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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

4 PMPw SQL launch utility ¥2.0.0.0 x|

This Computer

IP kddress : 10.10.10.163

Cowputer Name : LAURENZ

User Name : ljames

Trying to connec t to the SQL server...

Successfully connected to Firebird Server! You may start PMPw3

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

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

i PMPW Login Form x|

Loain 1d I

Password I

(]4 I Cancel |
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Main Screen Appointment Book

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

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

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

|1 l Title Bar

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

Pull Down Menus
@ Access the program through easy to use menus. Menu items with an arrow ‘ » * have a secondary
menu.

[ 3) 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.

s Appointment Book : Tuesday 20 Dctober 2009 ( Today is Tuesday 20 October 2009 ) =0l
File | Patient Reports Manioha Sstup Utiitiss Help
2. Laurel Hardy, RMT |3. Dr. Benjamin Pierce |4. Albert Schweizer, RMT | 5. Charl 4 [ »|
Exam ]
8:50
9:00am
9:10
9:20 | P.Wayne Johnston | Alfred Austin | Brenda Elaine Kelly |
9:30
9:40 @ Christian Eric Clement | @ ]
_9:50
10:00am | Logan Ebsen [ Elisabeth MacKlin " Brenda Lloyd ]
10:10
10:20
10:30 [ Susanne Catheri Sedgwfc]
10:40 DICW  ({0) | Mawell Wison
10:50 Dr.CW [ Mary Lou Robinson
11:00am
11:10 ﬂoyd March
11:20 ‘
(13) (16
Sun Mon| Tue Wed Thu Fri Sat € 7 5 B @- !30'10'3009 :|" ";J% Today| Activity Date
‘No Duty Doctor is assigned )Acnwty Date: 20-Oct-2009 |16 records today r@efau\t |Ma|n 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 - 2 PM
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  willmove through the different tabs on the Appointment Book

F1 Help

F2 Add an Appointment See page 22
F3 Show our Day See page 24
F4 Daily Summary Sheet for the displayed Doctor and Date See page 73
F5 Show my Week See page 25
F6 Edit Patient Information See page 47
F7 Screen Saver will be activated if set up in the Control Panel

F8 Login Form See page 90
F9 Write Off from within Patient Activity See page 44
F10 Process Activity for the selected Appointment See page 32
F11 Default Activity from within Patient Activity See page 50
F12 Process Activity by selecting a patient See page 35

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

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

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

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

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

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

v Hint:  If the letterhead you created is not available, check the WordProcessor to be sure it was

saved as letterhead[something] in the Template folder.

The following items are found under the Setup menu.

Clinic Defaults

The Clinic Default screen contains the name of your
clinic or office and complete address. The default
city and area code will populate new patient files

Clinic: Name |:.-_._- al Health Clirac

Phoned: [;

Stroot. i

ity fweripeg
reducing the amount of input required. ProvincarState :
PostalZip Code: |r:-:5 Twd
= Partnership is for legal business partnerships
only. In most cases you should not have a
checkmark. If in doubt contact the support line. SR eries =
= Use Login is required for security in PMP. P _ , .
Partngrship: Use Logn: = Usa New Appt, Bocking =

= Total Payments on Statements groups
together payments on statements even when it
is distributed to multiple practitioners in the
patient record.

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

‘Word Pad Mergs Popup Help: &

Hading Lat-is Top Margen: |54 =

Dafanit Floppy Drive
= A

Datandt “From® date on Staterm:

MH Usar Numi

Clinic Demographacs

Total Peyments on Staternents: & Stop Repaorts from aufo closing

show Unit butions on editing Appointments =
show Indials on Honzontal Appointments
Frinitor Capabidhy

cB - Bl

L White  * Colour
Popup comments to pop automatically on
~ Edit Appointmant Information; Amved
™ Make an Appointment in this time siot
I F2 Add an Appointmant

F Patient Activty

| oK | Cancal |

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.

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
Lauren James

Type of Appointment Location
|E><am =l IMam Clinic j
Comment Status
b @ Unconfirmed
Date / Time € Confirmed
11-Mov-2009, 06:15 At  Arrived
" Done
11213/ 41516 ‘ € Rescheduled
1 P 1
; Units :_-_ '5“ i
3 © Horizental balkaD
3 " € Cancelled
i & Vertical
5 Copy Appt.
6

x

[Pan b (F)| Activity (F10)

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

the Appointment Book using the hotkey of A.

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

Patient sees Dr. Palmer only I App Type
KU | Exam
Edit Pop Ups |
[Press FLO" For Activity or 'Fé' for Patient Info
hlary Brown J
Daniel David Pabmer, DC #ddd
Pat o,
Appoirtment Status
l‘d'ﬂ Unconfl
First Hame
P Confirmed
st Hame Arrived
Hanes.
Date [ Time 1lzl2lalele]
[11-Hcw 200509 45 AM A e
Location '__iJ r 3 Hortzontal
[ptain Cinve :  Vertical
- ]
Patient sees Dr. Palrmer only —] 2
a__'k Ak N Pasbort
Cancel
Firished |
it oworimerd (hobeinlernes U1 ol
Gt Apiimamt ]
[ e e g
e | : et Vel Dot
e H
dntrert - | s " Balamis Typs Car
Camimera : \L».-um-« ”=== |1 558 H‘l__“ o
T Bived '
L — = : o e
i T Malalalstel) 422 3
ok st Wi | L ke g1
I I ' 1 Merlreaeal 1
P T E | e—— .
x| il n
§ "
Fatient sees Dr. Palmer only
Edit Pop Ups
C:.O_
Aiie savee Son
I Paist Lt T Prlst Calwssler ASd anattar Apporéart. Fimbshy
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Patient Activity. Before processing activity.

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

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

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

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

exceed the number of units available for the current

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.

rescheduled, cancelled, and postponed.

[Code  [Description [ Teta|ompwsin| Patend

(Fop x|
Patient sees Dr. Palmer only 0.00| D.00] .00
il Pay this Anveunt
0,00 Cr—rer
7 Toduy's Faes 0.00 [Cack -
 Accoust Batance | 140.00
 Relwed Buance | 9.00 Print Receipt r
T Brasat Paymant 0.00 Frimt Ststement T
© Or Mo 1 140.00 Last Stafenvent Date
|
Preas FAC tn Pay. Press T b Wrke off
Doctor Code {00 [Chiropractor

MP1 Reghstration Numbar (1111
This is Checked if the Doctor s a DE =

[4444

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 on Statement Show AR Totals on Summary Shest =
Show Diagnostic Code on Statement Default all Appointments to Confiimed =
Play BirthDay Song
 Yeu Hot [Fappyinhdayl wav Select a File to use | Clear |
Default Payment on Patient Activity
“ None Today's Fees
Appointments that excesd the time siot

Dofault Appointment Typs - [Adustment
Next Avallablo Patient Numiber |
Chirowrite Enabled r

will stay fxed at that time slot *
= will wrap to the next time siot if requried *
 will wrap and hisde invald appts. (resched..|
* Hamed cohmmans default all invalid appts to hide.

1635

o Edt

Humbar of columns 3 t
Time slot interval [15 minutes
Hamed columns |

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

practitioner. There is a maximum of 9

()

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,

0 Note:

Named columns will automatically hide invalid appointments.

Appointment Book Configuration will allow practitione

rs 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

PMP dofaclts 1o 15 minutes inbervais with no Namwd Coleenns, Tou ook wnd
in the from the Available Columns box. Hamed

by
o
columng are cieated in Setup | Named Columns”

Configuration

© 15 minutes

Columns Across

[ Cancel
H colamms ke Balaciid _Cancel|

Accept |

see when the room is in use by others.

12
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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 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.

Screen Size

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

Bcreen Size Hame and Address
© 800 by 600 idefadt)

1024 by 768

Choose the Hame and Address to use
# Use the Name and Address In ‘Clinic Defaults”

Use this set of Hame and Addresses

T 1152 by 864
1280 by 1024 Clinic Name: |

T.'.’;'.P"‘".‘?_'."‘_‘E!"_"_"S‘_' | Sueat |

e

City:|

Unavalable Shared Cikemn Coll shade Provinca/State:

PostalZip Code:

Extra Column Cell shade

Detault Appokntment Book Set |D+faut -]

& = | have 5 Dymo labal peinier coemected to this computer.

= show todays note upon stamp

Accept

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.

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 box to
the left of the

Manage Appointment Boaks

Appointment Books on File New Appointment Book

Available Doctors

fow
4
4
Clear the list I

Delete Selected

Appointment Book Locatien

Delete Selected

Copy Contents to Hew ==

Appontmenl Books s ways of viewang speciiod p
SCreens in a specific arder,

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

Dioctors [

D Lawral Hardy, MT

Cancel 0K
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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 x
ThIS feature |S Used tO group together AppOIntment Appolniment Book Sets on File I::I:Appelmnum!uitsn MI"I::.H::G":MIIIIEGGHI

Books that you have created. For instance you may [ et
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 Cloar the st |

more than one location using the same PMP. Dalote Selocied |

Pressing the space bar when on the main N Sl Do S e

appointment book screen moves you between the = | I

different appointment books in the set. At g St e e ¢ 7yt Bk . s g Croc | _ox

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

The Appointment Book Sets area functions similarly

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

Loading Appointment Book Sets

There are two ways to load Appointment Book Sets:

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

Load an Appointment Book Set x|

Current Appoint t Book Set
‘Default

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

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 [EEEN)

Your Location (clinic
[ ocation (clinicy Sat 1
Set 2

14
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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.

15

JRI=E
|
Colour Nu... ¥ |Appointment Type Screen Text -
4 Initial
_Reassessment REX
I -t o Findings ROF
-Proqress Exam Prog. Exam
5 Adjustment Adj
I - IFC
_ Massage Therapy MTED
_Consultation Cons
| - | » | » | Delete | Edit | ok |
‘i Edit Appointment Comments =] |
| |Code # |Description -
»
_|COLL Collect Account
_|EXAM Exam Mext Time
LM Left Message
| [REM Call to Remind
=]
| | e | ow | add | Detete | Edit | ok |
1=
| |Description W | Units -
4
_|Consultation 3
_|IFC 1
_|Initial Visit 5}
_|Massage Therapy 4
_|Progress Exam 3
_|Reassessment 3
| |Report of Findings 3
|
| < | » | » | add | Delete]| Edit | ok |
_imlx

Sech[ | | a | » | » | add [Detete| Ean | see [conce] @ | Fom |
[Fhone [En JFan Emal =~

(30514548555 (305)454 8358
416)B96536 232 (416965393
41611112222
41612885216 30
905)533 6221

Contact

Bil Willams
Sheri Blue

Mary Smith
Joe Green

Cathy Lang

Blue Cross
CAA  Caalnsurance Company
C5  Canadian Generdl Insurance
LIEM  Liberty Mutual

No Compary
HAL  The Halfax Insurance Company
VET  Veterans Affairs Canada
ZUR | Zurich Canada

[
[#16/111-2333
(4162661898 jreen
(3055393453

. 0 -

41614401000 L
£00)357-0519 i
£07)345-2262 i

John Brown 4164400630
Jeff Bold

Mike Gold

] -
(B07)346-2259
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. ol x|
City Codes I
The City Codes form is linked to patient information . _
L. . City ¥ |Province *

and allows you to add the names of cities in your r
surrounding area where your patients live and work. B Gosuscjour Manitaba
This helps to speed up the input of information into |Bawsman Manitoba
patient records and provides uniform phrasing and | |Brandon Manitoba
Spe”ing' _|Cartier Manitoba

_|Dugald Wanitoba

_|East St Paul hlanitoba

_|Fannystelle Wanitoba

_|Hilbry Manitoba

Hodgson Wanitoba
- =]
| | s | ow | add | Delete| Edt | ok |

|

4 Feiting the Weekly sehedule of Dr. DD, Palmer, BE =
Doctors Hours
This area allows you to set office hours for each e 8 e i o o T e e
doctor Or praCtItIOﬂer. Choose the pl’aCtItIOﬂer and on & Cell 1o highlight 8 time slot or Click and Orag to highlight 3 range of time glnf!.
CIle Edlt thls DOCtOrS hours Posltlon your mouse ;I::fﬂrwursuludluuwﬂu Tene slols where the Doclor s present, Press the “Set to the Doctos is In'
over a tlme slot and hold down the |eft mouse To remneve Time slels, Press the “Set to the Doctor ks Out” button
button. Drag your mouse to the ending time slot and
release the button. Click either Set to the Doctor is Sale 18 212018 ot WOANIV 120 1 ¢ 4 T3P Jore | Jaru o [t o i I
In or Set to the Doctor is Out. Click Accept when

Biue means the Doctor is in. ] Set 12 the Dactoris In | [[ sccopt |

Fee Classes

Fee Classes are used to determine which fees are treated as initial visits, re-exams, x-rays, and subsequent

visits on summary sheets. Fee classes are linked to the t

reatment 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 MH code becomes V103 which the PMP program
recognizes as a new patient visit, for this reason items
that have a Manitoba Health fee code of 8506 attached
will lose the ability to bill MH for this visit. MH pays for
chiropractic adjustments only and therefore if you wish to
bill MH for a new patient adjustment you will need to bill
this activity separately as the 8506 MH code will not be
present on new patient visits selected in fee classes.

MPI and WCB initial visit and x-ray codes must also be

selected in fee classes to ensure proper placement on
billing invoices.

16

[Manage Fee Casses

Fee Schedule (Treanmenss)

Ontglnal Lists How Lists fcumrent)
Indtial Visit Cadas Initial Visi Cadas
o 15T
Clear the list =
Copy Original = | Dalota Salactad | ¥y
Kray Visit Codes Kray Vst Codes id
P WCS _|sue
VS WS Tres
HFSS 2P WS
HLS RS an
KTS AT =+ Add ':r‘
s
Clear the list

Copy Ouiginal == | Delete Selected |

This form is used 10 detemning which lees are realed as inibal Visits or Xray Visits on the.
Surrenary Sheets. (All other reatments ere contidened Subseqguent Visits).

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

[Code_no|Desk

F

Mssasge
Mater Viehiche
Repart of Findings
Subsaquan Visn
FoRay Cerncal Spine
Ry Full Spine

% Ray Ful
Ry L

R

LCancel I
Updata and Comtinus |
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Fee Schedule
The fee schedule is broken up into three parts;

=  Treatment: Fees for services rendered are stored here.

= Other: All other items such as Gift Certificates, Transfers, Refunds, etc.

= Inventory: All tangible items that are sold.

O Note: Fee Schedule codes must be unique.
item.

You cannot use the same code for more than one

Treatment ,
101
The Fee Schedule for Treatment allows J
. Code | Treatment [MH Code[MH Fee  [WCB Code[WCE Fee [MPICode]  MPI Fee| Adul|
you to create and edit treatment fees for B[15T  FirstVisi Treatment Fes B506 1050 (220 2364 8505 33 2000
your Offlce regardlng bllllngs to the patlent :ég: éz:?rl::l:zzExam\nat\on V1034 ggg w103 43 231 73 ?3 ::gg
1 HC Hause Call Emergency 8506 10,50 26.27|HCEX 39.47 30,00
and WCB TO add a treatment CIICk Add’ :MAEW MassageThauapiEDj:nins 0.00 0.00 0.00 £5.00
then Form. Type a code to denote the st ety b s L
treatment you are inputting. Press the Tab _|sUB  Subseauent visi _ £50E 1050 0220 29,64 0506 7.5 2000
key. Type a description of the treatment. T et Vi | awle sighes e som
Press Tab and type the amount you wish 1% 2570000 viea | o s mupas | o am
to Charge for thIS b|”|ng for each patlent _[¥T58  %-Rap Thoracic Spine WADGEA 0.00 7034 30,00 XTS 47.01 40,00
category. Next to the MH, MPI, and WCB ~ [sL ‘ |
Codes and MH, MPI, and WCB Fees type S Y ) =T _ oKk |
the corresponding codes and fees. ‘
To edit a treatment click the treatment in the list and click Edit. Make edits by clicking into the
appropriate box and making the changes. Click OK.
=Tk
Other ‘
The table includes the Code, Description, and Selling N B SRl =
Price. items that are not a treatment or Inventory item Tlec  cif cenificate 0.00
should be placed here. For details on processing _lﬂ;iT lGST - ggg
. . .. . . nterest on Account R
various kinds of activity such as Discounts, Gift NsF NF cheaue o
Certificates, Refunds and Transfers |NSFC |NSF Cheque Charge 16.00
9 See pages 36 _[PST Provincial Sales Tax 0.00
’ |REF  |Refund 0.00
| |TRAN Transfer 0.00 LI
| | e | w | add | Detete | Edi | ok |
|
Inventory
P [=[E.1)

The fee schedule for inventory allows you to 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 increase the quantity in stock when you
receive a supply order.

% Lk Inventory

Quantity in Stock
=

a | | m | asa | o] Edn |

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

item.
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Flags

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

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

Named Columns

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

1% Edit Notes

i
1 |mailing List J
2 [WIvA Patient K
3 L
4 M_|mazsage Patient
5 N
] 0 _|Onhotics
T B |eregrant
8 Q
g R
A_|Announeement-meving S |Call Same Day
B _|Call Day Before T
c u
D W
€ W
F_|Promuotional Flyes X
G ¥
H_|Heath Care Clags z
Pring Cancel | Aceept
AT EE— it

Previously used Named Columns {no longer used as they have been deleted)
| [ame Date Created|Date Deleted/Comments

Cancel

Accept

=lolx|

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.

Date

1d|27-Jun-2007 |Reminder
03-Jul-2007  Dr. Motes
16-Jul-2007  Close

& |Description

Dr. needs to leave early
Closed for Conference

| < | e | s | add | etets | Ea | 0K
‘ 5

=R
Other Comments |
The purpose of the Other Comments form is to provide a P e
pick list of standardized comments for use when printing ¥, Zeee St
a patient appointment calendar. Comments such as ‘24
hour notice required for all rescheduled appointments’ or
‘Reminder - your progress evaluation is a 30 minute
appointment, so please plan accordingly’, may be used. | o

| o | | = | add | Deles| et | oK
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/& Edit Patient Categories -1O| =|

Patient Categories

i i . Mu... W |Patient Cat -
Your office may have different fees for adults, seniors T
and students. Assigning Patient Categories will allow you | ] 2| Senior
to bill different fees to different patients automatically. To i Eh"gh
o Charge

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

5 Family member
6 Compassionate
7
g
g

the program. A maximum of 18 categories can be £l
created. 2] | - | > | » | Add | De\etel Edit | 0K |
|
v" Hint: Once complete, do not delete or change the order of the categories. They are assigned to
your patients based on the order in the list and deleting or changing the order of the
categories will change your patients’ personal information.

: =
Patient Comments = .
The Patient Comments form is an area that provides a o mer TR =
p'Ck ||St Of Standal’dlzed Comments fOI’ use W|th|n the RCDB Reminder Day Before  Patient requires a reminder call the day before.
patlent ﬂle Comments may Include aCCOUI’lt detalls RCSD Reminder Same Day Patient requires a reminder call same day.
special patient instructions or other personal
information. You may add individual comments within
the patient files that are unique to that patient if the pick
list comments do not provide enough information. =

b | ~ | > | > | &ddlDe\etel Ed\tl 0K
\
o=
|
Pa.ym ent TypeS | |Descriptian ¥ |Short Description ot
Payment Types lists all types of payments accepted in your office. _|cash CAsH
It is used for selecting the payment type while posting activity. o e
Payment type can also be set up as a default in the Patient |_|sif Cortificate GIFT
. |_|Insurance Cheque Ic
Information Personal tab. Thtsstorcard e
|_|Transfer TRAN
| |Visa WISA =
“ | = | » | » | add | Delsta| Eait | ok |
|
loix]
Phone Number Types |
X Lo . i i i Mu... |Description | g
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 1 2=
telephone numbers from each patient. Telephone numbers may | 4w
include work, home, pager, cellular phone, cottage, and fax. 1 oo
: 7 Marmn's wark
| & Emergency Contact
| 9 Dad's wark LI
| s | ow | add | Delete | Edn | ok |
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Province/State Codes 4§ Fdit Province / State o]
. - L . |
The Province Codes Form is linked to patient mformatlon and [[rammealoessreter S =
allows you to add the names of provinces or states in your r b
surrounding area, where your patients live and work. This helps to |52 e e i
speed up the input of information into patient records and provides (INB Naw Brunswick Canatla
. . . MY Mew York L.SA
for uniform phrasing and spelling. N Newoundiand o
| |NT Morthwest Territories Canada
| |NS Mova Scotia Canada
| On Ontario Canada
|_|PE Prince Edward Island Canada
| |QC CQuebec Canada
| |SK Saskatchewan Canada
YT Yukan Canada
=l
= | o | e | | add | Delete| Edit | ok |
|
Referrals =13l
. . . |
If your office tracks referrals, this form will be very useful to [Tcote rame > T =
you as it will capture referral information from industry as well |
as individuals. The Edit Referrals form records the code s ‘;‘;TI';;P;:’;;TE‘
assigned, the referral name, and contact details.

N of

| o ] s | m | add | Detete| 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 ;lgm‘
The purpose of Statement Comments is to provide TR ot =]
additional information, reminders or personalized notes PAY_ Prompl Paymem | Prorpt Paymen is appreciated

d|Prac Practitioner Info Dr. Daniel D. Palmer, Reg #1234

on patient account statements. Comments may wish
them ‘Happy Holidays’, remind them about ‘Spinal Health
Week’, promote new products, or inform of current
interest rate charges on accounts past due.

= | s | > | C |édd |DE|EIE| Editl 0K
\
i =
Suppliers T —

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 |- [ o | w0 | ase | ooto] et | ]
called numbers. =

iropractic Assoc
WP EMP Suppan
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Vacation/Holiday/Time Off
i ) Choose a Doctor

These areas allow you to set the vacation and time off G0 Paimer. OC

schedules for each individual practitioner and holidays for the Edt this Doctors Vacation Schedule |

entire office/clinic. Office holidays should be set up first, then T ———— |

vacations.

Edit the Office Holiday Schedule | Continue I

128t e Office Mokday Schedule

To create Vacation and Holidays click the specified date or b oo 1 de S ot coe o by g a0 e ot
click and drag a range of dates to highlight. Click the Declare To mak Yot ckion bl Hebder, Pes B Tockr Helds” bt

Holiday or Declare Vacation button. Holidays will require you e e mn———" _
to type in a name to activate the function for the holiday. O I .

Declurs Hobday | Bomove Hosday | Accepn |

'k Appnintrent Book : Friday 10 August 2007

Fle Patent Feports WSIE Sttup Ltities Help

Vacations will appear on the appointment book as green times. 1Dx.DD. Pamer |2, Laurl Hardy, RMI

4% Appointment Book : Monday 3 September 2007

Fie Patient Reports WSIB Setup Lkities Help

1 Dr.DD. Palmer |2, Laurel Hardy, RM]

Holidays will appear on the appointment book as blue times.

Edit Doctors Time Off for other appointments and half days. e _,_,nb:::':cﬂ_, gm'ms
Access to this function is located in the Setup menu, || B DU ) 6 :
Vacation / Holiday/ Time Off and on the right click menu. R I .
Time off will book 15 minute increments only. Practitioners IR R - 1;&
with time intervals set for 10 or 20 minute increments will have - g
. . Book the morning off
time off start 5 minutes later. — .E

1]
Creating time off is easy, click onto a ‘Start’ time on the grid. B B AN | [
Click on an ‘End’ time on the grid. Jcr e v ¢
Click Book From-To off to book off the times in between. Add _ cacemrumeot ||
a Comment. Click OK. e

hobc Semine _

' Appointment Book : Monday 20 August 2007
Fio Palicid Roports WS Sclp URtes  Hely

1.Dr.D.D. Paler |2 Lawrel Hardy, RMT

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 e
screens as a red strike through on the time(s). e
25—
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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.DC
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
' 11 e
Location i’ 1 « Herizontal
Main Clnic 3
~
a Vertical
Type of Appointment 5 l
fausiment = e
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.

show Unit buttons on editing Appointments [

T:45
8:00am | Amy Love | Judith Lynnd
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.
4 (sazs) alnix
Current Appointment Time Grid Patient Information
Doctor of Record on 00 10 20 30 40 50 LastVisit  First Visit
el David Palmer, DC #4444 iy Clinic. 5 13 Apr-2000 [15-Apr-2000
Doctor for this ointment 6
[eriel Cavid Palmer, DC #4444 = A 7 Next Visit Date
8
Comment . 9 e (EE
) atus 11 1 1 ¢+ Balance Type Cat.
& of Appointment © Unconfirmed :2 1117 I |E ooo [Ealsll:—[l_
z @l ir ] :
“ Arrived 1 Patient Comments
[20-10-2009 200 2
« | #| octoberz00s w | v 1 B8N R EREING 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 W _3 7
M 12 13 14 16 18 17 g4 | Verteal 8
18 19 20|21 22 23 24 5 | Room |l e
2% 26 o B 2 W H j_uone ud INURE T
1 2 3 4 6 & 7 11
List of Appointments  Dr. D.D. Palmer |
Exam
9:00am
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

| 19 [08-Mov-1997 | [12-Oct-2008 Clear Date | |

Add an appaintrnent | Add an app, Same time next YWeek | Book Multiple Appaointments | Print Calendar

Same time next Month [ 28 days ) |

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

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

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

DO Practitoner Code H oW
1] T ! namedcolumn |

L_ I L

T ——

Timeslots
- = - -
- -
" I " - d =
2 E= i
Practitioner Lunch Hour -
T \g
1 ]
o b
- -
-
-
- g 3 —
-
—
= -_—
- —
[+ L I¥

Coloured boxes show times where scheduled appointments are booked.

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

__l;; 00pm |

2:10 | Lucie Hlioﬂ _-&aham Gnd(i Aellfl‘( Leonard Il !
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 timesilot.

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.

Practiioner Day Off | o o - -

Pr——

2 iz iz 2
-
mw.  Practitioner Lunch Hour t E E E
! -

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—————

= Unconfirmed
= Confirmed
T 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.

SR

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 =10x|
File Patient Reports OhipfW3IE Setup Ltilities Help
1. Dr. D.D. Pahner |l. Lawel Hardy, RMT | 3. Dr. Benjamin Fierce | 4. Albert Schweizer, RIMT |
3:00 PM
3:15 Alexander Lloyd Susanne Catheri Sedgwick-Sharpe
_3:30 Alan Besenyei
3:45 Brenda Elaine Kelly Maxwell Wilson Betty McGinn
4:00 PM
4:15
_4:30 Amanda Driver 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| vl Pabrrcr, D #4444 Honlie Aggointanents thl arc irden or cannot be show. ol =
Patient Appointme: 4]
‘Numnar Type neI"V‘RW'" |

ALstin (416) 73 320 prn Missed! 1 Adustmart M Mong
1416) 241-44966]4:20 pm_ |Postponed

Patient

Hame Units

|Phor|o |T'I|I|e lshtua

- <] | | oeste | Edt || Patientinto | Postanactuty | [ 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.

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

Detete s line | 20 Add the current line

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

1 per week 1 weekis)
every 2nd month 2 monthis)
every I'rd 3

[T S

b
1
2
3
4
5
L]
T

12
New Multiple | mlamle] s-umnnumpu| Continue ]

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

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

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

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

Save the current multiple x|

Mame this "Multiple*

I.-’-‘«cule Cervical

Ok I Cancel |

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

select a ‘Mulitple’

Select a ‘Multiple’ from this list
Acute Cervical

Double Click an 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.

Ex June, 2008 [+ |

Sun Mon Tue Wed Thu Fri  Sat

1 2 3 4 &5 6 7
g 9 10 11 12 13 14

15 16 17 (18> 19 20 21
22 @» 24 25 26 27 28
29 30

T >Today: 18/06/2008

Cancel | oK |

Baook multiple appointments lor Mary Browm with Dr. 0.0, Palmer, D

Make Appointments for the current line of the Muliple’ Acute Cerdcal

Lime 1 [3 appointrnents of 1 unit, per weak, for 2 wieks =11 [ 3 appoiraments of 1 unit, per weak, for 2 wasks
Sun Mon | Tue | Wed | Thu | Fri | $a = 2|[ 2 appoiraments of 1 unit, per week, for 2 wasks
[ | I | ey
Plaase antar in 3 mors limas in the ahove baxes ﬂ
[Duciors Day oA o0 ew e || CteTete | Edit this Line |

HIWII!&!&HINIIKKMYW[PHHMIWIFHSH

[s mr wiess
12 a5 5 7 8 9 101 12131415 1617 1819 @ A 2 2 MW %2 WA D
12345678 WNRWHUBEBETRBEIANZANSETRE AN
1 34567893 MNMNRZNDUBHETEHDNRANSRTARN
l??‘ﬁﬂ?&R|ﬂ"|?|3|l|ﬁ|3|?|n|ﬂf‘ﬂf‘|rﬂf“?ﬁ!???ﬂﬂm“
Bz 5«56 7 8 9 mmzieese e nn nnnss D w80
123456 78 9 W0NM121DBUISEITB10020NM5%0H8
122456 789 WNMII21I3HISEITIIBI90 HEXDT BB NWN
IRFREATNCE - B BN R R eI AL
1 3455Fﬂg‘0‘!‘:‘3‘4|5|G|F|ﬁ|93u222’32&252527mﬂm3|

456709 MMV UBHET VBN 2ZDINIXTNNN
23408 ET RS MM IZIBUISIEITIEIENN DD NSETRS DN
1.2 345 TE 9 WNMIZIZWISHITE NN RNEDTHNE0N
12 4 56 78 9 WNMIZIIMISIEITI81920N 2294256082320
1230405 E T 89 0121341567 18NN R0 NS KT sHDD

(Ve vore RGN i oo CTTORGRTA <1 ovr (TS R

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:
¢ 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 |
[ ! ! | r

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

_ gt [Mext Ling | Delete this Timel Edit this Line |
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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]

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.

SMTWTFSSMTWTFSSMTWTFSSETWTFSSMTWTFSSM

Sep 123 5 6 7 8 9 10111213 1415 16 17 18 19 20|21 22 23 24 25 26 27 2829 30

Oct 1 2 3 4 5 6 7 8 1D 1112 1314 1916 1718 13 20 21 22 23 24 2526 2728 23 30 31

Nov 12 3 4 5 6 7 8 9 1011121314 1516 17 18 19 20 21 22 23 24 25 26 27 28 29 30

Dec 1 2 3/4 5|6 7 8 9 101112131415 16 17 18 19 20|21 22|23 24 2527 282930 A

Jan 2 34 858 6 7|8 910111213 141516/ 17 1813 20 21 22 23 24|25 2627 28 29 30

m 12 3 4 5 B 7 8 9 1011121314158 16 17 18 19 20021 22 23 24 25 28 27 28

Mar 12 34 5 6 78 9 1011213141516 171819 20 21 22 2324 25 26 27 26 29 30/ :

Apr |1 |2 3 4|5 7 EB 1001112 13 1415 1617 18 19 20 21 22|23 24|25 26 27 28 23 30

May 123 4 5 B 7 8 /9101 1213 141516 17|18 13 2022 2324 25 26 27 28 29/30 A

Jun 1 2 3/4 56 7 8 9 10111213 14151617 18 19 20|21 22123 24 25 26|27 28|29 30

Jul 2 3 4 56 789 1011121314 1516 1718 19 20 21 22 23 24 2526 2728 23 30 31

Aug 1.2 3 4 8 ? 89 1011 1213 1416 16 17 18 19 20 21 22|23 24|25 26 27 28 29 30 3

Sep 1 2“4 5 6 78 9 1011121314 1516 17 18 1920 21 22 23 24 25 26 27|28 29 30

Oct 12 34 58 6 78 9 10111213/ 14 151617 1813 20 21 22 23 24|25 26 27 28 29 30 1

[ H v Avoept |

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

Make Appointments for the current line of the "Multiple | ~Acute Cervical
Line 2 |2 appointrents of 1 unit, per week, for 2 weeks J_1| 3 appointments of 1 unit, per week, for 2 weeke
Sun | Mon | Tue | Wed | Thu I Fri | Sat =122 appointments of 1 unit, per week, for 2 weeks

| [ao0Pr ey |

|F‘Iease enter in 2 times in the above boxes

_ ot et Line | Delete this Tirme | Edit this Line I

]l

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 witfs's
Sep 1.2 3
12345 6.7 8
Nov 12 34 5

A new screen appears asking you to Select another time for this appointment.
Notice the ‘3 * (asterisk) in the time slot that we had selected. The * indicates the time chosen. The ‘3’ indicates

the number of units (columns) already booked at this time. This practitioner has three columns available on his
appointment book and therefore the reason the appointment failed is the time slot is already full.
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Select another time for the Appoin

3:00 PO
3115 PN
3:30 PO

At this point you can change the appointment:

400 Pl = to another time by clicking into another time slot
i = to another day by clicking onto a time slot on a different day
225 o = to another doctor
5:00 PH
[or of ] [Beow] [ [
I%‘;'“;'D — r You can also change:
Type of Appointment Units - the type Of a.pp0|ntment
[Adjustment = [ | = theunitsof time
i&ppointment Comments J n the appointment comments

Cancel Appoimmemfl Book Appointment |

| Click on & Time/Day Slot to move the Appt.

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

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

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

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 Sacrailiac Avenue, Mississauga
ON, L4B 140, Phone: 905-623-8211
September 2008 Appointmants for Mary Brown
Sunday Monday Tuesdmy | Wednesday | Thursday Friday Saturday
1 B
B [ 3 g 7 B B
10 ] 12 12 14 18 18
17 18 4 400 PM |19 20 4 400 PM |21 225 400 PN |23
2 254 400 PM (28 27 5 200 P (23 28 5 200 P |30 4 9:30 AN
October 2008 Appointments for hary Broun
Sunday Monday Tuesday | Wednesday | Thursday Friday Saturday
1 2 a400PM [3 4 i B a41sPM |7
° 8 10 1 4 030 an |12 13 4 030 an |14 4 030 AN
A 415 P

5 4 o0 Al |15 17 B 13 0 B
22 23 [24 25 25 27 25
23 E [

legend A Dr. D.D. Palmer, DG

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

arwbdpE

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 Dector

[or DD Palmer, DC =l
Location

IMam Clinic

‘Code ‘Descrip(ion ‘ Total‘ Billingl Patient|
]

T _—
Delete Row | 'SUB' (F11) 0.00]  0.00f 0.00
Payment Amount Pay this Amount
 Amount 0.00 §0.00

@ litare o.00 Payment Type

¢ Today's Fees 0.00 ’c_aygh_l%’
 Account Balance |[-100.00
" Related Balance 0.00 Print Receipt r
" Preset Payment 0.0 Print Statement r
 Dr. Mo 1 -100.00 Last Statement Date

Press 'FLO'toPay Press 'F9' to YWrite 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]
1EUE Subsequent Visit 2650 1050 1600
[Code[Duscnption [Eara | Bfng]  Patent -
[REF  ReFuND 000 0.00
REF  Discharge Report Reorder 0.00 55.00
.Rl-i'? rapant Ranrdar Q.0a 2822
RF Report of Findings 000 25 00

I

TRAN

Rearder 0.00 0.00
000 000
|wTTP
|ics
s ¥
i Account Balance
 Ralated Balance

0.00 000
0.00 0.00
0.00 000 «

Print Baceipt r

 Presat Payment .00 Print Statement [
© Dr.No. 1 s2.00 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.

—Fayrment Amount

= Amount [ o.o0
+ Mone [ o0.00
" Today's Fees [ s0.00
" Account Balance [ 60.00
" Related Balance [ o0.00
" Preset Payment [ o0.o0
€ Dr. No. 1 [ e0.oo

=  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
18062008 j | Print the Statement I

|—1
- February 1
v March 5 B 7 8

April 2 13 14 1A
May 9 20 21 22
Tune E &7 28 29
Jul
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.

ing Dot

Treat
Dr. D.0

ik Activit:
i

o1
Palmer, D¢

BFAYM  Paymer 1 0.0 om 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 Frimt Recelpt r

" Pregel 1 Payment 0.00 Print Staement [

 Dr. Mo 1 77.00 Last Statement Date

16..Jan-2000

b |

From here you can press F10 to Pest

| P | [omiP/wsib] Parlem]

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.

Patient Activity

Treating Doctor
Daniel David Palmer, DC #4444 7|

Location
|Main Clinic

Code ‘Descrip(inn | Tolall Billing ‘ Palien(l
(LU Lumbar Pillow 50.00 0.00 50.00
La[e} Discount -15.00 000  -1500

Default Code

Delete Row | 4o Defalilt I 35'””‘ D'DD‘ 200

O 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 Ackivity

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

Location
[Main Clinic

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

x

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

Main Clinic

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

DEfUlECad —
Delste Row ﬁf“nifaﬂue .00/ 0.00] 0.00

Payment Amaunt———————— Pay this Amount
 amount o | [ tsooer
" Mone 0.00

" Today's Fees o.oo

¢ Account Balance | -50.00

" Related Balance 0.00 Print Receipt r
 Preset Payment 0.00 Print Statement [~
© Dr. Mo 1 -50.00 Last Statement Date

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

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

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

Enter a Comment

Patient 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

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

Patient Activity

Treating Doctor
IDr 0.0, Palmer, DC -

Location

IMaln Clinic

Code |Descriptiun | Total| Billing| Patient
_|CPIL Cervical Orthopedic Pillow  -50.00 0.0o0 -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. D.D. Palmer, Dz 'I
Location

Iain Clinic

Code |Description ‘ Totall Billing| Patient
REF Refund 0.00 0.0o0 0.00

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

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

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

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

Enter a Comment

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

Delete Cancel Save

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

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

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

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

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

Set the Activity Dare’

Sat
4

11
i)
]

§ & 7 g
12 .13 14 15 % 17

; b f‘- .}Ié fﬁ‘ o Resel o System Date
T Today: 01122006 Accept Changes

The *Activity Date’ is the dsse your program is werking with, &r your Pastng
date w‘hmy Bret stamt pour program, the 'Activity Date® is 521 to pour
Compiter's o System Date. Mormally you wouldn't need to change this date,
16 you 52t your 'Activity Date’ bo & date before the System Date then your
appointmers book will become nurounded by a 'Red' Border. Ifmmdu 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’
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There are times after processing patient activity that you have to edit or delete a transaction. For example
the patient could have paid you after the visit had been posted or you posted an incorrect patient.

Get into the Patient Information Account Activity tab.

To Edit a Transaction click the item to be edited and click Edit. A pop up window will appear entitled
Edit a Transaction. The area on the left is the activity before the edit. Modifications take place on the
right side of the screen. When attempting to alter a date please note that you can only move the date
forward. Click in to the field that you wish to change.

Edit & Transaction

Unchanged Record Modified Record
Daw [130ec2006 (13 0 c 200 J|
Dactor DD |Or. 0.0 Pabmes. DC =
Cade [5U8 [sve =
Billing Code {3506 [esoe
Bill Type [iH [
Status [Panding Pending
Pl By |
Billing Amaum [£00 ]
Patlent Amount [15.00 1500
Paymant Amount 1,00 Jo.w

Reference Date | [

won | | 7

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 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
£ or Accounts Receivable. ¥ou will need to reprint summary sheets
and notify your accountant or bookkeeper as to changes made. All
edits will be reflected on the Account Edit Journal.

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

Patient paid after posting. LJ

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

v/ Hint:  All PMP users in your office should be instructed to detail the reason for the edit or

deletion and note their name upon seeing the comment box.

39



PATIENT MANAGEMENT PROGRAM

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.

Paliceil Adtivily

Dr. 0.0 Palmer, DC

Main Clinic.
Code |Descilptlon | Towal]__oiing] patiem|
HTRAN  Transfer 000 000 000

Deteta Riow il 0.00 o0.00| o0.00
Payment Amount Pay this Amsunt
s I . 1%§100.00)
U z l'amlm Type

 Rejated Batance 0.00 Print Receipt r
 rase Paymer 0.00 Print Statement [

" Dr. Na. 1 -100.00 Last Statement Date
Mlar- 1990

Post

From here you can prass P10 to Past

= 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 Or BP Dr_AR
000 | 3000 [ 000 | oo0 | 000 | | | | | |

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

T . Palmes, OC oA
[Main Clinic
[code [Descri [ Total]{_ Biling| Patient]
ﬂIHa’-N Transhe om nm non
Dl Raw | 10 10 0.00|  ©.09] .00
Payment Armount Pay this Amount
i Amount 30.00 I $30.00
© Hane 9.00 Payment Type
 Today's Fees 0.00 Mransee]
™ Account Balance 30.00
 Rufated Bakance 0.00 Print Beceipt r
" Presst Payment 0.00 Print Statement [
™ Dr. Ma. 1 .00 Last Statement Date
29 Mar- 1958
Prost
[Fromem rons cans e F10 ks Pt

= 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.

Pakient Activity
Toa; o

surel Hardy, =
Main Clinic

| [Code [Desciiption [ Tonal]] Billing | Patient]
S[TRAN  Transter 00 000 000

| i 0.00| 0.00] D0.00

Paymant Amount

Pay this Amount
= B =30.00 1§30.00)

" Mona 0.00

- Payment Type
 Joday's Fess D.00 ﬂ_ﬂ_ﬂ

 Accourt Balance | 30.00
" Rejated Balance 0.00 Puint Beceipt r
 Priget Paymen 0.00 Piint Statemem [~
= Dr, No. 2 30,00 Larst Statemen 1 Date
9-Mar- 1998
Post

[From here you can press FI0 b Post

The balance is now owed to LH.

Date | ‘Ref. Date ‘Doc |Lucati0n‘Code |Ei|\ Code |Type |Status |F'a\d by | | EliIIing| Patient| Payment
| |96/ 0/2008 jalu} 1A CASH |Paid 0.00 30.00 0.00
05/10/2008 Do T TRAN CASH |Paid TRAN 0.00 0.00 30.00

5 LH 1 TRAN CASH |Paid TRAN 0.00 0.00 -30.00
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To record a returned cheque in PMP complete the following steps:

= Add Returned Cheque to your Fee Schedule if necessary. Also add Returned Cheque Charge ifitis
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.

T —
Treating Doctor iy
[oR. PALL B

Paymert Amourt Pay this Amount
* Amount 15100.0
Hone Paymert Type

Today's Fees
Account Balance
Related Balance Print Receipt
Preset Payment Print Beaterna
15.00 Last Statement Date
Dr. Mo, 1 = —
18-Aug-2008

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
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$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.

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

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

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

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

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

Suggestions

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

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

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

D, 0.0, Palmer, DC

t:a.n Clinic

[Code  [Description | Tota|  wem | Patien]
Bwo  wine O [ oo om

| 0.00| 0.00] o0.00
Payment Amount Pay this Amatunt
 Amound 0.00 I 1920.00)
" Hore 9.00 Paymem Type
 Today's Feos 0.00 ﬂ -
& Aceount Balance [ 20.00
" Rejsted Balance 0.00 Puint Beceipt r
 Presst Paymant .00 Primt Statement [
 Or Mo 1 20.00 Law Statemem Date

From here you can press F1D ko Post

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

Reversing a Write Off
You may on occasion be required to reverse a write off. There are two steps involved in this procedure:
1. Getinto Patient Information on the Account Activity screen, press F10. Press F9. A write off information

line will appear. The cursor is now activated in the Amount field. Type the amount of the write off to be
reversed. Click Post. The amount is shown as a credit in the patient balance at this point.

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

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

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

Patient Information 18 - Alexander Lloyd

F'ersnna\l Cnmmentsl Pop Upsl Mammhal Bill To / Emplnyerl Appointments  Account £ Activity |EHC I

Date ‘ |Hef Diate |Dnc |anatinn|CDde |BMI Code |Type |Status |Pa\d by | ‘ Bilhng‘ F'atient| F'ayment|;
_|20/01/2008 [ol} 1A CASH Paid 0.00 10.00 0.00

14/06/2006 (i} 1W0 CASH  Paid 0.00 -10.00 0.00
001000006 DD 1W0 CASH |Paid 000 10,00 000

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

Patient Information 18 - Alexander Lloyd

Persunall Cummemsl Fop Upsl Manitubal Bill To / Emp\uyerl Appointments  Account f Activity IEHC |

|Date ‘ |Ref Date ‘Dnc ‘anatinn|Cnde |Bi|l Code |Type |Status |Pa\d by ‘ | Bilhng‘ Patient‘ Payment| =
20/01/2008 oo 104 CASH  Paid CASH 0.00 10.00 12.00
4 oD 1W0 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.

(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.

ioix
Account History
Date [Doc  [code [Bil Code [Type  [Status [Paidby [Biling  [Patient  [Payment | =l

| [1ameoois oo A Faid 0.00 3000 0.0
| |00i2006 DD A Paid 0.0 000 om
_|1amaoone oo A Faid .00 000 3000
| |211o00e DD A Paid 0.0 oo om
2ast006 1H mas2 Paid 000 2000 0m

bl

yment Worksheet

Doctor Balance Duel | F‘aymeml |
1Dr. D.D. Palmer, DC 90.00 [ 160.00
2 Laurel Hardy, MT 4000 T
3 Dr. Benjamin Pierce, DC oo O 0.00

| ]

4 Albent Schweizer, RMT #5456 000 - 0.00 Todays’ Payment
200.00  Doctors in light grey, are

on your system but are
not currently shown on

Amount to Allocate 14" 31 atzainet
000 Book.

| Accept

Enter Payments in the ‘Payment’ column or click on the checkho b the left of the calumn 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.
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View All Doctor Balances

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

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

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

Edit Balances

Doctor ame [ Balance] Mew Balance] <]
Dr. D.D. Palmer, OC 140.00 140.00 Changes made to
Laurel Hardy, MT 0.0 oo I”""“f'l B-"-‘I“_Ce's will
Dr. Benjamin Pierce, 0.00 0.00 Aiﬂ':“:'z_'ﬁezl‘:iv“hle
Albert Schweizer, DC 0.00 0.00 and Account Edit
Journal
Old Balance 140.00
New Balance 140.00
0.0o
—  Doctors in light grey, are
on your systern but are
not currently shown on
your active Appointmant
ok,
Cancel
=l 0K

| press At to edit 4

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... |

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

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

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

assigned)'.

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

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

Patient Number found under the Setup menu, Doctor Defaults.

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

Patient Information 1 - Adrienne Linton

Personal | Comments | Pop Ups | Bill To / Employerl Appointments I Account [ Activity I OHIP fW3IB I EHC | A I

Pat No. Doctor of Record

~Phone Numbers—

Patient Type
[ 1 |or. D.D. Palmer, DC | 1 Wﬂ'—_’
Home hd
Preferred Location S| [905) 7310702 Patient Catego
T IAduIt vl
First Name Last Name Work '] Ext p T
Kalny [ [ames (#16) 333000 |21 Debit Card 4
Address Cell | Ext Default Code
Street & Apartment or Unit # A - 7
[2300 Smith Street A05) 558-7878 | e
City Province j Ext IF' 6
[Mordan jJ [mB J I Active \) P
Postal Code Country Auto Stat ts [
[RoM 130 [canada Email Address Email

Referrals
Referral Method

Referred By Patient

Ia\inmn@wnrk ca

Maiden Name

12 ' Do NOT contact

r

AR Type
IF'atiem vl

[Petient | [Agnes smith-643 J |
3 Send Statements To
Date of Birth Age  Sex % ﬁ\)%lated Patients IF'atiem 'l
02-05-1959 - [ 50 [Female -
Search for a Patient b
Mext | Erewnusl Ea\rel Cance/ | Mew Patient | _'" ’Last namel MNumber | Eirst namel cherl TContinue |

|Press FZ 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.
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Email
The email button above the Email Address will open your electronic messaging program and address an

email to the listed address.

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.

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

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

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

Pop Ups are information boxes that will appear on a patient file where and when you choose, giving information
you have input and may require about this patient or their appointment. Locations where pop ups are designed to
pop are chosen in the Setup menu, Clinic Defaults. =» See page 10 and 48.

The Manitoba tab includes tabs for Manitoba Health, Manitoba Public insurance, and Workers
Compensation Board.

= The Manitoba Health tab contains:

The patients MH Number

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

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

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

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

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

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

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

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

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

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

The Account / Activity tab is where all financial transactions are stored. You can print receipts and statements
from here, add comments to activity to explain their nature, and also edit and delete transactions.

The bottom portion of the Patient Information screen is a static screen. It is available on all tabs within the patient
information screen. The Next and Previous buttons give you the choice of moving forward or backward one
patient at a time, searching by either name or number depending upon the previous search criteria.

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

Search for a Patient b
hlext | Previous | Savel Cancel | Mew Patient | _'Il lrgast namel Numberl First namel Cther | Continue |

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

The buttons on the right offer you the ability to locate other patients by Last hame, Number, First name, and
Other.
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The Other button offers various options for locating patients.

—Search by
 SIN " Postal Code " EHC2
" 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.

Personal |Cnmmems| Pop Ups' Bill Ta / Emp\nyerl Appmmmentsl Account /Actwlty' OHIP /WSIB' EHC | MVA |

PatNo. Doctor of Record “Phone Numb

742 Dr. D.D. Pali D Patient Type
I r. almer, j (s e yp! -
Preferred Location | Clear ,W Bl oGl

- [adult S

First Name Last Name Payment Type
[ [rames l?aysh_w_j
Address Cell | ext Default Code
Strest & Apartment or Unit 2 Frh 3
[204) 9E3-3321 i ~| Clear
2300 Smith Street | J _I
A | Adjustment i
City Province j' Ext A3 |Adi
fjustment Mo Charge

|r-cr-1an jj |"‘B J | | AODAnalgesic Qintrnent
Postal Code Country APAF Adjustment
[Rom 10 [Canada Email Address Email CE  Consultation/Examination

misseringgmail.com CENt Consultation/Exam N/C
Referrals

A COC | Cervical Orthoped Collar
Referral Method Referred By Patlent | Maiden Name
CPIL Cervical Orthopedic Pillow -
|I"an.=m j |hgnes Smith-543 J
Send Statements To

Diate of Birth Age  Sex Related Patients Patient -
[oz-05-1958 =] 50 [Female =]

Search for a Patient hy—‘
. .
et Previous | §ave| Cancel | [Mew Patient | ’VLasl ﬂamel Numberl Eirst ﬂamel Other |‘ Continue |

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

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

[Patient aetery
Dr. 0.0, Palmer, DC
Main Cliric
[Cade | | Toral[oHIPiwsib[_Patiem]
Ci
Default Code
Delete Raw | A F11) Ch)| PG A |

Paryrmint Amount

Pay this Amaunt
 Amount 0.00 40.00

& bone .00

Payment Type
 Today's Fees o.00 Cash 'l

T Account Balance | $0.00

1 Related Balance 0.00 Piint Beceipt C

" Preset Fayment 0,00 Print Statement [

D, No. 1 20.00 Last Statomant Date
Post

Press 10 toPay Press T4 to wike off
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Envelopes and labels are located in three areas in the PMP:

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

Print an Envelope for Basinger O I

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

Print an Envelope |

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

Search for a Patienthy ————
Mext | Previous | ﬁavel Cancel | Mew Patient | _"l ’7I=ast namel Numberl Eirst namel Other | Continue |

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

Click the envelope icon. For Envelopes select the following:

4 ¢ 4 &

—Select an Envelope——
© B-3/4 (334 xB.5)

00 PudnBud] 1. The size of the envelope; 6-3/4, 9, 10, 11, 12, 14

10 (4148 %9 172"

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

@2 QIR Right Vertical
14 B 11N

3. Check Print Return Address to add your information to
—Feed Type . . . . ..
@ e VTl the upper left corner. This information is pulled from Clinic
© Middle Verical Defaults
 Right “ertical

4. Edit the name and address

[~ Print Return Address

Seliaes fim (i 5 Font attributes
Adrierme Lint =l . .
| Hook Avonne 6. Patient name and address are editable
Winnipeg, Manitoba R24 2W2 i i
7. Any changes in Printer setup
El

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

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

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

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

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

" show todays note upon startup

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

Click the LabelMaker icon to produce a label.
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Related Patients will allow you to link family members or multiple files for the same patient so that payments
can be made for all outstanding accounts. This is set up in Patient Information Personal tab. Double click on
each patient you wish to relate. Click Continue.

Patlent List Selecied Patdenss
Search
[Basirger, Mtthew
Humbes [Suiname [Fins J= 692 Basinger, Dorea
1265 Barlier Fehends Disrewr = 1148 Basingar, Matihow
771 Bames Gary
66 Basinger Arivew
303 Basinger Do
532 Basingtr Doena
841 Bates fyabel
229 Buntar Canen =
30 Banter Diecy Michavl Fill the List using Patisnt Ouery |
933 Banter John Kisth
1023 Batar Lauren Elizsbah =] Daleted Selocted frem the List |
Aubd Selucted to ‘Sulectnd Paionts’ | Delete the enie List |
‘Select patients by using the Search box and geessing Enter, or use the Up and Down amow keys
ad prews Enter e Doutle Click on a gatient. The Patients are soned in the order shown by the
Eackgrund  the Tila Bar, Click on asathar ezlumn 1o hangs the 5ol ordar, Conlimus

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

Related Patients

MNumber | MName | Balance
15} Basinger, Andrew 20.00
Ba2 Basinger, Donna 0.00
1148 Basinger, Matthew 30.00

50.00

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

Patient Activity

Dr. DD, Palmes, DC -
k:ain Clinic
[Code  [Description [ Total[OHIP weib] Patien|
CB Atjustment 30.00 [TOET ]
et 30.00| 0.00 20.00
Ditete Row Al
Fayment Amount Py this Amovet
© Amount 0.00 300.00
" Hane ©0.00 Paymen Type
¢ Today's Feos 30,00 =
™ Account Balance 0,00
= Rofated Balance 80,00 Print Receipt -
 Preset Payment 0.00 Prime Statement [
D No. 1 30.00 Last Statement Date
1-Fab-1230
ER e |

From here yous con press L0 ko Pak

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

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

To Add Pop Ups get into the Patient Information file and click the Pop Ups tab.
|_|||nJ'F:vpl:)’lrlAp:unlmlnl\l.ﬂ:lemi 1 ety | Ob oweB | EHC | wea |

Pap Up when ... Pap Up Comment

- Capy Selected
| | | | aga | | B@ | | | it Difuak Popups
P L sy isformation baauws Bt wll appi on  patieet G when e where
you thotse. Duine the Incation far Pop Ups under Clinic Defaulls.
) Swarch for a Patient by
tiont | [[Ereness ] | | _ mewpatoe | *| Lostnama| Member | Eestnama| Other | 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 d

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

il FPopup on or;er day_D of every manth.

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

Pop Up When Options:

1. Will pop every time until deleted.

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

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

o &~ oD

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

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

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

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

processing. You can also print the patient comment.
[rart infoemation_tiza marreee
Porsanal Commants | Pog g | Bl To / Emplayss | Appeintssarts | Actosrd £ Activty | OHP /wS8 | EHE | wva |

omments
Saptember 12, 206
Fatiert will orly soe Or. Palmer only. L)

=
With Selected Toxt :
lmtlTodlr‘tDﬂI Eal Pt | Gt | Copy Poml cm:'
Search far a Pationt by
Hoxt | Brwdeus | | _ MewPationt | *| | Last name| Mumber | Eust nama | other | continse |

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.

=18l

File Edit Wiew Format
O& 8] 4B o~
[fia S0z Bsu@l|=E =

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

=]

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

Patient Summary Information

Pat. No. Name Dr.
| 1124 [ Mary Brown DD
Address

123 Anywhere Street

Toronto ION

2P 1:2 [canada
Phone Numb

Home Phone 2

(416) 1231294 fo-

Birthday S SN Cat.

Type
[1amar-1360 [F | [cash 1
Health Card Number Expiry Ohi Xrar
|123f1 567 897 I_[I % 150.00 |§ 40.00

First Visit Last Visit Next Visit Date

16-May-2000 [19-Apr-20068  |Wed, 13-Sep-2006. 09:30 AW
Balance Last Payment  Amt. Treat. Week
4 140.00 19-Apr-2006 | $30.00

Patient Comrments

September 12, 2006
Patient will only see Dr. Palmer only. L)
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PMP will open your messaging program and address emails to your patients if you have internet capability

on your computer. Enter the patient email address and click the Email button in Patient Information /
Personal to activate this feature.

Email Address Email
Imary@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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It is important to understand how Manitoba Health (MH) works in the province of Manitoba. The following is
a summary of the components of MH structure.

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

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

= Each patient is entitled to charge fees for chiropractic care to MH for up to 12 visits per year. The
billable amount is $10.75 per visit. The fiscal year runs from January to December.

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

= MH will not pay for a claim if submitted more than 6 months after the treatment date.
= [Ifaclaimis rejected by WCB or MPI you have 6 months from the service date to submit to MH.

General Information

MH has set down rules that apply to codes and fees for services rendered in a chiropractic office. All
treatments including examination are billed to MH with the code 8506 and fee of $10.75.

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

= Correct fees are entered into the fee schedule in the program and are kept current with any changes.
= MH fees are correctly entered in the program, and updated when necessary.

= The Patient is listed as the correct type in the program. (ie. MH, MPI, WCB)

=  The Manitoba Health Number (6 digits) is correctly recorded in the patient file. (Make sure you look at
the card yourself when a new patient arrives. This procedure alone will help keep your accounts
receivable to a minimum.)

= Surname & given name in the program are exactly the same as it appears on the Manitoba Health
Card.

= Specific data is required for claims submission to MH. Missing data will result in a claim being rejected.
This may cause a delay in payment. The data required to submit a MH claim is as follows:

- Health number

- Service code for each visit
- Fee submitted for each visit
- Service date

- MH Diagnostic code

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

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

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

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

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

= Rebill Claims by Period will pick up all claims whether pending or billed between specified dates.
Click Run.
The next screen contains information and reports regarding your submission.

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

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

March 23, 2005 Manitoba Heallh Rejection Journs
:& Dr. D.D. Palmer, DC )
Patient Hame Patient Mo, Health Number Sidh Date glo‘ &
Meore, Alicia 1536 01958 [ Jaa
Abrey, Sam 1598 04 My 1850 B14
0 May- 1850 B14
Sislar, Rodnay 20084 O Jan-1G4¢ A1

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

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

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

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

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

e The View Claim Journal button will allow you to generate the billings report.

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

The Rejection Journal appears like this: |9. CJ_DD_Sep2006_1.Ace |
[39. RE_DD_Jan2005_1 Ace |

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

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

Rercancile Manitaba health claim payments.

Usor Humbar

Wiaw Retums Fila
Process File
Total Humber of Claims L "
Total Humber of Rejections P :

Total Fee's Submined

Creation Date

Toral Paid To Clinic

Total Payments Applied

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

e Click View MH Rejection Journal to print the rejection journal.

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

Click Continue.

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

Three options are available to deal with the rejections:
1. Transfer to Patient
2. Transfer to Patient & Write Off
3. Rebill the Claim

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

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

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

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

Click Continue.

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

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

Service Service Amount  Amount Failed f
Claim Number Health Number Patient Name Fatient Mo, D ate Code Submitted Faid Fending
ululululululut=)ed 123456 WiLLlS, JEANH oo00eye  20-Feb-2002 2505 10.50 1050 Pending

ulnininlu]ulut=se] MO PAYMENT RECORDED : this claim was not found in PRPw.

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

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

00004200 KO PAYMENT RECORDED : this olaim was notfound in FiMPu,
| 00001200 Dispesal Codes: 03 -03

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

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

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

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

In Patient Information:
= onthe Personal tab

Patient Type MPI

Patient Category as appropriate
Default Code Adjustment
AR Type EHC

Send Statements To EHC

= onthe EHC tab:
input all information of the Insurer

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

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

| Patient Activity

Treating Doctor
[or. D.D. Palmer, OC |
Location

[ain Clinic

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

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

List of Finalized Forms

| Track | Fepor E 100 181 272006 181 272006

Eithes type in 4 forrn number, or click in the grd to setect one. [TIR

From MP1 i that the f = Jon th

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

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

Date | ‘Ref. Date |Doc |L0cahon‘C0de |Bi|l Caode ‘Type |Status |F’aid by ‘ | E\\ng‘ F’ahem| Payment| =
_|29/0772005 oD 118T  |B50B MPI Billed 18.56 0.00 0.00
_|01/08/2005 oD 15UB 8506 MPl | Billed 26.54 0.00 0.00
_|0505/2005 oo 15UB 8506 MPl | Billed 26.54 0.00 0.00
_|22/08/2005 oD 15UB 8508 MPI | Billed 26.54 0.00 0.00

15/12/2008 [8n] 1PIL P MPI | Billed 48.00 0.00 0.00
M oo 1T MPA  MPA MPI Billed 42.44 0.00 0.00

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

x

9 This Inwentory item has both a patient fee and an MPI fee.
\Q) ‘fou may charge this to either the patient or MPI, Do vwou wish ko charge MPI?

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

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

Patient Information 3 - Sue Smith

Personal | Comments | Pop Ups Manitoba | & Ta / Employer | Appointments | Accaunt / Acthity | EHC |
Manitaba Heatth MPI | weE |

Claim Humbe Accident Date Adjuster (Case Manag
234567090 04032005 =| |Gl Smith
Area X Rayed Dlagnesks
fxacd it
New Intial Chiropractic Report | Mew Track | Repan | Mew Track Il Report |
|rMm Type |rolm Ha. |I]ate Created II]ocInr [I]laﬁu'l'lnal |Commelm =
ﬂlnﬂial Repant 10102005 DCrraft {can edit) Mead exam findings, LY
| - | » | = | E6aComments | EditFomn | Views Print Form | Delets Traf Fomn |
I you wash to discuss thes paterd with an MPY Hialth Cane Seraces member, Plise phone S85.73%
~Search for a Patient by
Hext Emm vt | G | i Patienl | *| | Last ||;|n|||| Numbuer | Eirst ||:m||:| Dthar Confirns: I
[Press F2 o add pers actety
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The MPI screen contains some basic fields that will be ‘pulled’ into the reports you create. There are buttons

for the 3 types of reports available for MPI patients; New Initial Chiropractic Report, New Track | Report,
and New Track Il Report.

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

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

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

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

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

Creating a Form

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

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

Click New Initial Chiropractic Report.

il MPI Initial Chiropractic Report |

Part1 |part2| Pan3|
rPatient i
S Given Name Date of Birth Case Manager
[5mith [Sue 22/10/1955 =] [Bi Smith
Date of this Examination  Date of Collision Occupation
2709/2005 - 040972005 «| |Entertainer
and their iated Specific Di i
Symptom 1. |Haadache\ NPS 0 | =
clear
Diagnosis |
Symptom 2. [ NPS e
clear
Diagnosis |
Symptom 3. | NPS 10 i
clear
Diagnosis |
Symptom 4. I NPS 10 i o
clear
Diagnosis I
Symptem 5. | NPS 10 i
clear
Diagnosis I
|
Test Form Cancel | Saveas Diaftt | Save as Finalized (unalterable] |
ety

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

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

= Test Form when pressed will highlight required fields in yellow and marks a red ‘X’ on incomplete parts
of the form
= Cancel closes the form without saving and brings the user back to the MPI screen

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

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

MPI Initial Chiropractic Report x|

V Pant ¥ Panz | Pan3|
Physical Findings:

Here are 1he findings

Cumrent Heuralagie Examinatian:
™ Harmal ™ Sensory ™ Mator ™ Reflex
It abnomnal, st Cidaneaus Torrdory Muscos (Grade [ ) Livels (Grade [ 24)

deficas (nchuce sice) | [ [

In the 5 years prios (o the collision, did the patient:
™ 1. Take time off work > 4 bocause of & privious injuary or health peobileen?
™ 2. Use prescription or OTC medications on a regular basis?

™ 3. Experience any signficart health problems requiring angoing care?

I™ 4. Receive any chiro o physio Sessions? f yes, list date of last treatment v| chear|

™ 5. Expenence any problems with anxsely, depression or substance abuse?

Concel | Save s Trat | Save as Finalized' |

[1 ks e b b coerectnd

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

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

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

The comment will now be added to the form.
oot formation -Suesmth

Porsanal | Gommants | Pop Ups Mariteba | Bl To / Employar | Appointmests | Account 7 Acsiity | EHE |
Mantoba Heath WP1 |win |

Clabm Hunbes Accident Date Adjuster (Caze Manage
[FaasETE [paEizo0s =] [BuSen
Baea X-Rayed Diagnosis

[head hurts

Mew it Ghiegpeactic Repert | New Track | Repodt | New Track Il Repon |

[Form Type [Form Mo, [Date Cosated [Doctor [DvaftFimal  [Commems -
[¥{riaw inmist Raport  © 150172005 0o Dxat (can edt) Meed exam findings. L

" < | - Eit Form | View  Prist Ferm | Dalete Drat’ Furm |

¥ you wish 1o éiscuss this patient with an MP| Health Care Senices member, Please phone 965-7395

Search for a Fatlent by
tet | Browous | o] ool | MewPaiem | *| | Last rama| wumber | giret ams | guner | Contius |

oo 2 s ekl e ot ix prvss P11 1 s 1 ity

Editing a Form

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

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

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

':/" PMP can create an activity that will be included in your nesxt MPT billing.

~ Do you wish bo automatically create an activity For this report?

Yes Mo |

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

[P atient Information 3 - sue smith

F‘arsnna\l Cnmmams' Pop Upsl Manilnhal Bill Ta / Emp\nyerl Appointments Account / Activity |EHC |

Date | |Ref Date ‘Dnc ‘anaunn‘Cnda ‘B\H Code ‘Type ‘Status |F'a\d by ‘ ‘ B\ng‘ Patiant‘ F‘ayment‘;
_|29/07/2005 oo 118T BAOB MPI Pending 18.56
_|01/082005 [afs] 1SUB 8508 MPI  Pending 2554 0.0o 0.0o
_|D5mE2005 [aln} 15UB 8406 MPI Pending 26.54 0.00 0.00

Inln] 1 5 WP 1=l Pepding Jouat 000 000
% oD 1 MPA MPA  MPI Pending 42.44 0.00 0.00 I

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

Here is a completed form.

m INITIAL CHIROFRACTIC REFORT 0 0001co
FHTER Sjmma 1085003
Palen! Sumame: Glven Hame o Fae Care Manamers
Dake of Hs exaniralon: 40 Dak o' Colllslon: o 0
SUMPIONE: L3I primary complainis s Felr sumend s ks
. wez ¢ o wez  nio
2. L] [T
3 (1= (12
4 (1] WBS iD
FHYSCAL ANONGS:
CURFENT HEURDLOGHC EXAMNATION:
CHemal Qo Omekr O Retex
Cuamin Trulhay Mhnes Cule Lowcls vl 7z
1N THE & ELRS FRIOR T THE COLLIZION DD THE FATENT:
1e3 W
OO OO 1:Take Ime offwak = +wees be cautit oTaprevous Inuyer hedl b problem?
O [0 2.z pezenp lor of OTC medlzalan on S gua bats?
O [0 3-Emerkrce any slgnidcaniproblems requitig ongoling care?
O [0 +Recele ary chlioprac lc o physloberapy sess one T Wyes, 113 Idake oflar | eaimenl:
O O 5Ewerkree ang preblems v arsle b, depres shon of subsiaree abnre T
DFDS NS DAD 00 :Torcash conplan]
. 5
2 6
kA T
4 &
MAHASEMENT FLAN:
1. b Wi icalon Ral ek 1 ay e e dgdves CIMe
2. Us presciibed splinds @ olwer anls Rue devices:
3. De bl requirenents Tor e shove cedces:
4 Hat AR heenmads b aber el Bewe pocl bneElve: Cln Wes o
WORE STATUS:
. Gecupaton:
E ﬁ 1.k e palenl curenly alwork? Hno rdlcak bige e wm dake: oo
OO [0 =W are am b work adver: ely amiecl e rnakra W by of be cordl lon™
O [ 3 Poes be cordllon preciude kavel ko ard tom be workplace T
OO O 4. Doswr b corellon el noan nabll b perkmn requined lacks T
[ [0 5. boes e corvlion pose a sk [t Misk kol pakend of cowone 15 T
IDENTTY OF THE PRACTITON ER:
Camane: v . I Gluen Mane : MPEC Regls kred Accounl#: 4
Adddre:s (ummber, e, Al Wail g
i 1 Pron: e PoGonk A L Telziod o Fac:
Thoagh bz epo s essen e palenimus Meac amw b
WP betrs acampernsalon ¢ canbe cpered Tigrakee of Praciioer Ve T NABES
Il'her!g)’ ooz e releae of B epo RPN upo lor
= e Sigrakre of Palen of Guandlan Dae ORI DD
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Fee Schedule items, when set up correctly, will appear with MPI billings and show up accurately on MPI
invoices. When adding or setting up MPI billings in your fee schedule make sure to have the appropriate
code and fee filled in. For items that are required to be listed under the heading Description add them to
your Inventory in Fee Schedule. Note that Initial Visits and X-rays appear in Description when added to Fee
Classes.

123 4567 8 910 112 13 14 15 16 17 18 19 2 22 B[BAU[HABPDAN Mo. Services FEE
qo0o0ooonn ooooooooon ooooonooont D 0.00
Description Diate ktinmsppn
Pillowr 15/12/2006 43.00
Initial Chiropractic Eeport DO00101 15/12/2006 42 44

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

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

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

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

The next screen contains information and reports regarding your claims.

= The View Draft Report button will generate a draft report on your screen of all claims being
submitted with this billing.

= The View Draft Invoices button will generate the draft invoices that are to be submitted to MPI.
Click these buttons to produce the report for viewing or printing.

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

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

printed at a later time. The MPI Claim Journal is named MPI_CJ followed by the creation date. The Invoices
are named MPI_Inv followed by the creation date.
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Go to the Manitoba menu, Record Manual Payments. Click MPI, Choose a doctor and click Prepare the
Report for this Doctor.

card Maceasd MBI payreesits for Dr, 0.0, Palaer, L

WCMH,

Change in MPI 000 Finish

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

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

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

Click Close.

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

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

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

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

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

In Patient Information:
= onthe Personal tab

Patient Type WCB

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

Send Statements To Bill To

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

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

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

Patient Activity B s e

Treating Doctor
Dr. D.D. Palmer, DC -]
Location
|Main Clinic

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

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

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

x

b This Inwentory item has both a patient fee and an MPI fee.
\_t/ ‘fou may charge this to either the patient or MPI, Do vwou wish ko charge MPI?
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If you have a patient in your office where Worker's Compensation Board (WCB) will be the payor you will be
required to complete a ‘Chiropractor’s First Report’ and later a ‘Chiropractor’s Progress Report’. PMP
makes completing these reports quick and easy.

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

Patient Information 2 - Peter Smith

F‘Ersuma\l Cummemsl Pop Ups  Manitoba |Eli\| To/ Emp\uyerl Appointments | A:cuumIAclivityl EHC |
Manitoba Health | MPI WEB |

Claim Number Accident Date First Treatment Adjuster
32456734 04-Jul-2005 =| |06-Jul-2005 =| |Bill Smith
Area X-Rayed Diagnosis

" X-Ray Taken? I IAcute Cenical Strain

Employer (as used on the Invoice)
School Board Winnipeg

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

|Form Type |Date Created |Doc10r |DraﬂfFinaI |Commems =
ﬂlmlial Report 18/10/2005 Draft (can edit) MNeeds exam findings, LJ
| < | » | » | Edicomments | Edit Form | iew/ Print Form | Delets Draf' Form |

Search for a Patient b;
MNext Previous | ﬁavel Cancel | Mew Patient | L ’V\:aal namel Numherl FEirst namel Other | Continue
|

[press F2 to add an appointment,  or press F10 to process an activity

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

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

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

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

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

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

Creating a Form

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

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

x
{Par 1] pare2 | Pant3|
[ Worker
Last Name First Name Address
ISmllh IF‘eter |22 Any Drive
City Province Postal Code T Number
IWmmpEg |MB |m R 3W3 |(2n4) 5550699
Sex Height Weight Date of Birth Job Title
@ Male  Female 25/10/1962 -
~Employer Infe i
INamE Address
ICitv Province Postal Code
~Injury Detail:
Date of Accident  Back: Extremity Other
04/07 /2005 =| ¥ Cenical [~ Thoracic I” Lumbar Sacral I
Worker's iption of accident or injury
Test Form Cancel Save as Draft’ Save as Finalized® {unalterable)

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

completed to ‘finalize’ the form.

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

(unalterable).

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

of the form

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

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

time

= Save as Finalized (unalterable) saves the form in an unchangeable format. Use this button only when

you are sure all the information is complete and correct.

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

form. Click Test Form.

¥ Pat1 ¥ Pan2 |/ pans|

~Examination Findings & Diagi
Date of Examination Diagnosis

18/09/2006 ~| |Acute Cenical Strain
Subjective Complaints

Obijective Findings {include ROM. muscle testing_neurological status)

Tests performed fe.q. X-rav) Attach results Location Date J

Category of Injury (please check one) Rationale Supporting Category———————————————
¥ Spinal Symptomatic [~ Extremity Symptomatic ™ Multiple injuries to same site
™ Spinal Loss of Mobility ™ Extremity Loss of Mobility [~ Age over 55
™ Spinal Complicated ™ Extremity Complicated [~ Other I
i Treatment Plan
I~ Adjustrert/SMT  (Freq [ Auk durt|  swks [~ Active Rehab (Freq [ Awk; dur|  Awke

™ Adjunctive Therapy (Freq.l_fwk.; durl_fwks [~ Other! (Freq. I_fwk.; durl_t‘wks
Date of Next Visit

Form; Cancel Save as Draft’ Save as Finalized’ (unalterable)

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

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

Click Edit Comments.

x

Mew Comment

(1] 4 I Cancel

Type a comment. Click OK.

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

[»

The comment will now be added to the form.

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

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

Finalizing a Form

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

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

The comment will now be added to the form.

Form Type |Date Created |Doc10r |Draft-"FinaI Comments
Initial Report 15/11/2006 DD Final Faxed Oct 10/08. LJ

[
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Below is a completed form.

Flease FAX this form IMMEDIATELY CHIROPRACTOR'S
Winniprag; §54-43
wcﬂﬁ Toll frae. 1-677-672-4504) FIRST REPORT
Workers Compansorion 333 Broadyay Winnipeg REIC 405 TER
Eoord of Maniioba Telephone 954072 Tall free 1-800-362-3340
Wiorker Information
RATE 36T T N
Smith [ Mbiar %3y Drire
Pl P = T
nnipeg [ Etr B % o
N Helght ekt ECEANY Jcb THE
M lgT 2&2 2571071962 teacher
Ernployer Information
ETH) izt
Lumber e 123 Hord Luck Strest
Ty Frohice Pl oE
Wintuipez | ME P E
Imjury Details
E L= L= e O Eraemny; pgio
gk
0472005 Feentcal Cmoractc Cuamber socral
ST FY ) €T s 3 o [
Db foe o foot
Examination Findings & Diagnasiz
£ E
LT e Cerrical Srain.
SAectts Compant
s Dpre i mooc
Obfectie Fiidhgs Michce FOR, miick eiihg S eobgkals b
[iot Ptz g frograde
TerE perbmed 4 o S e Toeation | T
D S (T e B T T Pk CoTng A gary
. t Cnanpie raumes 1o rane nw
3 [ul ] oge conr 53
- u] ] Darer
Treatmert Plan
ERETE G 15 ) e oTHertulut
H= T 10w o E-uum. . 0 -0 |
| Bdiunctus Trerzpy 0 0 orer 3 0 0
‘Wark Capabilities
W | Wotker be o sablecl beyond the e Dlves  Diwe | hed canwotber etin b reguiardites?
oracokE ita a s \eThe e : [ ursmcun st wme orsxsninste.
b wolker capabk ofate nak ormedfedwod [ver [N
fhes, ontihe restrictions
Dviation of restrkction: 0 weeks
Chirgpractor_Information
W. B, oe Tem%&%gn | T e,
[ —— THICpreeTT SR iE 3
T Frosnce. Forlal Cole
Wintpez Taitoba BAE 1004
Fax This Form Winnipeg 954-4983
Toll Free: 1-877-872-2804

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

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

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

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

The next screen contains information and reports regarding your claims.

= The View Draft Report button will generate a draft report on your screen of all claims being
submitted with this billing.

= The View Draft Invoices button will generate draft invoices that are to be submitted to MPI.
Click these buttons to produce the report for viewing or printing.

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

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

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

ecord Manual WLU payments for Dr. 0.0, Palrer, DL

Patlents Acthviny

Search

[Humber [Surmame [First IEI - - RO
13-Jul-2005 SUD 0506 Pending 2530
15-Jul-2005 SUD 0506 Pending 2530
18-Jul-2005 SUB 8506 Pending )
[20-Jul-2005 sUB 8506 Pending ok} —I
25 Jul- A SUR HER Pending P
29-Jul- 2006 SUR AS0R Pending 2638
21-0¢1-2005 SUD 0506 Pending 2530
| LIJ

11 Orien Alana =] Coment Line

H.CH. D6Jul2005 |SUB BS06  Pending [

I Pay <> UnPay

S.LH. Cancal Accept Changes

I "Click & transaction to Pay or UnFay a 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 Manitoba menu, Record Manual Payments, WCB. Choose the
practitioner; click Prepare the report for this Doctor. Locate the patient by clicking Number, Surname, or First
and typing the search information into the Search field. Click the first visit you wish to write off under Activity.

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

Click Finish when all claims to be written off have been handled. Print the WCB Payment Journal.
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PMP Summary sheets are easy to read and include detailed information regarding the period you request.
Pressing F4 while on a particular Appointment Book will activate a Daily Summary Sheet for that
practitioner for the date on the appointment book. Summary sheets can also be accessed from the Report
Menu and offer choices of Daily, Weekly, Monthly, Quarterly, and Yearly. Reports can be produced for
individual practitioners, grouped by the entire clinic, or grouped by the practitioners listed on the
appointment book currently in use. Daily summary sheets can be sorted by patient name, patient number,
the order patients were posted in, or the activity code. Choose the order under Reports, Summary Sheet,
and Daily. Click Run the Report to make the selected option the default.

Reading the Daily Summary Sheet
The first part of the Daily Summary Sheet details individual patient information regarding all financial
transactions as well as next appointment information.

wyed, 15 Moy 2006 Daily Report - Dr. D.D. Palmer, DC Location - ALL  Page Mo, 1
Patient Mame Mumper DrRDr.T Loc. Code  Pd. by Paid  Patient tiH Other Mext Appointment Referred By
Smith, Sue 3 DD DD 1 MPA 0.00 (MPI) 4244 21-0ct-2005 3:30 AWM Confirmed  Paul Bunyan
Wildey, J. Bruce 80102 AE DD 1 ACU  CHEK 40.00 40.00
Smith, Barbara 131 DD DD 1 s5UB 0.00 (MPI) 2654 15-Now-2006 9:00 AW Confirmed
Hornby, Alexis Margery 25 DO DD 1 5UB  CASH 40.00 30.00 15-Now-2006 9:00 AM  Confirmed

Do DD 1 ICE 10.00 15-Nov-2006 2:00 AWM Confirmed
Brishin, Barry 141 DD DD 1 5UB 0.00 (WCB) 2538 22-Now-2006 9:00 AM Caonfirmed
Feid, Shara L 1363 DD DD 1 COM  DBT 55.00 55.00 22-Mow-2006 9:00 AWM Confirmed

Dr.R indicates the doctor of record for this patient.

Dr.T indicates the practitioner who treated the patient.

Loc. Indicates the office location. (Note this field may not be active)

Code is the Fee Schedule code given for this item

The columns Patient, MH, and WCB indicate the billing amount to that payor.

The last page of the daily summary sheet is the same as all of the other summary sheets including the
monthly, weekly, quarterly and yearly. For further details see below.

Reading the Last Page of PMP Summary Sheets

All PMP Summary Sheets offer the same information on the last page. The only difference is in the totals
due to the reporting period you choose. Understanding the details, totals, and how PMP gets those totals
will help you make decisions and complete statistical reports. Look at the last page of your summary sheet:
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Sat, 24 Mar 2007

Receipts

Patient Payments Received
American Express
Cash
Cheque
Dehit Card
Gift Certificate
Insurance Chegue
MasterCard
Wisa
Category 9
Category 10
Other

Total Patient Payments

M. Health Payments Posted
WCB Payments Posted
WP Payments Posted

Total Payments Received

() Doctor of Record

Or. D.D. Palmer, DG
Dr. Benjarmin Pierce, DT

Daily Report - Dr. D.D. Palmer, DC

0.00
0.00
0.00
0.00
0.00
0.00
30.00
10.00
0.00
0.00
0.00

40.00

0.00

0.00

0.00

0.00

40.00

70.00
119.26

Claims and Fees

Patient Fees
Inventory Fees
HEST.

PST

Total Inventory Fees
Discounts

Write Offs

MH Claims

WCE Claims

0.00
0.00
0.00

MPI Claims

@ Total Fees Charged

Rescheduled
Postponed
Mizsed
Cancelled

AR as of Thursday, 12-Apr2007
Patient
Bill To
EHC

20.00

07217

240.00

3rd Paty ————
MPI
WCE

Total AR

3605.22

933217

2178.00
MH 0.00

15115.39

170.00

0.00
0.00
0.00
0.00
19.26
0.00
0.00

189.26

SERE

Location - ALL

Patient Categories

Adult

Student

Child

No Charge
Senior
Compassionate 1
Compassionate 2
Compassionate 3
Family member
Unused

Unused

Unused

Unused

Unused

Unused

Unused

Unused

Unused

Total Patients Seen

Subsequent Visit Claims
New Patient Claims
Re-examination Claims
Total Visit Claims

Yeray Claims

Total Claims

STARTING CASH
PAYMENTS RECEIVED
BANK DEPOSIT
CASH IN+/OUT-
ENDING CASH

Page Mo. 2

SRR e e = E= R =R =R = = = = )

—o~ >

om

w

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.

@

will count as 1 Total Patients Seen and 12 Subsequent Visits.

@

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

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.

©)

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.

First Visit Date.
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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

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
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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.

(6) 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.

O 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.

Choose to add a comment by typing directly into the Comments to print on statements field or select one
by double clicking onto the appropriate comment under Select a Comment. The comments are created
under the Setup menu, Statement Comments.
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[recpore stotement for adieme et
Sort by

= Surname

Fu
F Update Last Statement Date © Number He
Provincial Licencs #
Inchude acti OMLY from these Doctors Erompt Payment
C Salact Dactors

Interest

~ Mo Interest Charges

 Charge Interest (%]

Letter Head

= Use Blank Paper jemerhead—DD Rif Choose

" Use LetterHead

™ Show CHIP expiration on Statement
Comments to print on statements

=
To put comments on the Statements, you May Use a combination of typing into thi "Comments to print on statements’, or double
chick on an iberm in e arid "Select a Comment”.

Report Destination
 [Screen  Printer © Export to RTF © Save to Fils Run the Report

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.

[ vt miting| paticw|
16,00 0oa 160

e [ [ is.00] o.o0] is.00

Payment Amount

Pay this Amount
 Amount 0.00 §16.00
! - Payment Type
 Teday's Fees 16.00 Chagua -

 Account Balance 16.00

© Relsted Balanca 0.00 Print Baceipt r

T Bresel Payrmin o.00 Print ment [

© Dr, No, 1 “a.00 Last Statement Date
Bost

The default start date will be next day after the last statement end date. If there is no previous statement date
the start date will default to the date set up in Clinic Defaults. The end date will default to today’s date. These
dates can be edited by clicking the down arrow and choosing another date on the calendar. Change the
month and/or year by clicking onto the month or year on at the top of the calendar and choosing another
date from the list. You can also type the dates into the Date From and Date To fields as dd/mm/yy. The
statement date field in Patient Information on the Account/Activity tab will be updated after Posting.

Select a Range of Dates

Date From Date To
[15/04,2005 j I22f1 1/2008 j Print the Statement I

| The Default LetterHead will be used.

76



PATIENT MANAGEMENT PROGRAM

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.

Er 0.0 Palar, OC B

ocation

Main Clinic

|Code  [Description | Towl|  Eitling| Patlent
M5UB Subsequont Visit 1600 0 160

Default Code

Dielete Fow | & (F11) I 1£.00 0.00 | 1£.00

Paymeed Amourt Pay this Amount

© Amaunt 0.00 r’m

© Hone e Paymen Type

 Toduy's Fees 16.00 feasn =]

 Account Qalance 16.00

= Rejated Balance 41,00 Print e ceipt r

© Presot Payment 0.00 Frim Statement &

© Or. No. 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

Patient List Selected Patients
Search Number [Name -

1623 Abrahaen Jon
1356 Abrabaen Sephes Anng
67 Abrey Ashow
431 Abrey Disle
1545 Mbrey Zam
1387 Abrey Sougles Joseph
1 Ahray Stacey =
102 Adarrs Margarst il the List using Patient Quary ]
1HT Adams Mary
1444 AdrignoloCloss Todd =l Déleted Sebected e the Lia |
Add Selactad 10 Salctad Patisnts” | Dalate the sntira List |

Silact patiants by using the Search box and prassing Enger, o wss the Lip and Down amow keys
ared proas Enter o Doutle Chck on a patied, The Palienls are serded in the arder shewn by Lhe
Eestkground in the Title Bse. Click on another column b 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.

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
’VF‘ All Day < Partial Day ’Vf-‘ Print ¢ Don't Print ’75‘ Print < Don't Print

"Repor‘t Destination———— "Colour Options Page Format

~ Screen  Printer & Colour  Black & White  Portrait (Normal) ¢ Landscape

‘ Print the Appointment Book |

A
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Choose the date and times. Clicking Partial Day will allow you the option to input a time range. Appointment
Type Colours will include the appointment colours associated with each appointment. Choose Colour Options

if you have a colour printer. Click Print the Appointment Book.

Wed, 4 Nov 2009 Daniel David Palmer, DC #4444 Page 1
[ Exam 1
8: 00am | Eva MacKlin Edna MacLean Amy Love Wayne Johnston
8:10 Brenda Lloyd Mary Lou Robinson Katerina Kelly
8:20
8:30
8:40 lﬁrent Ysinga Ryan Boland
8:50
9:00am
9:10 [Judith Lynnd
9:20
9:30 Susanne Sedgwick
9:40 Eric Clement Alfred Austin
9:50 Logan Ebsen | Paul Holmes Maxwell Wilson
10:00am Floyd March
10:10
10:20
10:30 | John Ralph
10:40
10:50
11:00am [&
0 Note: This report will print with invalid appointments ‘hidden’ if you have selected this option in Doctor

Defaults or if you have named columns.

The reminder list provides a list of appointments that may require reminders or other types of calls. This report is
a good tool for reminding patients of future appointments. Choose the Report menu, Reminder / Recalls,
Reminder List. The date defaults to today, edit it to reflect tomorrow or the next business day. Click the radio
button next to Unconfirmed Appointments. Click Run the Report.

remndertist
SOQL Version

Choose a Doctor

Crani Palmer, O
Select a Date
20/11/2009 =

I Exclude ‘Do NOT contact’

Select a Group of Appeintment Status's

& All Appointments Sat, February 04, 206 Reminder List Page Nanber 1
_ Dr. D.0O. Palmer, DC
 Unconfirmed Appointments
Mo OHP

© Uncenfirmed and Confirmed Appaintmeants —Tume Zistue Commeny Hamg bumber Home Phone  Dusiness Ext ‘isis _ Let Flags
915AM Uncanfimed Talhet, Mildred Erma 1168 7 2 1s0m

 Missed, F’Oslponed and Resch. and Cancelled 4 m I‘TAM Uneonfiemssd All‘lnﬂ]ﬂ._l-lmnl T X snm
T30 AM Unconfimed Sage, Bretl Scolt 130 15000

Report Destination 1145 AM Uncanfimaed Chainiere, Alpxseder 7 i @ 15000
1730 PM Unconlfiemssd aga, Alan B [EE 2Ry 2 1s0m

~ Screen 300PM Unconfimed Kubsy, Alin & E05) 8971210 & 1T

~ Printer Run the Re| 3307 Uncanfimed Aingworth, i e {415) 8350975 0 1s0m
AFPM Unconfmed Greaves, Almxander 3 4 I 1SW REL
SHPM Unconfimed Bilear, Alerandre 2 % 15000 3

Tatal Numbar of Appolntments : 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.
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Recall Lists
PMP offers Past Due and Long Term Recall Lists.

= The Past Due Recall List is a record of all incomplete appointments such as missed and postponed
appointments.

= The Long Term Recall List is a record of patients that have no future appointments scheduled. Cancelled
appointments go to the Long Term 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. D.D. Palmer, DC

I:;;‘nmrmenl ‘gl?a:[u? Active[Name ‘Phone ‘Work ‘E xt lLas‘ Visit =l
16-Oct-2006 9:45 AM | Missed ™ Pedlar, Sandi (2D4) 783-6368  (204) 789-0406 24-Jan-2003
16-Oct-2006 11:00 AM Missed ™ Abrey, Sam (204) 7309727 (204) 222-3434
16-Oct-2006 11:30 AM Postponed T Tapscott, Simon Ali (204) 633-5128 (204) 928-1212.227 | 30-Jan-1999
16-Oct-2006 200 PM  Postponed ™ Charming, Prince (204) 484-8349  (204) 229-0060 20-Oct-2002
Filter the List
© Show All Patients © [Only Active Patients " Only Inactive Patients E——

Select a Patient by Double clicking on the appropriate Row

Double click the patient’'s name; you will be taken into the patient’s appointment file.
= Add a new appointment by clicking Add an Appointment.
= Move a patient to the Long Term Recall List by clicking Clear Date

Click Continue. You will be taken back to the Past Due Recall List. The patient whose appointment was
booked or moved is no longer on the Past Due Recall list.

To print a paper version of the Past Due Recall list click the Report menu, Reminders /Recalls, Past Due
Recall List. Select the correct practitioner and click Print Past Due Recall List for this Doctor. Click Run
the Report.

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.

Date To Report Options————————
|15,rugfzuug j I‘]E”DQDDB j % Show Active And Inactive
 Show Active Only
[~ Exclude 'Do NOT contact " Show Inactive Only
Report Destinati
’75 Screen  Printer ‘ Run the Report |
|
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Accounts Receivable reports can be produced for

= Patients

= BillTo

= EHC

= WCB

= MPI

= MH

v/ Hint:  To have patients appear on the correct Accounts Receivable Report enter the correct

AR Type in Patient Information, Personal Tab. If this field is not entered correctly the
patient may appear on an incorrect Accounts Receivable report.

To print Accounts Receivable for Patients click the Reports menu, Accounts Receivable, Patient. Select
the appropriate practitioner, Prepare Accounts Receivable for this Doctor.

Click the down arrow under Period Ending and click onto the back or forward arrow once for every month
you wish to move back or forward. You can also click onto the month or year to produce a list of months or
years. Click onto the day on the calendar. Choose where to send the report by clicking the radio button
under Report Destination. Click Run the Report

Wed, 18 Oct 2006 Patient Accounts Receivable - Dr. D.D. Palmer, DC PageNo. 8
Period Ending : 18-0c1-2006
Last Last Last MNexd
Patient Mame Home Phone  Business Phong Ex Payment Statement Visit Visit

1595 Varcoe, Elisabeth 512-6181 26-Apr-2000 28-Apr-2000  31-Oct-2003
Aged 000 0.0 o.on 175.00 175.01

1539 Wade, lan 882-4962 3751236 27-Jan-2000
Aged 0.00 0.0 0.0n 17.00 17.01

159  Weltwood, Betty Anng 638-8553 08-Mar-2000 24-Feb-2004
Aged 0.00 0.00 0.00 80.00 80,01

168 Wesl, Blake Joseph 485-7524 865-0191 323 09-Apr-2000  14-Apr-2000
Aged 0.00 0.00 0.00 51.11 511
1530 Winkworth, Paulette 636-9443 22-Jan-2000 24-Feb-2004  09-Sep-2001
Aged 0.00 0.0 000 14510 14511
34 Wright, Alida 7424274 19-0ct-2005  02-May-2000 19-Apr-2006  03-Sep-2001
Aged 0.00 0.0 000 3000 3001

| 194 vsinga, Brent 241-7152 06-Nov-1999  14-Apr-2000
Aged o.on .00 0.on 54.00 54.01
-1610.63 115.00 21000 507731 37916
Aged: 0-30 days  31-60 days 61-90 days 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.
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Jib Patient Query for the Office

~Click on any Checkbox to include that Criteria in the Report
List of Doctors (Drs. of R ) Select Doctors| ™ "Da not Contact” is checkmarked
- I ™ "Do not Contact” is NOT checkmarked

List of Treating Doctors Select Dactors | City (partial)
5
I ™ Patient Type  |Cash hd

™| Activity [ I Referral Method | M/

| Activity Date »= |16/12/2009 :I' I Referrad By [
= Activity Dateie= [16/12/2009 “I r Balance Dug >=
I~ Patient No. >= ™ Balance Due <=

[ Patient Mo. <=

™ Preferred Location[Main Clinic -

I~ Only Males

[~ Only Females

™ Age »= l_

I~ Age <= l_

I~ Birthday, month »= W
I~ Birthday, month <= IWI
I~ Patient Category m

[~ Patient is on AR

[~ Patient is NOT on AR

I~ Statements go to

I~ Statements do NOT go to
I~ Flag

[Please Setup Flags! -
Remove all Checkmarks

Lel Ll

~Report Destination

% Screen ¢ Printer © Exportto RTF ¢ Save to File

S|

Sorted By —————
« Patient No.

 Surname
© Birthday
" Postal Code

Cancel
Customize...
Run it MY way!

The criteria fields you select will determine which patients are included on the report; for example your new
patients, birthday patients etc. Once you have selected the criteria for your query click Customize. Now you
are able to select what information about these patients to include on the report by check marking the boxes
in the right hand column. These items will appear in the middle column entitled MY Fields (Ordered).

Change the order of the fields by clicking the red arrows to the right of the items.

Once all items are selected and ordered you can choose to save this query for future use. For example, if
you do a monthly New Patient report with referrals you can set the fields up once, save them, then retrieve
them whenever necessary. Click Save Field List. Type the name of the file in the box to the right of File
Name, click Save. Your file is now saved in the Report Directory. You may retrieve it for future query

customization by clicking the Load File List button.

Click Run the Report MY way.

Wednesday, 18 October 2006

Patient Query for all the Doctors

Joe Abraham

Criteria: Firstisit == 01-5ep-2006, First Visit <= 30-3ep-2006

Firstwisit — Next visit
Mame Phone Referred By Date Date
Ron Walker 878-5214 Yellow Pages Ad 01/0%9/2006
Ran Woods 555-8989 Staff Referral 01/09/2006

222-1111 Sophie Anne Abrahan 06/09/2006

Total Number of Patients in Query 3

Balance Due = 0.00
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You may print Mailing Labels from within the PMP. Click the Report menu, Mailing Labels. Choose Select
Patients Individually. Choose a practitioner and click Run the Report for this Doctor.

There are two ways to select patients individually:
1. Number, Surname, or First
2. Fill the List Using Patient Query

a. Number, Surname, or First

Click the button of choice for how to search for your patients. The selection will turn yellow. Click into the
Search field. Start typing the first few letters or numbers. Double click or press Enter on the appropriate
patients. Selected patients will appear on the right.

b. Fill the List Using Patient Query

The query area can now be utilized to pull patients that meet the criteria you select for labels. Once 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.

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.

Fee Histary Report

Date From Date To Fee to Analyze Description
b1/10/2003] |15/1MDDE =] |OFA ~| [orthatic Foot Appliance

"Repnnf‘ inati

@ Screen " Printer " Exportto RTF ¢ Save to File | Run the Report

Click the down arrow to the right of each field; select the dates and fee schedule item. Click Run the Report.

From: 01-Oct-2005 Dr. D.D. Palmer. DC: Fee History
To:  18-Ocl-2008 "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
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The PMP will generate a report based on the referral source of your patients. The report shows the revenue
generated from the referral source and it is subtotalled by patient. Click the Report menu, Patient Referral
Activity. Choose a practitioner; click Prepare the Report for this Doctor.

Select the appropriate fields by clicking the down arrow to the right, then click Run the Report.

Fage Mo, 1

Period From: 24-Sep-2Z006
Ta:  24-Now-2006

Or. D.0. Palmer, OC
Referral Activity for - Or. Jeffery Jones

WCE
Frit Rec'd
Q.00
0.00

Fat. Ho.  MName
24 Alida'Wiright

Service Date Code
21-Now-2006 A

159 Bethy Anne Wellwood 21-How-2005 A 0.00

0.00

742 Erin Abraham
1124 Many Brown

21-Now-2006 A
22-Now-2006 A

0.00
0.00
0.00

Totals 0.00

All reports that can be bought to the screen in PMP can be exported to other programs. This includes exporting
to Adobe, Excel, Word Processors, and also formats of HTML and JPEG, to 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.

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 &~ Sawve to File

A Save As window will appear asking you for a name and location for the document. Type a name for the report.
Click Save, click Run the Report.

savens 2]
Save in: I ) Repart j b= i
A]RE_t_Octz00z_2.Ace |#]RE_DD_Febzi04_1.Ace ] stat
[#]RE_1_0ctz002_3.Ace |#]RE_DD_tanz005_1.4ce ) stmt
[%]RE_1_0ct?004_1.Ace |#]RB_DD_Tunz004_1.Ace ] wED:
[]RE_1_Octz004_2.Ace |#]RE_DD_May2004_1.Ace |#]weD:
%] RE_1_Sepz004_1.4ce |#]=5.ace |#]weD:
%] RE_BP_1uri2004_1,ce ] Stat_1.Acs ] wED:
Kl ] G
File name: IJ oes Statement Save I
Save as ype: |Ace 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.
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Export the Report

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

Report.

CJ DD _Sep2NNR = Ars
CJ_DD_Sep: Delete the Report
I Print the Report
Export the Report

Joes Statem
ME_1 Jan20
ME_T_Mov2le
ME 1 Mow2003 2 Ace

Learn about Export

Choose a location for the file in the Save in: field and type a name in the File name: field. Choose the format by

clicking the down arrow beside Save as type:. Click Save.

Gave as {Click "save as type' to change Export 2x|
Save in: I [E} Deskiop j &

|.|:'|My Documents I Items

j My Cormputer ;;;jPMP Programs
WMy Metwork Places 85 Study 8.CMCC
éBackups Itest
IC=)EDT Marual [C3)WsIB EDI
_JFixes P tugust 15

File: narne: IJ oe's Statement Save

TR | dobie POF Files [ pof] Cancel |

P

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 (*.omp)
= JPEG File (*.jpg)
= Enhanced Metafiles (*.emf)
=  Windows Metafiles (*.wmf)
These are all picture type formats.
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Follow these instructions to create a distribution list pulled from PMP for use with your messaging program.
Go to the Utilities menu, Patient Export. Click Choose Criteria Using Query.

Checkmark Has Email at the bottom on the right (you will have to scroll to locate this option). Click
Accept.

Choose Select Fields. Checkmark Email address, uncheck Patient Number. Click Accept.

Choose Export to Comma Delimited. Choose a location for the file in the Save in: field and type a name in the
File name: field. Click Save.

On your desktop click Start, Programs, Accessories, Notepad. Click File, Open. Locate the file and click
Open.

Go to the Edit menu and choose Replace. Insert" (quotation mark) into the field Find what and leave the
Replace with field blank. This will delete all the quotation marks.

Click the Edit menu and choose Select All. Click the File menu then Copy.

Now you can Paste the email addresses into a group (distribution) email. We are not able to detail these
instructions as there are many messaging programs but using Contacts or Addresses should help.

Click File, WordProcessor. Select a Letterhead to use by clicking Open, Template, the appropriate letterhead.
When the letterhead is open click File, Save As, and type the name of the merge letter. Click Save.

Change the justification using the Left justification icon.

Move your cursor to the desired location on your letter. Click Merge, Patient Merge Fields, OK.

File Edit WYiew Insert Faormat Tools Merge
[ Arel Uricode M5 ST Zm-E:n B 7 U N [= = | This is where the merge
DeEHEESE  ERYSGTFEEHS & H| === fields are located.

Click appropriate fields under the down arrow such as Fl, Add, City, etc. Remember to leave spaces between
fields.

v Hint: A list of merge codes is detailed on the following pages.

Continue preparing your letter, adding appropriate merge fields. To delete fields highlight the merge code and
press the Backspace or Delete key on the keyboard. Save the completed letter.

When you are ready to merge click Merge, Merge Patients Individually or Merge By Patient Query.
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Select a list of Patients for ALL Doctors

[ Patient List Selected Patients
Search Number  |[Name =
Number [Sumame
1623 Abrahamn Joe
1386 | Abrahamn Sophie Anne
67 Abrey Andrew
431 Abrey Dale
1546 Abrey Sam
1387 Abrey Souglas Joseph _
1389 | Abrey Stacey =
1102 Adams Margaret Fill the List using Patient Query |
1397 Adams Iary
1444 Adrgnols-Closs Todd =l Deleted Selected from the List |
Add Selected to ‘Selected Patients' | Delete the entire List |

Select patients by using the Search hox 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 arder shown by the
background in the Title Bar. Click on another calumn ta change the sort order. Eomirs

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.

int-Preview

Palmer Wellness Centre

Dr. D. D. Palmer Reg #4444
123 Walnut Blvd. Winnipeg, Manitoba R2L 212
204 205211 fax: 2046295214
enail: betterhealth &pakoo ca

Tune 16, 2008

Alan Besenyei

1 5pirea Comt

Downsview, ON, MFH 4H1

Dear Alan.

We would like to take this opportunity fo weltome 30U ss a patient and fo thenk you fox
choosing our clinie. Risourgoal o assist youwith allof yourspinal health needs, We wish to

make all your visits informative and and reward ing

Tlesse take the time 0 zead this informative literature, including information on Dr. Palmey, our
office policies and the servicss we prrile

We enourage you bo make alist of ayquestions yumayhave, Youwil find we are
dedirated to excellence in patient ¢ are -—

Looking forwand tn partivipating in your health eare reeds

Sinverely,
Dr. DD Fabner ard staff

‘| | L4
% | Ml 1Ml

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 Appointments = Collection letters
= Spinal Checks for Children = Treatment Plans
= Upcoming Information Sessions = Christmas letter

= Congratulation letters =  Orthotic letter

= Welcome letters = Insurance letters
= Notice of new promotions = Lawyer letters

=  Spinal Care Class Reminders = Discharge
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Action

Accident Date from WCB
Patient Active Check marked
Address

Total Balance

Date Of Birth

Bill To: Claim #

Bill To: Code #

Bill To: Contact From Patient
Bill To: File #

Bill To: Phone From Pat. Info
Bill To: Policy #

Health Card Expires on
Health Card Number

City

WCB Claim #

Country

Diagnostic Code

Diagnostic Details

Doctor of Record

EHC Code

EHC Contact

EHC Max $

EHC Phone Extension

EHC File #

EHC First Day Coverage
EHC Fiscal Year

EHC # of visits to date

EHC max # of visits payable
EHC Phone

EHC Policy #

EHC Amount Remaining
EHC Yearly Start Date

EHC Max $ Per Visit
Patient Email

Patient First Name

Patient First and Last Names
Patient Flags

First Visit Date

Patient Middle Name

Last name followed by First
Last Payment Amount

PATIENT MANAGEMENT PROGRAM

Merge Code
%[acc_date]
%[Active]

%[Add]

%][Bal_due]
%][Birth]
%[BT_ClaimNo]
%[BT_Code]
%[BT_Contact]
%[BT _FileNo]
%[BT_Phone]
%[BT_PolicyNo]
%[Card_date]
%[Card_no]
%][City]
%[Claim_No]
%[Country]
%[Diag_code]
%][Diag_rem]
%[Doctor]
%[EHC1_Code]
%[EHC1_Contact]
%EHC1_DolMax]
%EHC1_Ext]
%[EHC1_FileNo]
%[EHC1_First Day]
%EHC1_FiscalDate]
%EHC1_NoVisits]
%EHC1_NoVisitsMax]
%[EHC1_Phone]
%[EHC1_PolicyNo]
%[EHC1_Remaining]
%[EHC1_StartDate]
%[EHCL1_Visit]
%[Email}

%[First]

%I[FI]

%][Flag]

%[Fv_date]

%[Init]

%l[Lf]

%[Lp_amt]
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Action

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

Merge Code
%[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]
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Information

The PMP offers a security feature that allows or restricts access to menu items. PMP records edits,
deletions, and balance changes that occur within the patient file. The security area records the user who
performed the change.

The security feature is located under the File menu, Security. It contains Login, Profiles, Users, and
Change Passwords.

A profile named ‘Rick’ was included with your initial PMP. This profile allows access to all PMP features.
You can continue to use this profile to signify ‘full access’ or delete it once a replacement has been made.

0 Note: You must do a PMP backup before continuing with this process.

Profile

The profile is how you permit or restrict access to menu items in the program. Create profiles for all PMP
users to limit their access to certain PMP menu items.

=181x]
=] &8 ue |

“J:I'( Secuiy jl pekte | @] X

~ Login

o Profiles

~ Users

-~ Change Password New Secuity Profle
 WordProcessar

.{ -
- Bt Fi

~f Patient Secuity Level
~ View Past Due Recal List & Allowed
-~ Recard Activity and Payment
" Edit Patiert Information @ Ay
~ dd New Patient £ NotAlloved

-~ Delete & Patient

~f Frint Patient Appointment List N(‘U‘A“UWW Menu
~~f Piint Patiert Appaintment Calendar O VDB
~f Prirt Patient Rreceipt by Date " Nat Visible

~f Edit Duty Doctor

-~ Resst Duty Doctar

~ Peports

- Reminder/Recals
~f” Reminder List

Secuily Profile

~ Appointment Sheet

" Appointment Book. -
4] B

Click the Expand Treeview

==

icon to show the detailed PMP menus.

To create a new profile simply click on a menu item that you wish to control access to and choose Not
Allowed on the right. Continue to control access for other items using the same procedure. Once you
have completed selecting menu items for this profile type a name into the New Security Profile field. The
name should be logical based on the level of security and not the user name, i.e., Part time staff or Office
manager.

|| Click the Save Security Profile icon.

zl

& A change in vour security setkings has occurred.
\11) ‘You 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.

o

] | - | » | > |Add|De\ete| EdltlSa\re ICanceIl o |

Browse | Form |

[nit_[First Last [Profile [PrimaryDoctor =
P Lir Fridham Fick

Qe e Jshebl _____JAck | |

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.

|« | e | | s |oelete] Edit | Saee [cancel| e |
Browse Fom |
Initials

Fsthare [
testhame [
Pofie [ 5|

User allowed access to these Doctars:

=Dr. 2
DD =Dr. D.D. Palmer, DC
LH = Laurel Hardy, MT

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

The login screen allows you to switch users. The shortcut function key F8 will open the login screen from
the main appointment book.
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it PMPW Login Form x|

Lagit 1d I

Password I

0K 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.

it PMPW Login Form x|

Logir 1d ILJ

Pazzward I

Confirn Pazzward I

ak. I Cahizel |

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.

O Note: Passwords are case sensitive.

One of the functions that PMP contains is the ability to restrict edits and deletions from happening in the
patient account activity screen. The restrictions are limited by date. When activated, users will not be able
to edit or delete transactions in patient files if the transaction date of the activity is before the date
specified in ‘Edit Date’.

The Edit Date aids in more accurate bookkeeping procedures and stops changes from happening within
previous months without approval. Security should be setup to disable access to this area.

To setup the Edit Date go to the Utilities menu, Edit Date. Select the appropriate date on the calendar.
Click Accept Changes.
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The Account Edit Journal records any edits, deletions and balance changes that are made in the patient
Account Activity screen. It offers the choice of viewing the report by Service Date or Edit Date.

e Service Date will show the edits and deletions by the date of service.
e Edit Date shows the edits and deletions by the date the service was edited.

Balance changes are added to the list treating the editing date as the service date.
Click the Reports menu, Account Edit Journal, by Patient, by Login ID, or by Date.

e by Patient will produce the account edits and deletions for a specific patient
by Login ID will produce the account edits and deletions created by a specific user
e by Date will produce the account edits and deletions done during a specified date range

O Note: All users should be setup with individual logins in order for the Account Edit
Journal to accurately reflect the user who performed the action.

This account edit journal was produced by Date, Editing Date.

Thu, 07-Dec-2006 Account Edit Journal - by Date Page 91
Service Dates from : 01-Apr-2000 to 07-Dec-2006
Pat. No. Doctor Date Code Billing Code Bill Type Paid By Status Billing Patient Payment
B SRR 2006 02 3T PR SR REEDR R Patient paid after posting. LJ
Before 742 DD 19-Apr-2006 A Cash Paid 0.00 30.00 0.00
After 742 DD 19-Apr-2006 A Cash [WISA Paid 0.00 30.00 30.00
18- He - 2006 02 39 P Lser 1 Rerhrd Dietete ik Posted to dad instead of son. LJ
431 DD 18-5ep-2006 A Cash CASH Paid 0.00 30.00 30.00
IBERINNE D2 A2 B Ushr it Recorabdi i Patient no longer WSIB. L)
Before 1621 DD 18-5ep-2006 A Y101 WWSIB Pending 19.26 0.00 0.00
After 1621 DD 16-5ep-2006 A [ Paid ][ 000) [ 3000) 0.00
HE-SeR: 2006 DT PN e BalAnce Bdit Balance change as per Dr. DD's. direction. LJ
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.

Befare 712 DD T9-Apr200E A Cash Paid 0.0 0.0 0o
Adter 742 DD 19-Apr2006 A Cash Paid 0.00 30.00 F0.00

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

|431 oo 18-Sep-2006 A Cash CASH Paid 0.00 30.00 30.00

A Balance Edit details any balance changes.

1621 DD The Balance Due is now $0.00. Dr. "DD"s balance changed 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 | Restore |

Backup using ..
’7(-‘ Drive A: ¢ Other | _I

You 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 entite database not including the Report,
Letter and Submit directories

Always check that the Drive light is eut hefore removing diskette.

Start Daily Backup

Click either Daily Backup or Monthly Backup. Daily Backup contains your patient data and generated
report data.

Monthly Backup contains your patient data, generated report data, and the Report and Letter directories.

PMP allows backups to be created to any specified media. Click the radio button beside Drive A: to send
the backup to floppy diskette. Click the radio button beside Other to select another media.
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Select & Directory in which to backup PMPw

-_J My Computer -

}} 314 Floppy (A:)

e LOCAL DISK (C:)

iy CD Drive (D)

S8 laurend on ‘ocasrvr (G

=2 company on ‘ocasrvr' (H:) | ILI
3

Folder: ICD Drive (D:)

Make Mew Folder | Ok I Cancel I

F _| Click the button with the 3 dots to choose the drive.

4

Locate the drive for the media of choice. Click OK. Click Start Daily or Monthly Backup. PMP creates
two backups; the first backup goes to the hard drive of your computer and the second goes to the

specified drive.
Monthly backups should be created:
= on a monthly basis

= when making a last backup before moving PMP to a new / different computer

= before deleting patient data or reports.

= before installing updates or adding practitioners to PMP.

After 6 backups have been performed you will see the message "You have performed 6 backups without
doing a test restore’. If you choose not to perform the test restore at this time the message will appear
upon completion of each subsequent backup until the test restore is performed.

™ PMPw 501 Backup v 2.0.0.0

Daily Ba[:kupl Monthly Backup ~ Restore |

x|

[ Restore From
1 c:\PMPw\data'Backup'BD070619.zip  (0.5MB)
2 c:\PMPw\data'Backup'BDO70618.zip (7.2 ME)
Daily backups
" 3 not available
" 4 not available

5 c:\PMPw\data'Backup'BM070619.zip (0.5 M8)

" 6 not available

7. From Floppy Drive A: (insert last disk first)

Monthly backups

Restore To-
« Live Database " Test Only | Start Restore

| Restore: C:\bocuments and Settingsijames|Desktop|Backups\BDO70524,20p ko the Live Database.

To perform the test restore leave the media that you just used for the backup in the drive, click the
Restore tab, # 7 or # 8. Click Test Only and click Start Restore.

Please Confirm

x|

\g) Do wou wish ko Restore using the file "c:\PMPwidata\Backup\PDOS1012. zip" 7

es Mo |
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You are asked if you wish to restore using the file BD091118.zip or BM091118.zip.

The file name is created as follows: BD stands for Backup Daily, BM stands for Backup Monthly. 091118
stands for year 2009, month 11, day 18. Make sure this is the correct date when doing a test restore.

The test restore does a file comparison to make sure the data is good and that it will restore if required.
When the test restore is complete a pop-up window will appear entitled Finished.

Click Yes to erase the test data.

There are times when you have to restore a backup. This could be due to a power failure, power surge,
the computer may have been turned off incorrectly or the computer froze.

Double click the PMP Daily Backup icon on the desktop. Click the Restore tab, click on the backup that
you wish to restore from the list on the left.

Choosing to restore a backup from the # 8 Other option will require you to locate the backup. Choose the
directory where your backup was stored by double clicking on it. Locate and double click the backup that
you want to restore.

Click Live Database, Start Restore. You will be asked to confirm the date of the backup. Click OK.

PMP has a desktop icon named PMPs Utilities. The area is for use if you have internet capabilities at your
PMP location.

-5PMP for Windows Utilities  v1.0.4.0 x|

Upioad BAWE 561 Database | Note

Download PMP SAL Database | In order to use either the Upload or Download

commands, you must first be connected to the
intarnet, or your cormputer must automatically
connect. You may also need to temporarily
disable firewalls, virus scanners, etc

Download Program Update |

Upload PMP SOL Database
Compresses the SOL database and sends it to the association via the internet
using FTP. Make sure you are NOT using PMP on any workstation.

= Upload PMP SQL Database is an option whereby you can send your program to an FTP site where
our programmer can access it for repair. This feature can only be used when PMP support staff has
arranged it. Please contact support before attempting to use this feature as you will not have access
to your data once it has been sent. Note: Restoring your last backup would allow you back into PMP.

= Download PMP SQL Database is how you retrieve your data once it has been repaired.

= Download Program Update. On occasion updates are available for download. You will be notified
when they are posted by whichever method you have chosen for OCA communication.
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Computer Maintenance

Error Checking is a program in your Windows Operating System that will check the files on the hard drive
to make sure there are no problems. If problems are found it will attempt to fix them.

To prevent problems from occurring in your computer, you should run Error Checking on a weekly basis
or when you have had to shut down the computer in an improper manner.

LOCAL DISK {C:) Properties 21x

General Took | Hardware | Sharina| Secury | Gucta |

(- Enor-checking

This option will check the volume for
ermors.

Check Novt...

D

ﬁ\ This option will defragment fles on the volume.
=

Dehagment Now.

~Backup

A Tris opton willback up fles on te volue
=

Backup Now.

i3 Cancel Al

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:) il

O The disk check could not be performed because the disk check utility needs exclusive access ta some Windows Files on
\\J) the disk. These files can be accessed only by restarting Windows, Do you want o schedule this disk check to occur
the next kime you restark 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 sentto 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 Fage No. &
Period Ending : 15-Sep-2005
Last Last Last Nest
Fatient Name Home Phone  Business Phone Ext.  Payment Statement  Wisit isit

772 Vansteiin, Gary Neil (418) 449-6203 14-52p2005  19-Sep2005
Aged 000 000 0.00 20,00 30.00
1895 Warcoe, Elisabeth (@15) 512-6181 26-Apr2000 26-Apr3000  31-Oct2003
Aged 0.00 0.00 000 17500 17500

1539 Wiade, lan (005)8E2-9062  (M6) 3751236 13-Sep-2008 18-Sep-2006
Aged 17.00 000 0.00 000 17.00

153 Wellwood, Betty Anne (418) 838-8553 08-Mar2000  24-Feb-2004
Aged 000 000 0.00 0,00 90.00

168 Wiest, Blake Joseph (@18)486-7524  (416)865-0191 323 09-Apr2000  14-AprE000
Aged 000 000 0.00 &1.11 £1.11
1530 Winkworth, Paulette (416) 635-8443 22.Jan-2000  24Feb2004  09-Sep-2008
Aged 000 000 000 14510 14510
34 iiright, Alida O742-4274 19-0ct2008  02-May-2000  19-Apr2006  09-Sep-2008
Aged 000 000 0.00 2000 30.00

1394 “singa, Brent 0217152 06-Nov-1988  14-Apr2000
Aged 000 000 0.00 54.00 54.00
145508 | 21000 000  S0B0E1 381532
Aged :0-30 days 3160 days 6190 days  ower 90  Bal. Due.

Print 3rd Party and WCB Accounts Receivables.
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An area of PMP that needs to be cleaned out regularly is Documents for Printing. This is a region
where files of different types are stored in PMP. The number of documents contained in Documents
for Printing is directly related to the amount of space required for your monthly backups. After about 3
months documents can be deleted as they are saved on monthly backups. Keep the number of
reports to a minimum for optimum usage of your computer and PMP.

To access this area click Reports, Documents for Printing. Reports and documents that may be
stored in Documents for Printing include: MH Claim Journals, Payment Journals, Rejection Journals,
WCB and MPI Claim Journals, Payment Journals, Documents saved for Exporting.

To delete documents for printing right click the appropriate file and choose delete from the list.

To delete multiple documents close PMP. Double click on the My Computer icon. Double click
your C:\ drive. Locate and double click PMP, Data, Report. Click the View menu, Details. Click the
column header Date Modified. This will sort the reports by creation date. Make sure the arrow
beside date modified is pointing up so that the oldest reports will be at the top of the screen.

You can now click on the first report to be deleted. Press and hold down the Shift key and click onto

the last report to be deleted. All reports in between will be highlighted. Once the chosen reports have
been highlighted press the Delete key on your keyboard.

Click Yes when prompted to confirm sending the items to the recycle bin.

& C:\PMPw,Data'Report =10l x|
File Edit Wew Favorites Tools Help o
Qe - ) - F | ) search Folders | )
Address [ C:1pmPwiDataireport =
| size | Type | Date Modified =~ | Date picty = |
3KB ACE File 01/10/2002 10:20 PM
10KE  ACE File 01/10/2002 10:21 PM
9KB  ACE File 24{10/2002 1:32 P11
3KB ACE File 24{10/2002 1:32 P11
IKB ACE File 24/10/2002 1:39 PM
10KE  ACE File 13/11/2002 2:13 PN
10KE  ACE File 16/11/2002 11:58 AM
2KB  ACE File 16/11/2002 11:58 AM
36KB  ACE File 11/12/2002 10:34 FM
TKB ACE File 11/12/2002 10:36 PM
3EKB  ACE File 11/12/2002 10:36 FM
SEKB  ACE File 11/12/2002 10:36 PM
1_Dec2002_t Ace KB ACE File 11/12/2002 10:38 PM -
[12 ojects selected 163 KB | 4 my Computer s

The number of letters contained in the word pad also affects the amount of space required for your
monthly backups. After a while letters can be deleted as they are saved on monthly backups. Keep
the number of letters to a minimum for optimum usage of your computer and PMP.

To delete letters or letterheads from the PMP click File, WordProcessor, File, Open. Determine the
files to be deleted.

Right click on the appropriate letter to be deleted and choose Delete from the menu.

To delete multiple documents close PMP. Double click on the My Computer icon. Double click
your C:\ drive. Locate and double click PMP, Data, Letters. You can now click on the first letter to be
deleted. Press and hold down the Shift key and click onto the last letter to be deleted. All letters in
between will be highlighted. Once the list is highlighted, press the Delete key on your keyboard. Click
Yes when prompted to confirm sending the items to the recycle bin.
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PATIENT MANAGEMENT PROGRAM

Schedule “A”

Item Effective October 2007
Initial History & Examination $43.64

Treatment Fee

Adjustment/Adjunctive Therapy $29.64
Emergency/House Call $26.27

Regular Reporting $33.76

Narrative Report or Referral $112.55

WCB Consultant Phone Calls* $202.59/hour **

* Initiated by a WCB Chiropractic Consultant to an external chiropractor

** Per hour, calculated on the basis of twelve (12) five minute increments.
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Effective September 1, 2003

Tariff View Tech Prof Total
7024 Chest Sinale PA * 18.00 8.00 26.00
7025 Chest PA & Lateral * 21.70 9.00 31.70
7031 Ribs One Side 24.40 6.00 30.40
7331 Ribs Both Sides 24.75 9.80 34.55
7036 CS Routine Views * 30.20 12.00 42.20
7038 CS Added Views 35.70 10.80 46.50
7194 Thoracic Spine 30.35 7.00 42.05
7193 L.S. Routine * 29.50 11.70 42.05
7054 L.S. Added Views 35.70 10.80 46.50
7035 Spine Complete 64.35 17.40 81.75
7037 Spine Two Views 47.00 19.00 66.00
7039 Pelvis AP Views * 20.30 9.00 29.30
7339 Pelvis Lat/Hip 29.00 12.60 41.60
7041 S.1. Joints 19.60 6.00 25.60
7034 Sacrum/Coccyx 27.95 7.45 35.40
7402 Special views 28.55 7.00 35.55
7046 Claviale/Scapula 17.40 6.00 23.40
7047 Humerus 21.10 4.80 25.90
7048 Elbow 23.00 8.00 31.00
7049 Forearm 22.10 4.80 26.90
7050 Wrist * 17.70 8.00 25.70
7052 Fingers * 14.00 8.00 22.00
7093 AC Joints 20.85 7.50 28.25
7044 Shoulder * 22.10 9.90 32.00
7403 Added Views 7.50 4.00 11.50
7053 Hip * 26.10 9.80 35.90
7055 Femur 23.00 4.80 27.80
7056 Knee * 18.30 8.30 26.60
7058 Tibula/Fibula 23.00 4.80 27.80
7059 Ankle * 17.80 8.00 25.80
7060 Foot 16.50 8.00 24.50
7062 Toes 8.70 2.95 11.65
7404 Added Views 8 4.00 12.00
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Chiropractic Services Schedule “A”

1. Initial Assessment (Complete History, Physical Examination, Diagnosis, Treatment and
Adjunctive Therapy)
EFFECTIVE DATE FEE
January 1, 2010 $78.23

2. Subsequent Visit Fees: (One Fee per Visit)

a) Subsequent Treatment
EFFECTIVE DATE FEE
January 1, 2010 $33.26

b) Supervisory Visit
EFFECTIVE DATE FEE
January 1, 2010 $33.26

¢) Acupuncture Treatment

EFFECTIVE DATE FEE

January 1, 2010 $50.12

Up to 10 acupuncture treatment visits will be covered per claim. No extensions shall be
permitted.

d) Active Release Treatment (A.R.T.)
EFFECTIVE DATE FEE
January 1, 2010 $50.12
Up to 10 active release treatments will be covered per claim. No extensions shall be
permitted.

3. Emergency Calls: Travel Only
a) Emergency Calls: Travel Only (50 kilometers or less)

EFFECTIVE DATE FEE
January 1, 2010 $41.87

b) Travel Beyond 50 Kilometers — Per Each Additional 16 Kilometers

EFFECTIVE DATE FEE
January 1, 2010 $9.48
4, Consultation Fee for Review of Manitoba Public Insurance Cases:

Includes Meeting in Person or Consultation by Phone
- 103 -
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EFFECTIVE DATE FEE
January 1, 2010 $198.47/per hour
5. Narrative Report

Where a narrative report is requested by Manitoba Public Insurance, it will be billed per
page, to a maximum of 5 billable pages per report. Half pages will be charged at a rate of
one half of the full page fee. All chiropractors shall use 1" margins, single spaced and 12
Font in order to be eligible for payment.

EFFECTIVE DATE FEE
January 1, 2010 $99.68 per page
6. Form Reports

Initial Chiropractic Report

Chiropractic Track | Report

Chiropractic Track Il Report

All 3 reports will attract the following fees:
EFFECTIVE DATE FEE
January 1, 2010 $47.27

7. Referral letter or report of findings letter to another Health Care discipline outside your clinic. The
discipline must be one recognized by Manitoba Public Insurance.

EFFECTIVE DATE FEE
January 1, 2010 $99.68
8. Supports that are medically required are to be billed at manufactured suggested list with  he

exception of the cervical pillow where the maximum fee is:

FFECTIVE DATE FEE
January 1, 2010 $62.00 plus PST
9. The “Yellow Flags” Questionnaire shall be compensated at the rate of $5.57 each.
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APL C-Spine (3 views)

APLC Flexion and Extension (5 views)
Pillar Views (2 - 8/10)

Davis Series

APL C-Spine (AP - 7/17)

APL Dorsal

APL Lumbar

APL Lumbosacral

APLLS and Both Obliques

Shoulder Series

Full Spine APL (14/36)

(a) Full Series - APLC - APLT - APLLS
APL C-Spine and Obliques (5 views)
Extremities (2 views)

Pelvis (1 - 14/17)

Knee

Ankle (3 views)

Sinuses

Ribs (2 - 14/17)

Chest

Written Reports for Films sent in (1 area)
Written Reports for Films 14/36 (2 views)

Additional Films (8/10) of any area
Motion Study includes an A.P. and Lat
Plain View - per area
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TECH.

$47.01
$60.15
$31.98
$94.02
$39.51
$47.01
$47.01
$47.01
$69.60
$31.98
$80.86
$94.02
$60.15
$31.98
$22.58
$31.98
$31.98
$63.93
$46.48
$46.48
N/A

N/A

$13.16
N/A

PROF.

$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$28.21
$28.21
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$17.10
$27.27

$236.95
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You must register with Manitoba Health for the EPiCs program.
Once your office has been set up as an electronic billing site (this may take three — four weeks)
follow the billing instructions found on page 57 of this handbook. Once the billing file is created you

may send the file to Manitoba Health electronically.

Make sure PMP is closed. Double click the SIS icon.

Type in the following information Username, Password, Domain and PASSCODE. The username
and passcode will be included in the documentation you received with your initial package from
Manitoba Health. The first password will be assigned by MH, which you will be able to change. The
PASSCODE is a combination of a P.I.N. and the number on the RSA SecurID (which will change
every 60 seconds). You will work with the SIS support team who will assign the password and P.I.N.
Refer to the Secure Internet Solutions (SIS) Application Portal Installation Guide and User
Manual for details.

For details on setting a PIN and Password please refer to the Secure Internet Solutions (SIS)
Application Portal Installation Guide and User Manual.

O Note: If you experience trouble contact the SIS Help Desk at (204)944-2802 or (800) 637-0551

ALithorized Access Only

SIS ﬁpplimtiﬂn Poaital

Hleazalagin

Lagin

Tolco - bz 2I2. enzar the cedentas resoaqad,
= co=rchek g le

IF e me o keess g lnding -f- - mas ao) pleas—
cootsct your hels sssk ar systery aciririst atz-

Tz SIT zezaye Cenoen vizolay: =0 ¢ o =lionel
[ R T S TE Y P IR R Y A

SIS

Once you have entered the information click Log In.
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Click once on the Application Icon once and in 30 — 60 seconds the application will appear.

::.-'H.Ill-hnlrh EPICS Full [Hwad nndy] - RUMBER saledeams Display
fle CE YSew Cowmechon Tpshifer Cpform [och e

o 1 T S el R = P i el - e e et = L oA I

REsdy DR ah o MW 6L L1135 A

Press the Spacebar, then Enter.

Fle Et Wew Qovmition Tiasler Qpiiom Tock Help

Dlsl@l @ ¢ vle] |5 Hiel &5 Sl el = v veln|s|

Eracky Buvery R WM W (830 TE3040 A

Type your UserlD, press Tab. Type your Password, press Enter.
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'f_.-_:.uﬂ Huoalth [FCS Full {Read sty - RLIA Wainframe Display
Fla [de Mew Connecion fpansfer Ophions Tods el

0 g3l el 8 2] <|[F mE ~la eie

| sies] o] W] »l®]u|=]

[EM Hetwarh

Realy Ruriwg R W3 11:354T AN

Press F10.

information

application

from the menu
definitio
the

A pop up window will appear entitled Action Code Menu. Press Enter to begin the session.
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A Health [FCS Full (Read only) - RLUMEE Mainframe Display

Fle e Wew Corvection Toander Cplions [nos Help

M= ol I | 2 e A %] =gy =| | »| @]

Enacly Fisums; ove N W (4,3 1L 20 A

The Manitoba Health Message screen will contain information about your last submission, about the
last remittance file available, as well as information about submission cut off dates. These messages
should be reviewed at sign-on as important information will communicated in this way. Press F8.

':' 2 4l Hisabih EPICS Full (Read onty) - PLAER dhainranss Digploy
B b Yes Cowsdon Toaeda Oplios Took Help

aj =R

Ready Swerg (] MM W 4,20 I P
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The following is a description of each area on the Data Transfer Utility screen:

U Upload Claims
D Download Remittance
P1 Print claim submission Audit Control Confirmation Report (Must be done after
each
submission to confirm receipt status. Without this confirmation claims as
submitted will not be processed.)
P2 Print Remittance Summary Report
M Review Messages

TR Download Tariff Rates

TD Download Tariff Description

HELP Online Quick Reference Help information
END Terminate the Session

A selection is made by typing the option to the right of COMMAND/OPTION line and pressing
Enter.

To upload the submission type U, press the Tab key. The cursor will move to the right of the
Drive line near the bottom of the screen. Type C for the drive location, press the Tab key.

Type PMPW\DATA\SUBMIT. Press the Tab key. Type SUBMIT, press the Tab key. Type the file
name that you were given during the creation of the MH submission in PMP, i.e. No1. Press
Enter. Press the Tab key.

0 Note: You will only have to type the file extension (NO1, 2, 3, etc) the first time you send a
submission. All other information will be remembered.

Press the F3 key. Once you have pressed Enter to release the upload, the screen will change.

':'.-'-HBI'IMIlll EPICS Full {Readd onty) - FLIMEA dainframe Display
B [ Www Ceirecton Tpeeler Opliers Joos  Hele

Dl @ 1wl |9 38 &5 w3 il ol W e 85|

Fanidy Fruming e M W A S L il
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The screen will state that the file transfer was successful. If there is an error, re-enter the
information and try again. Press F3 to return to the Data Transfer Utility screen.

Press P1 to print claim submission Audit Control Confirmation Report.

Follow the instructions on page 106 to access the SIS Application Portal. Once in the Data
Transfer Utility type P2 Print Remittance Summary Report. This report will automatically be
sent to your printer. Printing this report will determine if the remittance is ready to be downloaded.
If the report does not print, make another attempt later.

Once the report prints type D to download the Remittance. Press the Enter or Tab key. The
cursor will move to the drive, press Tab, Tab, Tab. Type the file extension. Press Enter.

The file transfer will execute. A screen will appear stating the information is spooling. Once the
transfer is complete the screen will change stating the number of records that have been
successfully transferred. The file is now ready to be reconciled in PMP. Follow the instructions on
page 58.
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All Manitoba Health (MH) remit files are overwritten with subsequent remittances because they
have the same name. If you rename the file after receiving it you can avoid issues that arise due
to overwriting.

After you have downloaded the Remit file from MH and are ready to run it go to the Manitoba
menu, Reconcile Manitoba Health (MH) remittance file. Click Choose a Returns File.

Right click your most recent remit file.

e
Locn | 02 BESE =@M

Flanans o ' Open |
eriniy
Flees o bypar vt et 3 - | Carusl |
i el | - g
il Fa ®

T
Laey

Lowien Waarog
L

i pm—

—

Choose Rename from the list. Type Remitl.txt or RemitJune2006.txt.

Hint: Remember to rename subsequent remit files sequentially and choose names that will allow
you to identify the files.

Continue with normal reconcile procedure.
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