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PMP Support

Support Line 416-860-7199 / 1-800-561-7361
E-mail support@chiropractic.on.ca
Fax 416-860-0857
Address 20 Victoria St, Suite 200
Toronto, Ontario
M5C 2N8
Website www.chiropractic.on.ca

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

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

& PMPw SQL launch utility v2.0.0.0 |

This Computer

IF Address : 10.10.10.163

Computer Neme : LAURENZ

Tser Name : ljames

Trying to connect to the SOL server...

Successfully connected to Firebird Server! You may Start PHPUS

Stop Start PMPw SQL in 4 seconds

[ Y

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 92.

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 |

Login Id I

Passward I

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

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

s Appointment Book : Tuesday 20 Dctober 2009 ( Today is Tuesday 20 Dctober 2009 ) =[0] x|
Fle Patient Reports WSIE Setup Ukiites 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 (5) | P. Wayne Johnston Alfred Austin | .Brenda Etaine ety |
9:30
9:40 Christian Eric Clement | ]
9:50 6
10:00am [ Logan Ebsen [ Elisabeth MacKlin " Brencla Lloyd ]
10:10
10:20
10: 30 [ Susanne Catheri Sedgwic]
10:40 Dr.CW Maxwell Wilson
10:50 Dr.CW I Mary Lou Robinson
11:00am
11:10 ﬂoya‘ March
11:20
Sun MonlZue Wed Thu Fri sat ¢ "y 'p|l - |30-10-3009 o ﬂﬁ TOQEIY| Activity Date
‘No Duty Doctor is assigned }Act\vxty Date: 20-Oct-2008 |16 records today ‘ Default ‘Mam Clinic

[ ) Title Bar
1 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 l 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 colunms 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.

i Appointment Book : Tuesday 20 October 2009 ( Today is Tuesday 20 October 2008 ) =101
File Patient Reports WSIB Setup Utities Help
AN TETSY |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 "ﬁrenda 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 Sea‘gwfc]
10:40 Dr.cwW @ Maxwell Wilson
10:50 Dr.CW [ Mary Lou Robinson
11:00am
11:10 ifoyd March
11:20
: ) |—qu ; &——
Sun Mon Tue Wed Thu Fri Sat ¢ y»|0 F = |20-10-2009" 7~ | 4 ﬁ) Today/| Activity Date
‘No Duty Doctor is assigned }Actithy Date: 20-0ct-2009 |16 records today‘"' 14 efault |Mam 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  will move through the different tabs on the Appointment Book

F1 Help

F2 Add an Appointment See page 22
F3 Show our Day See page 23
F4 Daily Summary Sheet for the displayed Doctor and Date See page 57
F5 Show my Week See page 24
F6 Edit Patient Information See page 49
F7 Screen Saver will be activated if set up in the Control Panel

F8 Login Form See page 94
F9 Write Off from within Patient Activity See page 45
F10 Process Activity for the selected Appointment See page 32
F11 Default Activity from within Patient Activity See page 32
F12 Process Activity by selecting a patient See page 32

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
20 Victoria Street, Suite 200
Toronto ON M5C 2N8
Phone: 416-860-7199 Fax: 416-860-0857
spinalhealth@chiropractic.on.ca

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

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

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

The following items are found under the Setup menu.

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

= Partnership is for legal business partnerships only. In s
most cases you should not have a checkmark. If in ) P i P e Ty i S e RAg i RO s
doubt contact the support line. RESSSTRSR Sl ol et

= Use Login is required for security in PMP. gl :

= Total Payments on Statements groups together SRR a2 fopup.:
payments on statements even when it is distributed to r F2 st gt
multiple practitioners in the patient record. o Pasent Aty

= Stop Reports from auto closing will allow report e Damograghics o ] o |

choice to remain open to allow for multi-practitioner
printing of reports.

-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.

Fopup comments to pop automatically on

. . . [V Edit Appointrent Information; Arived
Choose which actions will cause pop ups to appear by check

. . [~ Make an Appointment in this time slot
marking items.

[~ F2Add an Appointment
[V Patignt Activity

Edit Appointment Information

Patient Name

Edit Appointment Information. This screen appears after you click [ =

Type of Appointment Location
on a booked appointment on the appointment book. [Exarn =] [ cirie Fl
Comment Status
b @ Unconfirmed
Date / Time € Confirmed
11-Mov-2009, 06:15 At  Arrived
 Done
11213/ 41516 ‘ € Rescheduled
[ P |
11 units - =
2 3 Horizontal ; Missed
: & Vertical Cancelled
T Copy Appt.
6

Add App.(F2) | Patient Info (F6)| Activity (F10)
CE—— xftatue
Fatient sees Dr. Palmer only Unconfimed |Exam
Edit Pop Ups
I
|Press 'FLO" For Activity or 'Fé' for Patient Info
Arrived. The popup will also appear when you arrive a
patient on the Appointment Book using the hotkey of A. Mary Brown J

Daniel David Padmer, DC #4444
Pat No.

W .?p::wmmsrm
% & Confirmed
Last Nama Cilmhed
Hames
. . . . . . . Date I Time. 1lzl2lalele]
Make an Appointment in this Time Slot. This screen is available s ] e
. . . . < ~ Hortzontal
when clicking onto an empty time slot from the appointment book Fon e y -
screen. s 5 EI
fpop =
Fatient sees Dr. Palmer anly "-J-lk m
Cancel
Edit Pop Ups | [ 0K coor | Firisned |
[ 1200 mopertmed Tosbethlemen (rI a3 |

St

. Balanes Type can

 Usnntimed n =

7 Combemed u—— 9 i
'

= = ~ Bt '-.=
gt Malalalsiel| g2 pom ™
F2 Add an Appointment. Whenever accessing the F2 Add i idibs dwe ™
an Appointment grid. e TR
Patient sees Or. Palmer only
Edit Pop Ups | | ‘ ‘
I'-F.nh.'llll T Prist Calumadar - ASd anattar Apporéart. Fimbsh
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[Fatient Activity
Towa octon

% 0.0, Palmer_ DG -
[Main Clinic

[Code  [Description [ Teta|ompwsin| Patend

il

= Patient Activity. Before processing activity.
[poo ES

Patient sees Or. Palmer only
ﬁ 0.00| 0.00) 0.00
Edit Pop Ups Pay this Amoumt
9,00 10,00

i Mane

" Toduy's Fass ,‘E:_:.:':._'““]_j
© :r::::::‘; 00 Primt Beceipt r
 Presat Payment 0.00 Primt Statement T
 Or. Mo 1 140,00 Lagt Statenvent Date
Bast
Press FUOto Pay Press T b Wribe off
The Doctor Defaults screen allows you to personalize the PMP for each
Practitioner. Click into each box to add or edit Doctor Code D [Chropracor e ——
information. Some fields cannot be edited due to OHI Reggstraton Nurber [~-0950-£3696.59 s
. This is Checked if the Doctor s aDC =
security. Doctor's Name on Offical Documents I EINFIRMERITIN Gt foum semns |
Doctor's name on the Tabs on the Appoltment book [T 0.0 Paimer D
) Defoult Letter Head [lattarhoad- DO Salecta Flstouss Ctems |
The edit doctor default allows you to choose the o Lot NES o et (RS A ot o ey Siew 2
doctor's name on the appointment book tab and Py sevosong
“ Yes " Hol , war Select o File to use. Cloar
whether the AR totals appear on the Summary R s i A L
Sheets. Determine whether you would like the B
birthday song to play and choose the default s SRR e
appointment type for each practitioner. oMy e old ok tncd
amed . a appts to hide,
Appolment Book configuration _E-_|
Appointments that exceed the time slot offers Yo st FOT— -
options as to how to display the appointments within B ol oo s

the columns.

= Will stay fixed will display extra columns warning you when appointments booked in that time slot
exceed the number of units available for the current practitioner. There is a maximum of 9
columns. If the number of units exceeds 9 a sad face icon appears as a warning. Clicking @
the sad face icon shows the list of hidden appointments.

=  Will wrap allows appointments that exceed the timeslot to move to the next time interval.

= Wil wrap and hide will wrap as the choice above but it also hides all appointments that are missed,
rescheduled, cancelled, and postponed.

O Note: Named columns will automatically hide invalid appointments.

Appointment Book Configuration will allow practitioners to specify personalized settings.

= Time Slot Interval offers 5, 10, 15, and 20 MINULE e semasto 15 nusses st s s conems oo i mn...::::.:.':‘c......m.,_:'
interva.ls columns are ciested in Setup | Named Columns’ ! o '
Example Grid
= Columns Across offers 1 — 9 columns. =
#:00am
= Available Columns are the named columns =
available for use. These are created under the T
Setup menu, Named Columns. Tene St nterva Your
5 minutes [Exam Roam
=  Your Named Columns are the columns that you 1o mutes -
would like to appear on this practitioner’s 15 mntes =
appointment book. Named columns accept 20 minctes &
vertical appointment booking only and can be Conmns across ERT——
T H M [ e e ] Cancal
shared by practitioners. This allows practitioners e [ Dokeseard | ~Addseecid e ]
sharing treatment rooms to check availability and &

see when the room is in use by other s.
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I T—
. . - . . . Fleaxse note, this information will be avaiable for this computar ondy.

This area is utilized if the user would like different Screensize ame and Address
. . . . ’ Choose the Hame and Address to use
information on this computer than may be available at s  Use the Hasme nd Adress In ‘i Detaues
another networked computer. You can change the i e
screen size and print receipts with an alternate -' e
address rather than the Clinic Default address. Cell At S sunee|
shading is defined and you can also choose a different = © e
Appointment Book Set. The options on the Computer Unaalae Shared Cobamn Coll shade ]

. == - PostalTip Code: |
Default screen are used for this computer only. If you '
are running PMP networked each computer can st ok ol ahca e T O] =]
assign different options. ! s i —

& Vhave s Dymeo label printer connected to this conpuber.
= show todays nole upon starmup Accept

Screen Size

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

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

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

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

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

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

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

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

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

F
Appoi ntment BOOkS nppolnlmom Books on File :-‘.r’wbﬂ;p;:::‘mﬂ::liul l:':::::ll Dactors
. . = leen S B Albent Schweizer, DC
The Patient Management Program will ' 0 Sasari Pcs 10
accommodate up to 27 practitioners. You may ][t oyt
wish to list your practitioners in a specific order K]
or it may be that not all practitioners are in the
office everyday. The features Appointment Book m—
and Appointment Book Sets will allow you to —_—
customize the appearance of your PMP. ointmet Book Locarion
When creating an Appointment Book, choose the =~ teleseieced |
Copy Contents 1o New 5| Save this Appeintment Baok
.fﬂ:lﬂf:rr .jlpo‘luul::;us‘l;:!\::ayg of viewing specified practitioners appoiniment e oK

ous mary ot changs o delste the Default’ Appointment Bock.

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

File. Click OK.

Appointment Book Sets

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

*Manage Appuintient Rook Ses x|

Appolnimant Book Sets on Fils Hew Appolnimant Book Sar

Avallable Appolmmeant Books

Er . [
Dafault Default
Chiros

Clear the list I
Dalete Selecied I

olnment Book Set Name
Delete Selected Beok 1

Copy Comtents 1o Hew == | Save this Appaintment Book Set |

indment Books

Appointment Book Sets are a way of grouping Appointment Books to be able to group and Cancsl oK

‘access specific practitioner appoirdment screens in the order that you select

¥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.

x
nent Boo Current Appointment Book Set
|Defau|t
Set 1
Cet 2 Select an Appointrment Book Set from

choice.

the list to the left. Either double click it
of click the OK button to accept your

Cancel |
0K |

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

Default Appointment Book Set |BEE

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

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

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

Appointment Comments

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

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

Appointment Types

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

Bill/To Employers

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

-15-

JRI=E
|
Colour Nu... ¥ |Appointment Type Screen Text -
In
_Reassessment REX
I -t o Findings ROF
-Proqress Exam Prog. Exam
5 Adjustment Adj
I - IFC
_ Massage Therapy MTED
_Consultation Cons
| - | » | w0 | Dewete | Edit | ok |
‘i Edit Appointment Comments =] |
| |Code # |Description -
»
_|COLL Collect Account
_|EXAM Exam Mext Time
LM Left Message
| [REM Call to Remind
=
I | ~ | > | gl |§dd |De|ete| Editl 0K |
1=
| |Description | LUnits -
4
_|Consultation 3
_|IFC 1
_|Initial Visit B
_|Massage Therapy 4
_|Progress Exam 3
_|Reassessment 3
| |Report of Findings 3
|
| < | » | » | add | Delete]| Edit | ok |
P =T

Seach [ | w | < | » | =1 | add [Detete| Eoit | see [cance] e | Fem |

Contact

[Phene

[Er [Fax [Email ]

Bill Willams
Sher Blue
A4 Caa lnsurance Company Mary Smith
OB Canadian Generd Insuiance Joe Green
LIBM  Liberty Mutual Cathy Lang
No Company

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

(305M54-8555
(416J596-5355
[#1E111-2222
[+1E1288 5216
(3056336221
(-

[4161440.1000
(B00J387-0913
(B07)346-2252

232

a0

(30514545558
(416J596-5359
(4181112333
[41EI2881898  jgieen@
(305)639-9453

(-

[
(
[t

1
[416)440-0630
1

(B07)346-2259
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City Codes -loix]
The City Codes form is linked to patient information !
and allows you to add the names of cities in your > Cily b [PIETIEE =
surrounding area where your patients live and work. v Ontario
Thi_s helps to speed up the input_ of informat_ion into [roronto Antario
patient records and provides uniform phrasing and
spelling.
=
| | e | ow | add | Detete | Edit | ok |
|
=
DOCtO rs HO U rS From here you et the Dactor's Hours. The Doctor can be in any day from 5:00 AM to Midnight. The time
. . the Dactar is in is s61 in 15 minitn intorvals. Fram hore you can hath change the doctors scheduls,  Click
Th|S area a”OWS you to set ofﬁce hours for each urv & Cell 1o highlight a time slol or Chck and Drag to highlight s range of time slols
dOCtor Or praCtltIOI’]er, ChOOSE the pI’aCtltloner and :&;?uwuwuluumumwﬁmu-slo(:uhun-lhqu:lull-; pregent, Progs the “Set to the Doctos is In’
click Edit this Doctors hours. Position your mouse B eaias s i S e
over a time slot and hold down the left mouse
button. Drag your mouse to the ending time slot and I T I
release the button. Click either Set to the Doctor is
In or Set to the Doctor is Out. Click Accept when - -
complete. L
Elue maans the Doctar s in. ] St 10 the Dector is [n ]|T!‘§Jl‘n‘lﬁn‘ﬁn’cr’n?£hu‘n" Accopt
Fee Schedule
The fee schedule is broken up into three parts;
= Treatment: Fees for services rendered are stored here.
= Other: All other items such as Gift Certificates, Transfers, Refunds, etc.
= Inventory: All tangible items that are sold.
0 Note: Fee Schedule codes must be unique. You cannot use the same code for more than one
item.
Treatment
The Fee Schedule for Treatment allows you to create and edit treatment fees for your office regarding
billings to the patient and WSIB.
S
To add a treatment click Add. Type a code to |
denote the treatment you are inputting. Press
the Tab key Type a deSCfiptiOﬂ of the e Consultation/Examination VD3 554 50.00 7500
treatment. Press Tab and type the amount you |17« ruiors s Form far T T
wish to charge for this billing for each patient R T R o e
category. Next to the WSIB Code and WSIB B oo Thoroy ot CER T R,
Fee type the corresponding codes and fees. TFCAT POD Low Bask ke 1-4) 000 LBAG awo om oo
_|PCA2 POC Low Back (weeks 5 - B) 0.00 LBOE 150.00 0.00 oo
_|PCA3 POC Low Back (weeke 5 - 8) 0.00 LBO3 270.00 0.00 0.
To edit a treatment click the treatment in the list |/ Fevtettuses0 pamionn —
and click Edit. Make edits by clicking into the PR R R Er e oK

appropriate box and making the changes. Click
OK.
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Other

The table includes the Code, Description, and Selling
Price. Anything that is not a treatment or Inventory item
should be placed here. For details on processing various
kinds of activity such as Discounts, Gift Certificates,
Refunds and Transfers

= See page 36.

Inventory
The fee schedule for inventory allows you to track

ST=E
|
u Code - |Description Selling Price et
4
_[5C Gift Cerificate 0.00
_[GST GST 0.00
_|INT Interest on Account 0.00
_[MSF MEF Chegue 0.00
_|MSFC MNSF Chegue Charge 16.00
_[PST Provincial Sales Tax 0.00
_|REF Refund 0.00
TRAN Transfer 0.00
- =
| | e | w | add | Detete | Edi | ok |

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 - |

« | = | m | At |ooiets] Edi |

you receive a supply order.

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

item.

Flags
Flags will allow you to identify particular patients based on

criteria that you determine. It is a way of grouping patients.

You may create up to 36 flags that are distinctive to your
office.

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

Named Columns

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

S17-

]
1 |mailing List ]
2 [WIvA Patient K
3 L
4 M_|Massage Patient
5 N
] 0 _|Onhotics
T B |Pragrae
L] Q
] R
A_|Announeement-meving S |Call Same Day
B _|Call Day Before T
c u
D W
E W
F_|Promational Fiyer %
[c] ¥
H_|Heath Care Clags z
Pring Cancel | Aceept
AEIEDTTTTTEEEEEEE———— aloi =

Previously used Named Columns {no longer used as they have been deleted)

Hame Date Created|Date Deleted/Comments
¥

Cancel

Accept
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Notes

/i Edit Notes

Notes are a way to provide reminders and

=10l %]

inter-office communication. You can remind | [Date ___® [Description Commant 2
. . ’
yourself O_r Others tO Order Inventory Items’ 03-Jul-2007  Dr. Motes Dr. needs to leave early.
recall patients, provide reports to bookkeeper 16-Jul2007 | Close Closed for Corference
etc.
KN _'ILI
m |« | = | » | At |Deete]| Edit | ok_|
| I
|
=loix]
Other Comments
The purpose of the Other Comments form is to provide ati el
H 1 1 FAD Patient Appreciation June 23rd, is Patient Appreciation Day!
a pICk IISt Of Standardlzed Comments for use When REM Reminder All rescheduled appointrents require 24 hour notice
printing a patient appointment calendar. Comments
such as ‘24 hour notice required for all rescheduled
appointments’ or ‘Reminder - your progress evaluation
is a 30 minute appointment, so please plan <] | -
accordingly’, may be used. i | = | » | » | s | Delete] Ean | oK

/i Edit Patient Categories I [m] 3
Patient Categories
Your office may have different fees for adults, seniors — Heameeleaersniey -
and students. Assigning Patient Categories will allow 3 Senior
you to bill different fees to different patients | 3 Child
automatically. To create new categories click Setup, a 4 Mo Chargs
Patient Categories and click onto an unused I
category. Click Edit, type the appropriate change and 7
click Save. To update your changes in the category o 8
area you must close and reopen the program. A = ? =l
maximum of 18 categories can be created.

™ | - | > | > |gdd|De\ete| Ed\tl OK |

|

v’ Hint: Once complete, do not delete or change the order of the categories. They are assigned to
your patients based on the order in the list and deleting or changing the order of the
categories will change your patients’ personal information.

Patient Comments o
The Patient Comments form is an area that provides e St -
a pick list of standardized comments for use within RCDB | Reminder Day Before | Patient reguires a reminder call the day before
the patient file. Comments may include account RCSD__[Reminder Same Day _|Patient requires a reminder call same day
details, special patient instructions or other personal
information. You may add individual comments within
the patient files that are unique to that patient if the
pick list comments do not provide enough =
information. G I B L R o]
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Payment Types

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

Phone Number Types

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

Province/State Codes

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

Referrals

If your office tracks referrals, this form will be very useful to
you as it will capture referral information from industry as
well as individuals. The Edit Referrals form records the
code assigned, the referral name, and contact details.

' Edit Referrals

' Edit Payment Types I [=] 3

|»

4 ~merican Express
Cash
Cheque
Debit Card
Gift Certificate
Insurance Chegue
MasterCard
Transfer
Wisa

I
h.C
TRAM
WVISA

- | o [ = | » | add | Detete| Esit |

'& Edit Phone Number Types

Mu... ¥ |Descrlpt|nn |

2 Cell

3 Pager

4 Wiark

5 Fax

6 Cottage

7 | Mom's work

8 Emergency Contact
49 Dad's work

| e | e | Add | Delete | Edt |

' Edit Province / State

Province|Description ¥ |Country

British Columbia Canada
Manitaha
Mew Brunswick
Mew Yok
MewFaundland

Canada
Canada
USA
Canada
Morthwest Territaries Canada
Mova Scotia Canada
Ontario Canada
Prince Edward Island Canada
Quebec Canada
Saskatchewan Canada

Yukon

Canada

| = | = | = | add | Dekete| Ean |

~=1oix|

4

Code

[« |

Mame ¥ |Contact

ki
YR

White Pages Ad
Yellow Pages Ad

0K

fll

o e | e | add | oelete| it |

0 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.
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Statement Comments ST
The purpose of Statement Comments is to provide \
additional information, reminders or personalized notes e #losemen e =
on patient account statements. Comments may wish BPrc[Practiioner Infa Dr. Danie| . Palmer, Reg #1234

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

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

Suppliers

The Suppliers form enables you to build a database of
your suppliers. The Edit Suppliers table records the
company code which you assign, company name,
contact name, phone and fax numbers, e-mail address,
address, city, province/state, country, postal code and
account number. Some offices use this as a phone
directory of frequently called numbers.

| | » | » | s | ootee] Ean | oK I

Edit Holidays and ¥acation schedules

Vacation/Holiday/Time Off

These areas allow you to set the vacation and time off Edt this Doctors Vacation Schedule |
schedules for each individual practitioner and holidays for Edit this Doctors Time Off |

the entire office/clinic. Office holidays should be set up first,

then VacationS_ Edit the Office Holiday Schedule | Continue I

128t e Office Mokday Schedule

To create Vacation and Holidays click the specified date B e et o1 o mer ol
or click and drag a range of dates to highlight. Click the To mak your sachin ok ey, Pt B Dockr Holdg” bl

To remeve Holbdiys, Prss the Remave Heliday™ bution.

Declare Holiday or Declare Vacation button. Holidays will
require you to type in a name to activate the function for
the holiday.

2 1314 15 16 1

Declurs Hobday | Bomove Hosday | Accepn |

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

Vacations will appear on the appointment book as green times. LDe DD, P |2 ono Hindy, 20T

1% Appointment Book : Monday 3 September 2007

Fle Patient Reports WSIB Setup Ubiities Help

Holidays will appear on the appointment book as blue times. L D5 DD. Palmer |2 Lawrel Hardy, RM
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Edit Doctors Time Off for other appointments and half DL b _I_,nb::’mfcﬂ_, ;m'ms
days. Access to this function is located in the Setup menu, Tl il ol [[EUSTRIS S (AL R g
Vacation / Holiday/ Time Off and on the right click menu. R I .
Time off will book 15 minute increments only. Practitioners s | nmomm Eﬁ
with time intervals set for 10 or 20 minute increments will B 1
. . Book Ihe merning off 3
have time off start 5 minutes later. — :
L3
Creating time off is easy, click onto a ‘Start’ time on the grid. o P BookFromTooft | |7
Click on an ‘End’ time on the grid. _ CaelfromToott | | o
Click Book From-To off to book off the times in between. Cancel ALL s of "
Add a Comment. Click OK. Commant _____coo
. . oK

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

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

Appointment Detail screens as a red strike through on the time(s). 15—
wse— ]

_ 9= 45—

1.Dx.DD. Paber |2, Lausel Hardy, RMT

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
= Unconfirmad
First Name
e  Confirmed
Last Name * Arrived
[Jones
Date | Time 1 2| 3| 4|6 |6 I
[24-8pr-2008. 08.15 AM 1
Units
’LL* 2| 777 @ Hortzontal
3
Main Canic 2  Vertica
Type of Appointment 5
- 8
Comment
! E _ i Patint |
Cancel
Salact a Patisnt 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.
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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 v

T:45

B:00am | Amy Love |_J__I:Idrﬂl Lyr!nd
8:15
8:30
B:45

9:00am

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.
e iD=l
Doctor of Record on 00 0 30 40 Last Visit _ First Visit
[Daried David Palmer, DC #4444 h%ncrni: 5 Mt i e i e [[3-Apr-2000 [13-Apr-2000
Doctor for this ointment 6
N 7 Next Visit Date
8
Aclhstmant 9 JE R R
Jactjstimars - Status
LI | 1 1 FI |
,[xge of Appointment © Unconfirmed :2 BERE 1 %gy_ ﬁi
= A 1NN
- Arrived 1. Patient Comments

[ao-10-2000 320 am
<] Octoberz009 w5 (1 2]sfals]s]
Sun Mon Tus Wed Thu Fri Sat
27 2@ 2@ 30 1 2 3
4 5 6 7 8 % W
11 12 13 14 16 16 97
18 19 0| 23 u
% % N /W M AN
1 2 3 4 6 6 7

3
4
Units 5
| 1 © Horizontal M
 Vertical ;

i 9
|None - 10

& | en [ o |pa |-

List of Appointments  Dr. D.D. Palmer |

Exam

9:00am

5:10

9:20 | Wayne Johnston | Atfred Austin Brenda Elaine Kelly |
9:30

© Print List ~ Print Calender Add ancther Appeintment | | Finish_|
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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.

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-Now-1937  [12-Oct-2008 Clear Date | |

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

Same time next Month [ 28 days ) |

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

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

Pressing F3 will show the full daily schedule for all practitioners listed on the appointment book for
whichever day you are viewing. This is helpful when looking for an available timeslot or trying to co-
ordinate appointments.
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DO Practitoner Code I LH cw
1" | Named Cotumn L

o 3

- Coloured boxes show times where scheduled appointments are
== —| booked.

F= 12 12
Practitioner Lunch Hour -
—§
1 1
2 g 2
C
- —
— -
-
-
3 's - g 3 p—
-
- —
-
- 3
N [+ -

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

Exercise
2:00pm | 1
2:10 Lucibie Ryloet ‘i‘g-ham Godirey | Heather Lecnard |
2:20 | lan Nedson | Heten Smith | Peter Pridham |
2:30 | Helen Porter
2:40
2:50

IDKI

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

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

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

P—

Practitioner Lunch Hour

—

The appointment status will let you know if a patient is expected, arrived, completed, rescheduled or has
cancelled their appointment based upon the colour and font of the patient name on the appointment book.

Some hotkeys are offered to change the status of appointments. To use hotkeys position the cell pointer (black

box) on the patient that you wish to change the status of by using the arrow keys on your keyboard.

Arrived

Missed

Unconfirmed

Confirmed

Rescheduled

Postponed

Cancelled

Done

‘Arrived’ appointments are blue. To 'Arrive’ a patient simply press the A key.

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

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

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

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

Recall list.

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

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

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

appointment book.

O Note:

Names within a yellow cell indicate patients who are at least 5 minutes late.
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To change the appointment status on the appointment book, use the hotkeys where applicable by positioning
the cell pointer on the patient name and typing the hotkey associated with the correct status. The cell pointer
has a black border. Move the cell pointer by using the arrow keys on the keyboard. To change a status that
does not have an associated hotkey click onto the patient name from the appointment book screen and
choose the status of choice from the Edit Appointment Information screen. Click Finish.

—Status—————

= Unconfirmed
& Confirmed
= Arrived

" Done

" Rescheduled
" Postponed
" Missed

= Cancelled

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

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

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

N

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

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.

1% Appointment Book : Wednasday 8 August 2007 { Today is Wednesda P ] 5 |

File Patient Reports Ohip/wsIB Setup Lkiities Help

1 Dr. D.D. Palmer |;. Laurel Hardy, RMT | 3. Dr. Benjamin Pierce | 4. Albert Schweizer, RMT |

3:00 PM
3:15 Alevander Llowd Busanne Catheri Sedgwick-Sharpe
_3:30 Alan Besenyei
3:45 Brenda Elaine Kelly Masowvel| Wilson Betty McGinn
4:00 PM
4:15
_4:30 Arnanda Driver Mary Lou Robinson
4:45
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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.

& Dranicl Darvie Palrcr, BE #4444: Handie Appointments Uhat are hidden er cannol be shown.

Time lshtua

Units

Appointment
Type

IsV‘RWm
320 prn Missed| 1 Adustmert N
20 pm_|Postponed 1| Adustment|h

| | | oeete | Edt | petientito | Postanscwty | [[_Accept

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

Appointments that exceed the time slot

 will stay fixed at that time slot *

 will wrap to the next time slot if requried *

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

* Named columns default all invalid appts to hide.

Note: Invalid appointments will automatically hide when a practitioner has a named columns assigned to
their appointment book.

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

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

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.
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Current Mulitple 1 Not Yet Named

Delete is line ] \Z) Add the current line
appointments of 1 unit per week, for 2 weeks

1

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

4 4

5 5

L

7

New Multiple | Select a Multiple | Save this Multiple | Continue |

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

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

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

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

Save the current multiple x|

Mame this "t ultiple"

IAcute Cervical

ok I Cancel |

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

Select a TMubiple’

Select a Multiple’ from this list

[4cute Cardcal j

Double Click on the Multiple of your choice®
i t Delete

List of "Mulkiy appelntments
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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.

Choose a Date

[ <} June, 2008 [+

Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 C18) 19 20 21
22 @Bp 24 25 26 27 28
29 30

T D Today: 18/06/2008

Cancel | OK |

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

Make Appoimments for the current line of the Multiphe* Hcute Cervical
Line 1 |3 appointments of 1 unit, per weak, for 2 wieks

=11 | 3 appoiraments of 1 unit, par week, for 2 waeks
Sun | Mon | Tue | Wed | Thu | Eri | $at | = _2l| 2 sppoiraments of 1 unit, per week, for 2 waske
Jed|

Plaase antar in 3 mora limes in the shove hawes ﬂ

e | Edit this Line |

lel!i!iulﬂ'llKKMYW[PHHHIWIFHSH
S E T 8 % 107 121314151617 1819 @ N R ERAETEE
WNREUEBETEVANRINSZTZR[ZAN
789 WNMRZDBUISKHITBHANARANSHTADD
ﬁ!.?RRIn"I?I'{HISIRI?IRIR?‘H?‘If‘?f‘ﬂf‘i?ﬁn??}ﬂ}ﬂ!‘.'ﬂ
89 WM WIS EITIRIEANN B ANSRD®RA DD
6 78 9 WMRZNDUISKHI7H1NA0NRAANS5%20
E 789 WMV UBEITBUVANNARANEIEXETAADN
W IZEUISIE TSI N 20 8SENT 88D

99\0|L|3|JHISIGIFIﬁIﬂN!RZJzGZSZGZ?NHNTI
SETHI MMV UBTHEITHHNANRANSZTAAN
LRV IR FIR EIR FIR LIS TR AR EIR U0 s B R T I W g T T T

(Ve vov: TR oo o |G < - ovr (TS |

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:

e Make Appointments for the current line of the ‘Multiple’. This section is where you input the times for each
day that the patient should be booked. Type in as many times as you need for the current line. The
number of appointments is listed above the days of the week.

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

Sun | Mon | Tue | Wed | Thu | Fri | Sat |
] | | | | I

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

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

e The ‘named’ area to the right lists the schedule. Checkmarks indicate booked appointments. You will need
to have checkmarks beside every item in order to complete.
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—Acute Cervical

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

5
el
=l

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

SMTWTFSSMTWTFSSMTWTFSSmTWTFSSMTWTFSSM
Sep 123 5 B 7 8 9 10111213 14|15 16|17 18 153 20 21 22 23 24 25 26 27 28|29 30
Oct |1 2 2 4|5 6|7 8 10 111213 14 1516 17 181920 21|22 23 24 25 26 27 28 29 30 ¥
Now 12 34 5 6 7 8 3101712173/ 14 151617 1819 20 21 22 23 24 25 26 27 28 23 30
Dec 12 3 4 5 6 7 89 1011121314 1516 17 1815/ 20 21 22 23 24 2527 28129 300
Jan 2 34 56 7 8 9 10111213 141516 1718 19 20 21 22 23 24 25 26 27 28 29/30 A
m 1 23 /4 5B 7 89 10111213 1415/16 1718 19 20 21 22 23 24 26 26 27 28
Mar 1 23 /4 658 7 8 9 1011121314 15/16 1718 19 20 21 22 23 24 25 26 27 28 2330 31
Apr |1 2 3 45 ? EEI 10011 1213 14 15 16 17 1819 20 21 2223 24|25 26 27|28 29 30
May 1 2 3 4 5 6 783 101112131415 1617 18 13 ZUZZ 23 242526 27 28 29 30 31
Jun 12 3 4 5 6 7 8 9 101112131415 1617 18 15 20 21 22 23 24 25 26 27 2329 30
Jul 2 304 5 6 78 9 1011121314 1516 17 18 19 20 21 22 23 24 25 26 27 28 29 30/ A
Aug 12 345 ? 8 3 10111213 1415 16/17 1819 20 21 22 23 24 25 26 27 28 29 30 7
Sep 1 2“4 5 B 7 8 9 101112 13/14 15/16 17 1819 20 21 22 23 24 25 26 27 28 29 30
Oct 112 3 /4 56 7 89 10111213 141516 1718 19 20 21 22 23 24 25 26 27 268 29/30 N
0 0 EXEmm o o) T

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 appointments of 1 unit, per week, for 2 weeks J_1| 3 appointments of 1 unit, per week, for 2 weeks
Sun Mon I Tue | Wed I Thu | Fri | Sat -z |2 appaintments of 1 unit, per week, for 2 weeks
| [+o0Pm | [coorv N |
|F‘Iease enter in 2 times in the ahove boxes ﬂ
3
_ got Mext Line | Delete this T\mel Edit this Line |

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.

Select another time for the Appoint

3:00 FPH
3115 M
3:30 PH

smT wtfs s
Sep 112 3
4:00 PM
3
5

12 3 4 5 6 4:15 M

Nowv 2 3% 4:30 PH
4:45 PM

. . . . 5:00 PH
A new screen appears asking you to Select another time for this appointment. Tl 'V
Doctor
Notice the ‘3 *' (asterisk) in the time slot that we had selected. The *' indicates |Dr D.D. Paimar, DC [ |
the time chosen. The ‘3" indicates the number of units (columns) already booked LY:B ffAr'tpﬂi"t"m"' r |1UL'S
at this time. This practitioner has three columns available on his appointment Lp:,”;,:f,”em S
book and therefore the reason the appointment failed is the time slot is already |

fu" Cancel Appoimmeml Book Appointment |

‘ lick on & Time/Day Slot ko move the Appt.
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At this point you can change the appointment:

= to another time by clicking into another time slot

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

You can also change:

= the type of appointment

= the units of time

= the appointment comments

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

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

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

O 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.

aemsiliag Averes, Missimaugs

September 2008 Appeisamants far Masy froam

aremy Menany | letsy Veadrasdsy | Tueemy | (rdsy -

October 2008 Appeisamants tor Masy frsan

aremy Menany | Tsetsy e ¥ -

1% 0 030 AM |® 7 1% 1 ]
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There are five ways to access Record Activity and Payments.

From the Patient Menu

abkrwbdRE

=  From the Patient Menu

Clicking on a Patient appointment on the Appointment Book

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

From within Patient Information on the Account/Activity tab

Go to the Patient menu and choose Record Activity and Payment. Click onto or type the underlined
letter on the button you wish to use for your search criteria. Select the patient by double clicking on
them or highlight and press Enter

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

button

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

= Pressing F12 on the Appointment Book

Press F12 on the appointment book and click onto or type the underlined letter on the button you wish
to use for your search criteria. Select the patient by double clicking on them or highlight and press
Enter. This is a shortcut for walk-in patients and for those offices not using the PMP appointment
book schedule for patient appointments.

= From within Patient Information on the Account/Activity tab
In the Patient Information screen press F10 from any tab or click the Account/Activity tab and click

the Activity button.

Patient Activity

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

Location
Iain Clinic

|C0||e |Descrip|ion

| Total[OHIP/wsib| Patient

0

Default Code I

Delete Row | & (F11) .00 e.00[ ©.00
Payment Amaunt———————— Pay this Amount

- amoun oo | [ oo
& Mone 089 Payment Type
 Today's Fees 0.00 |Ca5h j
 Account Balance 0.00

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

19-Jan-2000

Post

Press'F10 ko Py Press F9' ko Write off
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The Patient Activity screen begins with Treating Doctor. The listed practitioner will be either the practitioner
with whom the patient was booked or the Doctor of Record if you entered using the F12 key. Change the
Treating Doctor if necessary.

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

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

Treating Doctor
[or. D.D. Palmer, DC |
Location
[main Clinic
[Code [Description | Total[OHIP/wsib] Patient|
1cg Consultation/Examination 90.00 000 s000
Code |Description [Extra__ | Biling Patient =
A Adjustrment 0.00 30.00
A% Adjustment Mo Charge 0.00 0.00
AC  Analgesic Qintment 0.00 15.00
APAF | Adjustment 0.00 0.00
CE _|Consultation/Examination | | oo
CENC |Consultation/Exam N/C 0.00 0.00
“{coc  cenical Onhoped Collar 0.00 25.00
CPIL |Cervical Orthopedic Pillow 0.00 50.00
ol Discount 0.00 0.00
ES  |Elbow Suppont 0.00 20.00
T g T |
< Account Balance | 20.00
© Related Balance o0.00 Print Receipt r
" Preset Payment 0.00 Print Statement r
 Dr. No. 1 80.00 Last Statement Date
19-Jan-2000

Post

Press 'F10'to Pay  Press 'F9' to wirite off

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

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

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

—Fayment Amount

 Amaunt [ o.o0
" Mone [ o.oo0
" Today's Fees [ eo.00
" Account Balance [ eo.oo0
" Related Balance [ o.oo
" Preset Payment [ o.oo
€ Dr. No. 1 [ e0.00

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

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

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

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

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

= Dr.No._ will pay the amount listed to the right which is the total owed to the treating doctor only
Click the down arrow under Payment Type and choose the correct payment type.

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

Printing Receipts and/or Statements

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

Select a Range of Dates

Date From Date To

j | Print the Statement I

|—1
o February 1
w March TR T

April 2 13 14 18
May 9 20 A 22
Tune E 27 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.

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

= If you entered the activity screen from the Activity button located in the Patient Information screen you will

be returned to the same screen.

Access the Patient Activity screen as seen in previous instructions.
Instead of choosing a code for activity, press F10. A payment line will be created. The cursor is now activated

under Payment Amount at the Amount field. Type the amount of the payment or click the radio button to left of

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

Treating Doctor

Dr. D.D. Palmer, DC i

Location

Itain Clinic

‘Code ‘Descriplion ‘ Tolal‘ WCB‘ Patient
ﬂPAVM Payrnent 0.00 0.00 000

Default Code
Delete Row || AU £!5| o.o0[ o.00[ .00
Payment Amount Pay this Amount
© Amount 0.00 $55.00

" DNane 0.00

Payment Type
" Today's Fees 0.00 [Debit Card|

@ Account Balance £5.00
" Related Balance 0.00 Print Receipt I
" Preset Payment 0.00 Print Statement [
€ Dr. No. 1 55.00 Last Statement Date

From here you can press FL0 ko Post

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

press Enter on the appropriate patient.
Once in the patient activity follow through with Posting Patient Transactions.

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

HST can be included in inventory items so that the fee charged is a total of the selling price
plus the HST amount.

HST can be added as a separate item after the activity or inventory had been selected.

The PMP department recommends that HST be entered as a separate line item when posting activity.
The option of including tax as part of the total fee (i.e. selecting items from inventory where taxes are
added) is simpler but may complicate patient reimbursement from extended health companies. Separate
line items make it easier for patients to collect, provide detailed reports in PMP, make government

reporting easier, and as a bonus, your fees are accurately presented without the taxes inflating your
patient’s perception of your fees.

Here's how:

In the Patient Activity screen locate the treatment or item purchased and press Enter. Locate the HST
code in the fee schedule list. In the patient column type in the HST amount if not correct. Press Enter.

Treating Doctor

Daniel David Palmer j
Location
[Main Clinic

Code ‘Description ‘ TDlaI|0HIP"wsih | Patient|
_|MASE  Massage Therapy - 60 mins 60 .00 000 60.00
_|HSTE6  HST 7.80 0.00 7.80
A

Default Code
DeIeteRowl [Mo Defaul | I 61.80 | o-00 | 5780

The total fees for today will reflect activity plus tax and separate transactions will show on statements and
summaries.

There are two methods for posting HST as separate transactions.

You may create multiple HST fee schedule items that are populated with a predetermined amount. Go to
the Setup menu, Fee Schedule, Other. Your summary sheets correctly display HST amounts in the HST
area only if the first three digits in the code are HST. You can add an additional digit or letter to allow for
additional HST items where the amount is pre-populated.

/% Edit Other Fees

!

Code QlDescriptiun ISEIIing F'ricel
_|0! Discount 0.0o
_|GC Gift Cerificate 0.00
_|GET 5T tax 0.00
_|HET HZT 0.00
_|HET3 H3T 5.20
_|H=T4 HZT 6.40
_|HETE HIT 7.80
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We have used the additional digit that represents the time period in the screen shot above. HST3 is a 30
minute massage HST amount. HST6 is a 60 minute massage amount, and HST4 is a 45 minute massage
amount. This makes the selection process easier when adding tax as a separate line item.

The second method for posting HST as a separate line item requires calculating 13% on the total patient
fees. This is appropriate when there are a number of taxable transactions being posted and you want to
show HST as a lump sum amount i.e. a patient is purchasing a number of different products at the same
time. Enter the codes for all taxable transactions and PMP will give you a taxable total. Calculate 13% of
that total, enter the HST code, and put the calculated tax amount under the patient column. Press Enter.
Add any non-taxable transactions. Click Post.

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 how activated in the patient fee area.
Type the discount amount with a minus sign, ie. -20.00. Press Tab. The discount line now shows the fee
reduction in red and the total fee for today includes the discount. Click Post.

Treating Doctor

Daniel David Palmer, DC #4444 j
Location

[iain Ciiric

Code |Descrip|ion | To|aI|OHIPJ'wsib ‘ Pa|ien||
CPIL Cenvical Orthopedic Pillow 5000 0.00 5000
DI Discount -15.00 0.00 -15.00

| R

Defaull Code

Delete Row | Mo Default I 3E'DD| D'DD‘ 3500

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 Activity

Treating Doctor

Dr. D.D. Palmer, DC 'l
Location

Main Clinic

Code |Description | Total|0HIP.fwsih| Patient
REF Refund 0.00 0.00 0.00

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

Treating Doctor
[Dr. D.0. Palmer, DC =
Location
[Main Clinic
[Code [Description [ Total[OHIP/wsib|_Patient
[MREF  Refund 0.00 000 000

DEfaulF CaHE - T
Dalate Row | o Defauli .00 B.0Of D.00
Payment Amount——— | Pay this Amount
& Armount —50.00 (§50.00)

" None o.o0
" Today's Fees 0.00
 Account Balance | —50.00
" Related Balance 0.00 Print Receipt r
" Preset Payment 0.00 Print Statement [~
© Dr. No. 1 —-50.00 Last Statement Date

Post

| From here you can press F10 to Past

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 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

Inventory Refund

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

-38-



1.

PATIENT MANAGEMENT PROGRAM

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.

Location

Patient Activity

Treating Doctor
IDr 0.0 Palmer, DC VI

IMain Clinic

Code ‘Description

| Total|OHIP/wsib| Patient

CPIL

# |

Cervical Orthopedic Fillow

-60.00 000 5000

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.

Location

Patient Activity

Treating Doctor
Dr. D.D. Palrer, DC 'l

hain Clinic

Code |Descriplion

| Total[oHIP/wsib] Patient

REF Refund

# |

0.00 0.00 0.00

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

correct.

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.

Patient returned cerdcal pillow. Refund given as per DD's

request. L

Delete Cancel Save

0 Note:

If the returned inventory item can be sold again, you will want to increase your Amount

in Stock for this item in Fee Schedule, Inventory.
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The Activity Date function allows you to change the date for processing transactions that occurred on a
previous day.

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

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

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

Set the Activity Dare’

5§ 5 7 g 1
12 13 14 15 6 17 M8

WX N R AN S

W w o om Resel o System Date

T Today: 011122006 Accept Changes

The *Activity Date’ is the dsse your program is werking with, &r your Pastng
date. When pou fret stant your program, the 'Activity Date’ is 221 to your
Computer's current System Date, Mormally pou wouldn't need to change this date,
16 you 52t your 'Activity Date’ bo & date before the System Date then your
appointment book will beceme navounded by & 'Red' Border. I you set the date
to a date after the System Date then the horder will become * " The
"Today' button shwaps takes pou back to the "System Date’. 1§ you changs the
“Activity Date” a bulton lbelled *Activity Date’ wil become vasible em the
appointment book. Pressng thas button will retam you to the curent "Activity
Diate’ Fleare note that you canest chanze 3n "Activity Date’ prior to the "Fdit
Date’

There are times after processing patient activity that you have to edit or delete a transaction. For example
the patient could have paid you after the visit had been posted or you posted an incorrect patient.

Get into the Patient Information Account Activity tab.

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

Unchamged Recerd Modified Record
Date FiHoeiE ]
Bectst 6 [6r. 6. Patwess, 0 E
Cade [ N |
Billing Cod
il Type [Fasn =
States [Past aid
Pald By |
‘Billing Amount [F00 T
Pasient Amount 100 ]
Payment Anount 100 ]

Refeiemce Dare [ /
Locaton | | B

Changs Bl Typs

Cash  CWCB Cancal Accrpl Modbed Record
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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.

x|

Changes made to fields in this area will affect practitioner revenue and
{or Accounts Receivable. You will need to reprint surmmary 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.

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.

Code | Description | Toral|oHIP wsib]_Patiem]
MTREN Tranafer 0w 0w oW

Dilats Rew | | eoe] o.me| oo

Paymont Amgent

Pay this Amsum
= Amaunt 100.00 [#100.00)
© Hone X

l‘g ||||| 1 Type
¢ X
© Reluted Baliecs 0.00 Print Becaipt r
 Presat Payment 0.00 Puint Saatemem [
£ Dr. Na. 1 0000 Last Statsment Date
E. Mar-1998
Post l

Froen P oas cars e 11 b ot
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= Transfer the Amount to the Patient with the Balance. Get into Patient Information on the Account
Activity tab for the patient that has the balance owing. Press F10. Select Transfer from the activity list.
Press the Tab key. Below Payment Amount click Amount and type the total of the transfer, i.e. 100.00.
Change the Payment Type to Transfer. Click Post.

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

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

Total Dr. DD Dr. LH Dr. BP Dr. AB
o0 | 300 | o000 [ 000 [ o0 | | [ | | |

’, View all Doctor balances I

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

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

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

Treating Doctor
Dr. D.D. Palmer, DC =2
Location
hain Clinic
‘Code |Description ‘ TotaI‘OHIP.fwsib Patient
ﬂTRAN Transfer 0.00 0.00 0.00
Default Code:
Delete Row | 1o Default I o.00 | 0.00 0.0o
Payment Amount———— Pay this Amount
& Amount 30.00 | $30.00
© blone o.00 Payment Type
" Today's Fees 0.00
" Account Balance 30.00
" Related Balance 0.00 Print Receipt r
" Preset Payment 0.00 Print Statement [
£ Dr. Mo, 1 0.00 Last Statement Date
29-har-1955
Post
From here you can press F10 b Post
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Transfer the Amount to the Other Practitioner. Press F10 again. Change the Treating Doctor field to
the practitioner 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.

Note: When processing a transfer the patient amount remains at zero because there is no change in fees.
Only the A/R balances change.

Treating Doctor

Laurel Hardy, MT -
Location

Main Clinic

|Code |Description | Tntal‘OHIwasih Patient|
jTRAN Transfer 0.00 0.00 0.00

Default Code I

Delete Row | 1o Defanlt

Payment Amount———————————

0.00[ ©0.00 0.00

Pay this Amount
& Amount -30.00 | ($30.00)

© Hone o.00 Payment Type

" Today's Fees 0.00
 Account Balance 30.00

" Related Balance 0.00 Print Receipt (m
" Preset Payment 0.00 Print Statement -
 Dr. No. 2 30.00 Last Statement Date

29-Mar-1998

Post

‘ Fram here you can press F1O to Post

The balance is now owed to LH.

Date | |Ref Date |Doc |Locali0n|C0de |Eli\| Code |Type ‘Slatus |F'aid by | | Bwllmg‘ Patient| Payment
_|0e10/2008 oD 1A CAZH Paid 0.00 30.00 0.00
DD 1/ TRAN CASH Paid TRAM 0.00 0.00 30.00

LH 1 TRAN CASH Paid TRAM 0.00 0.00 -30.00

To record a returned cheque in PMP complete the following steps:

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

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

returned cheque with a minus sign before the amount, i.e. -100.00. Change the Payment Type to Cheque.
Click Post.
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e
000
15.00

D Row| 14 Do | (D1 28e02 99
Payment Amourt Pay this Amount
* Amount 00.00 | 15100.00}
Hone Payment Type "
Today's Fees Cheaue] =
Account Balance
Ralated Balance Print RBeceipt
Preset Payment L Print Beaterna
15.00 Last Statement Date
Dr. Mo, 1 = edl
18-Aug-2008
Post

Friom bt pous .1 press F10 1o Post

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

Add gift certificate to your Fee Schedule if necessary. Click the Setup menu, Fee Schedule, Other. Click
Add. Double click into the code field and type GC. Type Gift Certificate into the description field. Make the
Selling Amount $0.00.

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

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

1. Gift certificate is used for one practitioner only.

= Sale of GC. Get into the Patient Activity screen in your normal manner. Locate and select the Gift
Certificate from the list. Press Enter or Tab to create a second line. The selling amount should be
$0.00. The Payment amount will reflect the cost of the GC. Click onto the radio button to the left of
Amount and type the amount of the payment. Choose the Payment Type from the list, click Post.

This will have the effect of recording the money received and creating a credit on the patient file.
There is no change in revenue; no service has been given.

= Redemption of GC. 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.
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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.

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 Actity
ol m
o, OC -

Tr
"
ac
ain
Code [ Toral]  wen [ Patien
pfwo 0.00 000 000
o.oo 0.00 | o.oo0
Faymant Amount Pay this Amount
© Amount 0.00 {#20.00)
" Mone foiz Payment Type
 Inday's Fass 0.00 @
& Account Balance | 20.00
 Rajsted Balanca 0.00 Print e eaipt r
" Preset Payment 0.00 Primt Statemen m
 Dr. Na. 1 Last Statement bty
J
[From here you can press FI0 to Post

Type the amount of the write off or click the Account Balance radio button if the amount is correct. Click Post.
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The Difference between Write Offs and Discounts
We find it helps to think of write-offs and discounts like this:
a write off is an amount you cannot collect
a discount is an amount you choose not to collect.

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

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

2. Click onto the write off (WO) line, click Edit. Click into the Patient Amount box on the right and
highlight only the minus sign (-). Press delete. Click Accept Modified Record. Type the reason for
the reversal into the comment field. Click OK.

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

F‘ersunall Cummemsl Pop Upsl Manitubal Bill To / Empluyerl Appointments  Account £ Activity | EHC I

l

Date | |Hef. Date |Dac |Locat|on|00de ‘BI” Code |Type ‘Status ‘Pald by ‘ | Ehng‘ Patient Paymem|;
_|20/01/2008 [a]n] 1A CASH Paid 0.00 10.00 0.00
14M08/2006 Do 1W0 CASH Paid 0.00 -10.00 0.00
NI oo 1 W0 CASH Paid i) 1000 0.00

Credit Write Offs

There are 2 steps involved in writing off a credit. Please note writing off a credit should only be done after
continued attempts to refund the patient have failed. Please check with your bookkeeper or accountant
for more details.

1. Getinto Patient Information on the Account Activity screen, press F10. Press F9. A write off
information line will appear. The cursor is now activated in the Amount field. Type the amount of the
credit as a positive number. Click Post. The amount of the credit has now doubled.

2. Click onto the write off (WO) line, click Edit. Click into the Patient Amount box on the right and
highlight only the minus sign (-). Press delete. Click Accept Modified Record. Type the reason for
the write off into the comment field. Click OK.

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

F'ersunall Cummemsl Pop Upsl Manilubal Bill Ta / Emp\uyerl Appointments  Account f Activity |EHC |

| ‘R’ef Date |Dnc |anatinn|Cnde |E\II Code |Type |Statu5 ‘F’aid by | | Billmg| F’atiem| Payment| =
oD 1A CASH | Paid CASH 0.00 10.00 12.00
oo 1W0 CASH | Paid 0.00 200 0.00
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WSIB Write Offs

To write off stale dated WSIB claims click the WSIB menu, Record Manual Payments, WSIB. 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 WSIB Payment Journal. For more
information see the WSIB section in this manual.

(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.

1 payment Distribution =101 x|
Account History
—|Dala |Dnc |Cnde |BiH Code ‘Type ‘Stalus ‘F’a\d by |B\Hing ‘F’atiam Payrnent |;|
14/09/2005 DD A Paid 0.00 30.00 0.00
20/01/2006 DD A Paid 0.00 30.00 0.00
19/04/2006 DD A Paid 0.00 30.00 30.00
21/11/2006 DD A Paid 0.00 0.00 0.00
P|24/11/2006 |LH MAS2 Paid 0.00 40.00 0.00

Payment Worksheet

‘Ducmr Balance Due‘ | F‘aymem‘ |
1 Dr. D.0. Palmer, DC s0.00 160.00
M 2 Laurel Hargy, MT 4000
3 Dr. Benjamin Pierce, DC oo 0.00
4 Albert Schweizer, RMT #G458 0o © 0.00 Todays' Payment
200.00 Doctars in light grey, are

on your system but are
not currently shown on

o Al L0 EE Al
,7000 Book.

ﬂ Accept

Enter Payments in the Payment’ calumn or dick an the checkbox ko the left of the column to pay the entire balance

The lower half of the screen is named ‘Payment Worksheet'. All the practitioners on your PMP will be listed
here with account balances. Put a checkmark beside Balance Due only if you wish to pay the entire balance

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

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

View All Doctor Balances

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

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

Doctar Narne | Ba\ancel New. Ba\ancel;

Or. D.D. Palmer, DC 140.00 140.00 Changes made to
Laurel Hardy, MT 0.00 0.0o Doctor Balances will
' = . be reflected in

Dr. Benjamin Pierce, 0.00 0.00 I

Albert Schweizer, DC 0.00 0.00 and Account Edit
Journal
Old Balance 140.00
Mew Balance 140.00

0.00

—  Doctors in light grey, are
on your system hut are
not currently shown on
your active Appointment
Book.

Cancel
;I 0K

press AlLE to edic 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.
]

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

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

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

Pat No. Doctor of Record “Phone Numbers — Patient Type
| i [Or DD Palmer, DC & 1 Wﬂ‘_;,
Home
Preferred Location B I {905 731-0702 Patient Cateqo
| Adult -|
First Name Last Name Work | Ext P t Tyne
[drienne 5 Juinton (41656333000 [21 Dabit Card 4
[ Address Cell | Ext Default Code
Street & Apartment or Unit # RN A - -
|1 Hardie Avenue (705) 988- I Flags
City Province :l' Ext P 6 '
[Thomhi =] Jon | [ Active v
Postal Code Country - Auto Stat ts [
L4J 53 Email Address Email
I Ialimon@work.ca 2 Do NOT contact -
~Referrals Maiden Name AR Type
Referral Method Referred By Patient| Patient vl
IF‘atient j IDr. Mary Smith I
3 Send Statements To
Date of Birth Age  Sex % clated Patients Patient vl
06-08-1549 - I fali} Fernale vl
Search for a Patient b
Next | Previous | ﬁavel Cancel | Mew Patient | . ’Last namel Number | FEirst namel Other | “Continue |

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

Fill in the required information.
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Phone Numbers

The phone number area will hold up to four phone numbers. Choose the type of phone number you
are adding by clicking the down arrow and selecting the type from the list.

Email

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

Related Patients

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

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

Default Code

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

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

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. =»
See page 50.

Pop Ups are information boxes that will appear on a patient file where and when you choose, giving
information you have input and may require about this patient or their appointment. Locations where pop ups
are designed to pop are chosen in the Setup menu, Clinic Defaults. =» See page Error! Bookmark not
defined. and 50.

The Bill To / Employers tab houses information regarding the person or company that is responsible for the
account if not the patient themselves or WSIB.
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Input any relevant information regarding WSIB on this tab.

This tab is used for creation of WSIB forms.

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

This tab is used for the creation of MVA OCF forms.

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 53.

Search for a Patient b
Mext | Previous | Savel Cancel | MNew Patient | '| ’7\:331 narme Numberl First namel Other | Continue |

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

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

The Other button offers various options for locating patients.

Search by

 SIN " Postal Code " EHC2

¢ Bill To / Employer ¢ WSIB Claim #  MVA

" Phone Number " EHC1 " Health Insurance
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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.

Patient Information 742 - Erin Abraham

Persanal |Cnmmems| Pop Upsl Bill To # Emplnysrl Appointrmeants I A:cnunt/AclMtyl OH\F‘IWSIB' EHC | YA I

Patient Type

Cash -
Patient Categol

Adult i

Pat No. Doctor of Record
[ 742 |[or DD, Palmer,0C

Prefered Location | Clear

J rPhone Numbers
Home
(416) 2930147

First Name Last Name [ Work 7| Ext
Payment Type
[Erin [ [rbraham B ’asyh—”—j
Address

7| Ext
[ ]

Default Code

A Adjustment [+

Street & Apartment or Unit #
IWE Grenville Street, #184

Province

Ci
Scarborough

Postal Code

j (Ontario j
M1T 3P9

:[' Ext
| [

A§  Adjustrnent Na Charge
(AO  Analgesic Qintrnent
APAIA]

Email Address Ernail |
| T—

CE  Consul =

|.cam

Count
Canada
Referral
Referral Method Referred B
~| |Or. Jeffery Jones -

!
Maiden Name

CEN(Consultation/Exam N/C
COC Cervical Orthoped Collar
CPIL Cervical Orthopedic Pillow

Send Statements To

Date of Birth Age  Sex Related Patients Patient -
0303165 =[5 [Femake |
Search for a Patient b:
Iext Erevmusl §ave| Cancel | News Patient | o ’VI:ast namel Numberl Eirst namel DOther Continue |

[press F2 to add an appomiment, — or prass F10 to process 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.

Treating Boctor

Or D0 Palmer, DC hd
ocation

|Mn|n Clinic

| |Code |Description | Toral[OHIP wsib| Patlam|

Li

Dialate Row | mgl(:::ln]dﬁ Lakle! Lokl 2! Lecls
Paymant Amoant Pay this Amaunt
o R
 None 0.00 Payment Type
 Today's Fess 0.00 [casn =
 Account Balance | 90.00
© Rulatod Balanco 0.00 Primt Beceipt r
€ Bresot Pagmenl .00 Prim Statement [
 Dr. Mo, 1 [ s0.00 Last Statomant Date

Post

Fross F10'to Pay Press P bo Wike off
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PATIENT MANAGEMENT PROGRAM

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

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

Print an Envelope for Basinger D I

= 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 | Ereviousl gavel Cancel | Mew Patient | _'ll ’7I:ast namel Numherl First namel Other | Continue |

In Bill / 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.

$ 4+ ¢ 4 4 For Envelopes select the following:

—Select an Envelope——

B34 3314 xB5) 1. The size of the envelope; 6-3/4, 9, 10, 11, 12, 14

©@3 @TexaTaEn
F 10 (#1813 127 2. Feed type depending on your printer; Left,  Middle, and
Ci@zanss) | Right Vertical

12 (434 % 1"
® i @uille) 3. Check Print Return Address to add your information to
Fod Type the upper left corner. This information is pulled from Clinic
& Left Vertical Defaults
 Middle Wertical
" Right Vettical 4. Edit the name and address
I™ Print Retum Address 5 Font attributes

Address to Print

Adienne Linton =l 6. Patient name and address are editable

1 Hook Avenue

Helas, 315 BAA 292 7. Any changes in Printer setup

H

Select Foml F'rimerSetupl L!‘;l Cance\l i Print the Envelope 3

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.

|You may need ko use Printer Setup to select a suitable Paper Source.

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
Wmbét [Sumame [Fises [=1 92 |Basinger, Dorna
1265 Barlier Feherds Diiress (= 1148 Basingar, Matihow
771 Bames Gary
66 Basinger Arivew
303 Basinger Do
532 Basingtr Doena
841 Bates fyabel
229 Buntar Canen =
30 Banter Diecy Michaul Fill the List using Patisnt Ouery |
933 Banter John Kith
1023 Batar Lauren Elizsiah | =] Daleted Selocted frem the List |
Aubd Selocted to ‘Selectod Pations’ | Delete the entive List |
Select patients by using the Search box and ing Erfer, or use the Up snd Dov heys
aed press Enter e Double Click an  patient. The Patients are soned in the order shown by the
Eackground = the Tiia Bar, Click on seathar eslumn 10 change the 5o ardar, Contimue.

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

Related Patients

Number | MName | Elalancel
fat 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

. 0.0 Palmes, OC -
k:ain Clinic

[Code  [Description [ Total[OHIP weib] Patien|
CB Atjustment 30.00 [TOET ]

wmnw|-. | s0.00] o.00] 20.00

Pyt Amount Pay this Amount
© Amount 0.00 60.00

" Hone 0.00 Payment Type

© Today's Feos 30.00 Bl

 Account Balance | 30.00

= Ralated Balanco 80,00 Print Recaipt I

" Preset Payment 0.00 Prlmt Statement [

D Mo 1 30,00 Last Statement Date

1-Tab- 1930

HR  ew

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 Error! Bookmark not defined..

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

|||||| nfrmation U3 - Darve Baer

Parssnsl | Commants Pop Ups |H(IT:J'F:N:|=)’H|-N::¢I|IMI"|\ Accsurt | Actty | CHIP P wWSE| BHC | MvA |

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

- 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 anly on Sep 12, 2006 j

il Popup an, or next visit after Sep 12, 2006 j
il Popup during the week of Sep 12, 2005 j
il Popup after O wisits.

il Fopup on or;er day 0O of every manth.

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

Pop Up When Options:
1. Will pop every time until deleted.

2. Will pop only on the chosen date. If the patient file is not accessed that day the Pop up 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.

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.

Parsonal Comemares | Pop Ups | Bill To f Emplayar | Appeiressarts | Accouet / Actity | OHP 1B | EHC | Mva |

amments [ Sebect & Commant ]3—
B arly

Saptembar 12, 2006 B
Patiert wal orly 3¢ Or. Palmar oely. LI

With Selected Toxt
ln"dTodlr\leI E&I lel Tt Copy | Paste | Chese

Seaich far a Patient by

.M Brevicus | _ MewPatiost | || Last mame| Mumber | Eirstname| Other | _costines |

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.

=81

File Edit “iew Format

D &|da| & Bara| o ~
] =l o =] B/g,@|§
Septernber 12, 2006

Patient will only see Dr. Palmer only. L)

Pat. No. Name Dr.

| 1124 [ Mary Brown DD
~Address

123 Anywhere Street

The highlighted and / or edited portions will appear on the Patient — &
Summary Information screen. WaP 12 [canacs

_|
[l

Phone N
Home Phone 2

[416) 123-1234 [or-
Birthday S S.LN. Type Cat.
[14-Mar-1280 [F | [Cash [T

Health Card Number Expiry Ohip Xray
[1234 267 897 | s 15000 [s 40.00

First Visit Last Visit Next Visit Date
[1E-May-2000 [19-Apr-2006  [Wed, 13-Sep-2006, 09:30 AW

Balance Last Payment  Amt.  Treat. Week
[§ 140.00  [18-Apr-2006 [ $30.00
Patient Comments

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

PMP will open your messaging program and address emails to your patients if you have internet
capability on your computer. Enter the patient email address and click the Email button in Patient

Information / Personal to activate this feature.

Email Address Email
Imary@hnme.neﬂ
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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 comment has been added to an activity a checkmark will appear in the second column.

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

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

Wed, 19 Apr 2005 Dhally Repaort - Dr. D.D. Palmer, DC Lecation - ALL ~ Flage No. 1
Palignt Name Number DeRt DrT Loc. Code  Pd. by Psid _Fatient  OHIP WSS Next Appainiment fgtered By
1521 00 DD 1 APOC 0o (- Sep- 2006 B.00 AM  Confrmed  ¥elow Pages Ad
1481 00 DD 1A CASH 000 3000 (13- Sop- 2006 800 AM  Unconfirme White Pages Ad
T4T LH CD 1A 3000
Hamgton, Ganl 00D DD 1 A CASH W F0m Aarrverd
Jons, Cindy LK DD 1A CASH 0O 000 5AM Unconfimne Or Joffory Jones
Brown, Mary 1124 DD CD 1A CASH Xm X0m ¥ Confrmed Dr. Jeflery Jones
Greer, Babara 150 00 DD 1A L] (- Sep-2006 9.45 AM Cork Stall Referal
Waoods, Mebsa Margars 1534 D0 DD 1 A$ 00 HeAug 2006 8 00 AW Confrmed Mickey Mouse
Lloyd. Alexander 0 DO CD 1A CHEK 2000 10.00 Sep-2006 1215 PM Confrmed
Clark, Richard 800 0D 1A 10,00 2005 1215 PM Corrmed Paul Bunyan
Gardiner, Barbara 13 00 DD 1A 10,00 2006 415 FM Unconfinm
Bilcox, Alexandre 21 0D DD 1A 0o 19.26 [ 2005 11:00 AM Unconfirme Offic
nz 00 DD 1A 00
4 00 DD 1A 10m
% 00 DD 1 A 500
120 00 CD 1A 3000
1585 00 DD 1 A E il ]
S 00 DD 1A 10,00 M Confmed Or Jaffory Jonas
1557 DD CO 1A CASH 3000 3000 M Unconfirme Barbara Graer
153 00 DD 1 A CASH W F0 Confrmied
900 DD 1A 00 Confrmed  Paul Bunyan
¢th 1348 DD COD 1A CASH 2000 2000 Unco
¥ 00 b 1A M Cank
Alpwandra MO0 0D 1A 000 (13- Sop- 2006 1°45 FM Cond
Hywamen, Meredith 11E5 DO CD 1 CE 4000 03-5ep-2006 315 PM  Confirmed  Staff Refemral
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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, OHIP, and WSIB 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:

Sat, 24 Mar 2007 Daily Report - Dr. D.D. Palmer, DC Location - ALL  Page Mo 2
Receipts Claims and Fees Patient Categories
Patient Payments Received Patient Fees 170.00 Adult 3
American Express 000 Inventory Fees 0.00 Student 1
Cash 0.oo GST 0.0 Child 0
Chegue 000 P.ST. 0.00 Mo Charge 0
Dehit Card 000 Total Irwentary Fees 0.00 Senior 1
Gift Certificate 000 Discounts 0.00 Compassionate 1 0
Insurance Chegue o.oo Write Offs 0.00 Compassionate 2 0
MasterCard 30.00 QHIP Clairns 0.00 Compassionate 3 ]
Visa 10.00 WEIB Claims 18.26 Family member 0
Category 8 000 EHC Claims 0.00 Unused 0
Category 10 000 MvA Claims 0.00 Unused 0
Other _nm @ Total Fees Charged 189.26 H:Eizj g
Total Patient Payments 40.00 - Unused 0
OHIF Payments Posted 0.00
Rescheduled 1 Unused 0
WSIB Payments Posted 0.00
Postponed 1] Unused ]
EHC Payrments Posted 0.00
WA Payments Posted 0.00 Missed ! Unusad g
— " Cancelled o Unused ]
Total Payments Received $ Q) Total Patients Seen K]
@ Doctor of Record AR .'.15 of Thursday, 12-Apr-2007 8 Subsequent Visit Claims 7
Patient 360522 3) New Patient Claims ]
Dr. D.D. Palmer, DC 7o Bill To 000 (@) Re-sxamination Claims 1
Dr. Benjamin Pierce, DC 1926 EHC 9072.17 . .
wa _ wm T ot e :
3rd Party 933217 V
Tatal Claims g
WEIB 2178.00
OHIP 000 STARTING CASH
Total AR 15115.39 PAYMENTS RECEIVED
BANK DEPOSIT
CASH IN+/OUT.
ENDING CASH

If you are
trying to balance your receipts with your summary sheet look for the field Total Patient Payments. Also
shown in the first column is Doctor of Record. This indicates the breakdown of fees generated by
practitioners treating other doctor's patients.

Total Patients Seen refers to the number of individual patients who have been treated during the
reporting period. For instance, on your yearly summary sheet a patient who is adjusted once a
month will count as 1 Total Patients Seen and 12 Subsequent Visits.

Subsequent Visit Claims refers to the total number of transactions posted from your treatment fee
schedule. By dividing the Total Visit Claims by Total Patients Seen you are now able to calculate
the average number of patient visits. This is a statistic that many management consultants utilize.
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( 3) New Patient Claims is an important statistic and accuracy depends on two factors:

] The transaction posted to the new patient must be from your Fee Schedule
Treatment and have a WSIB Code of V103.

= The date that this transaction is posted must be the patient’s first visit date. Confirm the
date by referring to the field First Visit Date on the Appointments tab in Patient
Information.

If the transaction does not meet both the above criteria, a new patient will not be recorded.

Re-examination Claims are counted when a transaction is posted from your Fee Schedule,
Treatment, has a WSIB Code of V103, and the transaction date is NOT the same as the patient’s
First Visit Date.

Total Fees Charged represents the total billings for the practitioner(s) on the summary sheet. It is

the total revenue for the practitioner(s) who gave the treatment. Offices with multiple practitioners
who treat each other’s patients are able to break this total down to show whose patients were treated by
using the Doctor of Record amounts.

Doctor of Record. The Doctor of Record breakdown represents the revenue earned by treating
patients belonging to various practitioners. The total fees under Doctor of Record amounts will
always equal the Total Fees Charged.

In looking at the screen shot, note that:

= Dr. D.D. Palmer treated patients for a Total Fees Charged amount of $189.26
= The Doctor of Record amount for Dr. D.D. Palmer is $70.00

= The Doctor of Record amount for Dr. B. Pierce is $119.26

That means that Dr. D.D. Palmer earned $70.00 from treating his own patients and he earned $119.26
from treating Dr. Pierce’s patients. These amounts can be useful when practitioners pay a percentage or
amount when treating other practitioner’s patients.

This breakdown is not available for offices that have multiple patient files for the same patient.

D Note: Accounts Receivable is an option on summary sheets. Turning AR on or off is
chosen under the Setup menu, Doctor Defaults.

Show AR Totals on Summary Sheet v |

Statements can be pulled:
1) individually from within the Patient Information Account Activity screen
2) individually while posting activity
3) grouped for related patients while posting activity

4) individually or grouped from the Report menu.
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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.

Date From Date To Sort by
p10V2008 =] [oriaoe =]  Surname
~ Update Last Statement Date ~ Number

FProvincial Licence #

Include activity OMLY from these Doctors

Frompt Payment
| Selact Doctors S

Interest
« Mo Interest Charges

 Chargs Intersst (%)

Letter Head

& Use Blank Paper  [lelterhead-DD Rif Choose
" Use LetterHead -
" Show OHIF expiration on Statement
C ts to print on
E]
=
To put comments on the Statemants, you may use a combination of typing into the ‘Comments to print on statements®, or double
click on an item in the grid "Select a Comment’.
Report Destination
~ [@creen © Printer © Exportto RTF © Save to File

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

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

atient Actvit
Treating Doctor

Or. 0.0, Palmer, OC -

Lacatlan

Wi Clinec

|Code_|Description | Total| 0HIPwsib| Patien]
on Adjustmant 0.0 000 3000

Dl Row N Tl 30.00 0.00 J0.00
Paymial Amourl Farv this Armannt
" Amount 0.00 ~$0.00

= Nona 0.00

Payment Type
1~ Today's Feas a0.00 Cazh 'I

 Account Dalance | 120.00

 Relstad Balance 0.o0 Print Beceipt |
 Preset Payment 0.00 |Print Statement
D, Mo, 1 120.00 Last Statement Date
21-Aug-2006
Past I

[Pross FL to Py Pross B to Wk off
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4)

PATIENT MANAGEMENT PROGRAM

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

Select a Range of Dates
Date From Date To

03/04/2008] j |22ﬂ1f2006 j Print the Statement I

| The Default LetterHead will be used.

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.

¥ Adpssimart el [T

Dielste Row anlF 30.00 [ 0.00) 30.00

Payment Amount Pay this Amsunt
 Amount 0.00 $30.00
" None o Payment Typs
 Today's Feas 30,00 * -
& Azeount Balance 3000
™ Relsted Balince 83.00 Prim Beceipt r
~ Presel Payment 0.00 Prim Sratamant ~
" Dr. Mo. 1 30.00 iw
EHE e |

[From here you can peess F10 ko Pest

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 Subucted Patients

Fill the List using Patient uary |

Deleted Selocted fram the List |

Add Selactad 1o “Solactad Pationts” | Dalats the antira List |

Sedact patiants by using the Search box and prassi
ared prass Enter or Doubde Chek on a pabwed. The F
Background in the Title Bae. Click e ancthy

ha Lip and Down amow keys

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.
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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.
T —

Frem

2001142009 -

Range of Time to Include Appointment Typs Colours Appointment Shading

& All Day  Partial Day = Print ~ Don't Print = Print ~ Don't Print
Report Destination Colour Options Page Format

& Screen  Printer « Colour © Black & White © Portrait (Normal] = Landscape

Print the Appointment Book |

&

Choose the date and times. Clicking Partial Day will allow you the option to input a time range. Appointment
Type Colours will include the appointment colours associated with each appointment. Choose Colour
Options if you have a colour printer. Click Print the Appointment Book.

Wed. 4 Mov 2009 Daniel David Palmer, DC #4444 Page 1
Exam ]

8: 00am || Eva Macklin LCdna MacLean L Amy Love Wayne Jotstan I
8:10 Orenda Lioyd Mary Lou Robinson Haterin Felly |
8:20
8:30
8:40 | Brent Yeinga Fyan Soland
8:50
5:00am
5:10 | Judith Lynnd
5:20
9:30 Susanne Sedgwick
9:40 | Eric Clament Alfred Austin |
9:50 Lpgan Ebsen | 2aul Holmes Mavwell Wilsan |

i Floyd March

) [ldsn Relh
&
O 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.
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SQL Version

Choose a Doctor

Crani ner, DC #4444
Select a Date
2001112009 |
I Exclude ‘Do NOT contact”
Select a Group of Appointment Status's Sat, February 0, 2006 Reminder List Page Nurnber 1
& All Appointments Or. D.D. Paimes, DC
Mo OMP
© Unconfirmed Appointments —Time Status Commen Hame bumber Home Phone  Business Ext  isiis _ Let Flags
915 AM Uncanfimed VER  [415) 2451891 5 BXITIE 2 1500
1 mad and C AP 1015 AM el X 1enm
T3 AN Ur 13 1500
© Missed, Postponed and Resch. and Cancelled Appt. | 114544 Unconfir v [815) 2230621 @ 1500
1730 PM Unconfiermsd B [EE 2Ry 2 snm
Report Destination 300 PM Unconfirmed & {05) 8371210 PR ]
o e IWPM Unconfimed a6 70 (415) 4350975 0 15000
AT PM Unconfirmed Graaves, Alexandst 13 [0E) 7311510 ozsaTr I 1S000 REL
~ Printer Run ths Report S30PM Unconfimed Bilcor, Alexandre M (B05) B3S0M2  (05) 6765831 & 15000 S
Tatal Nunabor of Appalntmants = 4
v Hint: This report is also a good report to take home when you are expecting inclement weather. Print

All Appointments for this procedure.

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

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

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

Past Due Recall List

The past due recall list is a list of all incomplete appointments. Used in conjunction with the long term recall list,
they provide an accurate catalogue of patients. Utilizing the Past Due Recall list on a daily basis can assist you
in ensuring your patients do not ‘fall through the cracks’.

You can also use the list to move patient’s 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.

s pexii Active|Name Phane \ark Ext. |Lactvist =
Appaintment Status
16-Oct-2006 9:45 AM | Missed ™ Pedlar, Sandi (416) 7B3-6368| (416) 783-0408 24-Jan-2003
16-Oct-2006 11:00 AM Missed ™ Abrey, Sam (416) 730-9727 | (416) 222-3434
16-Oct-2006 11:30 AM Postponed I~ [Tapscott, Simon Ali (416) B33-5128| (416) 923-1212 227 30-Jan-1999
16-Oct-2006 2:00 PM | Postponed ™ | Charming, Prince (416) 454-8349| (418) 228-0060 20-Oct-2002
Filter the List
" Show All Patients & Only Active Patients: " Only Inactive Patients I~ Exchude ‘Do NOT contact’
Select a Patient by Double clicking on the appropriate Row.
I

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

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

The Long Term Recall List

Access the Long Term Recall List by clicking the Report menu, Reminders /Recalls, Long Term Recall
List. Select the correct practitioner and click Print Long Term Recall List for this Doctor. Input the dates
you want for this report, click Run the Report.

Print Long Term Recall List of Dr. D.D. Palmer, DC

Report Options—————————

Date To i .

I16fDQQDUB j IWBHD!’ZDDB j = Show Active And Inactive
" Show Active Only

I Exclude 'Do NOT contact’ ~ Show Inactive Only

" Printer ‘ Run the Report |

Accounts Receivable reports can be produced for:

e Patients
e BillTo

e EHC

e MVA

e WSIB

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.

Wid, 18 Oct 2006 Patient Accounts Receivable - Dr. D.D. Palmer, DC FagoNo. 8

Perhod Ending : 18-061.2006

Last La#t Larsl Hend
Fatierd  Name Home Phone  Rusiness Phone Bt Payment Staternent  Visit Wisit

1595 Varcoe, Eligabeth (418) 512-8181 26-Apr- 2000 28-Apr-2000  31-0c42003
Aged oon oon L) 17500 17500
1530 Wade, lan (B05) RRI-96F  (416) 371338 37-Jan- 3000
I_ Aged oon non 000 wos | aron
150 Welbwoad, ety Anne (A1) B38-0553 Of-MarF000  34-Feb-3004
Aged 0.00 Ll L) B0 8000
168 Wast, Blake Joseph (A16) 485-TEI4 (A16) BES-0TEY 373 OU-ARr-J000  14-Apr-7000
I_ Aged LU UL L) s 11
1530 Winkworth, Paulese (A1) BI6-483 22-dane 000 24-FOL-2004  08-80p-2006
Aged oo oo oo 14510 14510
33 winght Asda 07428274 19-0c42005 022000 18ADRZ006  0%-Bop-2006
| Aged oo oo oo 30.00 Jnon
| 198 ‘rsinga, Brem 02411182 OB-Now- 1993 14-Apr- 2000
| Aged oo 1] oo 5400 S4.00

SHLED 11500 21000 | S07TN | AT9NER

Rged: 030 diys TG0 MwE BLB0dWE w00 BaL D,
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Various types of information may be derived from selecting items in this report, such as New Patient Lists,
Birthday Lists, etc. These reports can be sorted by Number, Surname or Birthday and contain your choice of
customized information from the patient file.

Boxes must be checked to the left of the criteria options and to the left of the selected alphabetical fields in
order to produce the required report.

| troton guory bor the Glfie =l

Click on any Checkbox to include that Criteria in the Report Sorted By
List of Doctors (Drs_ of R} Select Doctors| ™ "Do not Contact” is checkmarked = R atisnk Ne2

r I “Dio net Contact” is NOT checkmarkad T

lL.s: of Tresting Doctors  Sebect Doctors| - city jpartial) [ * Birthday
I Patiert Typs [Cash =] " Postal Code
E -l r Remrru:‘ma WA =
r | 3

~! I Reterred By

r

4 Zl - Balance Due >=

F Pafiert No. >= [ rBdceDuess |

T Paient o <4 [ I Dato of OHIP Expiry >=

I~ Preferred Locationfan Chiruc =1 r Date of OHIP Expiry <=

I Only Makes I Health Card Expiry >=  |20/1

I~ Only Females ™ Hesth Card Expiry <=

roagesa[ ™ Patient is on AR

rage<=[ ™ Patient is NOT on AR

I~ Birthday, month >= =| I Statements go to atiort -

I Birthday, month <= [20/11/2009 r Stetements doMOT gote  [Fatert =] Cancel I

I Pationt Cabegory fpai 5] r Flag [Please Setup Flags! = =] Customizs... I

Remove all Checkmarks I

Report Destination MI
@ Scresn ¢ Printer © Exportto RTE © Save to File

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.

T —
MY Selections and Layout
Datauit Fisids. MY Fislds (Orderad) Ausiable Fislds (Alphsbatical)
[Fatiart Humber F Figkd Mame | wian] =
Fabiert Name (FL) ey i
Address i
= =
Postal Code
AT A
Enrthady
Cungrostc Code
Flage ﬂ
[Baance Due
Clear the st
Space Remaining : 218 units S
0oy DRERRS 3= NS o
LosdField List | SaveFisidiist | Cancel Fun the Report MY way

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

‘Wednesday, 18 October 2008 Patient Query for all the Doctors

Criteria: FirstVisit >= 01-3ep-20086, First visit <= 30-5ep-2006
Firstwisit  MNext visit

Name Phone Referred By Date Date
Ron wWalker (902) 878-3214 vellow Pages Ad 01/09/2008
Ron wWoods (416) 555-8989 Staff Referral 01/09/2006
Joe Abraham (416) 222-1111 Sophie Anne Abrahan 06/09/2006
Total Number of Patients in Query 3 Balance Due = 0.00

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

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

1) 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.

2) 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
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Click the Report menu, Fee History Report. Select By Date or By Patient. Choose the practitioner; click Run

Report for this Doctor.

Date To Fee to Analyze Description
18/10/2006 - OFA j Orthotic Foot Appliance
[@ 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

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. The Referred By field offers the option to use a
wildcard where all referrals will be found that start with the typed letters. Click Run the Report.

Period From: 24-Sep-2005 DOr. 0.0. Palmer, OC Fage No. 1
To:  24-MNov-2006 Referral Activityfor - Or. Jeffery Jones

WCE
Pat. Ho.  Name Service Date Code Fmt Rec'd Charged Pmt Rec'd
24 Alida wright 21-How-2006 A 0.o0 10.00 10.00
0.o0 10.00 10.00
159 Betty Anne Wellwood 21-How- 2005 A .00 30.00 30,00
0.o0 20.00 20.00
742 Erin Abraham 21-How-2006 A 0.o0 0.o0 0.00
1124 Mary Brown 22-Now-2006 A 0.o0 20.00 20.00
0.o0 20.00 20.00
Totals 0.o0 TO.00 TO.00

All reports that can be bought to the screen in PMP can be exported to other programs. This includes
exporting to Adobe, Excel, Word Processors, and also formats of HTML and JPEG, to name a few. The uses
of this feature are numerous; you can email statements and appointment calendars / lists to your patients,
export financial reports to your accountant, and edit documents.

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 D
" Screen (" Printer " Exportto RTF  Save to File

_67-



PATIENT MANAGEMENT PROGRAM

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 2x|
Save in: I ) Report j & & ER-
[#|RE_1_Octz007_2. Ace |%|RB_DD_Febz004_1.4ce %) 3tat,
%] RE_1_Oct2002_3. Ace |%]RE_DD_Jan2005_1.Ace ] stk
[#|RE_1_Oct2004_1.Ace |#]RE_PD_unz004_1.Ace %] weD:!
[#)RE_1_octz004_2.Ace |#)rE_DD_Mayz004_1.Ace |#) weD:
%] RE_1_Sepz004_1.4ce %55, ace %] wED]
%] RE_BP_lun2004_1.Ace ] Stat_t.ace %] weD:]
(i 2l
File name: IJoes Statement Save I
Save a3 ype: |Ace File: [* ace) =l Cancel |

2

0 Note:

If your report does not offer the option of Save to File bring your report/document to
the screen. Once the report is visible on screen click the File menu followed by
Save. Save the file to C:\PMPw\Data\Report. Type a name, click Save. Close the
Ace Viewer and return to the Aopointment Book.

Export the Report

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

CJ DD_Sep2NNE 2 &ra
¢J DD Sep: Delete the Report

Joes Statern Print the Report
WE_1_Jan20
MR_T MNow2C
MRE_T_Now2003_2 Ace

Export the Feport

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.

Save as (Click "Save as type' to change Expott fo |

Save in: I@ Desktop -
LMy Dacuments CItems
j My Computer (cﬁPMP Programs
JMy Metwork Places 88 study & cMCC
Backups _Itest
EDI Marual |wsIB EDT
|_JFixes B rugust 15
File narne: IJoe's Statement Save I

Cancel |

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.

EEVEECA 0| A dobe POF Files [*pdf)

4
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= Adobe PDF Files (*.pdf)
These will open on most computers in an unchangeable format. Good for emailing statements and
appointment calendars / lists.

= Rich Text Format (*rtf)
RTF's open in most word processors allowing you to edit documents.

=  Hyper Text Markup Language (*.htm)
= Extended Hyper Text Markup Language (*.htm)
Both are used for web pages.

= Microsoft Excel Workbook (*.xlIs)

= Quattro Pro for Windows (*.wb1)

= Lotus 1-2-3 (*.wk2)
These are spreadsheet documents. Good for pulling accounts receivable and summary sheets into
accounting software.

Windows Bitmap (*.bmp)

JPEG File (*.jpg)

Enhanced Metafiles (*.emf)
Windows Metafiles (*.wmf)

These are all picture type formats.

Follow these instructions to create a distribution list pulled from PMP for use with your messaging program.
Go to the Utilities menu, Patient Export. Click Choose Criteria Using Query.

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

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

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

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

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

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

Now you can Paste the email addresses into a group (distribution) email. We are not able to detail these
instructions as there are many messaging programs but using Contacts or Addresses should help.
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Click File, WordProcessor. Select a Letterhead to use by clicking Open, Template, the appropriate

letterhead. When the letterhead is open click File, Save As, and type the name of the merge letter. Click
Save.

Change the justification using the Left justification icon.

Move your cursor to the desired location on your letter.

Click Merge, Patient Merge Fields, OK.

File Edit Wiew Insert Format Tools Merge
[T arial Uricode M5 A -mcE-n e 7 U & ==
DEHEEZ ' ERYSYEEE S H

;= := | Thisis where the merge
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.

Select a list of Patients for ALL Doctors

Patient List

rSelected Patients

Search

Number

Name ol

Number |Sumame First =
1623 Abraham Joe
1386 Abraham Sophie Anne
B7 | Abrey Andrew

431 Abrey
1546 Abrey
1387 Abrey
1389 Abrey
1102 Adams
1397 Adarms
1444 | Adrignolo-Closs

Dale

Sam

Souglas Joseph
Stacey
Margaret

Mary

Todd

Add Selected to 'Selected Patients’

=l
|

Fill the List using Patient Query |

(K1l

Deleted Selected from the List |

Delete the entire List |

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

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

Continue

If you choose Merge by Patient Query select the appropriate criteria in the Query by check marking the boxes

to the left of your choices. Once your selections are complete click Continue. Click OK.

Your letters will generate on screen. Close, Print and Printer Setup icon are in the top left of the screen.
Page number and Next / Previous page icons are in the bottom right.
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il Print-Preview “‘ — E@Q
100% -

Mississauga Health and Rehabilitation Centre

123 Anywhere Drive Mississauga, Ontario L1A 2B3
Tel:905-629-4020 Fax:905-629-4021

Jan 28-07

Adrienne Linton

1 Hook Avenue

Thornhill, ON  L4J 5K9

Dear Adrienne:

As we approach our year end we are trying to clear our accounts receivable.
We have noticed an outstanding balance on your account of 0.00. We would

appreciate having this account cleared at your earliest convenience.

Thank you for your prompt remittance.

L

< | mn r

100% Mla| Z4aw|m|

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

= Change of Office Hours

= Notice of Fee Increase

= Thank you for referrals

= Notification of Missed Appointments
= Spinal Checks for Children

= Upcoming Information Sessions
= Congratulation letters

= Welcome letters

= Notice of new promotions

=  Spinal Care Class Reminders

= Off Work letter

=  Thank you Grams

= Recalls

= Collection letters

= Treatment Plans

= Christmas letter

=  Orthotic letter

= Insurance letters

= Lawyer letters

= Discharge
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Merge Codes

Action Merge Code
Accident Date from WSIB %[acc_date]
Patient Active Check marked %[Active]
Address %[Add]

Total Balance %[Bal_due]
Date Of Birth %[Birth]

Bill To: Claim # %[BT_ClaimNo]
Bill To: Code # %[BT_Code]
Bill To: Contact From Patient %[BT_Contact]
Bill To: File # %[BT_FileNo]
Bill To: Phone From Pat. Info %[BT _Phone]
Bill To: Policy # %[BT _PolicyNo]

Health Card Expires on

%[Card_date]

Health Card Number

%[Card_no]

City %[City]
WSIB Claim # %[Claim_No]
Country %[Country]

Diagnostic Code

%[Diag_code]

Diagnostic Details

%][Diag_rem]

Doctor of Record

%[Doctor]

EHC Code %[EHC1_Code]
EHC Contact %[EHC1_Contact]
EHC Max $ %EHC1 DolMax]

EHC Phone Extension

%EHC1_Ext]

EHC File #

%[EHC1_FileNo]

EHC First Day Coverage

%[EHC1_First Day]

EHC Fiscal Year

%EHC1_FiscalDate]

EHC # of visits to date

%EHC1_NoVisits]

EHC max # of visits payable

%EHC1_NoVisitsMax]

EHC Phone

%[EHC1_Phone]

EHC Policy # %[EHC1_PolicyNo]
EHC Amount Remaining %[EHC1_Remaining]
EHC Yearly Start Date %[EHC1_StartDate]
EHC Max $ Per Visit %[EHC1_Visit]
Patient Email %[Email}

Patient First Name %[First]

Patient First and Last Names %[FI]

Patient Flags %[Flag]

First Visit Date %[Fv_date]

Patient Middle Name %lInit]

Last name followed by First %[Lf]

Last Payment Amount

%][Lp_amt]

Last Payment Date

%[L-_date]
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Last Statement Date

%[Ls_date]

Last Visit Date

%[Lv_date]

Maiden Name

%[Maiden_Name]

Birth Month and Day

%[Mmdd]

MVA Accident date %MVA_AccDate]
MVA Claim Number %[MVA_ClaimNo]
MVA Company Code %[MVA_Code]
MVA Contact %[MVA_Contact]

MVA Phone Extension

%[MVA_Ex{]

MVA File/Policy Number

%[MVA_FileNo]

MVA Allowable amount of visits

%[MVA_NoVisits]

MVA Phone number %[MVA_Phone]
MVA 1¥ Treatment Date %[MVA_TreatDate]
Number of Visits %[No_visit]

Next Visit Date & Time %[Nv_datetime]
Next Visit Appt Status %Nv_status]
Patient A/R type %[OnAR]

Patient Category %[Pat_cat]

Patient Number %[Pat_no]

Patient Type %[Patient_type]
Payment Type %[Pay_type]

Patient 2™ listed Phone #

%[Phone_2]

Patient 2™ listed Extension #

%[Phone_2ext]

Name of 2™ listed Phone #

%[Phone_2lab]

Patient 3" listed Phone #

%[Phone_3]

Patient 3" listed Extension

%[Phone_3ext]

Name of 3" listed Phone #

%[Phone_3lab]

Patient 4" listed Phone #

%[Phone_4]

Patient 4" listed Extension

%[Phone_4ext]

Name of 3" listed Phone #

%[Phone_4lab]

Patient Home Phone #

%[Phone_home]

Patient Postal Code %[Post]
Preset billing amount %[Preset]
Province %[Province]

Referred By

%[Ref_by]

Referral Method

%[Ref_method]

Send Statements To: %[SendToO]
Social Insurance # %[Sin_no]
Auto Statement Y/N %[Statement]
Patient Surname %[Surname]
WSIB 1% Treatment Date %[Tr_date]
X-Ray Remaining %[ Xray]
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The Workplace Safety and Insurance Board (WSIB) oversees Ontario's workplace safety education and
training system, provides disability benefits, monitors the quality of health care, and assists in early and

safe return to work.

Telephone:

Toll free:
Ontario Toll free:
Fax:

Web site:

In Patient Information:

(416) 344-1000
1-800-387-5540
1-800-387-0750
416-344-4684 / 1-888-313-7373
www.wsib.on.ca

- Personal: Patient Type WSIB
Patient Category Adult
Default Code Adjustment
- Bill to / Employer: Input Employer information
- WSIB: Social Insurance Number, Accident Date, First Treatment

Date, Claim Number

Processing Activity

Once in the Patient Activity screen, press F11 for the default activity; this saves times clicking through
the patient activity screen. Click Post.

Treating Doctor

Dianiel Daad Palmer, DC #4444

Location

Main Chnic
[Code  [Description [ Tetal|oHIPwsih [ Patien]
ﬂ.ﬁ Adustment 2500 2500 0.00
R | 2s.00] 25.00 0.00
Fayment Amount Pay this Amount
« Amount | ©0.o0 | 50.00
= None 0.00 P nt Typs
© Today's Fees | o.o0 (=== -
 Account Balance 0.oo
 Rejated Balance o.oo Print Receipt r
 Breset Paymant 0.00 Print Statement r
~ 0.00 Last Statement Date
(= G ) 03-Mar-2001
Post g

From here you can press F10 to Post
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As part of WSIB's Health Care Model they are establishing Programs of Care which detail best practices
and set out improved ways of dealing with the WSIB for certain worker injuries. This information was
taken from the WSIB website.

The Program of Care for Acute Low Back Injuries is an evidence-based health care delivery plan that
describes treatment shown to be effective for injured workers with a soft tissue, uncomplicated, acute low back

injury.

Program Objectives

o Facilitate safe, early and sustained return to work for workers in the program
e Reduce chronicity of low back injuries

e Assist workers to return to pre-injury level of overall function and quality of life

e Increase satisfaction with quality of care among workers and other stakeholders.

What is the program’'s focus?

The Program of Care for low back is divided into the acute (weeks 1-4) and sub-acute (weeks 5-12)
phases of care to a maximum of 12 weeks. It focuses on the best treatment interventions after a low back
injury has occurred, which in the first four weeks after injury include:

o Patient education

. Patient self-management strategies to help the injured worker return to daily activities
. Injury treatment (stretching exercises, spinal manipulation and / or mobilization)

. Pain management strategies

. Transition to work.

Worker’'s compensation patients who have not recovered can continue treatment in the sub-acute phase.
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Program of Care for Acute Low Back Injuries
Fees Effective June 2005

Service for Acute Phase Billing

Service Code | Minimum Visits Fee

Acute Phase (first 4 weeks from date of injury)Assess and Treat Patient

¢ Weeks 1-4 — minimum 3 visits (includes visit for Initial Assessment)

« Initial Assessment Report — complete and submit to WSIB within two working days

» Ongoing communication with employer and WSIB (as necessary)

« The minimum number of 3 visits is required within the first 28 days post injury.

* You may bill WSIB for this Phase of the POC

LBAC

$300.00

Service for Sub-acute Phase Billing Service Cumulative Cumulative Fee
Code Minimum Visits At Discharge
Sub-acute Phase (5-12 weeks from date of injury) LBO6 3 $150.00
« There are two times when you may bill the WSIB during the Program of LBO8 5 $270.00
Care. You can bill at the end of the Acute Phase (LBAC) and / or at the end LB10 6 $360.00
of the Sub-acute Phase (LB06, LB08, LB10, or LB12) whenever the patient LB12 $430.00
7

is discharged
« The date of service for the Sub-acute Phase is the date of last visit.

 To successfully enter the POC bhill, please enter the service code on one line
with the cumulative minimum visits (units) and corresponding cumulative
fee.

Last Visit Week
Weeks 5-6 — 3 visits
Weeks 7-8 — 2 visits
Weeks 9-10 — 1 visit
Weeks 11-12 — 1 visit

« Complete and submit the Care & Outcomes Summary whenever the patient is discharged. The form includes a billing information
section that is to be completed for prompt payment. Do not bill electronically for payment of forms. Mail or fax the form to the

WSIB for payment.

« Payment for the sub-acute phase will be withheld until the Care & Outcomes Summary has been received and paid.

Care & Outcomes Summary DPOC | $40.00

* To be completed whenever the patient is discharged.
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The Program of Care for Upper Extremity Injuries is an evidence-based health care delivery plan that
describes treatments shown to be effective for workers diagnosed with a rotator cuff pathology or lateral
epicondylitis or carpal tunnel syndrome. It was developed in collaboration with health professionals, worker
and employer representatives and the WSIB.

Rotator Cuff Pathology
Rotator Cuff Pathology includes the following work-related injuries to the shoulder:

e Minor tears of the rotator cuff tendons caused by vascular, traumatic or degenerative factors or a
combination thereof;

e Rotator cuff tendonitis
¢ Impingement syndrome

e Bursitis of the shoulder

Lateral Epicondylitis

Lateral Epicondylitis is defined as an inflammation of the common origin of the extensor muscles of the
wrist and hand.

Carpal Tunnel Syndrome

Carpal Tunnel Syndrome is the neuropathy caused by compression of the median nerve within the wrist
canal. Clinical features include numbness and tingling in the thumb, index and middle fingers and, in
advanced cases, muscle wasting and weakness.

Program Objectives
e  The objectives of the Program of Care for Upper Extremity Injuries are to:
e  Assist the injured worker to return to pre-injury level of overall function and quality of life
) Facilitate safe, early and sustained return to work for injured workers in the program
. Facilitate timely identification of surgical candidates

e Achieve satisfaction with quality of care among injured workers and other stakeholders.

What is the program's focus?

For all 3 injuries the Program of Care consists of:
e Assessment for treatment planning

o Delivery of evidence-based interventions

¢ Identification and monitoring of red and yellow flags throughout the POC

o Timely reporting/communication with the WSIB, employers, workers and treating health professionals
e QOutcome measurement using the QuickDASH©

e Common forms including the Initial Assessment Form and Care and Outcomes Summary Form
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Program of Care for Upper Extremity Injuries (UEI)
Fee Schedule Effective October 31, 2005

Carpal Tunnel Syndrome Service Minimum Fee
Code Visits
Block 1 — Assess and Treat Patient CTS06 4 $350.00
» Weeks 1-6 — minimum 4 visits (includes Initial Assessment | CTS12 3 $110.00
Report) CTSCOS $40.00
Block 2 — Reassess and Treat Patient
» Weeks 7-12 — minimum 3 visits
Care & Outcomes Summary must be completed at
discharge
Lateral Epicondylitis Service Minimum Fee
Code Visits
Block 1 — Assess and Treat Patient LEO6 4 $400.00
» Weeks 1-6 — minimum 4 visits (includes Initial Assessment | LE12 3 $160.00
Report) LECOS $40.00
Block 2 — Reassess and Treat Patient
» Weeks 7-12 — minimum 3 visits
Care & Outcomes Summary must be completed at
discharge
Rotator Cuff Pathology Service Minimum Fee
Code Visits
Block 1 — Assess and Treat Patient RCO06 4 $400.00
» Weeks 1-6 — minimum 4 visits (includes Initial Assessment | RC12 3 $160.00
Report) RCCOS $40.00
Block 2 — Reassess and Treat Patient
* Weeks 7-12 — minimum 3 visits
Care & Outcomes Summary must be completed at
discharge
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Program of Care Requirements

« Initial Assessment Report - complete and submit to WSIB within 2 working days.

* Minimum number of visits within each block of service must be met.

« Complete and submit the Care and Outcomes Summary whenever the patient is discharged.

To qualify for payment

« Bill electronically through the WSIB’s payment processor, Emergis Inc., at the end of the first 6 weeks or whenever
the worker has been discharged from the program.

« Bill the service code, which represents the last block of treatment where the minimum requirements have been met.

« Payment for the last block of service will be withheld until the Care and Outcomes Summary has been received and
paid.

Billing Instructions — IMPORTANT

» There are two times when you may bill the WSIB during the Program of Care. You can bill at the end of Block 1 and
if necessary at the end of Block 2, whenever the patient is discharged.

« To successfully enter the POC bill, enter the service code on one line with the minimum number of visits (units) and
corresponding fee.

* The date of service for Block 1 is the date of the first visit and the date of service for Block 2 is the date of the last
visit.

« Complete and submit the Care & Outcomes Summary whenever the patient is discharged. The form includes a
billing information section to be completed fully for prompt payment. Please do not bill electronically for payment of
forms. If the Care & Outcomes Summary has not been received and paid, payment for treatment cannot be
processed.

In Patient Information:

Personal: Patient Type WSIB
Patient Category Adult
Default Code PCAV or Program of Care visit related to the

type of injury

Bill to / Employer: input Employer information

WSIB: Social Insurance Number, Accident Date, First Treatment Date, Claim
Number

Pop Ups Create pop ups to remind you when to bill the block. This would normally be

done during the last week of the allowable time frame.

F'Ersnnall Comments Fop Ups |B\H To f Empluyerl Appnimmemsl Account £ Activity

Pop Up when ... Pop Up Comment
Fopup on, or next visit after Sep 18, 20068 Eill POC Block
Fopup on, or next visit after Oct 30, 2006
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Processing Activity

Once in the Patient Activity screen, press F11 for the default activity; this saves times clicking through
the patient activity screen. Click Post. This activity code is used for all activity, i.e. Initial visit, exams.

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

Location

Main Clinic
Code |Description | TotaI‘OHIwasih| Patient
_[PCaY  POC LB Visit 0.00 0.00 0.00
=
Default Code
Delete Raow | PCAY (F11) | oooo oooof o.co
(Payment Amount Pay this Amount
 Amaunt 0.00 | 30.00
 Mone Bole Payment Type
" Today's Fees 0.00 |Cash -
© Account Balance 0.00
" Related Balance 0.00 Print Receipt r
© Preset Payment 0.00 Print Statement [
© Dr. No. 1 0.00 Last Statement Date
Post

Press 'F10'to Pay  Press 'F9' to Write of f

At the end of the block period process the associated fee schedule item related to the block.
Treating Doctor

Dr. D.D. Palmer, DC VI

Location

Main Clinic

Code |Description | TntaI‘OHIP.fwsih‘ Patient
| |PCA1T  POC Low Back (weeks 1| 30000 300.00 0.00

*

Go to the WSIB menu, Prepare WSIB Billing Report. Choose a doctor. Click Prepare the report for

this Doctor, All Pending. This will locate and group all claims not previously billed or claims marked
back to pending for resubmission.

Click Run the Report, View Claim Journal. View and print the journal. Click Close. Choose Continue.
Transfer the claims from the WSIB Claim Journal to your regular method of billing.
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When payment is received for WSIB claims go to the WSIB menu. Click Record Manual Payment, WSIB.
Choose a doctor, click Prepare the Report for this Doctor.

Click Number, Surname, or First to search for a patient by that field. Click into the Search field, type the

name or number. Click on the patient to highlight their name. Locate and click the visit you wish to pay
under Activity.

Click onto Pay <-> UnPay to pay the total amount, then Accept Changes. Click onto the next activity
date to pay another claim.

[Ret. Dare [Code  [Billing [Stanes  [Submined =]
5 PCAY  PCAYV Pad 0m

Peay PCAY  Paid
PCAl  |LBAC Panding

0.00
300,00

SIM.

| EET

L
a .|‘|
Cunent Line
HCH. [ESepd06 FOAl  LBAC [Pendeg  [20m
'lllllllllJ
Pay &3 UnPay

Canesl Accegh Changes

Clck 3 tranzaction to Pay er UnPay a chim,

Change i WEE 000

To pay a total other than the amount billed click into the Current Line amount box after selecting the date
and type the amount that was paid. Click Accept Changes. You will be prompted to allocate the amount
not paid by choosing one of three options:

1. Transfer to Patient
2. TTP & WO (Transfer to Patient and Write Off)
3. Partial Payment (Rebill remaining amount to WSIB).

Click the button of your choice.

- Activity

Date Ref. Date (Code |Billing |Status [Submitted [+
05-Jun-2006 G 13 54
05-Jun- 2006 X032 032 Pending 76.67
12-Jun-2008 A w101 Pending 19.26
15-Jun-2006 A w101 Pending 19.26
19-Jun-2008 A w101 Pending 19.26

K1
Current Line
(ps-mn-znna [cE

{03 [Pending  [0.00 ‘

1. Transfer to Panem' 2. TTP +W0 | 3. Partial Payrment |

‘ Click a transaction to Pay or UnPay a claim

Click Finish when all claims to be paid have been completed. Print the WSIB Payment Journal.

v’ Hint: If the claim you want to pay has a date that is earlier than the claims on screen, click on
any claim then click Cancel. You will then be able to scroll up to earlier claims.
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On occasion you may receive a rejection for a claim from WSIB. You have two choices on how to deal
with rejections:

e Transfer the amount to the patient through Record Manual Payments. From an accounting point of
view you may choose to transfer the amount to the patient as the transfer will get processed on
today’s date leaving the original summary sheets intact.

o Edit the activity in Patient information. If you choose to edit the transaction to cash from within Patient
Information you will need to reprint a new summary sheet for every date edited and forward all
changes to your bookkeeper / accountant.

To transfer the amount to the patient click the WSIB menu. Click Record Manual Payments, WSIB.
Choose the doctor, click Prepare the Report for this Doctor. Locate and click onto the patient name. Click
the first visit you wish to transfer 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 1. Transfer to Patient.

Click Finish when all claims to be transferred have been handled. Print the WSIB Payment Journal.

To Edit the activity get into the Patient Information screen on the Account activity tab. Click onto the first
activity to be edited. Click Edit, choose the Cash option under Change Bill Type. Click Accept Modified
Record.

[fdemrramaction

Unchanged Record HMeodified Record

Date [12-Jan-2006 [1zJunzoee =]
Dactor [00 [00. 0.0, Patmer, DE =l
Code |4 & =
Billing Cade [V101 [im
Bill Typs [WEIE [wsie
Status [Pending [Pending
Paid By | [ |
Billing Amount [15.75 EE3
Patient Amount [).00 o

jpo
[i=070
[soo

[ |

Change Bill Type
Cash

~ - ;
Pending <> Billed (F5) P e Cancel | [ ccept Modnsd Recors

Type an explanation into the Comment box and click OK. Continue for each transaction to be edited.

0 Note: Remember to print a new Daily, Monthly, and possibly Yearly Summary Sheet
for each service date affected to give to your bookkeeper or accountant with
an explanation.
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All patients involved in work related accidents in Ontario require completion of Workplace Safety and
Insurance Board (WSIB) forms by the health care providers. PMP makes completion of reports easy and
straightforward. WSIB Forms are located in Patient Information on the WSIB forms tab.

The Accidents section lists all accidents related to this patient. Buttons in this section are:
= New Accident a new accident is created - 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

Patient Information 1306 - Allan Lintnn“
Personal| Health | Pop Ups | Comments | Bill To / Emp. | Appaintments | Account / Activity | WSIE WSIBforms |EHC | Mva. |
Accidents
|Acc|dent D |Date |C\a\m Mumber |Cummems |
ﬂ 107 [1-Apr-2009 12569855522
| | I ‘ ‘ Mew Accident ‘ Edit Comments ‘ Delete ‘
Form Data
FAF | Form & | Treatment Ext (0148) | UE Init. Ass (7864) | UE Care/Out (7855) ‘ LE Init Ass (3738)
LB Care/Out{3239) ‘ LE Init. Ass.(2098) ‘ LE CarsfOut(2099) ‘ MTEI Init. Ass.(3240) | MTEI Care/Out.(3241)
Accident |Form  [Farm c i Dat Draft!  |Invoice
D D Type BRI e Final  [MNumber
ld 107, 102 Form3 4-Jun-2009 Draft 1002
‘ ‘ ‘ I Edit Comments View / Print ‘ Delete 'Draft ‘
Send this patient to Cw | Search for a Patient by
MNext I Erewousl | ar I New Patient ‘ | e namel Number‘ Eirst name‘ cher‘ Continue
Press F2 to add an appointment,  or press F10 to process an activity

All forms required by WSIB are created by clicking the appropriate button:
= FAF Functional Abilities Form
= Form 8 Health Professional’s Report
= Treatment Ext. (0148) Chiropractor’'s Treatment Extension Request
= UE Init. Ass. (2864) POC for Upper Extremity Injuries — Initial Assessment Report
= UE Care/Out. (2865) POC for Upper Extremity Injuries — Care & Outcomes Summary
= LB Init. Ass. (3238) POC for Acute Low Back Injuries — Initial Assessment Report
= LB Care/Out. (3239) POC for Acute Low Back Injuries — Care & Outcomes Summary
= LE Init. Ass. (2098) POC for Lower Extremity Injuries — Initial Assessment Report
= LE Care/Out. (2099) POC for Lower Extremity Injuries — Care & Outcomes Summary
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=  MTBI Init. Ass. (3240) POC for Mild Traumatic Brain Injury — Initial Assessment Report
=  MTBI Care / Out. (3241) POC for Mild Traumatic Brain Injury — Care & Outcomes Summary

Below the report buttons is the list of forms you have created for this patient. Utilize the comment area to
record the status of each form.

The buttons below your reports offer additional functions for the listed reports:
= 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.

Click onto the New Accident button if you do not have an existing accident related to the form you want
to complete. Read the message boxes; click Yes, then OK.

To create a new form, click one of the Form Data buttons. All completed forms and forms in progress will
be listed below the Form Data buttons. To edit an existing form, choose the form from the list, then click
edit.

Form Data
FAF | : Treatment Ext (0143) ‘ UE Init. Ass.(2864) ‘ UE Care/OLt.[2865) ‘ LE Init. As5.(3238) The
LE Care/Out{3239) LE Init. A55.(2098) ‘ LE Care/Out.{2099) ‘ WTBI Init. Ass.(3240) ‘ WTBI Care/Out.(3241) form
will

open with the different 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.

WSIE Health Professional's Report (Form 1 I

{Secion Al B/c| D1-D2| Ds-D5| D&-DF| E1-E2| E3-ES|

Claim Number
Claim Number  Date of Birth Date of Accident  Social Ins. No.
1259855522 26/04/1972 | 01/04/2009 ~|

A. Patient Information

Last Name Initial First Name

Linton L Allan

Address Language

465 Bathurst Street, #300 [English =

City Province Postal Code Telephone Number Gender

Morth York Ontario ﬂ WZ2N BY1 (416) 223-3667 hiale ﬂ
Employer/Company Name Is this the first visit to a health professional
|TFC for this injury?

& Yes “ No = Unkniown

Address

[323 TTC street

City Province Postal Code Telephone

|T0ronta Orttario ﬂ ‘MST BY7 ‘(416) 555-1212
Test Form Cancel ‘ Save as 'Draft’ ‘ Save as 'Finalized' (unalterable)
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Some fields can be edited but 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 Personal tab. Fields where information can be updated are indicated by an
underline. Positioning your mouse over an underlined field will produce a hint signifying where the change
will be reflected. See illustration below.

Telephone Number
905731073

This data field is connected to the live Patient database.
A change made here is the same as changing it in Patient Info

The fields contained in WSIB forms will require the use of calendars, drop down selections, check boxes,
and typing. Some forms will show information or selections related to the injury in question only. The
printed forms will look exactly like the WSIB produced documents.

Additional Buttons
The bottom portion of the form contains the following buttons:

Test Form Cancel | Save as 'Draft’ | Save as 'Finalized' (unalterable) |

= 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 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 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.

If you are unable to complete the form click Save as Draft. The form will be saved as a ‘Draft (can edit)’
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
continue to input information into a form click the draft form in the list followed by Edit.

When the form is complete click Save as Finalized. Keep in mind, Finalized forms cannot be edited or
deleted; we recommend printing draft forms and double checking for accuracy before finalizing.
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PMP integrates OCF form creation into the patient file. Details for creating and using OCF forms can be
found in the Appendix at the back of this handbook.

Outline
The objectives of the Minor Injury Guideline are to:

a) Speed access to rehabilitation for persons who sustain minor injuries in auto accidents;
b) Improve utilization of health care resources;
c) Provide certainty around cost and payment for insurers and regulated health professionals; and

d) Be more inclusive in providing immediate access to treatment without insurer approval for those
persons with minor injuries as defined in the SABS and set out in Part 2 of this Guideline.

Consistent with these objectives, the Guideline sets out the goods and services that will be paid for by the
insurer without insurer approval if provided to an insured person who has sustained a minor injury.

The Guideline is focused on the application of a functional restoration approach, in addition to the
provision of interventions to reduce or manage pain or disability.

The full guideline is available for download from the Financial Services Commission of Ontario (FSCO)
website, www.fsco.gov.on.ca/english/pubs/bulletins/autobulletins/2010/A-10_10-1.pdf.

Fee Schedule Set up
MIG fees should be added to your PMP Fee Schedule.

Go to the Setup menu, Fee Schedule, Treatment. Click Add, Form.

Code Description OHIP Code  OHIP Fee
MIG1 [Minor Injury Black 1 {wk1-4) | |

WSIB Code  WSIB Fee Adutt Student Child
| | | @sm | 7a00 [ 7Rs00

No Charge Senior Compassionate 1 Compassionate 2
| 7m0 | a0 [ 77s00 | 77500

Compassionate 3  Family member MVA Unused Unused
| 7700 | 7m0 | Fem0 | |

Unused Unused Unused Unused Unused

Unused
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Add all the items listed below. Use whatever code you wish, these are only suggestions.

MIGI Minor Injury Initial Visit 215.00

MIG1 Minor Injury Treatment Phase Block 1 775.00

MIG2 Minor Injury Treatment Phase Block 2 500.00

MIG3 Minor Injury Treatment Phase Block 3 225.00

MIGD Completion of Guideline Discharge Report (OCF24) 85.00

MIGG Minor Injury Goods & Services 400.00 (this will be edited)
MIGT Minor Injury Transfer Fee 50.00

O Note: These Fees will not necessarily apply. The fees are being added so that you will know
how much is billable for each completed block. Edit the amount to the correct total when
processing activity.

Posting Patient Activity

As your patient comes to each appointment, record the patient activity using your regular codes and fees
for initial visits, adjustments and inventory items. Block fees should be posted after the initial visit and
each block.

Block Billing

Print the statement using the specific block dates for the start and end dates of the statement to enable you to
figure out how much to bill for the block.

HW =000
3% 00 8500
¥ .00 2000
300 500
300 30,00
B 42500
» W 460 W0
¥ 00 455 00
¥ 00 53000
*»00 BB 00

om 000 om

BALANCE DUE: DE-Jan2011 § 565.00 |

The amount already posted to the patient’s account (highlighted above in yellow) is deducted from the
maximum billable amount for the MIG. For Block 1 this amount is $775.00. Therefore in deducting the
amount already billed, $350.00 from the billable amount , $775.00 you end up with an amount of $425.00.
This is the amount that is posted at the end of the block that will be billed to the auto insurer.
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Here is the patient Account Activity screen after posting the Block 1.

Date | |Ref. Diate ‘Duc |Lucati0n |Code |B\H Code |Type ‘Status ‘Pa\d by | | Eilling| F'ahem| Payment‘

| |05M1052010 B8] 1CE CASH Paid 0.00 90.00 0.00
| |06/10/2010 oo 1A CASH Paid 0.00 35.00 0.00
| 081072010 oD 1A CASH Paid 0.00 35.00 0.00
|| 111042010 oD 1A CASH Paid 0.00 35.00 0.00
|| 131052010 B8] 1A CASH Paid 0.00 35.00 0.00
| |15/10/2010 oo 1A CASH Paid 0.00 35.00 0.00
| |18/10/2010 oD 1A CASH Paid 0.00 3500 0.00
| |20/M1052010 oD 1A CASH Paid 0.00 3500 0.00
| 221052010 [B]B] 1A CASH Paid 0.00 35.00 0.00
| |25/10/2010 oo 1A CASH Paid 0.00 35.00 0.00
27/10/2010 oD 1A CASH Paid 0.00 3500 0.00
1072010 oD 1MIG1 CASH Paid 0.00 425.00 0.00

4 Hint:  If EHC does not pay 100% of the treatment cost, the amount not paid will be
billed on the OCF 21 invoice, not in PMP.

Here is the completed statement showing the Initial visit and the Block 1 amount for the auto insurer.

Wed, § Jan 2011

Blue Cross 10 #: 1434

185 The West hall Folioy:

Etobicoke ON M3C 5P 1 Claim: 3445

ATT: Stella Williams File 5BETTEE5
Patient : Lauren James

5160 Explorer Drive, Unit 30

Mississauga oM

Ly 477

Last Statement : 05-Jan-2011

Accident Date: 01-O¢t-2010

Staternert of Account
From :01-0ct-2010 ta 05-Jan-2011

Date Ref Date Doctor Description QHIFMYSIB Fee Payment Balance

BALAMCE FORWARD .00
04-0ct-2010 oo Minor Injury - Initial Visit 125.00 125.00
05-0et-2010 18] Consultation/Examination Q0.00 215.00
06-Oet-2010 Do Adjustment 35.00 250.00
02-0ct-2010 Lo Adjustment 35.00 285.00
A1-0et-2010 oo Adjustment 25.00 22000
13-0et-2010 oo Adjustment 25.00 255.00
15-0et-2010 oo Adjustment 25.00 200.00
18-0et-2010 oo Adjustment 25.00 425.00
20-0ct-2010 Lo Adjustment 35.00 450.00
22-0ct-2010 (1) Adjustment 3500 485 00
25-0et-2010 oo Adjustment 25.00 52000
27-0et-2010 oo Adjustment 25.00 S65.00
27-0et-2010 oo Minor Injury Block 1 (nke-9) 425.00 990.00

Qoo 99000 000

BALAMCE DUE: 05-Jan-2011 ¢ 33000
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These forms have been designed to assist with tracking the office visits for your Motor Vehicle Accident
patients. Full page copies can be found at the end of this handbook. An electronic copy is available by

contacting support.

MIG Tracking Sheet. Record the initial visit date
and the date range for blocks when your patient
begins care. This form should be attached to the
front of the patient file or attached to the travel card
so you have it readily available. Fill in the boxes with
the actual dates of treatment as your patient attends
their office visits. As you complete the form, you can
tell at a glance the status of the MIG.

The Treatment Plan Tracking Form will help you
to recognize at a glance when it is time to submit
new treatment plans for MVA patients who do not
qualify for pre-approved framework.

Mark the tracking form to indicate the number of
treatments covered by your Treatment Plan by
highlighting the correct number of boxes or by
putting brackets around them. When your patient
attends their office visits, record the actual dates of
treatment in the boxes. If you are treating your
patient twice a week and know it will take two weeks
to get approval for a new Treatment Plan, you need
to submit an extension request when the patient has
six visits left.
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MIG

NAME:
START DATE:
APPROVAL DATE:

Initial Visit

Block 1

SUBMISSION DATE:

Block 2

SUBMISSION DATE:

Block 3

SUBMISSION DATE:

Goods & Services

OCF-24 STATUS & DISCHARGE

TRACKING SHEET

5215.00

$775.00

$500.00

$225.00

$400.00

$85.00

TREATMENT PLAN TRACKING FORM

MNAME:
START DATE:

APPROVAL DATE:

CHIRO

PHYSIO

RMT

TREATMENT PLAN

CHIRO

PHYSIO

RMT

SENT

APPROVED

|
-
-
-
-
-

a00oon
aoooon
aoooon
aoooon
aoooon
aoooon
a00oon
aoooon
aoooon
aoooon

OOOOOO0O00O0O0O0O0

o
OCO0O0O0O0800000008
OCO0O0O0O0800000008
OOOOO00O00O00O00O0O00

N ) N O
NN ) N O |

TREATMENT COST

TXPLAN # TXPLAN#

CHIRD

PHYSIO

RMT
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EHC insurance presents a challenge for many offices, especially if you bill the insurance companies on
behalf of your patients. We have a few ideas that may help you simplify your billing procedures and make
it easier for you to track the accounts of your EHC patients.

Add the following information to your set up menu and patients files: List insurance companies under the
Setup menu, Bill/To Employers.

= Create flags under the Setup menu, Flags to identify the more popular insurance companies. Then
add these flags to the appropriate patient information.

= On the Personal tab of the patient file choose EHC for the A/R Type and the appropriate insurance
company in the Send Statements To.

= Add comments and/or pop-ups in the patient file to record details of the patient’s insurance coverage
i.e. professions covered, percentage paid by insurance and co-pay.

Printing Statements for EHC Patients

Please note that if you print statements for all patients who have EHC as their A/R Type, PMP will print a
statement for all patients under EHC, whether they have a balance or not. To create a statement only for
those EHC patients that have a balance please follow these instructions:

Click the Reports menu, Statements, List of Patients. Select the appropriate practitioner, Prepare the
Report for this Doctor, Fill the List Using Patient Query. Place a checkmark to the left of:

Balance Due > = Type 1 in the field to the right

Patient is on A/R, select EHC

= To be more selective about who receives statements you can also refine the list by using last visits
dates, flags, etc.

= Use a logical and traceable time frame for billings, i.e. all statements sent to EHC in February cover
transactions for January only. It will be easier to track payments if the billings are not random.

= Always put a copy of the statement in the patient’s file or keep a binder of statements issued by
month so that reconciliation is easier if it appears that there is a discrepancy.

= If billings to EHC are done weekly, twice a month, etc., divide the alphabet into the appropriate

number of sections and bill for one section of patients per period. This will insure that all patients are
billed monthly but only once per month.
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Do you know that there are standards of practice and record keeping policies that chiropractic offices
must follow? This may affect you.

The College of Chiropractors of Ontario (CCO) is the governing body established by the provincial
government to regulate chiropractors in Ontario. Every chiropractor practicing in Ontario must be a
registered member of the College. The College sets these standards. PMP can help you to comply with
these rules.

Consent Forms

Consent forms must be signed by each of your new patients prior to examination or treatment and
they must be kept on file.

All forms used in your office must have the doctor’'s name, clinic address, and patient’s name on
them. A template can be created in the WordPad that can be used as a starting point for forms.

The CCO recommends that in multidisciplinary clinics, each profession should have their own
consent form because treatments and techniques may be different. Different treatments present
different material risks. Acupuncture, for example, requires a separate consent as it is an unregulated
profession. All practitioners should be named on the consent. This is important when chiropractors
and other practitioners treat each others patients. PMP WordPad will allow you to create personalized
consent forms using the merge feature. Following are some examples of situations when a new
consent should be signed:

- there are new associates in your office who may treat patients when their chiropractor is not
available;

- an emergency patient from another office seeks treatment in your clinic;

- whenever there is a change in material risk, for example, your patient is taking a new medication
or has been diagnosed with a new medical condition;

- your chiropractor changes techniques or uses a technique that is new or not clearly defined;
- your patient wants to start a new type of therapy that the consent on file does not cover;

- There is no legislation to dictate when a child should sign their own consent. The Doctor of
Chiropractic must use his or her discretion.

Hint: When consent is in question, more is always better.

Privacy

Your privacy policy should be posted in your office for all to see

Government legislation requires you to protect your patients’ privacy. One of the ways you can do this
is to be sure you use the login feature in PMP. Setup a unique user profile for each person who has
access to PMP.

Never give a patient’s information to anyone without their consent.

If you post names on a referral board, get consent.
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= If your office uses sign in sheets (recommended by the CCO but not required), include that policy on
your consent form and be sure that it is included as part of your privacy policy. Be sure your patients
have another option if they don’t want to sign the register, perhaps initialing their file each visit.

= Communicate with your patients and record information in their files. Good communication is one of
the keys to good patient care.

Record Keeping

= It is important that your PMP accurately reflects the appointment and billing history for your patients.
Missed, cancelled and rescheduled appointments must be recorded somewhere. PMP will keep track
of all appointments if you input the correct information.

= Activity dates and transaction descriptions, fees and payments must be correct. There are cases
when a third party may want to audit your records. The CCO has the right and the police have that
right if there is a warrant. Insurance companies have the right only if permission is granted by your
patient and the Doctor. However if permission is denied, the insurance company may deny your
patient’s claim for benefits. Your patients’ benefits are dependant upon your records.

O Note: For more information on record keeping, privacy and consent please see
the CCO website at www.cco.on.ca and the Information and Privacy
Commissioner at www.ipc.on.ca.

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.

O 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.
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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.

k|| Click the Save Security Profile icon.

zl

& A change in your security settings has occurred,
\lj) ‘fou will see this message repeatedly until all items are added
IF this is an update ignore this message and select Yes
Ctherwise, please call support:

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.
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ol
w || e | m | add |Delete| Edi | s [ance] e |

Blowselme |

‘\nll |F||st |Last ‘Fruhle ‘mearyDoclol ;I
LP Lz Pridham Rick

Qs lrek ___lsked ___Rek | __________|

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.

EIEE
| < | = | = | add |pelste| Edit | save [cancel| e |

T |

Iriials. ,—
Frsthame [
tasthame [
L |

User allovwed access to these Doctars Drag Doctors to nesd box

A8 =Dr Albert Schweizer, MT
BP =Dr. Benizmin Pierce, DT
DD =Dr D.D. Palmer, DC

LH = Laurel Hardy, MT

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

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

it PMPW Login Form x|

Login Id I

Password I

Ok I Cancel |

To logoff as a user but allow other users access to PMP, open the login screen. This permits the next user to
login. If they click Cancel or close the login screen PMP will automatically close and must be reopened.

0 Note:  This feature protects all users from accessing menu items and modifying activity
using another PMP User Id.
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The Change Password area allows you to create a new password or change an existing password. To assign
or change your password you must first be logged in as the user. Click File, Security, Change Password.

* PMPW Login Form |

Login 1d ||_J

Password I

Confirm Password I

QK. I Cancel |

When you open the Change Password screen the users initials are already visible in the Login Id field. Type a
password into the Password field. Repeat the password in the Confirm Password field. Click OK. The
password for this login ID has now been changed.

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.

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

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

0 Note: All users should be setup with individual logins in order for the Account Edit
Journal to accurately reflect the user who performed the action.
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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 PaidBy  Status Billing Patient  Payment
E=GRE- 2006 02 37 P see M Reprd ik Patient paid after posting. LJ
Before 742 DD 18-Apr-2006 A Cash Paid 0.00 30.00 0.00
After 742 DD 18-Apr-2006 A Cash WIS A Paid 0.00 30.00 30.00
TENR 00N Y PR RECORE DBIEtE N Posted to dad instead of son. L)
431 DD 18-5ep-2006 A Cash CASH Paid 0.00 30.00 30.00
AfeGEp: IBDE 252 A User ! Reeord Bl Patient no langer WslIB. LJ
Before 1621 DD 18-5ep-2006 A V101 WWSIB Pending 19.26 0.00 0.00
After 1621 DD 18-5ep-2006 A ] Paid_ ]| 00 [ 5000 0.00
HE-SEHDUDE D PN EE IBAIERCE BUIE NN Balance change as per Dr. DD's. direction. L)
1621 DD The Balance Due is now $0.00. Dr. "DD"s balance changed from 30.00 by -30.00 to $0.00

The first line shows the date and time that the change took place followed by the user that completed this
transaction and the type of change. If a comment was added at the time of change it will appear following the
transaction type.

Patient paid after posting. LJ

The next two lines of an Edit explain how the transaction looked at posting, and how it looked after the edit.
Areas that were altered are shown within boxes.

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 [nln] 18-Sep-2006 A Cash CASH Paid 0.00 30.00 30.00

A Balance Edit details any balance changes.

1621 DD The Balance Due is now $0.00. Dr. "DD"s balance changed from 30.00 by -30.00 to $0.00
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Backup is one of the major problems users encounter. Faulty or non existent backups can have devastating
results. Hard drive crash, theft, fire and flood are just a few of the many reasons you may require your PMP
backup to retrieve your patient and clinic history.

Backup Procedures

No matter what media type you are using for backups, floppy disk, CD, USB drive, etc, you should have more
than one set. If you use the same object for every backup and that media fails or is lost you will not have any
good, retrievable backups.

For this reason we suggest you have at least two sets of backup media:
2 USB memory drives
2CD’s

2 week supply of floppy disks (floppies are erased with every backup therefore 1 set per day for a two
week period).

While you are using ‘backup set # 1', ‘backup set # 2’ should be stored off site.

O Note: We recommend you perform a PMP Backup daily 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 | _l

You rmay 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
anto either the floppy diskette or the location specified by "Other”. Any data
on the diskettes will be automatically erased

‘Daily Backup' will backup your entire database not including the Report,
Letter and Submit 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.
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PMP allows backups to be created to any specified media. Click the radio button beside Drive A: to send the
backup to floppy diskette. Click the radio button beside Other to select another media.

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

Seleck a Directory in which to backup PMPw

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

e LOCAL DISK (C:)

i D Dwvive (D)

_-f laurend on ‘ocasrer’ (G

S# company on 'ocasrer’ (H:) | i
Al 3

Falder: I CD Drive (D:)

Make Mew Folder | oK I Cancel |

A

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.

™ PrMPw SOL Backup ¥ 2.0.0.0 |

Daily Hackupl Monthly Backup ~ Restore |

~Restore From
1 c'\PMPw\data\Backup\BDOT0619.zip (0.5 MB)
" 2 c\PMPw\data\Backup\BD070618.zip  (72MB)

Daily backups
= 3 not available
" 4 not available

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

Monthly backups

6 not available
€ 1. From Floppy Drive A: (insert last disk first)
o ﬁOlhBr C:\Documents and Settingsiljam J

Restore To
& Live Database " Test Only | Start Restore

| Restore C:\Documents and Settings!james\DesktoplBackups|BD070524. zip to the Live Database,
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To perform the test restore leave the media that you just used for the backup in the drive, click the Restore tab,
# 7 or # 8. Click Test Only and click Start Restore.

Please Confirm x|

| Do wiou wish bo Restare using the File
Y tCAPMPwDakalBackuplBDO91 115 zip" ?

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 5'

Upload £ B4 Databazs. |  Note

Download PMP 2QL Database | In order to use either the Upload or Download
comrmands, you rmust first be connected to the
internet, or your computer must automatically
Download Program Update | connect. You may also need to termporarily
disable firewalls, virus scanners, etc

Upload PMP SOL Database
Compresses the SOL database and sends it to the association via the internet
using FTP. Make sure you are MOT using PMP on any workstation
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= 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.

Computer Maintenance
Error Checking

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

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

LOCAL DISK {C:) Properties 2l

Gioneral  Tools | Harcare | Sharing | Secury | Guots |

1~ Errar-checking

This option will check the volume for
ernols.

Check Naw...

D

w‘i This option wil defragment files on the volume.
=

Defiagment Now

Backup

k| This option will back up files on the volume.

&
Backup Mowr...

%

oK Cancel

Apply

To access Error Checking double click the My Computer icon, right click C:\, and left click Properties. Select
the Tools tab. Click Check Now....

Checkmark both options on the next screen and click Start. You will see a screen offering to
schedule the check on the next restart. Click Yes. Error checking may take up to one hour.

Checking Disk LOCAL DISK (C:) ﬂ

O The disk check cauld not be perfarmed because the disk check utility needs exclusive access ko some Windaws files on
\lj) the disk. These files can be accessed only by restarting Windows, Do you want ko schedule this disk check to occur
the next time you restart the computer?

Restart your computer.
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Defragment

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: Ifit 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.

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 alist of patients that have not been to your clinic for a number of years through query.
= Determine which patients you would like to delete from the program.

= Print a Patient History and Profile for each patient.

= Delete patients individually as per the instructions below.

Click Patient, Delete a Patient. Select the patient. The patient information screen will appear to
allow you to confirm that you would like to delete this patient. Once you are sure click Continue.

A confirmation screen will appear. Click Yes.

Keep your accounts receivable up to date. There is no sense in having the same balances on your A/R from
year to year.

=  Print Accounts Receivable

= Determine patients:

- to be called

- to be mailed a letter

- to be sent to a collection agency
- to be written off
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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, 18 Sep 2006 Patient Accounts Receivable - Dr, D.D. Palmer, DC Fage Ho. &
Period Ending : 13-Sep-2006

Last Last Last Hext
Patient Name Home Phone  Businesz Phone Ext.  Payment Statement Wisit Visit
773 Wansteijn, Gary Neil (4HE) 44056202 14-Sep-2005 10-Sep-2005
Aged : 0.00 o.o0 0.00 30,00 30,00
1595 Warcoe, Elisabeth (418) 5126181 26-Apr2000 2B8-Apr2000  31-0ct20032
Aged : 000 0.o0 .00 176.00 175.00
1533 Wade, lan (2905) 2824062 (HME) 3751238 18-Sep-2006 18-S ep-2006
Aged : 17.00 0.00 0.00 0.00 17.00
153  Wellwood, Betty Anne (416) G35-9553 08-Mar-2000  24-Feb-2004
Aged : 0.00 o0.00 0.00 £0.00 £0.00
168  West, Blake Joseph (416) 485-7524  (H16)565-0191 323 02-Apr2000  14-Apr-2000
Aged : 0.oo0 o.oo 0.oo 51.11 81.11
1530  Winlworth, Paulette (4H1E) G26-0442 22-Jan-2000  24-Feb-2004 00-Sep-2006
Aged : 000 0.o0 .00 145.10 145.10
24 Niiright, Alida 07424274 19-0et- 2005 02-hay-2000  10-Apr2006  09-Sep-2006
Aged : 0.00 o.o0 0.00 20,00 20,00
194 ‘Ysinga, Brent 0241-7152 06-Now-1998  14-Apr2000
Aged : 000 0.o0 .00 54.00 54.00

-1455.09 210.00 0.oo A0E0.31 381522

Aged :0-30 days 3160 days £1-90 days | ower 30 Bal. Dus

Print 3rd Party and WSIB Accounts Receivables.

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: Journals, Manual Review Documents, WSIB Claim Journals, Payment
Journals, Rejection Journals, Documents saved for Exporting, Stat Reports.

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.
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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 =10 x|

| Fle Edt View Faveries Tooks Hef | e

J ek - ) - T | ) ssarch Folders | [T23]~

| address [ cpMPuwiDatalReport =l
_Name | size | Type | Date Modified =~ | Date Picty =

EY Cct2002_1.A 3KE ACE File 01/10/2002 10:20 PM

a 10KB  ACE File 01/10/2002 10:21 FM

a 9KB  ACE File 24/10{2002 1:32 P

£ 3KB  ACE File 24/10/2002 1:32 PM

a 3KE  ACEFile 24/10/2002 1:39 PM

B 10KE  ACE File 13/11/2002 2113 P11

a 10KB  ACE File 16[11/2002 11:58 AM

a ZKB  ACE File 18/11/2002 11:58 AM

£ 36K ACE File 11/12/2002 10:34 PM

a 7KE  ACEFile 11/12/2002 10:36 PM

£ 3K ACE File 11/12/2002 10:36 PM

a J_1 3 GBKE  ACE File 11/12/2002 10:36 PM

%] OP1_1_Dec2002_% Ace FBKE  ACE File 11/12/2002 10:38 PM =

P o mmn P———— .

[12 objects 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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MIG

MAME:

TRACKING SHEET

START DATE:

APPROVAL DATE:

Initial Visit |:|

Block 1 | |

SUBMISSION DATE:

Block 2 | |

SUBMISSION DATE:

Block 3 | |

SUBMISSION DATE:

Goods & Services | |

OCF-24 STATUS & DISCHARGE

5215.00

Srro.00

550000

522500

540000

3a5.00
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TREATMENT PLAN TRACKING FORM

MNAME:

START DATE:

APPROVAL DATE:

CHIRO

PHYSIO

RMT

TREATMENT PLAN

T¥ PLAM £ T PLAN #
\isits Cost \fisits Cost
CHIRD
PHYSIO
RMT
SENT
APPROVED
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