor Code 00 [Criropractar
MP1 Registration Number 1111 [saaa

This is Checked if the Doctoris a DC =
Doctor's Mame on Official Documents (Daniel David Palmer, DC #4444
Doctor's name on the Tabs on the Appointment book D 0.0 Fakmer

Deafauh Lettar Hoad jetternead-D0. A Select a File to use | Coear |

Show Biling on Statement Show AR Totals on Summary Shest =
Shew Disgnostic Code on Statement Defaull all Appointments to Confimed =
Play BirthDay Song
“ You Ha ! FlappyBirthday T wav Select a File to use | Clear |
Dofault Paymant on Patiert Activity
 Nane Today's Foes
Appointments that exceed the time siot

Dofault Appointment Type - [Adustment
wil sty fixed at that time siot * ad —
“ will wrap to the next time slot if requried * et Available Patiert Numiser | 1535

* will wrap and hide invald appts. (resched...) Chirowrite Enabled
* Hamed cohsmes default all invalid appts to hide. Disabile b

Appoirtment Book configuration Eda
Humiber of columins 3 -

Time slot interval [15 minutes
Haemed columns | 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.

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 other s.

=12 -

defaults 10 15 mirutes intervals with no Named Cokenns, You ¥ ook wnd
in the by ing from the Available Columns box. Hamed

o
columng are cieated in Setup | Named Columns”

Cancel |
= Add Selocted m——

Accept |
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Fleaxse note, this information will be avaiable for this computar ondy.

This area is utilized if the user would like different
information on this computer than may be available at
another networked computer. You can change the
screen size and print receipts with an alternate
address rather than the Clinic Default address. Cell T
shading is defined and you can also choose a different = ———
Appointment Book Set. The options on the Computer
Default screen are used for this computer only. If you
are running PMP networked each computer can
assign different options.

Hame and Address
Choose the Hame and Address to use
# Use the Name and Address In ‘Clinic Defaults”
Use this set of Name and Addresses

Bcreen Size

 B00 by 60D (cetaudty
1024 by 768

T 1152 by 864

1280 by 1024 Clinic Name: |

| Steat: |

e

City:|

Unavalable Shared Cikemn Coll shade Provinca/State:

PostalZip Code:

Extra Column Cell shade Deefault Appointment Book Set | Default =

| |
& = | have 5 Dymo labal peinier coemected to this computer.
= show todays note upon stahp 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.

[Manage Appaintment ooks 2]

Appointment Books on File New Appointment Book HAwvailable Doctors

Appointment Books

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.

When creating an Appointment Book, choose
the practitioners to be included by clicking the

fow

Delete Selected

Copy Contents to Hew ==

Dr. 0.D. Palmer, DC
[Adbert Schwanzer, OC
. Denjarin Piarce, DT

4
k1|

Clear the list I
o Selected

Agpoin

SCrEEns specific order.

Blonkss ane ways of viewang spoc

[ ¥ou mar not changs or dekste the Defaut Apportment Back.

Cancel 0K

- 13-
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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 appointment book screen moves
you between the different appointment books in the
set.

Appointment Book Sets are a way of grouping Appointment Books to be able to group and
‘access specific practitioner appoirdment screens in the order that you select

¥iou mary nok change or deleta the Twfaul’ Appoinkment Bock Set.

Manage Apgoistment Baok Sels.

Appolnimant Book Sets on Fils Hew Appolnimant Book Sar Avallable Appolmmeant Books

Er . [
Dafault Default
Chiros

indment Books

Clear the list I
Dalete Selecied I

olnment Book Set Name
Delete Selected Beok 1

Copy Cantents to Hew |

Save this Appointment Book Set

Cancel 0K

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

nent Boo Current Appointment Book Set

x|

|D efault

choice.

Select an Appointrment Book Set from
the list to the left. Either double click it
of click the OK button to accept your

Cancel |
0K |

= 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 |BEE

Your Location (clinic
) ocation {clincy Sat 1
Set 2
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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.

1=
|
Colour Mu... ¥ |Appointment Type Screen Text =
In
_Reassessment REX
I - -t of Findings ROF
-F'ro_qress Exarn Prog. Exarm
5 Adjustment Adj
I IFC
_ Massage Therapy MTED
_Consultation Consg
| - | » | » | Dewte | Eait | oK |
4 Edit Appointment Comments: -3 =l
| |Code ® |Description -
4
_|COLL Collect Account
| |EXAM Exam Mext Time
_[LM Left Message
| [REM Call to Remind
=]
| < | » | » | add | Delete]| Edit | ok |
1=
| |Description ¥ | Units -
4
_|Consultation 3
_|IFC 1
_|Initial Visit 5]
_|Massage Therapy 4
_|Progress Exam 3
_|Reassessment 3
| |Report of Findings 3
= | o | » | » | add | Detete| Edit | ok |
S

Seach [ | | o« | » | = | Add[Detete| Eat | sae |cence] @ | Fem |

Contact

[Phore

[Ext JFax

Email =

Bill Willarns
BLCA  Blue Cross Sheri Blue
A4 Caalnsurance Company Mary Smith
C6  Canadian Generd Insuiance Joe Green
LIEM  Liberty Mutual Cathy Lang
No Company

HAL  The Halfax Insurance Company  John Biown
VET | Veterans Affairs Canada Jelf Bold
ZUR  Zurich Canada Mike Gold

(305454 8555
41615965355
41611112222
41612895216
90515396221

[41E)440-1000
(B00J387-0919
(B07)346-2252

232

30

(305}454 5558
416)696-6333
41611112333
41612881838
9055339453

[
[
&
[
(W]

[+1EM40-0630
C
[

] -
(B07)346-2259

igieen@
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City Codes 1ol
The City Codes form is linked to patient |
information and allows you to add the names of City & |Province =
cities in your surrounding area where your >
patients live and work. This helps to speed up the | |Beaussjour Manitoba
input of information into patient records and _|Bowsman Manitoba
provides uniform phrasing and spelling. _|Brandon Manitoba
Cartier Manitoba
:Dugald hlanitoba
_|East St Paul Wanitoba
_|Fannystelle Manitoba
_|Hilbry Wanitoba
| |Hodgson Wanitoba r
il | ~ | > | > | Add | Deletel Edit | OK |

Doctors Hours

This area allows you to set office hours for each
doctor or practitioner. Choose the practitioner and
click Edit this Doctors hours. Position your
mouse over a time slot and hold down the left
mouse 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.

Fee Classes

Feliling - Weeky seledhale of Dr, B.0. Palmer, BE

From hare you st the Doctor's Hours. The Doctor can be in any day from 5:00 AM to Midnight. The time
the Dwoctor is in is 884 in 15 minute intervals. From here you can both change the doctors schedule.  Click
on @ Cell 1o highlight & time slet or Click and Drag to highlight & range of time slots.

To meake your selection mlo Tene slols where the Doclor rs present, Fress the “Set to the Doctor is In™
button,

To remeve Time slots, Press the "Set to the Doctor is Out™ button.

SAM EAM 7AM GAM GAM 10AM 11AMIZPM TPM ZPM  35M 4PM SPM GPM TP BIM_ 9PM 'cmF

Blue means the Dactar is in.

St 10 the Doctor is n | -_'.".‘nrmllnnndnn:gm_l Accopt |

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.

When fee schedule items are selected as Initial Visits
the code becomes V103 which the PMP program
recognizes as a new patient visit

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.

[Manage Fee Casses

Ontglnal Lists How Lists fcumrent)
Indtial Visit Cadas Initial Visi Cadas
con
Clear the llst
Copy Original = | Dslats Selscted |
Nray Visit Codes Kay Visit Codes
s ]
VS WS
KFES b
HLS RS
TS KTE
Clear the list

Copy Ouiginal == |

Delete Selected |

Fee Schedule (Treanmenss)

[Code_no|Desk

F

R

Summany Sheets. (4 other neaime

fees e teated as inital Visits
it e considered Subrsecuent Yigits)

Mot o MBS Intial and Xrery mast be marked heve. 1 bill comectly

LCancel I
Updata and Comtinus |

4

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

item.
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Treatment ]
SI=
The Fee Schedule for Treatment allows J |
. Code | Treatment [MH Code|MH Fee  [WCB Code[WCE Fee [MPI Code|  MPI Fee| Adul|
you to create and edit treatment fees for  fist it Tisamert Foo =® 1050 0220 23,64 505 0B 20
H H HIR ACU  Acupuncturs 0.00 0.00 0.00 35.00
your office I’egardlng bI”IngS to the Tleon Enn:ullaltiun.‘Exammatmn Vina 0.00 V103 13641 7374 mm
patlent and WCB To add a treatment _|HC House Call Emergency 8508 1060 26.27 | HCEX 39.47 30,00
" Ma51  Mazsage Therapy B0 ming 0.00 0.00 0.00 65.00
click Add, then Form. Type a code to |masz MassageThaIasﬁﬂﬂmins 0.00 000 000 2000
. . _|RF Report of Findings 0.00 0.00 0.00 25.00
denote the treatment you are inputting. T|sUB  Subsequent vist £506 10,50 0220 2964 8506 35 2000
Press the Tab key. Type a description of i waaracee Vit | ol S5 T
h ) b d h :XFSS X-Haﬁ Full SZries 1064 D.DD 0.00/%F55 94.02 ED.DD
t e treatment Press Ta an type t e _|®LS  X-Ray Lumbar Spine 1064 0.00 7193 23,50/ LS 47.01 40.00
amount you WISh to Charge for thls bl”'ng _[%T5  X-Ray Thoracic Spine w1064 0.00 7094 30.00/XT5 4.0 40.00
for each patient category. Next to the ET |
Codes and Fees type the corresponding S S I I W B = ok |
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.
I I=TES
Other \
The table includes the Code, Description, and Selling | im——" ol Rl -
Price. items that are not a treatment or Inventory item  [Jec o Cenificate nm
should be placed here. For details on processing |ssT GsT 0.00
. . . . . INT I A 0.00
various kinds of activity such as Discounts, Gift e s
Certificates, Refunds and Transfers |NSFC NSF Chegue Charge 1500
9 See pages 36 _|PST Frovincial Sales Tax 0.00
’ _|REF  Refund 0.00
| [TRAN Transfer 0.00 LI
| o | s | owm | add | Delete| Edit | ok |
|
Inventory
The fee schedule for inventory allows you to it -l

track products you sell or hold in inventory.
The form records the product code,
description, quantity in stock, minimum stock
quantity, cost price, selling price, supplier, and
applicable taxes. Note: Taxes are input as the
percentage amount applicable. Remember to :

| | e | m | asa | Doiee]| Edn |

increase the quantity in stock when you

receive a supply order.

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.

Flags

=

Lo

=

n

\ln-

oo

o

[

=l

o

=

-

=

(=

T

Malling List
WVA Patient

[ Announcement.mesirg

Call Day Before

Promuotional Flyer

Health Care Clags

Flags |Description

=

-

=

(Orthotics
Frragrar

oo

(=

00

Ly

<

=

3¢

<

e

Print

Mazsage Patient

Call Same Dy

Cancol | [ Aceept
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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.

Notes

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.

Other Comments

The purpose of the Other Comments form is to provide
a pick list of standardized comments for use when
printing 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.

Patient Categories

Your office may have different fees for adults, seniors
and students. Assigning Patient Categories will allow
you to bill different fees to different patients
automatically. To create new categories click Setup,
Patient Categories and click onto an unused
category. Click Edit, type the appropriate change and
click Save. To update your changes in the category
area you must close and reopen the program. A
maximum of 18 categories can be created.

AEIEDTTTTEEEEEE———
The adddicn of

tooms of eatment types. You can

algix|

eatment
name as many of your columns as you like. Named columns accept verscal booking onky. Named
columns can be shared b, il This allows i b reoms to easily ses
availabiley and i i1 use by another
Current Avallable Named Columns
Exam 23-Sep-2000
Exam2 9-0ct-2009
Exercise
Massage
Room 1
Room 2 ; ”
Room 3 _._.J[""
Room 4 of Add Hew
Previously used Named Columns {no longer used as they have been deleted)
[Mame Date Created|Date Deleted/Comments
»
Cancel
Accept
RE

Dr. needs to leave early

16-Jul-2007  Cloze Clazed for Conference

Ll | o |
I« | - | > | > | Add | Delete | Edit | 0K
\ N
%
=loix

Mew Patients come!

Patient Appreciation tion Day!

Reminder

June 23rd, is Patient Apprecial

All rescheduled appointments require 24 hour notice.

3

Ll | LIj
| o | | = | add | Deles| et | oK

|

+& Edit Patient Categoties =] 3]

| | Mu... W [Patient Category -

»

| 2 Seniar

| 3 Child

| 4 No Charge

| 5 Family member

| 6 Compassionate

| 7

B g

| 9

J&|

™ | - | > | > | Add |De\ete| Ed\tl 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.
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, —lmix
Patient Comments
The Patient Comments form is an area that provides e I =
a p|Ck ||St Of Standard|zed CommentS fOf use Wlthlﬂ RCDE Reminder Day Before  Patient requires a reminder call the day before

the patlent f|le Comments may Include account RCSD Reminder Same Day Patient reguires a rerminder call same day

details, 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.

Payment Types

Payment Types lists all types of payments accepted in your
office. It is used for selecting the payment type while posting
activity. Payment type can also be set up as a default in the
Patient Information Personal tab.

Phone Number Types

This area is linked to the patient information window and allows
you to set a number of telephone fields so that you may capture
several telephone numbers from each patient. Telephone
numbers may include work, home, pager, cellular phone,
cottage, and fax.

Province/State Codes

The Province Codes Form is linked to patient information and
allows you to add the names of provinces or states in your
surrounding area, where your patients live and work. This helps
to speed up the input of information into patient records and
provides for uniform phrasing and spelling.

=]
el | e | e | add | petete | Ear | 0K
=
|
| |Description # | Short Description =,
4
_|Cash CASH
|_|Cheque CHEK
|| Dehit Card DBET
|| Gift Certificate GIFT
|_|Insurance Chegue IC
| |MasterCard M.C
|| Transfer TRAMN
| |visa WIS =l
= | = | » | » | add | pelste| Edit | ok |
loixi
|
Mu... |Descripliun | =
L
| 2 cell
| 3 Pager
H 4 Work
| 5 Fax
N B Cottage
a 7 | Morn's work
| 8 Emergency Contact
| 9 Dad's work &
e | o | > | w1 | add | Dstate] Edi | ok |
'% Edit Province / State ]
|
| |Pravince|Description ¥ |Country it
4
_|BC British Columbia Canada
| |MB Manitaha Canada
| |ME Mew Brunswick Canada
MY Mew Yok LS A
| |NF MewFaundland Canada
| |NT Morthwest Territaries Canada
B Mova Scotia Canada
| |ON Ontario Canada
| |PE Prince Edward Island Canada
| |Qc Quebec Canada
BELS Saskatchewan Canada
¥T Yukon Canada
ﬂ
=l | ~ | > | > | Add | De\etel Edit I 0K |
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Referrals

If your office tracks referrals, this form will be very useful to
you as it will capture referral information from industry as

well as individuals. The Edit Referrals form records the
code assigned, the referral name, and contact details.

Pj=TF
|
| ode Mame ¥ [Contact -
»
WP White Pages Ad
YP Yellow Pages Ad
KT _'l_I
| o | e | m | add | Delete| Edit | 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

The purpose of Statement Comments is to provide
additional information, reminders or personalized notes
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.

Suppliers

The Suppliers form enables you to build a database of
your suppliers. The Edit Suppliers table 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
account number. Some offices use this as a phone
directory of frequently called numbers.

Vacation/Holiday/Time Off
These areas allow you to set the vacation and time off

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

then vacations.

=20 -

=
Caode ’lDescnpnnn |Cnmment |;|
PAY Prompt Payment Prampt Payment is appreciated!

F'rac Practitioner Info Dr. Daniel D. Palmer, Reg #1234

w | < | s | » | add | pelets| Edi | oK
\
ol

practic Assoc.

PMP Suppart ) E61 P
o
| | = | | ai | oeiee] Edn | 0K I
Choose a Doctor
DD Palmer, DC
Edit this Doctors Vacation Schedule |
Edit this Doctors Time Off |
Edit the Office Holiday Schedule | Continue I
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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.

14t 1B Office Haleday Schedun

From bars you can 84 ed deletn Holudays. In both casas you stan by highlighting s or mans cell
Chck on a Cal to ighlight  day or Click and Drag b highkght a rangs of Dates.

To make your sebction info Holdays, Press B Daclass Hollday™ batton
To remeve Holbdiys, Prss the Remave Heliday™ bution.

SMTWIF s Ul WITSSMTWITss MI[OT Y

7 7o Rl

] 131415 16 17 10 19 2
S 6709 WMz
5 101112 13 1 15 1637 13 19
78 9 101 1213 1488 15 17
56 7T ® 30N
B9 1011123 14 18 16 17 0

31001112 13 14 15 % 17 18
4% 6 T 8% 10T 213018 6

55w

Declurs Hobday | Bomove Hosday | Accepn |

Vacations will appear on the appointment book as green times.

i Appaintroent Bk : Friday 10 Asgust 2007
Fle Patent Feports WSIE Sttup Ltities Help

1. D2 DD Palmer |2, Laurel Hardy, RMT

'& Appointment Book : Monday 3 September 2007

File Patient Reports WSIB Setup Ulies Help

1. Dr.D.D. Palwer |2, Laurel Hardy, RM]

Holidays will appear on the appointment book as blue times.

Edit Doctors Time Off for other appointments and half
days. Access to this function is located in the Setup menu,
Vacation / Holiday/ Time Off and on the right click menu.
Time off will book 15 minute increments only. Practitioners
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.

Click on an ‘End’ time on the grid.
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 screens as a red strike through on the time(s).

=21 -

booking Doctor Tine O

DD Palmer, DC 00153045
This feature abws you to book 5
part of a doctor's day off. Use tlw| Az || €
e bulons in the raddle of By Sun Men Tue Wed The Fii Sat T
SCreen 1o book 1ange segments » W M o1 2 3 4 8
of time TheTumemg';uonme 5 & 7 8 8% mw|ln L WAV aViVe
mcmmfrjwm:&??um Honown o R
ot's Yo boghe Indivicel 15 BN N R D NS NS S

it Segmints, on of off

Book the merning off
Eaok the afternoon off

Book From-To off ]

Cancel From-To off

Cancel ALL tims off

Commant clear

Orthobe Seminar

vmmmaa | aled

Fin Palicsd Repods WSIE Selup (Rl

1. Dn. D.I. Palmer

'k Appointment Dook : Monday 20 August 2007

el

2. Lamrel Hardy, RRIT

S8 RET
_ 25—

_ 9= 45—
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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.

Charles Winchester, DT
Pat No.
Appointment Status
1466
= Uinconfirmad
First Name
e  Confirmed
Last Name * Arrived
Jones
Date | Time 1 2| 3| 4|6 6|
24-Apr-2008_ 08:15 AM
' I
Location i’ 1 « Herizontal
Main Clnic 3
~
a Vertical
Type of Appointment 5 l
Em = ] I
Comment
| = Add New Pabient
Cancel
Salect a Patient by
Lastname |  MNumber | Eirst namo| Lthar | 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 new 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.

shaow Unit buttons on editing Appaintments v

8:00am | Amy Love | Judith Lynndt
8:15
8:30

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.
g

Current Appeintment Time Grid Patient Information
Doctor of Record on 00 10 20 30 40 50 LastVisit  First Visit
[Pari=i David Paimer, OC #4444 i il 5 13-Apr-2000  [13-Apr-2000
Doctor for this ointment 6

[Deriel David Palmer, DC #4444 A 7 Next Visit Date

Comment g a—

Adj Status

11 v 1 & 4 Balance Type Cat,
& of Appointment ~ Unconfirmed :2 1117 I |E ooo [Ealsll:—[l_
z ol nEEENEE :
- Arrived 1 Patient Comments

oo 10-2009 200 2

« | | octobarzoos w | » 1 ES[BNEERRhEIEE i

Sun Mon Tue Wed Thu Fri Sat ﬂ Units 5

27 22 20 2 1 2 3 217 1 = Horizontal M

4 5 6 7 8 9 10 3 7

112 13 14 15 16 17 ol g

16 19 20|21 22 23 5 || Boem - 9

2% 26 o B 2 W H j_uone ud INURE T

1 2 3 4 6 & 7

List of Appointments  Dr. D.D. Palmer |

Exam

3:00am
9:10

9:20 | Wayne Johnston | Atfred Austin | Brenda Elaine Kelly |

9:30

© Print List ~ Print Calender Add ancther Appeintment | | 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

[ 18 [08-Nov-1997  [12-Oct-2008 Clear Date | |

Add an appaintrnent | Add an app, Same time next Week | Book Multiple Appointments | Frint 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.

DO Practitoner Code H oW
] —
1] |1 | Named Column |

e
10 Timesiots 10 - 10 10
1 1 - d .
= Coloured boxes show times where scheduled appointments are
B booked.
Practitioner Lunch Hour \% -
——
- - =
]
4 = -1 -

Clicking onto a specified cell will open the mini appointment book view. Here you can book, edit, or view
appointments.
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[t e o i
Exercise
2:00pm |
2:10 Lucibie Ryloet | Graham Godirey | Heather Lecnard |
2:20 lan Nedson | Helen Smith | Peter Pridham |
2:30 | Helen Porter
2:40
2:50

o]

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.

My Week starting Sunday 19 April 2009
Mon Tue Wed Thu Fri Sat

7B Practitioner Day Off | o o

!
1 1 m

B 2 - 12
—— - -
- -

© . Practitioner Lunch Hour
—_—

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 An ‘Arrived’ appointment is blue. To 'Arrive’ a patient simply press the A
key.
= Missed ‘Missed’ appointments are red. When a patient has missed an

appointment, press the M key.

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

= Confirmed ‘Confirmed’ appointments are black. Change the status of an
‘Unconfirmed’ appointment to ‘Confirmed’ by pressing the C key.
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= Rescheduled A 'Rescheduled' appointment has a red underline. It has no hotkey.

= Postponed ‘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.

= Cancelled A ‘Cancelled’ appointment are italics with a red strikeout. There is no hotkey.

'Cancelled’ will add the patient to the Long Term Recall List.

= Done 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————

= Uncoenfirmed
= Confirmed
= Arrived

" Done

" Rescheduled
" Postponed
" Missed

= Cancelled

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.

N

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.
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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.

'& appointment Book : Wednesday 8 August 2007 ( Today is Wednesday 8 o [ss] JE |
File Patient Reports OhipfwSIB Setup Ukilies Help

1. Dr. D.D. Palmer |;.Lmu~el}1m-dy, RMT | 3. Dr. Benjamin Pierce | 4. Albert Schweizer, RMT |

3:00 PHM
3:15 Alexander Lioyd Suganne Catheri Sedgwick-Sharpe
_3:30 Alan Besenyei
3:45 Brenda Elaine Kelly Masovell Wilzon Betty McGinn
4:00 PM
4:15
_4:30 Amanda Driver Mary Lou Robinson
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.

& Danic] Darved Pakmicr, D #4444: Handie Appointments thal are hidden or cannot be shown. =10l x|
Appointme 4]
Type "eIIsV‘RWm |

416) 7 0prn Missed 1 Adustmart M Mong

Patient
this list. Humber

Hidden Appointmen 80127

Patient
Name

Units

- <] | | peste | Edit | Petientinfo | Postanschy | [ Accept |

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.

Note: 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.

O 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.
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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.

frutnt i

Current Mulitple :  Not Yet Named

Delete s line | 20 Add the current line

1
\J:I appointments of 1 unit, per week, for 2 weeks
1 1 per week 1 weekis)
2 2 every 2'nd month 2 monthis)
3 | every I'rd 3
4 4
5 5
L
7

New Multiple | mlamle] s-um;nwpu| 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, @.

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 ]|

Mamne thig "Multiple’

I.t’-‘n.cute Cervical

Q. I Cancel |

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

Select a 'Multiple’ from this list
Acute Cervical o

Double Click on the Multiple of your choice®
Delete
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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 immediately. Click Yes. Choose the starting date for the plan by
clicking onto the calendar. Click OK.

En June, 2008 [+ |
Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 & 7
8 9 10 11 12 13 14
15 16 17 {18y 19 20 21
22 @F» 24 25 26 27 28
29 30

T D>Today: 18/06/2008

Cancel | OK |

Baook multiple appointments for Mary Brown with Dr. 0.0, Palmer, D

Make Appointments for the curvent line of the Wultiple' Hcute Cervical
Line 1 |3 appointments of 1 unit, per wenk, for 2 wieks

=11 | 3 appoiraments of 1 unit, par week, for 2 waeks
Sun Mon | Tue | Wed | Thu | Fri | $a = 2|[ 2 appoiraments of 1 unit, per week, for 2 waeks
| I !

Plasse enter in 3 moes limes in the sbove baxes I
|Dactors Day 8] ot et Line || |Delete e | Edit this Line |
|\“|w|?55“|w|l55“]"‘|55“'“[!‘55“'“"?“5"
'./{I\&.'HH‘[l"‘/‘{‘(‘ﬁ“{‘n"“‘ﬂ:'ﬂ:":".':".i:'l'.'?"."i'ifﬂ').‘!!'o
12|34 58|78 WNMRIEUIBRIZRBIHHANRZINSE TR AN
123456783 NNRZHEWEETEEINN2ANSSETHSDD
1234858788 unEnUEEr B 2N 5o aann
-)ll'|h.’Hq“]“‘.“{‘J"l“i‘;“ﬂ‘ﬂ}'.l)‘73’7:{7‘7!|7N7J’7“?.‘|:i|:ﬂ
102030456789 011213 4151617101900 20 M550 8
122486788 NNERUBEETBBAARDNEET BB DN
1.2 3 45 '.’ Hq WM WWUIBEIFEBEANRANSXT R D
10203456789 0112131415517 1019 02 20 5x2 0000
123456703 NNENUBETBBANZD NS BT BN
304 8 BT 2B MW NBUBSETEMONNRANSIXZTERNDDN
|.‘34'J!.'BS|0|\|.‘.I3HISI6IFIBI32ﬂZI22232c2526272023111I
s s N EnUEET RN AN 20 NS % T HH 0
1 23 4 85 E 7T 889 0MI2MBANEITE SN2 HADN

(Voo vov: JCETTRERTTR] i oo [CSTICRCRETTRN < - ovr (TR |

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 | Wed | Thu | Fri | Sat |
] | | | | I

|F'Iease enter in 3 more times in the above bhoxes

_ goto ext Line | [Welete this Titme | Edit this Line |

e 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]
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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.

SMTWTFSSMTWTFSSMTWTFSSmTWTFSSMTWTFSSM
Sep 123 5 6 7 8 3 10111213 14|15 16/17 18 13 20 21 22 23 24 25 26 27 28/29 30
Oct |1 2 3 4|5 6|7 & 10 1112 13 14 1516 17 1819/ 20 21|22 23 24 25 26 27 28 29 30 ¥
Nowv 12 3 465 6 7 8 9 1011213141516 17 18 19 20 21 22 2324 25 268 27 28 29 30
Dec 12 3 4 5 6 7893 1011121314 15 16 17 18 19 20 21 22 23 24 2527 28123 300N
Jan 2 34 56 7 8 3 10111213 141516 1718 19 20 21 22 23 24 26 26 27 28 2330 3
m 12 3 4 5 B 7 8 9 1011121314158 16 17 18 193 20 21 22 23 24 25 26 27 28
Mar 123 /4 56 7 8 9 10111213 141516 1718 13 20 21 22 23 24 25 26 27 28 29/30 A
Apr |1 2 3 45 ? EB 10011 12113 14 16 16 17 1819 20 21 22 23 24|25 26 27|28 29 30
May 1 2 3 4 5 6 7 83 1011121314 15 1617 18 13 2022 23 2425 26 27 28 29 30 31
Jun 12 3 4 5 6 78 3 1011121314 15 16 17 18 193 20 21 22 23 24 25 26 27 2529 30
Jul 2 34 5 6 78 9 1011121314 1516 17 18 19 20 21 22 23 24 25 26 27 28 29 300 3
Aug 12 345 ? 8 9 10111213 14 15 16|17 181920 21 22 23 24 25 26 27 28 29 30 31
Sep 1 2“4 5 B 78 9 101112 13/14 1516 17 1819 20 21 22 23 24 25 26 27 28 29 30
Oct 112 3 /4 5 B 7 89 1011121314 15/16 1718 19 20 21 22 23 24 26 26 27 28 2930 31
OO o

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, perweek, for 2 weeks

Sun Mon I Tue | Wed I Thu | Fri | Sat | =[z 2 appointments of 1 unit, per week , for 2 weeks

-./_1| 3 appaointments of 1 unit, per week, for 2 weeks

|

[zoopm | [0 [

|Please enter in 2 times in the above boxes il

-

goto Mext Line | Delete this: T\mel Edit this Line |

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 wrtlls

Sep

Now

1

s

123
2345 6.7 8
123%15

Select another time for the Appoinl

A new screen appears asking you to Select another time for this appointment.
3:00 FM
3:15 PH
3:30 FM
Notice the ‘3 * (asterisk) in the time slot that we had selected. The *' indicates e
the time chosen. The ‘3" indicates the number of units (columns) already booked 230 B
at this time. This practitioner has three columns available on his appointment 4145 T
book and therefore the reason the appointment failed is the time slot is already o
full. [or. o] [BE0u] ] [
I%‘:r.m[‘):.;) Palmer, DG j
Type of Appointment Units

IAdjustmem j 1

Appointment Comments

[Cancel Appoimmeml Book Appaointrment |

‘ lick on & Time/Day Slot ko move the Appt.
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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

= the appointment comments

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.

0 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 Avanue, Mississauga
ON, L4B 1403, Phone: 905.628-9211
September 2008 Appointments for Mary Brown
Sunday Monday Tuesday Wednesday | Thursday Friday Saturday
1 H
3 4 5 G O g B
0 IR 12 13 14 15 16
17 18 4 400 PM (19 20 4 400 PM |21 224 400 PM |23
24 25 5 4:00 PM FQ 27 o, 4:00 Ph ’E' Famn Pht %0 5 8:30 Abt
QOctober 2008 Appointments for Mary Brown
Sunday Monday Tuesday Wednesday | Thursday Friday Saturday
1 2 a400Fm 3 4 5 & aa15Fm |7
g & 10 1 p g0 am (12 13 4 9:30 am |14 5 2:30 AM
A 4015 PI

15 4 a0 A |15 i 1 E] |EX] Bl
22 23 24 25 25 27 28
25 30 31

Legend A Dr DD Palmer, DO

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

abkrwbdRE

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. D.0. Palmer, DC =

Location
IMam Clinic

‘Code ‘Description ‘ Total‘ Eilling‘ Patient|
]

Defautt Code.~ — T
Delete Row | ‘SUB' (F11) BoED|| @eED| ®:ED
Payment Amount |

Pay this Amount
© Amount 0.00 40.00

 Dlone 0.0 Payment Type

€ Today's Fees .00 lC_aysh_lr;Ll
 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

Post

Press 'F10'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’.

| Tow| Billing| Patien]
2650 1050 1600

[Eara | Blog]  Patiem -
0.00 0.00
Reorder 0.00 55.00
Reordar 000 ETE
000 2500
L) 000
000 0.00
a0d 0o
0.00 0.00
0w 000 «

© Rajated Balancs Print Baceipt r

 Breset Payment Print Statement [
© Dr.Mo. 1 52.00 Last Statement Date

Bost |

[Fress FI0 16 Pay Press 7' 1o Weite 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.

—Fayment Amount

 Amount [ o.oo
&+ Mane [ o.o0
" Today's Fees [ s0.00
" Account Balance [ &0.00
" Related Balance [ o.o0
" Preset Payment [ o.o0
€ Dr. No. 1 [ eo.o0

=  Amount allows you to type a payment amount in the field to the right
= None means no payment was made
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= 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.

O 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

j | Print the Statement I

|—1
o February g 1
w March 5 B 7 8

April 2 13 14 18
May 9 20 2 22
Ture B &7 28 29
ul
o 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 No’ 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.

= If 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.

n
Dr. D.0. Palmer, DC =

Code |Descilpilon | Toal[omPiwsib] Pattont|
BFAYM  Paymer 1 0.0 0m 0

Payment Amount Pay this Amount
 Amount 0.00 [ $77.00
* one 0.00 Payment Type
 Today's Fees 0.00 ﬁ =
& Account Batance | 77.00
 Rejated Balance 0.o0 Primt Becelpt r
" Pregel 1 Payment 0.00 Print Staemamt [
 Dr. Mo 1 77.00 Last Statement Date
1. Jan- 2000
B |

From here you can press F10 to Pest

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.
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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 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.

Wgawd Palmer, DC #4444 -
Location

[ein Cinic

Code ‘Description | Tnlall Billing ‘ Fatient‘

LUM Lumbar Pillow 50.00 000 50.00
La[ed Discount -15.00 000 1500

Defaull Code

Delete Row | o Default I 3500 o.oo 3200

D 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 |Description | Tutal| Billing [ Patient
_|REF REFLUMD 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

Treating Doctor

Dr. D.D. Palmer, DC i

Location

Main Clinic

[Code [Description [ Total__Billing] Patien]
ﬂREF Refund 000 0.00 0.00

Default Coie.
Delete Row | 1o Default 9:001 0,801 0.0
Payment Amount————————  Pay this Amount
& Amount —-50.00 ($50.00)

€ blone 009 Payment Type
 Today's Fees 0.00

 Account Balance | —-50.00

" Related Balance 0.00 Print Receipt r
€ Preset Payment 0.00 Print Statement [~
€ Dr. No. 1 -50.00 Last Statement Date

From here you can press F10 b Post

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 Maoving 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
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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.

Treating Doctor
IDr 0.0 Palmer, DC VI
Location
IMain Clinic

Code ‘Description | Tulal‘ Billing | Patient
_|CPIL Cervical Orthopedic Fillow  -50.00 0.00 -50.00
|

2. Process the refund. 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.

Patient Activity

Treating Doctor

IDr 0.0 Palmer, DC 'I
Location

hain Clinic

Code |Descriplion | Tolall Billing| Patient
| |REF Refund 0.00 0.00 0.00

I3

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 returned cervical pillow. Refund given as per DD's
request. L

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.
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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 Dare’

5 6 7 5 10 1
12 13 1415 16 17 18

padasas Reset 1o Systam Date

T Today: 011122006 Accept Changes

The *Activity Date’ is the dsse your program is werking with, &r your Pastng
date. When pou fret stant your program, the 'Activity Date’ is 221 to your
Computer's current System Date, Mormally pou wouldn't need to change this date,
16 you 52t your 'Activity Date’ bo & date before the System Date then your
appointment book will beceme navounded by & 'Red' Border. I you set the date
to a date after the System Date then the horder will become * " The
"Today' button shwaps takes pou back to the "System Date’. 1§ you changs the

“Activity Date” a bulton lbelled *Activity Date’ wil become vasible em the
appointment book. Pressng thas button will retam you to the curent "Activity
Diate’ Fleare note that you canest chanze 3n "Activity Date’ prior to the "Fdit
Date’

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.

Edit & Transaction

Unchanged Record Modified Record
Daw [130ec2006 (13 0 c 200 JY|
Doctor [0 [Br. 0.0 Palmes. DE el
Cade [5U8 [sve =
Billing Code {506 [esoe
Bill Type [iH [
Status [Panding Pending
Pl By |
Billing Amaunt [5.00 oo
Patlent Amount [15.00 1500
Paymant Amount 1,00 Jo.w

Change Bill Type

Parieg <> Billed (F5) g Cancal | Accapt Modified Record

Once the change is complete, click Accept Modified Record. If no changes are made click Cancel.
A message box will appear noting You've edited a transaction.... Type an explanation for the edit and
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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. Vou 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 & corment to explain why this action was made.

Patient paid after pasting. 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.

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.

Dr. 0.0 Palmer, DC

Main Clinic.
Code |Descilptlon | Total _ Biling| Patien|
HTRAN  Transfer 000 000 000

Dislete Row il m

Payment Amount

Pay this Amasunt
= Annount 100.00 1%§100.00)
- 2 I'%mlm Type

Frim Receipt =

Last Statement Date
Ilar-1990

Post

From here you can prass P10 to Past
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= 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 Dr. LH Dr. BP Dr. AB
s000 [ om0 | oo | oo | ooo | [ | [ [ [

’, View all Doctor balances I

= 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.

= 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 Doctor
[Dr. 0.0, Patmer, DG |
Location
IMam Clinic
|Coﬂe |Description | Tolal“ Billing | Patient
ﬂTRAN Transfer 0.00 0.00 0.00

Diefault Cod —l—’—’—
Delete Row NE;BL!aEhE 808 808 808

Payrmant Amount

— | Pay this Amount
& Amount 30.00 $30.00
€ Nons 000 Payment Type
" Today's Fees 0.00
 Account Balance 30.00
€ Related Balance 0.00 Print Receipt r
 Preset Payment 0.00 Print Statement [~
€ Dr. MNo. 1 0.00 Last Statement Date

29-Mar-1998

Post

From here you can press F10 to Post
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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.

Main Clinic
Code |Desciiption [ Total][ " illing| Patien]
A[TRAN Transtes 000 000 000

Debeto Fiow | o.00| o.00| 000

Paymant Amount

Pay this Amount
= B =30.00 1§30.00)

" Mond 0.00 Paymant Typa

 Today's Fess 0.00 ﬁ_n—d
 Arcourt Balance | 0.
" Related Balance 0.00 Puint Beceipt =
© Preged Paymen 0.00 Fiim Statemem [

= Dr, No. 2 30,00 Larst Statemen 1 Date
9-Mar- 1998

Bost

[From here you cam press FA0 80 Post

The balance is now owed to LH.

Date | |Ref Date |DUC |Luca1iun|CUde |EliHCUde |Type ‘Slatus |F'aid by|| Eilling Patient| Payment

06102006 oD 14 CASH Paid 0.00 30.00 0.00

0B/10/2

006 DD 1/ TRAN CAZH Paid TRAM 0.00 0.00 30.00
005 LH 1/ TRAN CASH Paid TRAM 0.00 0.00 -30.00

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.
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T —

Treating Doctor N
[oR. PALL |

Location

[Main Cii

[re Fetuined Chaque 000 ooe 000
i-;ntc Retumed Cheque Charge 15.00 000 15.00

Today's Fees
Account Balance
Ralated Balance
Preset Payment
Dr. Mo, 1

Print Statement
Last Statement Date
18-Aug-2008

Post

Friom bt pous .1 press F10 1o Post

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.

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.
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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".

Ifagiftc

ertificate 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

transacti

on 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.

Patient
Get into

Write Off
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.

Patient Activity

D, 0.0 Palmer, DT

t:an Clinic

[Code  [Description [ Towl[  wen || Patient]

Blwo

" Amount

" Hore
 Today's Feos
& Acen

© Dr. Mo 1

o Off ) [T ()

| 0.00 0.00 0.00

Payment Amount Pay this Amaunt
o 0.00 1%20.00
.00

© Rejated Balance
™ Bresst Paymat

From here you can press F1D ko Post

nt 0.00 Print Statement [

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

Personal | Comments | Pop Uns | Manitoba | Bill To # Employer | Appointments  Account S Activity | EHC
pUp ploy pp

Diate | ‘Ref. Date ‘Doc ‘Locatmn‘Code |Ei|l Code |Type |Status |F‘aid by | | El\\ling| F'atient| F‘aymem|;
_[20/M01/2008 oD 1A CASH Paid 0.00 10.00 0.00
oD 1Wo CASH Paid 0.00 -10.00 0.00
0D 1Wo CASH Paid 0.00 10.00 0.00

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.

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 - Alesander Lloyd

F'ersnnall Cnmmemsl Pap Upsl Manimhal Bill Ta ¢ Emp\nyerl Appointments Account £ Activity |EHC |

‘Date | ‘Ref Date |Dnc |anatinn|Cnde |E\II Code |Type |Status ‘F’aid hy|| Billmg| F’atiem| Paymant| =
1

2000172006 DD A CASH |Paid CASH 0.00 10.00 12.00
» [aln] 10 CASH |Paid 0.00 200 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.
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(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.

laix
Account History
Date [boc [code [Gil Code [Type  [Status [Paidby [Biling  [Patient  [Fayment | =l

[tama20s oo A Paid 000 a0.00 0.00
Ceomizo06 o0 A Paid 0o 30.00 0o
|1emam008 D0 A Paid 000 30.00 3000
Coratzo0s oo A Paid [il] 0.00 000
Maaniooe H o (mas2 Paid 000 40.00 000

-

yment Worksheet

Doctor Balance Due‘ | Paymem‘ Al
1 Dr. D.D. Palmer, DC go.oo T 160.00
2 Laurel Hardy, MT 4000 O
3 Dr. Benjamin Pierce, DC oon O 0.00

| L]

4 Albert Schweizer, RMT #G456 0.00 0.00 Todays’ Payment
200.00  Doctors in light grey, are

on your system but are
not curently shown on

Amount to Allocate 1201 36t Appointment
rp Book

=l Accept

[Enter Payments in the 'Payment’ column or dlick on the checkbox to the left of the column to pay the entire balance

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

Dactor Name | Balance| NewBalance| =]
Dr. D.D. Palmer, DC 140.00 140.00 Changes made to
Laursl Hardy, MT T om oo, | Doctor Balances will
Dr. Berarmin Pirce. T 0D 00 | e Receioble
Albert Schweizer, DG 0.00 000) | and Account Edit
Journal

0Old Balance 140.00
New Balance 140.00

000

— Doctars in light grey, are
on your system but are
not currently shown on
your active Appointment
Book

Cancel
=l 0K

press AlL-E to edit A
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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.

Yfou rmay enter in a comment to explain why this action was made.

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

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.
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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

Personal |Cnmments| Pop Upsl Bill To / Emplnyerl Appnintmemal Account IActivityI QHIP JWSIEII EHC I MW |

Pat No. Daoctor of Record

 Phone Numbers

Patient Type
[ 1 [or. D.D. Palmer, DC = 1 WZF_;,
Home
Preferred Location Clear | I {905) 731-0702 Patient Catego
= [Adult -|
Name Last Name Work T1 Ext p (TTam
] [ [oames (416) 6333000 [21 l—'—ﬂ]—(Debit Card 4 ’
AICER Cell | Ext Default Code
Street & Apartment or Unit # A -1 5 %ar
[2300 Smith Street (705) 968-7675 |
Flags
City Province | Ext P 6
|Mordan jJ |MB J I Active \) 7
Postal Code Country Auto Stat ts [
[Rar 130 [Canada Email Address Ernail

rReferrals

Referral Method Referred By Patient

Ialimon@work.ca

Maiden Name

2 ) Do NOT contact

AR Type
Patient vl

[Patient ~| [Agnes smith-643 J |
3 Send Statements To
Date of Birth Age Sex % elated Patients Patient 'l
Search for a Patient b
Next | Previous | ﬁavel Cancel | Mew Patient | _'" ’Last namel Number | FEirst namel Other | “Continue |

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

Fill in the required information.

® © & ©

© ©

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.

Email

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

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.

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

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.
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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 Error! Bookmark not
defined. and 49.

= The 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.

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.
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Search for a Patient by
Mext | Previous | §ave| Cance| | Mew Patient | _'u lrl;ast namel Numherl Eirst namel therl Continue |

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

The buttons on the right offer you the ability to locate other patients by Last nhame, 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 " EHC1

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.

Persanal |Commems| Fop Ups' Bill To / Emp\oyer' Appmmmems' Account t‘A:t\wty' OHIF fWS\E' EHC | WA |

Pat No. Doctor of Record Phone

Patient Type
742 [0r DD Palmer DC - e Wﬂ_;l
Piefered Location| | Clear |204) 8B8-TETE Patient Categol
v [ dut -
Werk -

First Name Last Mame £ Payment Type
em [ [ames [204) 6063321 |2 E!sh_!%l
Address Cell ~| Ext Default Code
Street & Apartment or Unit # [204) 953-3321 ]— | Clear
2300 Smith Streat
| = - - A Adjustment =
City Province | ga 25 Adjustment No Charge
[Mardan jJ Wa J | || A0 Analgesic Qintment
Postal Code Country L APAF Adjustrent
[ROM 120 [Canada Email Address Email CE Consultation/Examination
misserin@gmail.com CENCConsultation/Exam N/C
Referrals = Maiden Name COC Cervical Orthoped Collar
Refurral Msthod Referred By Pationt| CPIL Cenvical Orthopedic Pillow -
[Patert x| [Agnes Smith-543 E

Send Statements To

Date of Birth Age  Sex Related Patients Patient -
[07-05-1958 =] 50 [Female =]

Search for a Patient hy—‘
.
Mext Erewousl ﬁavel LCancel | Mew Patient | ’7I=ast namel Numberl Eirst namel Other |I Continue |

[press F2 to add an appcintment,  or press F10to process an adtivity
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Processing Patient Activity using Default Activity

When in the patient activity click F11 or press the Default Code button to use the default activity.

Treatina Doctor
IDr. D.0. Palmer, DC -

Location
IMain Clinic:
|Code ‘Descriptinn | Tolal|0HIwasih Patient
]
Default Code
Delete Row | &' (F11)_| | o.oo| o.oof o.o0
rPayment Amount—————————— Pay this Amount
" Amaount 0.00 $0.00
& bone e Payment Type
i~ Today's Fees 0.00 ICash j
" Account Balance 90.00
" Related Balance 0.00 Print Receipt |
" Preset Payment 0.00 Print Statement [~
" Dr. No. 1 90.00 Last Statement Date

Press'F10'to Pay Press 'F9' to Write off

Envelopes and labels are located in three areas in the PMP:

Print an Envelope For Basinger D

Print an Envvelope

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

An unused appointment slot brings up a blank envelope where you can type an address.

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.

Mext | Previous | §a\te| Cancel | Mewr Patient | _"l ’7

Search for a Pati

Last namel MNumber | First namel Other |

‘hy

Continue |

company or person. An envelope button is located on the bottom right.

Click the envelope icon.
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.
: + : 4 4 4 4 For Envelopes select the following:

—Select an Envelope——
© B-3/4 (3344 x 6.5)

©9 @7Bx87E) 1. The size of the envelope; 6-3/4, 9, 10, 11, 12, 14
@10 @4 1/8 %9127 . . .
11 @irxinamy | 2- Feedtype depending on your printer; Left,  Middle,

C12 43117 and nght Vertical
14 6y 1157 3

Check Print Return Address to add your
~Feed Type !nformat!on to the upper left corner. This
& Left Vertical information is pulled from Clinic Defaults
© Middle Yertical
 Right “artical

Edit the name and address

[~ Print Retumn Address Font attributes

Address to Print
Adnenne Linton =
1 Hook Avenue
Winnipeg, Manitoba E24 27W2

Patient name and address are editable

N oo g ok

Any changes in Printer setup

=
™
Select Font| Printer Setupl = Cancell Print the Envelope I

| ‘fou may need ko use Prinker Sebup ko 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.

I 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.

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.

[Select a kst of Patients for AL Doctors

Pathent List Selected Padenss

Search
[Basirger, Mtthew

Humbes [Sumame [Fissa J=1
1285 Bl Rtends Dieres 4

&2 Basingar, Dorna
1148 Basingar, Matthiw

771 Bames Gary

341 Bales fyabel

229 Banter Canen ]
80 Bastor Diety Michasl Fill the List using Patbsnt Query |
933 Bunter John Kth
1023 Bastar Lauren Elizsbah =] Diabrteed Sadweted fraam tha Lis: |
Aubd Selucted to ‘Sulectud Patinnts | Delete the enie List |
‘Selict patients by using the Search bux and gressing Enter, e¢ use the U seed Down arrow keys
e press Enter or Double Click an 8 patienn, The Patiests are sofed in the onles shivn by the
Eackground i the Title Bar, Click on ssothar calumn 1o change the soe ardar, Contimus
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Once Related Patients have been set up you will see a pop up during activity posting that details
outstanding accounts.

Number | Name | Elalancel
a5} Basinger, Andrew 20.00
G32 Basinger, Donna 0.00
1145 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.D. Palmer, DC -
Location

Main Clinic

|Code ‘Description | TotaI‘OHIwasibl Patient
ﬂA Adjustrnent 30.00 0.0o 30.00

[efaulf Code

Delate Row | 1o Defaul: | )
Payment Amaunt Pay this Amount
 Amount 0.00 $80.00

£ None 9.00 Payment Type

" Today's Fees 30.00

 Account Balance 30.00

 Related Balance 80.00 Print Receipt r
" Preset Payment 0.00 Print Statement [~
 Dr. Mo. 1 30.00 Last Statement Date

01-Feb-1993

B e |

From here you can press F10 to Post

When choosing to print statements for related balances the statements will print for all related patients
receiving part of the payment.

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

Parssnl| Cammants. Pop Ups | B3 To / Erplayer | Appaintments | Accsure / Actvey | 0P wsE| ERC | Mva |

Dedault Po
Pap Up when ... Pap Up Comment plle

B

- Capy Selected
| | | | aga | | B@ | | | it Difuak Popups
P L sy isformation baauws Bt wll appi on  patieet G when e where
you thotse. Dt the Iocation for Fap Ups ender Chiric Defauls
) Swarch for a Patient by
tiont | [[Ereness ] | MawPator | *| Lastnama| Member | Eestnama| Cther | _costinue
Pross P bo el an sppotmen,_onpeees FU b rccess iy
Click Add.

IT Popup every time.

il Popup only on Sep 12, 2006 j

il Popup an, or next visit after Sep 12, 2006 j
il Popup during the week of Sep 12, 2006 j
il Popup after O wisits.

il Fopup on Drger 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:

Will pop only on the chosen date. If the patient file is not accessed that day the Pop will be deleted.

This pop up pops only after X number of visits have been posted. Note: Items from the Fee Schedule

1. Will pop every time until deleted.
2
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
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.

[Fatiert Inlormatinn 1124 - Hary Brown.

Parsonal Commants | fop Ugs | Bl To / Empleyer | Appoiniments | Accowt / Actaty | OHIP / WSIB | EHC | Mva |

Comménts Select a Comment |2
Sopternbor 12, 2006 D Palmr anly

Patiant will oriy sen Or Falmes only. L) Megatwe Allilude

Sant To Collections

[
With Selacted Text:
e Today's Date | st | P | Cut | Copy | Paste| Chese
Search for o Patlant by
towt | Browous | 5o | mewranent | | | Lostnome| tumeer | Eirstname | cther | continue |

Praga F2to s0d =

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.

=l0ix]

File Edit ‘iew Format
D &|da| & Bara| o ~
[Aria Sz B u@l|= =

Septernber 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.
[ 1124 [Wlary Brown B3]

~Address
123 Anywhere Street

Toronto ION
W2P 132 [canada

~Phone Numh

Home Phone 2
[ia18y 123-1234 fo-
Birthday S SN Type Cat.

[1a-ar-1260 [F [ [Cash 1
Health Card Number Expiry Chi Xray
1234 557 897 | § 15000 [5 4000
First Visit Last Visit Next Visit Date

[18-tay-2000 [19-Ap+-2006  [Wed, 13-Sep 2006, 09:30 AW

Balance Last Payment  Amt. Treat. Week
[s 140.00  [13-pr-2006 | $30.00
Patient Comments

September 12, 2006
Patient will only see Dr. Palmer only. LI
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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@hume.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 Comment
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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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

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

= onthe 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.

Patient Activity T R

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

Location

Main Clinic

Code |Description | Total| BiIIing| Patient
_|SuB Subsequent Visit 29.64 29.64 0.00
*

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

Go to the WCB menu, Prepare WCB Billing Report. Choose the practitioner and Prepare the report for
this Doctor. Click the radio button next to the type of billing you wish to produce.

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

= Pending Claims by Period will pull all WCB 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 View Claim Journal button will generate a report on your screen of all claims being submitted. Print
the report and submit your claims as specified by WCB.

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

Record Manusl WD payments for Dr. 0.0, Palmer, DC
Patlents Acthving
Search Date [et. pate [Cade [Bitling [Stats [Submined [+]
(- Jul- 205 18T [HEE Prnimg 3
[Humber [Surmame [First IEI 2 RO il
13-Jul-2005 SUD 0506 Pending 2530
15-Jul-2005 SUD 0506 Pending 2530
18-Jul-2005 SUB 8506 Pending )
20-Jul-2005 SUE 8806 Pending 253
5. Jul- 205 HUB  HEOE Pening k]
29.Jul- 2005 AUR AS0R Fniing ]
21-0c1-2005 SUD 0506 Pending 2530
101 Riclirsg R | L
1/ Crien Alana -] Current Line
H.CH. D8-Juk2005 SUB  BS06  Pending [
I Pay <> UnPay
S.LH. Cancel Accept Changes
I "Click a transaction to Pay or UnPay & claim.
Change in WCB  0.00

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 WCB 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 Wumber DrR Dr.T Loc. Code Pd. by Paid  Patient MH Cther Mext Appointment Referred By
Smith, Sue 3 DD DD 1 MPA 0.0o (MPl) 4244 21-Oct-2005 9:30 AM - Confirmed  Paul Bunyan
Wildey, J. Bruce 80102 AE DD 1 ACU  CHEK 40.00 40.00
Smith, Barbara 131 DD DD 1 5UB 0.0o (MPl) 26.54 15-Now-2008 2:00 AWM Confirmed
Hornbyy, Alexis Margery 25 DD DD 1 5UB  CABH 40.00 30.00 15-Mow-2006 5:00 AWM Confirmed

DD DD 1 ICE 10.00 15-Mow-2006 5:00 AWM Confirmed
Brishin, Barry 141 DD DD 1 5UB 0.0o (WCB) 25.38 22-Now-2006 9:00 AM Confirmed
Reid, Shara L 1363 DD DD 1 CON  DET 55.00 55.00 22-Mow-2006 9:00 AM 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 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.
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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:

Sat, 24 Mar 2007 Daily Report - Dr. D.D. Palmer, DC Location - ALL  Page Mo, 2
Receipts Claims and Fees Patient Categories
Patient Payments Received Patient Fees 170.00 Adult 3
Arnerican Express 0.00 Inventary Fees 0.00 Student 1
Casgh oo HET 0.o0 Child 0
Chegue 0.a0 PST 0.00 Mo Charge o
Debit Card 000 Tatal Inventory Fees — 0.00 Senior 1
Gift Certificate 0.a0 D\S_CUUHTS 0.0o0 Compassionate 1 o
Insurance Cheque 000 Wirite Offs 0.00 Compassionate 2 0
MasterCard 30,00 IH Claims 0.00 Compassionate 3 ]
Visa 10.00 WCE Claims 19.26 Family member o
Category 9 0.00 0.00 Unused o
Category 10 0.00 MPI Claims 0.00 Unused o
Other _—U 0o @ Total Fees Charged 189.26 Unused 0
. _— Unused o
Total Patient Payments 40.00 U 4 0
M. Health Payments Posted 0.0o nuse
WCB J ts Postad 0.0 Rescheduled 1 Unused o
ayments Faste . Postponed o Unused o
nm Missed 1 Unused o
MPI Payments Posted & Cancelled o Unused 1]
Total Payments Received 40.00 Q) Total Patients Seen 5
@ Doctor of Record AR as of Thursday, 12-Apr-2007 8 Subssquent Visit Claims 7
Patient 3605.22 3) Mew Patient Claims o
Dr.D.D. Palmer, DC 7o0a Bill Ta 20.00 (@) Re-examination Claims 1
Dr. Benjamin Pierce, DC 19.26 EHC 5072.17
24000 Total Visit Claims g
StdPaty —————— 933217 #-ray Claims o
MPI Total Clairms 8
WCB 2178.00
MH 0.00 STARTING CASH
Total AR 15115.39 PAYMENTS RECEIVED
BANK DEPOSIT
CASH IN+/0UT-
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.

3 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.

D 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) 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.

1) 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.

Sort by
= Surname

= Update Last Statement Date " Number
Include activity ONLY from these Doctors

el

Interest

& Mo Interest Charges

 Charge Interest (%)

Letter Head
= Use Blank Paper iattirhad-0O, R Choose
 Use LetterHead

Select Doctors

" Show OHIP expiration on Statement
to print on

|
To put comments on the Statements. you may use a combination of typing into the ‘Comments to print on statements’, or doutds
chek on an item in the ond "Selact a Comment’
Report Destination

# Gereen © Printer  © Export to RTF © Save to File
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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.

The Report Destination will send the statement:

= to the 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

Individually while posting activity. To print a statement during posting check mark the Print
Statement box before clicking Post.

Treating Doctor

| D.D. Palmer, DG =

fian Ciie

‘Code ‘Descriplion ‘ Tolall BiIIing‘ Patient

ﬂSUE Subsequent Visit 16.00 0.00 16.00

Defauli Code

Delete Row | [1o Default I 16.00 ‘ 0.0o 16.00

Payment Amount——————— Pay this Amount
 Amount 0.00 | $16.00
® i 0.oo Payment Type

& Today's Fees 16.00 laqygquTlﬁ
" Account Balance 16.00

© Related Balance 0.00 r
© Preget Payment 0.00 Print el I~
 Dr. No. 1 -4.00 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/mml/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

03/04,/2006 j |22ﬂ1f2006 j Print the Statement I

The Default LetterHzad 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.
TR

O DD Palmer, OC -
ocation
hsin Clinic

|Code  [Description | Towl|  Eitling| Patlent
M5UB Subsequont Visit 1600 0m 1600

Default Coda _l—i—_
Delets Row | & F11)_| 16,00 o.00| 1,00

Payment Amount

Pay this Amount
© Amaunt 0.00 r’m
€ Hane 0.00 Payment Type
= Today's Fees 16.00 Cash j
 Account Qalance 16.00
= Rejated Balance 41,00 Print e ceipt r
€ Presot Paymest 0.00 Fuimt Statemen T
 Dr. Mo. 1 16.00 Last Statement Date
F-Mar-1998
SR e |

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.

belect o st of Patients for Dr. 0.0, Palnves, 0C

Fatient List Sulected Patients

Fill the List using Patient Quary J

Deleted Selocted from the List |

Dalats the antira List |

Silact patients by using the Search box and prassing Erger. or use the Lip and Down amow keys
ared proas Enter or Doutle Chck on a patieed. The Palients are serted in the arder shewn by Lhe
Eestkground in the Title Bse. Click om another column to change the sor ondér. 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.
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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
(6‘ All Day ¢ Partial Day (6‘ Print © Don't Print (F Print

© Don't Print

© Printer

Report Destination
’Vf-‘ Screen

Colour Options
’Vr-‘ Colour

 Black & White

Page Format
’Vr‘ Portrait (Normal})

& Landscape

| Print the Appointment Book |

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
8:190 Brenda Lloyd Mary Lou Robinson Katerina Kelly
8:20
8:30
8:40 I@'ent 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 Mavowell Wilson
10:00am Floyd March
10:10
10:20
10:30 | John Ralph
10:40
10:50
11:00am h;_

0 Note:

Doctor Defaults or if you have nhamed columns.

This report will print with invalid appointments ‘hidden’ if you have selected this option in

The reminder list provides a list of appointments that may require reminders or other types of calls.
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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
P

Select a Date
2001112009 |

I Exclude ‘Do NOT contact”

Select a Group of Appointment Status's

& All Appointments Sat, February 04, 2006 Reminder List Page Nunber

Dr. D.0. Palmer, DT

 Unconfirmed Appointments

Mo OHP
il and C A Time Sialus Commen; Hame Mumber Home Phone  Business Eat ﬁ;r; _ lef Flags
L 915 AWM Unconfirmed Talbet, Mildred Enima 1168 [416) 245189 418) 6302718 2 15000
© Missed, Postponed and Resch, and Cancelled 4 | /5 oot Addnge, Eliner - orem
130 AM Un Sage, Bretl Scott 130 15000
Report Destination 1145 AM U Chaininre, Aldxander 7 @ 15000
P 1EPM Unconfemsd Sage, Alan B X 1Enm
 Screen 300 PM Unconfirmed Kubay, Alan ] &4 147:
« Printer Run the Re| 330 °M Unconfimed ingwirth, Judin e 0 1snm
4 X PM Unconfirmed Greaves, Alexander 3 I 1S REL
S30PM Unconfirmed Bilcox, Alexandre Fal 205) 6785831 8 15000 5
Total Numbar of Appolnmmants = 9
v Hint: This report is also a good report to take home when you are expecting inclement weather. Print

All Appointments for this procedure.

Everyone in your database falls into one of the following categories:
= booked with a future appointment.

= on the Past Due Recall List because the appointment in the 'next appointment' field was not
completed, ie missed, postponed. This field is found on the appointments tab in Patient Information.

= onthe Long Term Recall List because the 'next appointment' field is blank ie cancelled or no future
appointment booked.

Note: Patients must have at least one visit posted from the Fee Schedule\Treatment in order to appear
on recall lists.

Past Due Recall List

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. 0.0, Palmer, DC
Next Next A ) )
Abpointment ‘Staius Active|Name ‘Phane ‘Wurk ‘E xt. [Las! Vigit
16-Oct-2006 9:45 AM  Missed [T Pedlar, Sandi (204) 783-6368 (204) 789-0406 24-Jan-2003
16-0ct-2006 11:00 AM Missed ™ Abrey, Sam (204) 730-9727 | (204) 222-3434
16-0ct-2006 11-30 AM Postponed T Tapscott, Simon Ali (204) 633-5128 | (204) 926-1212.227 | 30-Jan-1999
16-0ct-2006 200 PM  Postponed T Charming, Prince (204) 484-8349  (204) 229-0060 20-Oct-2002
Filter the List = —
 Show All Patients © [Only Active Patients " Only Inactive Patients o o R ey
Select a Patient by Double clicking on the appropriate Row
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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.

The Long Term Recall List

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
jons—————————
Date To Report OptIO.Il .
I16fDQQDUB j IWBHD!’ZDDB j = Show Active And Inactive
" Show Active Only

I Exclude 'Do NOT contact’ ~ Show Inactive Only

Report Destinati

’75‘ Screen: " Printer ‘ Run the Report |

Accounts Receivable reports can be produced for

= Patients
= BillTo

= EHC

= WCB

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
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Wed, 18 Oct 2006 Patient Accounts Receivable - Dr. D.D. Palmer, DC PageNo. 8
Period Ending : 18-0c1-2006

Last Last Last MNexd
Fatient MName Home Phone  Business Phone Ext Payment Statement Visit Visit
1595 Varcoe, Elisabeth 512-6181 26-Apr-2000 28-Apr-2000  31-Oct-2003
Aged 000 0.0 o.on 17500 17500
1539 Wade, lan 882-4962 3751236 27-Jan-2000
Aged 0.00 0.00 0.0n 17.00 17.00
158  Weltwood, Betty Anne 638-9553 08-Mar-2000 24-Feb-2004
Aged 0.00 0.00 0.00 80.00 20.01
168 Wesl, Blake Joseph 485-7524 865-0191 323 09-Apr-2000  14-Apr-2000
Aged 0.00 0.00 000 51.11 S
1530 Winkworth, Paulette 636-0443 22-Jan-2000  24-Feb-2004  09-Sep-2001
Aged 0.00 0.0 000 14510 14511
34 Wright, Alida T42-4274 19-Oct- 2005 02-May-2000 19-Apr-2006  09-Sep-2008
Aged 0.00 0.0 000 3000 3001
| 194 ‘fsinga, Brent 241-1152 06-MNov-1999  14-Apr-2000
Aged 000 000 000 54.00 54.00

-1610.63 115.00 21000 507731 37916

Aged: 0-30 days 3160 days 61-90days ~ over 90 Bal. Due

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.

x|
~Click on any Checkbox to include that Criteria in the Report Sorted By —————

List of Doctars (Drs. of R.)  Sslest Doctors| I "Do not Contact” is checkmarked Hf| | o e e,

u I ™ "Do not Contact” is MOT checkmarked
List of Treating Doctors Select Doctors | — City ¢partial) ¢ Birthday

-
I I~ Patient Type  |Cash - ¢ Postal Code
) peity [ I Referral Method | N/A =

™| Activity Date == |16/12/2009 :I' I~ Referred By | Bl
| Activity Date <= |16/12/2009 | w Ealames Bus 5=
I~ Patient No. >= I~ Balance Due <=

I~ Fatieri No. <= |

I~ Preferred Location|Main Cliric -

™ Only Males

 Surname

™ Only Females

I Age >= I~ Patient is on AR Patient -
I~ Age <= I Patient is NOT on AR Patient -
I~ Birthday, month == 16/12/2009 ¥| I Statements go to Patient -
I~ Birthday, month == |16/12/2009 Y| T Statements do NOT go to FPatient v Cancel
Adult A | > -
I~ Patient Category | ™ Flag [Flease Setup Flags | =l e —

Remove all Checkmarks |

i 1
rReport Destination Run it MY way!
# Screen ¢ Printer ¢ Exportto RTF ¢ Save to File Run with Defaults
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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
guery customization by clicking the Load File List button.

Click Run the Report MY way.

wWednesday, 18 October 2006 Patient Query for all the Doctors

Criteria : Firstvisit == 01-5ep-20086, First Visit <= 30-Sep-2006
FirstVisit — hext visit

MName Phone Referred By Date Date
Ron Walker 878-5214 Yellow Pages Ad 01/09/2006
Ron Woods 555-8989 Staff Referral 01/09/2006
Joe Abraham 222-1111 Sophie Anne Abrahan 06/09/2006
Total Number of Patients in Query 3 Balance Due = 0.00

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 all
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
Labels. Increase the number to start the labels further down on the paper.
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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 From Date To Fee to Analyze Description
01/10/2005} 18/10/2006 - (OFA j Crthotic Foot Appliance
|Vf? Screen  Printer " Exportto RTF " Save to File |

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 Fatient Mo. Patient Name Amount
17-Jan-2006 1313 Roger Murray 49.00
21-Jan-2008 1348 Sara Elizabeth Penne 475.00
28-Jan-2006 1218 hicholas 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 lrish 475.00
07-Aug-2006 308 Cindy Jones 475.00
14-Sep-2006 818 Lucille Rylatt 15.00
2914.00
Total Number of ltems 8

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.

Period From: 24-Sep-2005 DOr. 0.0. Palmer, OC Fage No. 1
To:  24-Now-2005 Referral Activity for - Or. Jeffery Jones

WCE

Fat. No.  Hame Service Date  Code Frit Rec'd
24 Alida wright 21-How-2006 A 0.o0 10.00 10.00
.00 10.00 10,00
158 Betty Anne Wellwood 21-How-2006 A 0.o0 20.00 20.00
0.o0 20.00 20.00
742 Erin Abraham 21-How-2005 A .00 .00 0.00
1124 Mary Brown 22-Now-2006 A 0.o0 20.00 20.00
.00 20.00 20,00
Totals .00 T0.00 TO.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 name 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.
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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.

Saveas 2|
Save in: I ) Report j &= EF Ef-
%] RE_1_Octz002_z.Ace |#]rRE_DD_Febz0n4_t . ace @] stat,
%] RB_1_Oct2002_3.Ace |#]re_DD_1anz005_1.Ace ] stent
A]RE_t_Octz0i04_1.Ace |#]rE_DD_tunzoo4_t.ace ] weD:
[%]RE_1_Octz004_2.Ace |#]rE_DD_Mayz004_1.4ce @] weD!
%] RB_1_Sep2004_1.Ace [#) 55,802 EE=
] RB_EP_lUnz004_1 .Ace ] stat_t.ace | ] weD:
|« [ i
File: name: I.J oes Statement Save I
Save as bype: IAce File [* ace) j Cancel |
A

0 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 name, click Save. Close the
Ace Viewer and return to the Aopointment Book.

Export the Report

Click Reports, Documents for Printing. Locate and right click the newly created file. Click the option Export
the Report.

CJ DD_Sep2nn& = Ara
¢J_DD_Sep: Delete the Repart
JEIE_'S St_atem Print the Repart
ME_1 _JanZd
WBE_1_Mow2laae
MRE_T Now2003 2 Ace

Export the Repart
Learn about Expart

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.

Save as (Click "Save as type’ ko change Export fa e |

Save in: I [} Desktop -
\__ iy Documents D)Items
j Iy Computer qngMP Programs
‘-_J My Mebwork Places 88 Study & cMCC
gﬁackups Itest
\-3IEDT Manual [C'wsIB ECI
) Fixes ?August 15
File name: I.Joe's Staterment Save

EEVERL (el | dobe POF Files (% pdf] Cancel |




PATIENT MANAGEMENT PROGRAM

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 (*.xlIs)

= 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.

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.
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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 Format Tools Merge
[ AialUiricode M5 CEIwE[ELlIn B £ U N == ==i=i=| Thisis where the merge
D EF RN EEHS S H| === ficlds 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.

Patient List ~Selected Patients
Search Number  |Name =
Number |Surname
1623 Abraham Jog
1386 Abraharn Sophie Anne
B7 Abrey Andresy
431 Abrey Dale
1546 Abrey Sam
1387 Abrey Souglas Joseph —
1389 Abrey Stacey =
1102 Adams Margaret Fill the List using Patient Query |
1397 Adams Mary
1444 Adrignalo-Closs Tadd =l 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 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

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.

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.
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e

H|=8

Palmer Wellness Centre

Dr. D. D. Palmer Reg #4444
123Walnut Brvd, Winnipag, Manitsba RZL 2¥2
204 E29-E011 fax: 204 629-6214
emailbetterhealth @iyahoo.ca

Tune 16, 2008
Alan Besenei

1 Spires Cowt

Downswisw, OM, MIH 411

Dear Alan,

Wawrould bk to take this opporhaity to weltome 10w as 2 pabiert and to fhank jou fox
shoosing our climic. Ttis ourgoal by assist ouwith all of your spinal healih needs. We wish o
make all yourvisits informative and and rewarding

Tlease take the time o 2ead this literature, includin, D Palmer, owr
offiee poliries and the senrires we movile

We eneourage you to make  list of any questions youmay have, Youwil find we ere
dedicated 4o e ellence in patient ¢ are —

Looking forwand 1 participating in your health eve reeds,
Sincerely,
Dr. DD Palmer and staff

4| | _"J
7% | Wil 1wl

Utilizing the Merge Feature
The following are some ideas for using the merge function in the PMP WordPad.

= Change of Office Hours = Off Work letter

= Notice of Fee Increase =  Thank you Grams

= Thank you for referrals = Recalls

= Notification of Missed = Collection letters
Appointments = Treatment Plans

=  Spinal Checks for Children = Christmas letter

= Upcoming Information Sessions = Orthotic letter

= Congratulation letters = Insurance letters

= Welcome letters = Lawyer letters

= Notice of new promotions = Discharge

=  Spinal Care Class Reminders
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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
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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]
%[EHCL1_FileNo]
%[EHC1_First Day]
%EHC1 _FiscalDate]
%EHC1_NoVisits]
%EHC1_NoVisitsMax]
%[EHC1_Phone]
%[EHC1_PolicyNo]
%[EHC1_Remaining]
%[EHC1_StartDate]
%[EHCL1_Visit]
%[Email}

%[First]

%I[FI]

%[Flag]

%[Fv_date]

%[Init]

%I[Lf]
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Action

Last Payment Amount
Last Payment Date

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

+ 75 -

Merge Code
%[Lp_amt]
%[L-_date]
%[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]



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.

JRE]
& =| B Uses |

ﬁwf Secuily j Delete | | X

Security Profile

" Change Passwerd New Secuilty Pofll
~ WordProcessor

-
~ Esit File

~ Patiernt Secuiity Level |
j View Past Due Recall List & Alowed
Record Activity and Payment
«nff" Edit Patiert Information L
~ Add New Patient " Not Allowed

~f Delete a Patient

~~" Print Patient Appaintment List iolAHowedMenu
~ Pt Patient Appeintment Calendar * Visible but Grayed
~f Firt Patient Receipt by Date £ Not Yisible

-~ Edit Duty Dactor

~ Reset Duty Doctor

- Reports

" Reminder/Recals
~ Reminder List
~~f Appointment Sheet

~ Appointment Book. -
4] B | »

Click the Expand Treeview E 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.

I || Click the Save Security Profile icon.

X

* A change in your security settings has occurred,
\!1) ‘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.

i Login Id Form =] 3]

I | - | > | > |Add|De\ete| EditlSa\re |Cance|| o |

Erowse | e |

‘\nil |Filst |Last ‘F‘ruhle ‘F‘HmaryDoclol B
LP Lz Pridham Ri

ick.
Qe Rk shedl ___Jmek | |

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.

=lolx|
|« | » | » | A |etete] Edit | Save [cance]| e |

Biowse Fom |

Inttils ,—
Frsthame [~
Losthame [
L |

User allovwed access to these Doctars Drag Doctors to nesd hox

4B =Dr. Albert Schweizer, MT
BP =Dr. Benjzmin Pierce, DT
DD =Dt D.D. Palmer, DC

LH = Laurel Hardy, MT

O Note: When there is a change in office staff you should add and delete users as appropriate.

e
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The login screen allows you to switch users. The shortcut function key F8 will open the login screen from the
main appointment book.

it PMPW Login Form x|

Login Id I

Pazzword 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 |

Login 1d ||_J

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.
o 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.
e 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

0 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
0ERRI0005 02 7 P WS Y RKBRFBHIE 0t Patlent paid after pasting, L)
Before 742 DD 19-Apr-2006 A Cash Paid o0.00 30.00 0.00
After 742 DD 19-Apr-2006 A Cash [WI5A Paid 0.00 30.00 30.00
A8-Rep:200A 03 39 PR LiseR 1 Recond Dietete i Posted to dad instead of son. L)
431 DD 18-5ep-2006 A Cash CASH Paid 0.00 30.00 30.00
AN D 2 PR LR B RGBS Patient no longer WSIB. L)
Before 1621 DD 18-Sep-2006 A 101 WEIB Pending 19.26 0.00 0.00
After 1621 DD 18-Sep-2006 A 1 [Casn Pad_ ] 000 [ 5000 0.00
18- S8 2008 D3 D1 PR bR dif Balance change as per Dr. DD's. direction. L1
1621 DD The Balance Due s 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 742 DD 19Ap-2006 A Cash Faid 0.on 30.00 0.00
After 742 DD 19-ApRZI06 A Cash Paid oo 30.00 3000

The second line of a Delete shows the entire transaction that was deleted.

|431 [nln] 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 from 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|

Monthly Backup I 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

=80 -



PATIENT MANAGEMENT PROGRAM

backup to floppy diskette. Click the radio button beside Other to select another media.

Seleck a Directory in which to backup PMPw

Click the button with the 3 dots to choose the drive.

_J' My Computer -
5 314 Floppy (A:)

e LOCAL DISK (C:)

i D Dwvive (D)

_-f laurend on ‘ocasrer’ (G

S# company on 'ocasrer’ (H:) | i
Al 3

Falder: I CD Drive (D:)

Make Mew Folder | oK I Cancel |

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 ¥ 2.0.0.0 x|

Daily Ba[:kupl Monthly Backup ~ Restore |

Restore From
1 c:\PMPw\data'Backup'BD070619.zip  (0.5MB)
2 c\PMPw\data'Backup'\BD070618.zip (7.2 mB)
Daily backups
3 not available
4 not available

5 c:\PMPw\data'Backup'BM070619.zip (0.5 MB)

Monthly backups

" 6 not available
€ . From Floppy Drive A: (insert last disk first)
i« ﬁ Other |C:\Documents and Settingsiljam J

Restore To-
@ Live Database © Test Only | Start Restore

| Restore C:bocments and Settingsiiames\Desktop|Backups BD070524 2ip bo the Live Datshase.

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.
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Please Confirm =

“_?/ Do you wish to Restore using the File "c:\PMPwidatal BackupiPDOG101 2. zip" 7

es Mo |

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.

_/§PMP for Windows Utilities  v1.0.4.0 x|
[ Uplozd PHP S0 Database Note
Download PMP SOL Database | In order to use either the Upload or Download
commands, you must first be connected to the
internet, or your computer must automatically
Dawnload Program Update | connect. You may also need to temporarily
disable firewalls, virus scanners, etc.
Upload PMP SOL Database
Compresses the SQL database and sends it to the association via the intermet
using FTP. Make sure you are NOT using PMP on any workstation
I

= 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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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 2l

Gioneral  Tools | Harcare | Sharing | Secury | Guots |

1~ Errar-checking

This option will check the volume for
ernols.

Check Naw...

D

;ﬁ“ This option wil defragment files on the volume.
=

Defiagment Now

ackup

B
@‘H_‘ This option will back up files on the volume.
~

Backup Mowr...

oK Cancel

Apply

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:) 5[

& The disk check could not be performed because the disk check utility needs exclusive access ko some Windows Files on
\lj) the disk. These files can be accessed only by restarting ‘Windows. Do you want ko schedule this disk check to 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:

to be 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 2006 Patient Accounts Receivable - Dr. D.D. Palmer, DC Page No. &
Feriod Ending : 19-Sep-2008

Last Last Last Next
Patient Name Home Phone  BusinessPhone Exd.  Payment Statement  Visit Visit

772 Vansteijn, Gary Neil (416) 440.6203 14-5p-2005  19-Sep-2005
Aged 0.00 000 0.00 30.00 30.00
1595 Varcoe, Elisabeth @1E) 5126181 26-Apr2000 28-Apr2000  31-0ct2003
Aged 0.00 0.00 000 17500 175.00

1833 Wade, lan (0052824082 (419) 3751236 18-Sep-2008 18-S ep-2008
Aged 17.00 000 0.00 0.00 17.00

153 Wellwood, Betty Anne (a18) 6380555 08-War2000  24-Feb2004
Aged 0.00 000 0.00 80.00 80.00

168 West, Blake Joseph (164857629 (418)8650181 323 00-Apr2000  14-Apr2000
Aged 0.00 oo 0.00 s1.11 &1.11

1630 Winkwarth, Paulstte (4167 635-0443 22-Jan-2000  24-Feb-2004  09-Sep-2008
Aged 0.00 000 000 14510 146.10

34 Wight, Alida (7424274 18-Dct2005 W 18-Apr2006 P
Aged 0.00 000 0.00 20.00 20.00

184 singa, Brent Q2417152 08-How 1999 14-Apr2000
Aged 0.00 000 0.00 54.00 54.00

145508 21000 000 | 50E0E1 381522

Aged 030 days 3160 days 6180 days | over30 Bal. Dus

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: WCB Claim and Payment Journals and, 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:\PMPw,Data'Report =10l x|
File Edit Wew Favorites Tools Help o
Qe - ) - F | ) search Folders |E|.

Address [ C:1pmPwiDataireport =

_Hame | size | Type | Date Modified =~ | Date picty = |
] 3K ACE File 01/10/2002 10:20 PM
10KB  ACE File 01}10/2002 10:21 P
9KE  ACE File 24/10/2002 1:32 PM

3KB ACEFile 24/10/2002 1:32 PM
3KE ACEFile 24/10/2002 1:39 PM
10KE  ACE File 13/11/2002 2:13 PM
10KE  ACE File 18/11/2002 11:58 AM
2KB ACEFile 18/11/2002 11:58 AM
36KB  ACE File 11/12/2002 10:34 PM
TKE ACEFile 11/12/2002 10:36 PM
3GKE  ACE File 11f12{2002 10:36 PM
33KB  ACE File 11/12/2002 10:36 PM

3BKE  ACEFile 11/12/2002 10:38 PM =
A

[12 ojects selected 163 KB | 4 my Computer

*  EEE PR

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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