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ONTARIO CHIROPRACTIC ASSOCIATION 
 

PATIENT MANAGEMENT PROGRAM 
PUTTING EXPERIENCE INTO PRACTICE 

 
 

PMP Version 8010 Download & Installation Instructions 
 with Update Changes 

 

   
This update requires validation of your PMP license renewal and is therefore only available for 
download through the PMP Utilities icon on your desktop. In our effort to go green and consider the 
environment, CD’s or USB drives are available upon request only. 

 
 

Download 

Double click the PMPs Utilities icon on your desktop. 
 
 
 
Click Download Program Update. 
 
In the Login and Password screen type your User / Serial  
Number.Type the Primary DC’s Surname and click OK. 
 
 
 
 
 
You will see bars move across the bottom of the screen. Once the 
download is complete, you will see a Please Note screen with 
instructions. After reading, click OK.  
 
 
 

Installation 

Note: Close PMP and do a daily backup.  
 
On your desktop locate and double click the icon InstallPMP.exe or InstallPMP.  
 
Click Next on the Previous Version Uninstallation screen, Next, then Finish.  
 
Close all remaining open windows. Enter PMP as you would normally. 
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Networked Offices 

 
This update must be installed on all computers running PMP. 
 
 

Updating Additional Computers 
 
When PMP is running on more than one computer in your office you will need to install the update on all 
computers.  
 
 
You have two options for updating additional computers: 
 
 
 Download the update on all computers using the desktop PMP Utilities icon. For this option follow the 

instructions above on all computers running PMP 
 
 

 Copy the update after downloading to a USB key and run on all computers. For this option download the 
update as per the previous instruction.  

 
1. Plug a USB key into the server or main computer.  
 
2. Click Start, Computer or My Computer. Locate 

and double click the C:\ drive. Double click 
PMPw, Data, and Download. Right click 
InstallPMP.exe and select Send to: from the 
menu. Choose your USB key from the list. When 
complete remove the USB key. 

 
3. Move to another computer in your office and plug 

the key in. Click Start, Computer or My 
Computer. Locate your USB key from the list. 
Double click InstallPMP.exe. Click Next on the 
Previous Version Uninstallation screen, Next, 
then Finish. Close all remaining open windows 
and remove the USB. 

 
4. Follow step 3 above on all remaining computers. 
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8010 Update Changes 

 
This update contains the following features: 
 

 Electronic Submission of Form 8 direct to WSIB  
 Regulatory Changes for HCAI 
 A search feature for email address 

 
 
Electronic Submission of Form 8 to WSIB 
 
PMP allows for the direct submission of WSIB Forms to the TELUS HEALTH (TH) portal.  This procedure is 
completed without the need to access the TH portal.  
 
Here are the benefits for using the PMP for WSIB form submission. 
• Patient information transfers from the patient file to WSIB forms 
• Forms are made and stored locally on your computer 
• Forms are included in PMP backups  
• Forms are created without access to the internet. An internet connection is required only to send 

completed forms.  

To facilitate electronic submission of PMP’s WSIB forms electronically users are required to: 
• Be registered with TH and have a username and password (if you have previously registered your 

current username and password are valid) 
• Have a WSIB Provider ID. 

 

 
Setup PMP  
 
From the Setup menu, go to Doctor Defaults. Choose the practitioner and select Edit this Doctors 
Defaults.  
 
 
Click the WSIB tab on the left. 
 
Type your UserName provided 
by TH.  
 
Type in your WSIB Provider ID. 
This is either a 9 or 12 digit 
number. Note: this field may 
already be populated with 
information pulled from one of 
your previously completed WSIB 
forms. 
 
Checkmark Enable WSIB 
Electronic Form Submission. 
 
Click Accept. 
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Creating & Sending WSIB Form 8’s in PMP  
 

   
     Accidents 
 
 
The Accidents section lists all accidents related to this patient. Buttons in this section are: 

 New Accident will create a new accident - details will be populated after creating a form 

 Edit Comments allows you to add a comment to the accident 

 Delete will delete an accident if there were no forms created using this accident 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   Form Data 
 
 
All forms required by WSIB are created by clicking the appropriate button.  
The table below the report buttons are forms created for this patient.  
Below your forms are buttons that offer additional functions for your forms: 

 Edit Comment allows you to add comments to a form 

 Edit allows a Draft form to be edited 

 View / Print will open the Ace Viewer and display your form 

 Delete ‘Draft’ allows you to delete Drafts. Note: Final forms cannot be edited or deleted. 

 Submit Form8 to WSIB will electronically send your Finalized form to TH 

 Print Log offers a report detailing the status of electronically submitted Form 8’s. 
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  Completing the Form 8 
 
 
Click onto the New Accident button if you do not have an existing accident for the patient or if your patient 
has had a new accident. Read the message boxes; click Yes, then OK. 
 
Click the Form 8 button.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The form will open with the sections in tabs across the top. Click on any tab to go to the specific part of the 
form. Many fields will be populated with information pulled from the patient file.  
 
Patient information fields can be edited and the changes will be reflected in the patient information field 
containing the original information. For example, if you change the telephone number in Section A the change 
will reflect on the Patient Information Info 1 tab.  
 
The fields contained in WSIB forms will require the use of calendars, drop down selections, check boxes, and 
typing. The printed forms will replicate WSIB produced forms. 
 
WSIB and TH have specific rules that must been followed when completing forms for electronic submission.  
These rules have been incorporated into PMP forms to avoid rejection.  
 
 
Additional Buttons 
 
The bottom portion of the form contains the following buttons: 

 
 

 

 Test Form when pressed will mark a red ‘X’ on the tabs signifying incomplete parts of the form and 
highlight required fields in yellow. 

 Cancel closes the form without saving and brings the user back to the WSIB forms tab. 

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

 Save for WSIB (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 Test Form to locate required areas of the form that are incomplete. Tabs where validation rules fail will 
be marked with a red ‘X’. Fields will be highlighted in yellow. Move your mouse over yellow fields to produce a 
hint. Once a yellow field has been completed the colour will return to normal by clicking Test Form again. 
Check all parts of the form to make sure that pre-populated fields are correct for your patient.  
 
If you are unable to complete the form click Save as Draft. The form will be saved as a Draft on the main 
WSIB forms tab.  
 
Click Edit Comments. Type a comment about the status of the form or missing information on the form. Click 
OK. The comment will now be added to the form description.  
 
To add additional information to a form click the draft form in the list followed by Edit. When the form is 
complete click Save as WSIB Submission (unalterable).  
 
Final and Submitted forms cannot be edited or deleted; we recommend printing draft forms and double 
checking for accuracy before finalizing. 
 
 

 Submitting the Form 8 

 
Once the form has been Finalized the Submit Form8 to WSIB button will become active. Make sure that the 
form for submission is highlighted by selecting the line. Click Submit Form8 to WSIB. 

 
 
 
 
 
 
 
 
 
 
 
 

A pop up will appear requesting your password. Input the required information. 
 
 
 
 
 
 
 
 

 
Be patient. A communication screen will appear with details from TELUS HEALTH regarding the submission.  
Read the screen.  
 
The screen below contains confirmation the form was submitted successfully. 
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This screen contains information that 1 error was found. The form must be corrected and resubmitted. 

 
 
 
 
 
 
 
 
 
 
 
 

 
The WSIB submission screen will disappear after a few moments.  
 
Once back on the WSIBForms tab your Form 8 will show either Submitted or Submit Errors. 
 

 

 
 

  Log Report 
 
 
Beside the Submit Form8 to WSIB button you will see a Print Log button.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The report offers filter options to assist in locating the information required.    
 
Note: This log is also available under the WSIB menu from the main appointment book. 
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To determine the reason for a Submit Error choose to filter the response by Failed Submissions. 
 

Read the highlighted line to determine the reason for the rejections. 
 
Close the log and select the Edit button to return to the form. Correct the cause for the rejection.  
 
Resubmit the form. 
 
 
 
 

HCAI Regulated Changes  
 
Effective November 4, 2013, Acupuncturists, Kinesiologists and Traditional Chinese Medicine Practitioners 
(TCMPs) will be recognized as Regulated Health Professionals in the HCAI system 
 
These practitioners will be able to sign part 5 of the OCF 18 as of the effective date.  
Facilities that include these types of practitioners must update the practitioner information in HCAI to show the 
new regulated professions for existing providers.  
 
 
 

Updating a Providers Profession  
  
Access the HCAI website from your internet browser at www.hcai.ca and login. 
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Click the Manage tab at the top of the screen and click Facility Management on the lower tabs. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Scroll to the bottom of the screen. Locate and click the provider.  
 
Note:  Practitioners who hold dual designations (e.g. a provider who is a Chiropractor and Regulated 

Acupuncturist) should have their name listed twice in the Provider Name list. Make sure to locate the 
correct provider profile from the list. Clicking the name will list the profession. 

 
Select ADD PROFESSION.  
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Click the drop-down arrow beside Please Select a Profession and select the newly regulated profession from 
the list. Type the registration number into the applicable field.  

 
 
 
 
 
 
 
 
 
 
 
 
 
. 
 
 
 
 
 
 
 
 

 
Click Save.  
 
Close all windows. 
 
 
On your desktop locate and open PMPHCAI.  
 
 
Select the Other menu and click Get Facility Info. This will connect your PMP to HCAI and update your 
provider information in PMP. Make sure to close and reopen PMP so that your changes are reflected. 
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Email Search Feature  
 
A search feature has been added that allows you to locate a patient by their email address. This is effective 
when an email has been rejected and you are unable to determine who the patient is by their address. 
 
The feature is part of the Search for Patient by options available in the Patient Information screen.   
 
Select Other.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click the radio button to the left of eMail. Type the email, or part of the email address into the search field.  
 
PMP will list all files containing the typed information. Double click the patient name to access their file. 


