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e 416-860-7199/ 1-800-561-7361

-

e support@chiropractic.on.ca

—

Contact us e www.chiropractic.on.ca

The OCA website contains links to the full program and the latest updates. Also included is the latest
version of the PMP Manual, tutorials and webinars. We have included newsletters, training information,
various programs and many other pieces of information that you may find helpful.

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 x|

This Computer

IP iddress : 10.10.10.163
Computer News : LAURENZ
User Hame : ljames
Trying to connect to the SQL server...

Success: fully connected to Firebird Server! You may start PMPuwS

Stop Start PMPw SQL in 4 seconds |

I Y

A PMPW Login Form will appear requiring a Login Id and Password. This screen is controlled by Security and
requires setup so that each user enters with their personal ID and password. Setup instructions can be found

on page 120.

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.

M PMPW Login Form x|

Login Id I

Pazswoard I

Ok, I Cancel |

4 Main Appointment Screen Description


http://www.google.ca/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&docid=M6OT6Em2TR6l4M&tbnid=RfMcj5qQiN1KMM:&ved=0CAUQjRw&url=http://www.mlsplumbingandmechanical.ca/contact-us/&ei=8K0-U_KMLaS42QXWgYGACA&psig=AFQjCNG54DKyv__tU8Y3ZSV315Ipf5Iljg&ust=1396702889208544
mailto:support@chiropractic.on.ca

PATIENT MANAGEMENT PROGRAM

Main Appointment Screen Description

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 want to list your
practitioners in a specific order or perhaps not all practitioners are in the office every day. The features
Appointment Book and Appointment Book Sets will allow you to customize the appearance of your PMP.

R e T S R ) e -
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 Affred Austin | Brenda Elaine kelly |
9:30
9:40 | Christian Eric Clement | ]
g5 6
10:00am [ Logan Ebsen [ﬂisabeth MacKlin Hﬁrenda Lloyd ]
10:10
10:20
10: 30 [ iusanne Catheri Sedgwr'c]
10:40 Dr.CW Maxwell Wilson
10:50 Dr.CW [ﬂary Lou Robinson
11:00am
11:10 ﬂoyd March
11:20
Sun Mon(Due Wed Thu Fri sat ' ¥ B8 = [0-10-2000 =] +[5 Today| Activity Date
‘No Duty Doctor is assigned }Act\wty Date: 20-Oct-2008 |16 records taday ‘ Default ‘Mam Clinic

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

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

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

4., Named Columns
Practitioners can create, assign, and share columns. Sharing columns will allow other practitioners
to see when rooms are in use and eliminates overbooking.
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5. 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.
6. Hidden Appointments
Time slots with a red underline indicate an invalid appointment. Clicking on the timeslot will
provide details about the hidden appointment.
7. 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.
=15l
File Patient Reports WSIE Setup  Utilities Help
|2. Laurel Hardy, RMT |3. Dr. Benjamin Pierce | 4. Albert Schweizer, RMT | 5. Charl 4| |
Exam ]
8:50
9:00am
9:10
9:20 | P, Wayne Johnston | Alfred Austin | Brenda Etaine ketiy |
9:30 8
9:40 o | Christian Eric Clement | @ ]
9:50
10:00am [ Logan Ebsen [Eisabeth MacKlin Hirenda Lloyd ]
10:10
10:20
10: 30 [ iusanne Catheri Sedgwic]
10:40 DiCW  ({0) | Maxwell Wison
10:50 Dr.CW [ Mary Lou Robinson
11:00am
11:10 ﬂo_yd March
11:20 ‘
SEU) s (13) (16)
Sun Mon|Tue Wed Thu Fri Sat 4 » b J?@- !20-10-200? id ﬂ% Today| Activity Date
|N0 Duty Doctor is assigned Potithy Date: 20-Oct-2009 ‘16 records today |—Q4Jefault ‘Mam Clinic

8.

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

Horizontal Appointments
A horizontal appointment will book to the right and may or may not scroll to additional timeslots
depending upon your doctor default settings.
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10.

11.

12.

13.

14.

15.

16.

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.

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.

7  Main Appointment Screen Description
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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 23
F3 Show our Day See page 24
F4 Daily Summary Sheet for the displayed Doctor and Date See page 62
F5 Show my Week See page 25
F6 Edit Patient Information See page 52
F7 Screen Saver will be activated if set up in the Control Panel

F8 Login Form See page 122
F9 Write Off from within Patient Activity See page 45
F10 Process Activity for the selected Appointment See page 33
F11 Default Activity from within Patient Activity See page 33
F12 Process Activity by selecting a patient See page 33

Right Click Menu

Right clicking the mouse on the appointment book brings up a menu with common functions.

8 Main Appointment Screen Description



PATIENT MANAGEMENT PROGRAM

Customizing PMP for Your Office

Letterhead is created by each office or practitioner to be printed at the top of statements, letters, and
emails. There are 2 steps required to have letterhead on statements:

1. create or edit the letterhead

2. assign letterhead to practitioners

Create Letterhead
Click the File menu, WordProcessor. Letterhead should show your clinic and practitioner names,
practitioner registration and HST numbers, address, telephone, email and website details.

Change the justification to centre using the centre justification = | icon.
Type the required information. See example below.

ﬁ PMP WordPad - C\PMPwAData\LETTER\TEMPLATE\ letterhead-AlL.RTF
File Edit View Insert Format Tools Merge

B Segoe LI -1 ~-E-0~-NE7UN
DDGE@Qnf‘%D—E\%‘“VE@EE[ﬂ][H]E[]U H & B
Zumlu||2|||3|||4|||5|||5|||7|||3|||g|||1[]|||11|||12| L1300 1140 0T 116

Mississauga Wellness Centre

V1

DD.Palmer, DC CCO#1234 B.J. Pierce, DC CCO #2345
— | L.Hardy, RMT #F222 HST:87899888 A, Schweizer, RMT #J222 HST: 87953021
r
z 123 Walnut Blvd = Mississauga = ON = L7L 2¥2
,E-, 905-629-8211 = fax: 905-629-8214 = betterhealth@yahd I, Sove s
N @(}-\ |« PMPw » Data » LETTER » ~ [ 44 ||[ Search LeTTER ol
-
- Organize = New folder B = @
& Downloads - MName ’ Date modified %
L PMP .
) Recent Places b TEMPLATE 16/07/2013 10:26
L jliss= ] Ac RecRif 16/03/2008 2:45 )
Ubrar B ar.Rif /03/2008 6:41 P)
HBIDHHES " 1] Discharge letter.Rtf 42 P
ocuments E y

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 or Clinic s initials, ie. LetterheadDD. Click Save.

Close the wordprocessor. Your letterhead is now saved in the template directory. Create as many
letterheads as required.

A-L Letterheads must be named Letterhead and saved to the Template folder only.

Assign Letterhead to Practitioners
Click the Setup menu, Doctor Defaults. Choose a practitioner and click Edit this Doctor’s Defaults. Go to
the Statements tab.

Click Select a File to use to the right of Default Letterhead. Click the appropriate letterhead and click
Open then Accept. The chosen letterhead will automatically be selected for this practitioner when printing
statements.

9  Customizing PMP for Your Office
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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 most cases you would not have a checkmark. If
in doubt contact the support line.

Use Login is required for security in PMP.

Total Payments on Statements will group together
payments on statements even when distributed to
multiple practitioners in the patient record.

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

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

Phioned. [a05-629-8211

Street [1 23 Sacronac Averus

Gty [Mississuga
ProvincafState: [on
Postal@p Code: [L46 1w4
MasmumOhiplo
Maamum>Bayo
Detautt W!Mmslsﬁmga J
Duefault Area Code ]x.ubi
Partnarship: I Use Login: 7 Use New Appt Booking 7
‘Word Pad Merge Popup Help. 7 Total Peyments on Statements: 7 3top Reparts from suta closing
Mailing Labels Top Margin: [5a =] show Lnit buttons on sdting Appomtments 7
show Indials on Honzontal Apporitments &
[ Deetault Floppy Drive - Frinter Capabiity -
A C B | T Black & White = Colour
Jefmu'me'da:oonsmmnts,Wﬂ Popus o pop a n

F Edit Appentrnent Informnation: Arved
I~ Make an Apportment i this time slot
I~ F2 Add an Appointrment

| Pationt Actraty

0K |Canm!|

Cinic Demographics ‘

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.

—Popup comments bo pop automatically on —
[+ Edit &ppaointrment |nformation; Armived

[T Make an &ppointment in this time zlat
[T F2Add an Appaintment
[+ Patient Activity

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

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

the appointment book.

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

hotkey of A.

=  Make an Appointment in this Time Slot. This screen is available when clicking onto an empty time

slot from the appointment book screen.

= F2 Add an Appointment. Whenever accessing the F2 Add an Appointment grid.

= Patient Activity. Before processing activity.

popt x|

Patient sees Dr. Palmer only

Edit Pop Ups |
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The Doctor Defaults screen allows you to
personalize the PMP for each Practitioner.
Move down the tab on the left and click into
each box to add or edit information. Some
fields cannot be edited due to security.

The tabs allow you to choose the doctor's
name on the appointment book tab,
whether the AR totals should appear on
Summary Sheets, the default appointment
type for each practitioner, and determine
whether a birthday song to play will play on
your patient’s birthday.

B, Doctor Dedaus for: Daniel D P, D€ #1234 Folo
| Parsonal Info Doctor Code
Ty Doctor Code [Chiropractor]
Book Dactor's Name on
Official Doe T Daniel David Palmer, DC #1234
Patient Defaults Support Humber
Statenwents Options
4 This is checked if the Doctor is a DC
ChiroiWrite
4 Show AR Totals on Summary Sheet
Activity Play Birthday Song
Flay Song E . -
Receipls “Yes MNo! HappyBirthday1.wav | selectaFiletouse  Clear |
WSIB
OHIP Registration £ _pppo.gesese.so
mobilePMP PBder
Accept

On the Appointment Book tab Appointments that exceed the time slot offers options as to how to display

the appointments within 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.

rescheduled, cancelled, and postponed.

-

L Named columns will automatically hide

Will wrap allows appointments that exceed the timeslot to move to the next time interval.
Will wrap and hide will wrap as the choice above but it also hides all appointments that are missed,

invalid appointments.

Appointment Book Configuration will allow practitioners to specify personalized settings.

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

Columns Across offers 1 — 9 columns.
Available Columns are the named columns
available for use. These are created under
the Setup menu, Named Columns.

you would like to appear on this
practitioner’s appointment book. Named
columns accept vertical appointment
booking only and can be shared by
practitioners. This allows practitioners
sharing treatment rooms to check

availability and see when the room is in use

by others.

Your Named Columns are the columns that

no Mamed Columns. You can customize your Appointment book and see the results

previewed in the ‘Example Grid'. You can select Named Columns, by choosing Columns from the Available Columns box. Named

columns are created in 'Setup | Named Columns’.

Example Grid
Exam

9:00am
a:10
9:20

‘Configuration
Time Slot Interval
© 5 minutes

| Your Named Columns + Available Columns

Exam Room 1
“ 10 minutes
© 15 minutes

© 20 minutes

| Columns Across

Clear the list |

[4 cotumns

)

=loi x|

Practitioners can also set up personalized appointment types and colours in Doctors Defaults.
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This area is utilized if the user would like different Plsase note, this wil b forthis anly.

information on this computer than may be available Rt el e
= Use the N, and Address in "Clinic Defaults’

at another networked computer. You can change B s

the screen size and print receipts with an alternate 12806y 1028 Clric Neme.

.. £ 1600 by 1200 {bi,
address rather than the Clinic Default address. Cell S ek
. . . Appontment Cel shade Suoat |

shading is defined and you can also choose a . i

different Appointment Book Set. The options on the T e e Provmcersiats |

Computer Default screen are used for this computer pr—— —— Posuizp Code |

only. If you are running PMP networked each Exta Column Cell shade Defautt AppoinmmentBook set[Gotae =]

computer can assign different options. ——— Youriocation ek ian Clrkc B
& | have a Dyma iabel printsr connected 1o this computer

& showtadays nete upon startup

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.

Appointment Books

PMP will accommodate multitudes of practitioners. You may wish to view your practitioners in a specific
order or in different groupings. The order of practitioner tabs and grouping on your appointment books
can be customized using Appointment Books and Appointment Book Sets.
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When creating an Appointment Book, choose the
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. An appointment Cinat o
book can have up to nine practitioner names across the top.
Type a name for the Appointment Book and click Save. The

Qo oo
i] B Lasarnl Haecty, T

named Appointment Book will appear in the field below T e
Appointment Books on File. Click OK. s el L i concet | oK |

Create Appointment Book Sets

The next step is to combine your appointment book(s) into a set. This feature can be used to group
together Appointment Books that you have created. For instance you may have an Appointment Book Set
named Practitioners which contains the separate appointment books of Chiropractors, Massage Therapists

and Other Practitioners. e e 3
Another option for an appointment book set could be the days = Fr—— T —

of the week. Appointment Book Sets are also useful if you have 4 -

more than one location using the same PMP. Each press of the 4

space bar changes the Appointment Book to the next one in
the Appointment Book Set. —
Delets Sebected
To create an Appointment Book Set choose the appointment B = p—
book(s) to be included in the set by clicking the box to the left Sy S oy 4 gy et s o ey |
of the name in the right hand column The names of the : poe —
appointment books will appear in the middle column below New Appointment Book Set. You can change
the order of the books by clicking the red arrows. Type a name for the Appointment Book Set and click
Save. The named Appointment Book 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: x|
intment Book Sete——_—  Current Appoi Book Set

= For Today Only. A specific Appointment Book Sets will pefauk
need to be loaded each time you open PMP. Click Set ot 11 lf. it dousle cick
Up, Appointment Book Sets, Load an Appointment ot T . o to secept your
Book Set. A pop up window will appear entitled Load
an Appointment Book Set. Click the appropriate book. Cancel
Click OK. oK

= Every Time. The chosen set will appear every time you —_— ——— S
open PMP. Click Setup, Computer Defaults. Click the efault Appainmont Book Sot R

down arrow to the right of Default Appointment Book ous Luzaivi <lsis) g
Set. Select the appropriate set for this computer. Close Set 2

and reopen PMP to view this change. Note: This procedure must be done at each computer using
PMP.
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Add or Edit Practitioners on Appointment Books

To add a new or edit practitioners go to the Setup menu, Appointment Book. Double click the
appointment book on the left that you with to edit. The middle column will populate with the names of
practitioners in this book. Checkmark a name in the right column to add, or click the checkmark to remove
a practitioner from the book. Change the order of the practitioners by clicking the red arrows. Click Save
followed by OK. Close and reopen PMP to view your changes.

Appointment Colours

-‘E‘;_ Edit Appointment Type Colours ;lglll

|
This area is linked to the appointment book and defines Colow Nu. % |Appoitment Type |Sereen Tent R
which colour represents which type of appointment. M_

i I
The colours chosen appear in the bottom left hand _EEZE?;S;?:;LQS s
I '

corner of booked appointments on the appointment Progress Exam Prog. Exam
book 5 Adiustment Adj
G - IFC

_Massa_qe Therapy MTED
-Consultation Cons

Appointment colours can be created for the Clinic or

Practitioner. PMP offers eight colours. Determine which -
appointment colour is to be associated with which | o [ > | o | oelete| et ok |
Appointment Type. Define the Screen Text which is a |
short form of the appointment name. It is used on
reports regarding appointment colours.
A . t t c t "E‘.‘. Edit Appointment Comments = Ellil
ppointment Comments
| |Code # |Description -
Appointment Comments are used to create a pick list of  [»
. - - COLL Collect Account
stanc!ardued comments for use when setting up patient Jexam  Exam Next Time
appointments. | Left Message
| [REM Call to Rermind
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 S I W N Y S =T oK_|
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.
rﬁ Edit CLINIC Appointment Types @Eﬂ’
Appointment Types |
Description ¥ Units ISV E
: : Qhdjustment |l
This area allows you to create appointments that are Cﬂun -m-
available in your office. Appointment types can be created anitial VisitTh f: 1
. .. . . assage Therapy
for the Clinic or Practitioner. Units specify how many Nutritional Assessment 1N
appointment cells an appointment will require. ISV 2’09“’59 E"ET 1 :
eassessmen
determines if an appointment will be schedule horizontal or Report of findings 1N
H WSIB Interview 1N
vertical. E
. . . Lo e e [ add J[petete | Eat | [ oK
L ISV = is vertical
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Bill/To Employers
The Bill/To Employers table enables you to build a I i
database of employers and insurance companies. The s ] w | « [ » | = | A [oelste] £t | 2z [cocel| @ | Fem |
form records the company code which you assign, il NI R —
BLCR  Blue Cross Sheri Blue (41B)BS6-6966 232 (41B)B56-5559
company name, contact name, phone, and fax LA CaaInsurance Company May Swith ez 1112333
CG_ Canadian General Insurance Joe Green (416)280.5216 |30 |(416)288-1898 jreen@
numbers' e_mall address, address, Clty, LIBM I,:‘I:z:”:jj:,:r‘ Cathy Lang {90}5]5395221 {90}5]5399&153
. HAL  The Halifax Inswiance Company John Brown (416)440-1000 (416)440-0630
provmce/state, country, postal code and, where VET  Weterans Afas Canada Jeft Bad (B00387.0915 0 -
. ZUR  Zurich Canada Mike Gold (807]346-2252 (807]346-2253 =
applicable, account number. <l | O
1% Edit Gity =10l x|
City Codes |
| |City ¥ |Province -
The City Codes form is linked to patient information and y
oge . . Ott Ontari
allows you to add the names of cities in your surrounding S Orpars
area where your patients live and work. This helps to
speed up the input of information into patient records and
provides uniform phrasing and spelling.
=]
S = | | add | Delete | Edn | ok |
|
ALy Edit Appointement Type Colours ==

Custom Appointment Times

This feature allows you to customize appointment book colours for

long visit times, meetings, classes, etc. Select your colours under the
Setup menu, Custom Appointment Times. Apply the new colours to .
your Doctor Hours, also found under Setup menu. You will note that

. Number # Description

I ciline: Appointments
2

) Sl Cane C
L ong Visitss
5 Stall Meeling

[ Heserved

we have reserved number 1 for Online s
Appointments which will be an option with 9:45
a future update (release date unknown).

10:45

Habecca Marshall Adrienne Linton ” Edit |

Barbara McFarland

Doctors Hours

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

button. Drag your mouse to the ending time slot and
release the button. Click either Set to the Doctor is In

or Set to the Doctor is Out. Click Accept when
complete.

Y

SQL Version
From here you set the Doctar's Hours, The Doclor can ba in ary day from 500 AM to Midnight. The time the
Dioctor fs in s set in 15 minute inlervals. From here you can both change the doclors schedule. Click on a
Cll o haghlight a time: slot or Chick and Drag io highbight & range of ime shots

To make your selection ino Time slots whare the Doclor is present, Prass Be "Set to the Doctor is In™
‘bution
Ta ramave Time siots, Press he "Set to the Doctor is Out™ bution

white means the Doctor is out,

[SANTGAM TN EAM BAM T0AM 1AM 1ZPU TFM ZPM JPW APM SPM GPW TPM BFM 3PM W0EM 11EM]|

su —

Tue

Wed

Set "In" Hours

Set b the Destor is In with Set Io tho Doctor is Out || Accept
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Fee Schedule

The fee schedule is broken up into three parts:

1. Treatment. Fees for services rendered are stored here.

2. Other. All other items such as Gift Certificates, Transfers, Refunds, etc.
3. Inventory. All tangible items that are sold.

*

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

1. Treatment

The Fee Schedule for Treatment allows you to create and @

. . . - |
edit treatment fees for your office regarding billings to the | cse + acive csserpion WSIB Gods WSB Fas_Adut _Sudem _lCrid__ 4
i » N Adusiment |01 2500 35.00 25.00) 15l
patient and WSIB. e v T
EXAM Y Examination V101 2500 50.00 30.00 20
FAF Y 'WSIB Functional Abilities Form FAF 4500 0.00 0.00 0.
FRM8 Ld 'WSIB Form 8 FORMB 40.00 0.00 0.00 0.
To add a treatment click Add. Type a code to denote the By pShaves __ onsT T | ——
treatment you are inputting. Press the Tab key. Type a e e e S
description of the treatment. Press Tab and type the = |
) ' o . e e ‘
amount you wish to charge for this billing for each patient s— —

category. Next to the WSIB Code and WSIB Fee type the
corresponding codes and fees.

To edit a treatment click the treatment in the list and click Edit. Make edits by clicking into the appropriate
box and making the changes. Click OK. Inactivate Fee Schedule items so that they cannot be used in
posting by removing the Active checkmark.

Edit Other Fees.
2. Other
X L . . Code ¥ |ACTIVE Description Selling Price| [ 4|
The table includes the Code, Description, and Selling Price. DY Discoun 000
. . . GC Y Gift Certificate 0.00 -
Anything that is not a treatment or Inventory item should be BisT v |RamonizedSaksTax | ocoofliN
. . . . .. HST1 Y HST - 16 min Massage 3.90
placed here. For details on processing various kinds of activity HST2 Y HST 30 min Massage 650
such as Discounts, Gift Certificates, Refunds and Transfers. ot o Ao oo
MA Y Missed Appointment 0.00
= See page 37. [ MISC * E
[ JL = Jx ] » | add Josite] Eat | 0

3. Inventory

The fee schedule for |nvent0ry a”ows you to track ’- * 11VE ‘“Im?m Quantity in SmcMmimquuanm Cost Pn Sallmgdl:
products you sell or hold in inventory. The form e T T v e nb
records the product code, description, quantity in e e e _ = .
stock, minimum stock quantity, cost price, selling T ' : ek i |
. . . LOSB 34 Lumbar Ortho Support Belt -1 0 3208 49.00 Cr
price, supplier, and applicable taxes. Note: Taxes OFA Y Ofhatc Foot Applance 1 0 0w arseopel
. . (™ »
are input as the percentage amount applicable. - i —
Remember to increase the quantity in stock when | j

you receive a supply order.

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

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

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

Named Columns

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

Notes

o
3
=

Flags iﬁ"ﬁt!’ tion Flags |Dascription
[T | W
1 |Mailing List N
2 |nvia Patient (4
=t (==
4 M_|Massage Patient
5 | L]
B © |Onnatics
T B |Pregnart
a [=]
9 R
A_|Announcement-moving S |Call Same Day
B_|Call Day Befoe T
C u
o | |Zanided
=B L
E_|Promational Flyar "
G N
H IHealth Care Class z

| Gancal | [ acoent |

alzi=

Tha addition of dl oy allows dafin of You can
e 8 many of your echamat at you B, Named columns i
columns can be shared by allows sharing By see
avallab ity and whon the room I8 in use by ancther pracssoner.

Current Avadlable Named Columns

[ Mame  [Date Created Comments. e

HExam F1-Sep-2009

| [Exam2 S-0ct-2009

| [Exerclse

| Massage

Room 1

[Reom 2

| [Room 3 JECYse

| [Room 4 i Ackd New
Previously used Named Columns (no longer used as they have been deleted)

Name |Date Created Date Deleted Comments |

H

Cancel
Accept
' Edit Notes =[Ol x|

| |Date

Notes are a way to provide reminders and inter- ;

office communication. You can remind yourself or
others to order inventory items, recall patients,
provide reports to bookkeeper etc.

# |Description

03-Jul-2007  |Dr. Maotes
16-Jul-2007 | Close

Comment

Dr. needs to leave early
Closed for Conference

K|
| | e | | ade | Delete| Edn | 0K
' X
Other Comments
=lolx|

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

Iew

g el
June 23rd, is Patient Appreciation Day!

Patient Appreciation
Reminder

= | = | > | ol |Add |De\ete| Ednl

All rescheduled appointrments require 24 hour notice
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Patient Categories

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

Edit Patient Categories

=0l

Mu... ¥ |Patient Categary

2 Seniar

3 Child

4 Mo Charge

5 Family member
B Compassionate
7

g

9

W | < | » | » | add | Delste| Edit |

| v

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’ contact information.

Patient Comments

The Patient Comments form is an area that provides a
pick list of standardized comments for use within the
patient file. Comments may include account details,
special patient instructions or other Contact
information. You may add individual comments within
the patient files that are unique to that patient if the
pick list comments do not provide enough information.

Payment Types

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

/% Edit Patient Comments =] 3]
|
| |Code # [Description Comment o
M
RCDB Reminder Day Before  Patient requires a reminder call the day before.
RCSD Reminder Same Day  Patient requires a reminder call same day
1]
| o | » | o | add | pelete| Edn | oK
|
-'E‘:. Edit Payment Types - |EI|1|
Description W |Short Description -
4
| |cash CASH
_|Cheque CHEK
_|Debit Card DET
_|Gift Certificate GIFT
_|Insurance Cheque IC
_|MasterCard M.C.
_|Transfer TRAN
| |wisa VISA |
| o | » | s | add | Delete| Edt | ok |
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=101
Phone Number Types |
This area is linked to the patient information window and > Nu___ [Description | =
allows you to set a number of telephone fields so that you |7 2 cel
may capture several telephone numbers from each _ is\fgif
. . orl
patient. Telephone numbers may include work, home, N & o
pager, cellular phone, cottage, and fax. _ B|Cattage
| 7 Morn's work
| 8 Emergency Contact
o 9 Dad's work LI
| | e | om | ade | Delete| Ed | ok |
|
-'E‘;_Edit Province [ State _I— _ID ﬂ
|
PrOVInCE/State COdES | |Province|Description W |Country =
. - . . . 4
The Province Codes Form is linked to patient information JBc  Biitish Columbia Canada
and allows you to add the names of provinces or states in L Caretls
. . ) _|MB Mew Brunswick Canada
your surrounding area, where your patients live and work. MY Mew York TENS
This helps to speed up the input of information into patient _:i :E‘r't"l':““”:”?””t _ ga”aja
. . ) . | oithwest Territories anada
records and provides for uniform phrasing and spelling. NS Nova Scotia Canada
oM Ontario Canada
_|PE Prince Edward Island Canada
_|ec Cluebec Canada
|5k Saskatchewan Canada
| YT Yukon Canada
I
|| x| m | add | pemste| Edi | ok |
|
Referra |S /& Edit Referrals i =] |
|
If your office tracks referrals, this form will be very [ [code  [wame # [Contact -
. . . . »
.useful toyou as it vIV|II .c:?\pture referra! information from BOE [Whio Poges Ad
industry as well as individuals. The Edit Referrals form | |ve Yellow Pages Ad
records the code assigned, the referral name, and
contact details.
<] | ;ILI
| | e | | add | Delete| Edt | oK |
|
-
1 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.

19  Customizing PMP for Your Office



PATIENT MANAGEMENT PROGRAM

Statement Comments

The purpose of Statement Comments is to provide
additional information, reminders or personalized notes
on patient account statements. Comments may wish
them ‘Happy Holidays’, remind them about ‘Spinal
Health Week’, promote new products, or inform of
current interest rate charges on accounts past due.

Suppliers

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

Vacation / Holiday / Time Off / Time On

These areas allow you to set the vacation and time off
schedules for each individual practitioner and holidays
for the entire office/clinic. Setup office holidays first,
then vacations.

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

loix
|Cude QlDes:r\plium |Cummem |;|
PAY Prornpt Payrment Prompt Payment is appreciated!
Blrrac [Praciitionsr Inio O Daniel D Palmer, Reg #1234
2] | - | > | 2] | Add | De\etel Edit | 0K
=loix

CM i G

PMP PMP Support

Ontatio Chiropractic Assoc

¥ | Contact

| o | = | » | 2dd | eete]| Edt |

V3272273
{800) 561-7361

o
0K

Edit Holidays and Yacation schedules

Choose a Doctor

DD Palmer, DC

Edit this Doctars Vacation Schedule |

Edit this Doctors Time Off |

Edit the Office Holiday Schedule | Cantinue |

1 &t the (fTice Holidiy Schedule

From hars you £3n add and daleta Helidays. (n both cases you atse by kighligsting ane or mors calls
ek on s Coll bo highbght & duy or Check and Deag te highlight @ range of Dates.

Ta make your sebecton inta Hobdays, Press the Declare Haliday™ button

Ta tumovis Helidays, Press the “Remave Holiday” button

B
[

[

a
B
[l
8

T
1
2
5 &
3
E
7
5

TWIFssmMiWiFssmiwiFssuIlgirssm

W1 12 13 115
7 &3 w1z
8783 0n

10011 12 13 1415 16

ERCRERE IR FEES
4567090
910712131415
G783 w0nn

B9 W00 121 040 0
56 7 8910071203
1007112 93 14|15 16 7.

1121301475 1617 18 10 0 0 2 2 S 0 a0

W WM N B R NSNS eSNn

NHIBRITHN NN Z2ANEXNT NN

b1 - TP
516171813 N 2 5 M 5 E 7 BB WA
203 14 1516,17 1819 20 20 2 33 228 %6 @ 2

(T 1iolldoys laok like this

Duclure Holidey |  Remuve Holidsy

Accen |
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Vacations will appear on the appointment book as green times. Lo

Holidays will appear on the appointment book as blue times.

DD, Paler

2. Lannel Handy, RMT

' Appointment Book : Monday 3 September 2007
Fle Patient Reports WSIB Setup LUbiities Help

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

booking Doctor Time OFF
DD Palmer, DG 0015 2045
Edit Doctors Time Off D il e .
the buttons in the middie of the Sun Mon Tas Wed Thu Fri Sat T
screen to book large segments oo 5 3 3 7 a4 8
. . . ol time. The Time arid on e 5 6 7 & 3 w|mn L
For other appointments and half days access this function detiispiedlb il S i S e Vs
. . . . . Jos you loggle Indvidual 15 B ouom AN nwo s
is located in the Setup menu, Vacation / Holiday/ Time Off  fminks soanens, snar it xumawoa " il
and on the right click menu. Time off will book 15 minute s me |
increments only. Practitioners with time intervals set for 10 ook e atemoon it || &
or 20 minute increments will have time off start 5 minutes :
Erom To Eook From-Ta off | ;
later. [ | Cancel From-To off :
1
o ) ] ) " CancelAlLtmeott || "
Creating time off is easy, click onto a ‘Start’ time on the EP, e
rid. Click on an ‘End’ time on the grid. DXl e |
g.dCcoa dteotegd. ‘ —
Click Book From-To off to book off the times in between.

Add a Comment. Click OK.

| '_# Appointment Book : Monday 20 August 2007

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

File Patient Reports WSIE Setup  Utilities Help

1. Dr. DD. Paliner |2, Laurel Hardy, RMT

Appointment Detail screens as a red strike through on the times.

_9-00—-nr
_9.15——
_9:30—

Doctors Time On

This feature enables users to book office hours on a regularly
scheduled day off. Located under the Setup menu, Vacation,
Holiday, Time Off / On.

Time on is symbolized by a green strike through across the
appointment times.

Raymond White
Scott Sage

Brenda Lloyd
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Appointments

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 11.

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
rmw_"“ L2 Appointment Status
1 = Unconfirmed
FW—~—IF:$T = - Confirmed
Last Name | " Arrived
Jonas
Date / Time [ 2|3]a]s]se]

[24-Apr-2008, 08 15 AM

| Units
1 & Horizontal

| Wertical

- Add New Patient

Cancel
Salact a Patient by |
Lasmamel NLmsrl Elrslr\amei Lthar | Finished |

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

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

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

4 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 ¢ I

T:45
8:00am | Amy Love [ Judith Lynnd
8:15
8:30
8:45
9:00am
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This method of adding an appointment does not use the appointment book directly, therefore you must supply

all the information about the appointment. You can also book multiple appointments and this is the fastest way
to add several appointments.

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

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

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

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

purposes.

T R e

[Currert Appomiment —————————[Tmeoria [ Patentiniormation |
00 10 20 30 40 50 LastVisit _ FirstVisit |

&ﬁmﬁdw.mm — Hﬁﬁum R B o

actor for this ntment
el Civid Palmer, OC #3444

Comment

5
I
9

W.J;;.nmw - Status s afa : 1 = = =
1 1 1 4 ance
e of ent © Unconfirmed NEEE] [s %
- = Confirmed I; | S £
* Arrived 1 Patient Comments
20-10- 2009 9 20 am

[ e e [ 2|aja|s|s]

2

3

| Sun Mon Tue Wed Thu Fri Sat 1| ynirs ;
e s |
7

N O12o1e M 6 18 17 g | Vertieat 3
' 19 W 223 u 5 Room 9
2B ¥ Q¥ 2 /W MN 5 None - 0
& T o 1

| 1 2 3 4 5 &

=

List of Appointments  Dr. D.D. Palmer |

_Exam

9:00am
9:10

9:20 | P.Wane Johnston | Aifred Austin | Brenda Etaine Kety |
9:30

© PrintList  © Print Calender Add another Appointment | || Finish_|

To create one appointment only click the appropriate date on the calendar. Choose the Type of Appointment
and the units for the appointment with horizontal or vertical unit buttons. The unit buttons across and down

is an option that is selected under the Setup menu, Clinic Defaults. Pick the Room if appropriate. Remember
that rooms will only book vertical appointments.

I Practitioners utilizing 5 minute interval times should schedule F2 appointments using the mini
@25 yjew at the bottom as 5 minute slots are not visible on the grid.

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

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

No. of Visits_ First Visit Last Visit Next Visit Date and Time Status
| 19 [08-Now-1997  [12-0ct-2006 Clear Date | |
Add an appointrnent | Add an app, Same time next Week | Book Multiple Appointments | Print Calendar

Same time next Wonth (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.

r : Friday£ 4 ril

DD Practitoner Code LH CW

1 1 . Named Column L
a 9 r

&

Coloured boxes show times where scheduled appointments
= are booked.

10
Timeslots
r - -

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

Exercise

2:00pm
2:10 Lucille Rylott ‘E‘aham Godfrey ] Heather Leonard }
2:20 lan Neilson Helen Smith l Peter Pridham J
2:30 Helen Porter ]
2:40
2:50

. 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.

=]
Ilon Tue WWed Thu Fri Sat

Practitioner Day Off
r

1 — 11

5
&
7
E
el
11
12
-
- -
|_m= Practitioner Lunch Hour t [E EE [E
2
e
4
5
s

S
o
B

| ——

1
[0
-
1
5
|
-
i
1
[
-
1
1
1
1

——— " - "

(ol
%
2
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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 ‘Arrived’ appointments are blue. To 'Arrive’ a patient simply press the A key.

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

Unconfirmed An ‘Unconfirmed’ appointment is italicized. It does not have a hotkey.

Unconfirmed appointments require reminder calls.

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

Rescheduled A 'Rescheduled' appointment has a red underline. It has no hotkey.

Postponed ‘Postponed’ appointments are italics with a black strikeout. The hotkey is the P key.
Postponing an appointment will add the patient to the Past Due Recall list.

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

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

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

#

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

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

—Status————————

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

To another date. Rescheduling an appointment requires that another appointment be made before the
‘reschedule’ process is complete. For this reason you will see a capital R attached to your mouse after choosing
Reschedule from the Edit Appointment Information screen.

NR

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.

y

U

To remove the R from your cursor press F11 on your keyboard. Click the Reset the Current
Patient followed by Accept.

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 : Wednesday & August 2007 ( Today is Wednesday 8 August 2007 ) 9 ] 5
File Patient Reports Ohip/wsIE Setup Litiities Help
1. Dr. D.D. Pahner |;. Laurel Hardy, RMT | 3. Dr. Benjamin Pierce | 4. Albert Schweizer, RMT |
3:00 PM
3:15 Alexander Lloyd s Busarne Cather Sedgwick Sharpe
3:30 Alan Beseryei -
3:45 Brenda Elaine Kelly o Mesowell Wilson  Betty WcGinn -
4:00 PM
4:15
4:30 Arnanda Driver e Mary Lou Robinson -
4:45

Click the timeslot to see the list of hidden appointments. At this point you can Delete, Edit, access Patient

Information or Post an Activity for the highlighted patient. Click Accept to return to the appointment

book.
 Danie] David Pakner, DC #444.4: Handie Appointments that are hidden oe cannot be chosn. =0l x]
Reason in Patient |Patient Appei 4l
e st Time [smus Units (392 """‘"'|1-v|nmm |
(& fmen 30127 Alfred Auslin &7 320 prn Missed| 1 Adustmert N Noris
|« | | peste | Eat | Patertinto | Postenachty | [ Accemt |
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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.

B 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.

4 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.

[Moleipte pposntments
Current Mulitple :  Not Yet Named

~pelete this fine | 2) Addthe curentiine |
}

appointments of 1 _unit per  week, for 2 weeks The subsequent screen allows you the option to create

. . T T or choose a multiple. Click onto a number under each

2 2 every2nd month | 2 month(s) row to create a schedule. Your choice appears on the
[3 3 every 3Td 3 blue line listing the number of appointments and units

4 : : for a number of weeks or months.

5

& : Once you are satisfied that the blue line (number 1)

! g represents the schedule you wish to add click Add the

9 current line (number 2).

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

Marme thiz "Multiple"

I.fl‘-.cute Cervical

Ok I Cancel

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

Select a ‘Multiple” from this list
Acute Cervical =

Double Click on the Multiple of your choice’
Delete

List

g 1 unit
2 appnointments of 1 unit, per week, for 2 weeks

|
Click Continue. A pop up will appear offering you the option of a starting date Sun Mon Tue Wed Thu Fii Sat
other than today. This option is available if you do not want the plan to start 1 2 3 4 5 & 7
immediately. Click Yes. Choose the starting date for the plan by clicking onto the 8 9 10 11 12 13 14
' 15 16 17 & 19 20 21
calendar. Click OK. 22 €K» 24 25 26 27 28
29 30
T Today: 18/06/2008
Cancel | OK |
\

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.

Book multiple appointments for Mary Brown with Dr. D.D. Palmer, DC

Make Appoi for the current line of the ‘Multiple— ~Acute Cervical
Line 1 \3 appointments of 1 unit, per week, for 2 wesks -

lT 3 appointrents of 1 unit, per week, for 2 weeks
Sun | Mon | Tue | Wed | Thu | Fri | sat ||| = 2l| 2 appointments of 1 unit, per week, for 2 weeke
3

[ | | | |

|Flease enter in 3 more times in the above boxes 4

5
[Dactors Day Of| goto Went Line | || Delete this Time | | Edit this Line |

SMTWTFSSMTWTFSSMTWTFSSMTWTFSSMTWTFHSM
Sep 12 35 6 78 9 1011121314 1516 17 18/13 20 21 22 23 24 25 26 27 28 23 30
Oct |12 3 4506 7 8 TEIH 121314 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
Nov 3 4 65 6 7 B 89 101112131416 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30
Dec 12 % 4 5 B 7 B 8 1011121314 165 16 17 1815 20 21 22 23 24 2527 28 29 30 31
Jan 2 3 4 65 B 7 B 5 1011121214 1516 17 18 19 20 21 22 23 24 26 26 27 28 23 30 31
Feb 12 3 4 5 B 7 8B 89 1011121314 16 16 17 18 1320 21 22 23 24 25 26 27 28
Mar 12 3 4 5 B 7 8B 89 10111213 14 16 16 17 18 13 20 21 22 23 24 25 26 27 28 29 30 31
Apr |12 3 4 5 7 EE 10 11 1213 14 16 16 17 18 13 20 21 22 23 24 256 26 27 28 29 30
May 1.2 3% 4 65 8 7 8 9 10111213 14 165 16 17 1813 ZEIZZ 23 24 25 28 27 28 29 30 31
Jun 12 3 4 5 B 7 8B 8 10111213 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 23 30
Jul 23 4 5 B 7 8B 9 1011121314 16 16 17 18 13 20 21 22 23 24 25 26 27 28 29 30 31
Aug 1.2 3 4 5 7 8 9 101112 1314 16 16 17 18 19 20 21 22 23 24 25 26 27 28 25 30 31
Sep 1 ZEJ 5 B 7 8 9 10111213 14 15 16 171819 20 21 22 23 24 25 26 27 28 29 30

12 3 4 5 B 7 8 9 1011121314 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

[ oo o TGN Feied Aov | AT
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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 requires an appointment. 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, far 2 weeks

Sun Mon | Tue | Wed | Thu | Fri | Sat |
[ ! ! | r

|F'Iease enter in 3 moare times in the above boxes

_ goto Mext Line | Delete this Timel Edit this Line |

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

—Acute Cervical

IT 3 appointments of 1 unit, perweek, for 2 weeks

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

il
5

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

SMTWTFSSMTWTFSSMTWTFSSmTWTFSSMTWTFSSM
Sep 12 3 EM5 B 7 8 9 101112131415 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30
Oct (1 22 4 5 B |7 8 1D 1112 13|14 15 16 17 1819 20 21 22 23 24 25 26 27 2829 30 A
Nov 1 2 3 4 5 6 7 8 9 1011121314 15 16 17 18 19 20 21 22 23 24 25 26 27 25/29 30
Dec 12 3 4 5 B 7 8 9 101112131415 16 17 18 19 20 21 22 23 24 2527 2829 30 71
Jan i : 3 4 5 6 7 8 9 1011121314 1516 17 18 19 20 21 22 23 24 25 26 27 28 29 30 #
m 12 3 4 5 6 7 8 9 1011121314 1516 17 18 19 20 21 22 23 24 25 26 27 28
Mar 12 3 465 6 7 8 9 1011213141516 17 1819 20 21 22 23 24 25 268 27 28 29 30 31
Apr (1 2 3 4 5 7 EEI 10011121314 15 16 17 1819 2021 22 23 24 25 26 27 28 29 30
Way 112 3 /45 6B 78 9 1011121314 15/16 1718 19 20 p4} 22 23 24 25 26 27 26 2930 A
Jun 12 3 4 5 B 7 89 101112131415 16 17 18 193 20 21 22 23 24 25 26 27 28 29 30
Jul 2 304 56 7 8 9101112131415 16 1718 1920 21 22 23 24 25 26 27 28 29 30 A
Aug 1.2 3 45 ? 89 100111213 1415 16 17 18 13 2021 22|23 24 25 26 27 28 29 30 31
Sep 1 2 E4 5 B 7 8 9 101112131415 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30
oct 12 3 4 5 6 7 8 93 1011121314 1516 17 18 19 20 21 22 23 24 25 26 27 28 29 30 H
Y secet |

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 | Tue I Wed | Thu | Fri I Sat -[2 |2 appointments of 1 unit, per week, for 2 weeks

TR |

| Please entet in 2 tirnes in the above boxes

_ goto et Line I Delete this TimeI Edit this Line |

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

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

smT wtffls's
Sep 1 23
1232 45 67 8
Nov 12 3Age 5

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

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

Select another time for the Appointment

3:00 PN
3:15 PN

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
= toanother doctor

3130 M

4:00 PM
4:15 Pl
4:30 M
4:45 FI

5:00 PM

(G (BRSE O [
Doctor
[Dr. D.D. Palmer, DC =l | Youcan also change:
Type of Appointment unis | ®  the type of appointment
IAdJustment j |1 yp pp
= the units of time

Appointment Comments

='| = the appointment comments
Book Appointment |

Lancel Appoiniment:

| Click an a Time/Day Slat ta mowe the Appt.

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

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

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

-

L Comments are created under the Setup menu, Other Comments.
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The calendar can be printed out for different periods of time. Click on the radio button to the left of the
appropriate time. Click Print the Calendar.

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

Mississauga Chiropractic Clinie
123 Sacroiliac Avenue, Mississauga
OH, L4B 1, Phone: 9056-529-8211
September 2008 Appointments for bary Brown
Sunday tonday Tuesday Wednesday Thursday Friday Saturday
1 2z

3 4 5 -] T g 3

10 11 12 13 14 15 16

17 18 o 400 P19 20 g 4:00 Pha |21 22 g 400 PM |23
24 25 4 400 P (25 2T 4 400 P |28 29 5 400 PW |9 4 0:30 AM

OCtOber 200’8 Appointments far Many Brown

Sunday tonday Tuesday Wednesday Thursday Friday Saturday

1 2 p400PM [2 4 5 E A d15PM |7

2 & 19 1w g0 am 12 13 4 020 amM |14 4 930 AM
A 415 P

15 o320 aM |16 17 18 19 20 21
22 23 24 248 26 27 e}
23 20 =1

Legend A Dr DD Palmer, DC
Comments All rescheduled appointments requine 24 hour notice.
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Posting Activity

There are five ways to access Record Activity and Payments.

=  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

1. From the Patient Menu retient vy . =~

i Treating Doctor
Go to the Patient menu and choose Record [Daniel David Palmer, DC #1234 v]

Activity and Payment. Click onto or type the |Location

underlined letter on the button you wish to EagChnic

use for your search criteria. Select the Codepmm Neerription ilotal|OHIB/weth Batient
patient by double clicking on them or g

highlight and press Enter

2. Clicking on a Patient appointment on the
Appointment Book

. . . Default Cod
Click onto the patient on the appointment | Delete Row || e.;u(m) e] 0.00  0.00  0.00
book and press the F10 key or click the Payment Amount Pay this Amount
Activity (F10) button - Amount 0.00 70.00
@ None 0.00 Payment Type
© Today's Fees 0.00 Cash v
3. Pressing F10 on a Patient appointment on ) ARSI BT 0.00 Print| Email
the Appointment Book © Related Balance 0.00 Receipt ]
. . Statement
Move the cell pointer over the appropriate © Preset Payment 0.00 s
patient on the appointment book. Press F10 © Dr. No. 1 0.00 Last Statement Date
03-Mar-2001
4. Pressing F12 on the Appointment Book Post

Press F12 on the appointment book and click  |press ‘F10" to Pay Press 'Fo' to Write off
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.

5. 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.
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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’.

S

Treating Doctor
Daniel David Palmer, DC #1234 vl
Location
Main Clinic
Code Description Total OHIP/wsib Patient
Code |Description Extra Billing Patient =
A Adjustment 0.00 30.00
A% Adjustment Mo Charge 0.00 0.00
A Analgesic Qintment 0.a0 15.00
APAF  Adjustment 0.00 0.00
Consultationd/Examination _
CEMNC  Consultation/Exam N/CT 0.00 0.00
COC  Cervical Orthoped Caollar 0.a0 25.00
CPIL | Cervical Orthopedic Pillow 0.00 50.00
[nl] Discount 0.00 0.00
ES Elbow Suppart 0.00 20.00 -
© Amount 0.00 $0.00 I
© None 0.00 Payment Type
© Today's Fees 0.00 Cash -
© Account Balance 0.00 Print Email
© Related Balance 0.00 Receipt o
Statement
© Preset Payment 0.00 L =
- Dr. No. 1 0.00 Last Statement Date
03-Mar-2001
Post
Press 'F10' to Pay Press 'F9" to Write 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 Billing tab.
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Posting the Payment

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

= Amount allows you to type a payment amount in the field to
the right —FPayment Amaount

= None means ho payment was made & Amount a.oo
= Today’s Fees will pay the amount listed to the right which is & None W
the total of today’s billings for the treating practitioner - B
= Account Balance will pay the total to the right which is the " Today's Fees e0. 00
entire balance owed to all practitioners for this patient  Account Balance ﬁ
= Related Balance pays the total to the right which is the entire = S
balance for this patient and all patients they are ‘linked’ to in " Related Balance o.oo
Related Patients on the Contact tab of Patient Information  Preset Payment W
= Preset Payment will pay the total to the right which is the - A

preset amount listed on the Account Activity tab of Patient " Dr. Mo, 1 60.00
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.
4 A payment type can be set up in the Patient Information on the Billing tab under the field
L 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
18/06/2008  »| | Print the Statement

ﬁ
o February 1
v March I ~ T
April 2 13 14 158
May 3 20 2 22
June IE 27 28 29
i /06/2008
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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:

= |f 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 be taken back to the appointment screen. If
you choose No you will be taken to the Appointment tab in Patient Information to delete or edit the
appointment.

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

= [fyou 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.

= |f 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.
o s
(Treating Doctor

| Daniel David Paimer, DC #1234 =

{Vain e

Cods  Description Tetnl OHIPwall Fatlant

FPAYM  Payment 0.00 0.00 0.00
s 0.00 0.00 0.00

Dbt Row A (F11)

Payment Amount Pay this Amount
Amount 0.00 §35.00
Nane 0,00 Pa 4T
Today's Foes. 0.00 [Chequel

= Account Balance 35.00 Print’ Emall
Related Balance 0.00 Receipt

Statement
Prasat Paymant 0.00 ”

Last Statement Date
03-Mar-2001

Dr.No. 1 AN

From here you can press FL0 to Post

36 Posting Activity



PATIENT MANAGEMENT PROGRAM

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

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

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

PMP handles 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

IDameI David Palmer j
Location
|Main Clinic

Code  [Description | Total[oHIP/wsib | Patient]
_|MASE  Massage Therapy - 60 mins 60 .00 0.00 6000
_|HSTE6  HST 7.80 0.00 7.80
=l

Default Code
Delete Row | [ Drefault |

| 67.60 0.00 [ 67.80

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.
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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 lrlDesu:riptinn Selling Price
_|DI Discount 0.00
_|GC Gift Certificate 0.oo
_|GST GST tax 0.oo
_|HST HST 0.oo
_|HST3 HST 5.20
| |HET4 HST £.50
_|HSTE HST 7.80

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

Patient Activity

Treating Doctor
[Danisl David Palmer, DC #4444 7]

Location
[Main Clinic

Code  [Description | Total|OHIP/wsih |  Patient|
_|CPIL  Cervical Orthopedic Pillow 50.00 0.00 50.00
_|DI Discount -15.00 0.00 -15.00

Default Code

Delete Row' MMe Default | I 3500 | 0.0 ‘ 35.00

# 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.
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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

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

Code |Description | 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.

Patient Activity

Treating Doctor

Dr. D.0. Palmer, DC -
Location

htain Clinic

[Code |Description | Total|OHIP/wsib| Patient
ﬂREF Refund 0.00 0.00 0.00
Delete Row Dﬁ?gggﬁﬁel I D.0o | 000 0.08
Payment Amount Pay this Amount

& Amount —50.00 | ($50.00)

i Mone o.oo Payment Type

" Today's Fees 0.00

" Account Balance | -50.00

" Related Balance 0.00 Print Receipt I

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

s

Your end of day receipts will not match your summary sheets if you write a Cheque to your
et

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.

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

Delete Cancel Save
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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

1. Return the inventory item. Press F12 on the appointment book and select your patient or get into the

Patient Activity screen in your usual manner. Locate and select the original inventory item. Click into the

column under Patient. Type in the cost of the item with a minus sign, i.e. -50.00 and press Enter or the Tab
key. Click the radio button to the left of None in the payment amount area. Click Post.

Patient Activity

Treating Doctor

Dr. D.0. Palmer, DC 'l
Location

Idain Clinic

Code [Desciiption | TotalloHIP/wsib] Patient

CPIL  |Cenvical Orthopedic Pillow  -50.00 0.000  -50.00

# |

2. Process the refund. Get back into Patient Activity. Type REF or click into the Code field and select

Refund. Leave the patient amount at 0.00. Press Enter. Press Enter or the Tab key to create a second
line.

Patient Activity

Treating Doctor
IDr D.D. Palmer, DC -

Location

IMain Clinic

Code |Description | 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.

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 ~ [Patient retumed cervical pillow. Refund given as per DD's

requast. LJ|
the refund by clicking onto the refund line and clicking the Edit
Comment button. Type an explanation. Type your initials. Click Save.

-

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.

Delete Cancel Save
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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 Date’
System Date on Program Startup

KN November,2006 [N [Pecernperon 205
Sun Mon Tue Wed Thu Fri Sat
o > 3 4 Current Activity Date

5 6 7 & 9 10 N Movarber 01, 2006

12 13 14 15 16 17 18

19 20021 22 23 M 28 Reset to System Date
B F B 28 A0

ToToday: 01/12/2006 -Accept CLE

The "Activity Date’ is the date your program is working with, or your Posting
date. When you first start your program, the *Activity Date' is set to your
Computer's current System Date. Normally vou wouldn't need to change this date.
If you set your 'Activity Date’ to a date before the System Date then your
appomtment book will become surrounded by a 'Red’ Border. If you set the date
to a date after the System Date then the border will become ' ' The
'Today' button always takes you back to the 'System Date’. If vou change the
*Activity Date’ a button labelled 'Activity Date’ will become wisible on the
appomtment book. Pressing this button will retum you to the current 'Activity
Date’. Please note that you cannot choose an "Activity Date’ prior to the "Edit
Date’

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

Get into the Patient Information Account Activity tab.

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

Edit & Transaction

Unchanged Record | Madified Recard
ow S| AEEE ]
Dactor [0 [0e 0.0 Patmar, BE B
Cade {4 10 |
Billing Cods | [
Bill Type [Cash [Cash
Stats [Paid [Pasa
Paid By | [ Bl
Billing Amount 100 jpo
Patient Amount [0 pm
Paymen Amount 100 pm
Reference Date | [
st | 3
Change Bui Type
Ftuh  Cwes Cancel | Accept Modiied Racord |
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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.
B

Changes made to fields in this area will affect practitioner revenue and
£ or 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.

‘fou 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.

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.

u

Transfer Credits / Balances between Patients

1.

Start by getting into the file of the patient who has the credit.
Go to the Account Activity tab and press F10. Type TRAN into
the code field and select Transfer from the activity list. If you
do not have Transfer as a billing option, follow instructions
below.

Press the Tab key to keep the billing amount at zero. Select
Amount under Payment Amount and type the total to transfer
as a negative amount, i.e. -100.00. Change the Payment Type
to Transfer. If you do not have Transfer as a payment option,
follow instructions below. Click Post.

Total Billing
0.00/

0.

Batient Actrity
Treating Doctor
Daniel D. Paimer, DC. 321 -
Location
Main Clinic
Code  Description
» TRAN  TRANSFER
 Defaull Code
[ Dolete Row | "8 (F11)
Payment Amount
@ Amount -100.00
None 0.00
Joday’s Fees 0.00
Account Balance  -100.00
Patiert Activity
Treating Doctor
Daniel D. Paimer, DC. 321 -

Location
Main Clinic

Code Description
»TRAN  TRANSFER

[ Delete Row || No Default

Payment Amount

@ Amount
None
Today's Fees
Account Balance
Related Balance
Preset Payment
Dr. No. 1

Towal  Billing
000 0.00

Patient

0.00

Pay this Amount
100.00 $100.00
0.00 Payment Type
0.00 Transfer
0.00
0.00
0.00

0.00

Print Email
Receipt
Statement,

Last Statement Date

Post

Patient

0.00 0.00

00 0.00 0.00

Pay this Amount
-$100.00

Payment Type
Transfer

Print  Email
Receipt
Statement 2
Last Statement Date
06-Sep-1996

Post

42  Posting Activity




PATIENT MANAGEMENT PROGRAM

2. Get into Patient Information on the Account Activity tab for the patient who will receive the transfer.
Press F10. Type TRAN into the code field and select Transfer from the activity list. Press the Tab key to
keep the billing amount at zero. Select Amount under Payment Amount and type the amount that was
taken from the previous patient file. This amount will be typed in as a positive. Change the Payment

Type to Transfer. Click Post.

There should be no change in the monies for the day as this is a direct transfer.

Add Transfer to your Fee Schedule:

Add Transfer to your Payment Type:

Go to the Setup menu, Fee Schedule, Other. Click Add, Edit Record.
Type TRAN into the code field and Transfer into the description field.
Leave the amount at 0.00. Click Save.

Go to the Setup menu, Payment Types. Click Add. Type Transfer into the Description field and
TRAN into the Short description field.

Transferring Balances/Credits between Practitioners

On occasion you may be required to transfer balances or
credits from one practitioner to another. For instance you
may want to transfer the $-30.00 credit for Dr. LH to pay

off the amount owed to DD.

Get into Patient Information on the Account Activity tab for the patient
that has the balance / credit. Press F10. Type TRAN into the code field Code
and select Transfer from the activity list. If you do not have Transfer as a

billing option, follow instructions above.

Click Amount and type 0.00 into the field.

Change the Payment Type to Transfer. If you do not have Transfer as a
payment option, follow instructions above. Click Post twice.

[

View all Doctor balances

Total Dr. DD Dr. LH Dr. BP Dr. AS
20.00 50.00 -30.00 0.00 0.00
Patient Activity
Treating Doctor
[Daniel D. Paimer, DC. 321 -
Location
Main Clinic
Deseription Total  Billing Patient
» TRAN  TRANSFER 0.00 0.00 0.00
Default Code
[ Doleto Row | SUB' (F11) & .00 0.00 0.00
Payment Amount Pay this Amount
@ Amount 0.00 $0.00
“ None 0.00 Payment Type
© Today's Fees 0.00 -
© Account Balance 20.00 Print| Email
Related Balance 0.00 Receipt 0
Preset Payment 0-00 e
- Dr. No. 1 50.00 Last Statement Date
10-Feb-2011
Post

From here you can press F10 to Post
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This will bring you to the Payment
Distribution screen. This screen appears any
time PMP does not know how to distribute a
payment amongst practitioners. You will
never see this screen if only practitioner has
ever treated a patient.

Under the Payment column, type in the
amount to give to the practitioner who has
the balance.

Type the amount to take away from the
practitioner with the credit. This amount

must be typed as a negative.

These two amounts must balance each

Todays' Payment

0.00 Doctors in light grey, are

Amount to Allocate
0.00

1% Payment Distribution ===
Account History

Date Doc Code Bill Code Type Status  Paid by Billing Patient Payment <

01-Jun-2005 DD 18T Paid 0.00 22.00 2200

03-Jun-2005 DD suB Paid 0.00 16.00 0.00

06-Jun-2005 DD suB Paid 0.00 16.00 3200

08-Jun-2005 DD suB Paid 0.00 16.00 16.00|=

10-Jun-2005 DD suB Paid 0.00 16.00 16.00

13-Jun-2005 DD suB Paid 0.00 16.00 0.00

85.50

20-Jun-2005 DD PIL 7-0 Paid 0.00 53.50
20 un 200500 sus [ | JPad || o000 1600 000ffg
Payment Worksheet
Doctor Balance Due Payment =~

1/ Daniel D. Palmer, DC. 321 50.00 30.00
» 2 Laurel Hardy, MT#321478AM -30.00 -30.00 | [~

3 Benjamin Pierce, DC. 778 0.00 [ 000 |

4 Albert Schweizer, MT#123654AM 0.00 [ 0.00

on your system but are
not currently shown on
'your active Appointment
Book

Enter Payments in the 'Payment' column or click an the checkbox to the left of the column to pay the entire balance

other out — meaning the two totals added together must equal zero.

Click Accept.

The credit balance has now been
transferred.

Patient Information 1 - Ellie White

=

Contact_Billing Pop Ups Health Commenls _Bill To_Appoi [Account/ Actwity |[EHC |
Date Ref. Date Doc Location Code Bill Code  Type Status. Paid by Billing Patient Payment -
1010672006 DD 15UB CASH Paid  CASH 000 1800 1600
13106/2005 DD 15UB CASH |Paid 000 16.00 0.00
2010612005 DD 15UB CASH Paid 000 1600 0.00
20/06/2005 DD 1PIL 7-0 CASH Paid VISA 0.00 53.50 8550
05/0312008 oD 1SUB 8506 MH  Paid  CASH 1050 1600 16,00
02/03/2011 oD 1SUB 8506 MH  Paid  CHEK 100 3000 3000
07/01/2014 DD 1SUB 8506 MH Pending DBT 11.00 20.00 2000 M
081012014 oD 1SUB 8506  MH  Pending DBT 100 2000 2000
28032014 DD 1MPA MPA  MPI  Pending @ 5638 0.00 0.00
281032014 DD 1MPA MPA  MPI  Pending s 5638 0.00 0.00
3110372014 DD 1TRAN MPI  Paid TT 0.00 000 3000

[511032014 LH 1/PAYM MPI  Pad 1T 000 000 3000

.« Delote || Edit || Pending <-> Biled | J Edit Comment || J Edit MH Comment | [ Print Receipt
View all Doctor balances
Total  DrLDD DrlH DrBP DrAS
2000 2000 000 000 000

To record a returned cheque you will need to complete the following steps:

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

your office policy requires a charge 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 and
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. Type the amount you charge for a returned cheque. Click

Save.

Patient Activity
Treating Doctor
Daniel D. Paimer, DC. 321 "
Location
Main Clinic
Code  Description Total  Billing Patient
RC Retumned Cheque 0.00 0.00 0.00
»RCC Retumed Cheque Charge 10.00 0.00 10.00
Default Code
Row | FSUB. (1) 10.00 0.00 10.00
Payment Amount Pay this Amount
@ Amount -100.00 -$100.00
None 0-00 Payment Type
» Today's Fees 10.00 [Cheque] -
Account Balance 10.00 Print| Email
) Related Balance 0.00 Rechpd O
Statement [
Presel Payment ey
,Dr. No. 1 10.00 Last Statement Date
"o 31-Mar-2014
Post
From here you can press F10 to Post

44

Posting Activity




PATIENT MANAGEMENT PROGRAM

2. Post the Returned Cheque: Get into Patient Information on the Account Activity tab for the
patient whose cheque was returned. Press F10. Type RC into the Code field and select Returned
Cheque from the activity list. Press Enter so the patient billing stays at zero. Type RCC into the
Code field and select Returned Cheque Charge from the activity list. Select Amount under the
Payment Amount and type the total of the returned cheque as a negative amount, i.e. -100.00.
Change the Payment Type to Cheque. Click Post.

Check the patient balance to confirm the correct balance.

i s i A

Contact Biling Pop Ups Health Comments Bill To Appointments |Accomir&ctmty |WSIB WSIBforms EHC MVA

Date Ref. Date Doc Location |Code Bill Code  Type Status Paid by Billing Patiant Payment
01/0372013 | DD 1,5UB CASH Paid 0.00 20.00 0.00
01/0372013 DD 1,081 0-0 CASH Paid CASH 0.00 80.00 100.00
01/04/2014 DD iRe | CASH Paid | | 000 0.00 0.00
b 01/04/2014 . DD 1RCC /CASH Paid CHEK 0.00 10.00 -100.00 E
" " | Delsne Edit “ Pending <-> Billed ||J Edit Comment _' Print Receipt '_
| View all Doctor balances
otal I. I. Dr. BP Dr. AS
110.00 110.00 0.00 0.00 0.00

There will be a reduction in the receipts on your daily summary and the total will not match the

L total of the cheques in your cash drawer.

You may need to add items to your Fee Schedule or Payment Types. Please see the instructions below.
Gift certificates (GC) can be used in two ways depending upon the set-up of your office:

1. Agift certificate will be used by one practitioner only
2. A gift certificate can be used by more than one practitioner.

= Sale of GC:
This method assumes that you know who the patient is that will be redeeming the gift certificate and
who the practitioner is that will be providing the service. Get into the Patient Activity screen in your
normal manner. Type GC into the Code field. Select Gift Certificate from the list. If you do not have
Gift Certificate in your fee schedule create one using the instructions below. Press Enter or Tab to
keep the billing amount at zero, the payment amount will reflect the cost of the GC. Click Amount
under Payment Amount and type the amount of the payment. Choose the Payment Type from the list
and 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 as no service has been provided.
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= 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 None under Payment Amount. Change the Payment Type to Gift
Certificate. If you do not have Gift Certificate listed as one of your payment types create it using the
instructions below. Click Post.

This option is a little more complicated as offices may not know which practitioner will provide the service
or which patient will redeem the gift certificate.

1. Sale of GC:
Get into the Patient Activity for the patient names Gift Certificate (create this file using the
instructions listed below). Leave the Treating Doctor as the primary DC. Type GC into the Code field.
Select Gift Certificate from the list. If you do not have Gift Certificate in your fee schedule create one
using the instructions below. Press Enter or Tab to keep the billing amount at zero, the payment
amount will reflect the cost of the GC. Click Amount under Payment Amount and type the amount of
the payment. Choose the Payment Type from the list and 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 as no service has been given. You are posting the
payment to the primary DC because that is the bank account that should get the money.

2. Redemption of GC:
Get into the Patient Activity screen for the patient receiving the service 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. If you do not have Gift
Certificate listed as one of your payment types create it using the instructions below. 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.

3. Balance the cash:
Get into the Patient Activity screen for the Gift Certificate patient file. Type TRAN into the Code field
and select Transfer. Press Enter or Tab to keep the billing amount at zero. Click Amount under
Payment Amount and type in the amount of the GC as a negative, 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.
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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.

Add Gift Certificate to your Fee Schedule:
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 as it may change every
time.

Add Gift Certificate to your Payment Types:

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

Add a New Patient file named Gift Certificate:

Go to the Patient menu, Add New Patient. Type Gift into the first name field and Certificate into the
last name field. Make the Doctor of Record the primary DC in your office. Click Save.
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Patient Write Off

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

Or 0.0 Palmer, DC -

iMnin Chaic
Code |Description Totall  woe | Patlent
B[Wo Wit OF 0.00 0.00 0.00

Difese Rew| e 0.00 ©.00] 0.00
'Pn,mm-Ammn\t

Pay this Amount

© Amount [ 1520.00)
 lisna Payment Type
 Today's Foes ﬂ =
= Account Balance 20.00
T Refated Balance 0.00 Print Becelpt r
© Presel Payment 0.00 Print Statemem [
D Na. 1 20.00 Last Statement Date

_ koa |

| From tere you can press Fi0 ta Post

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

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

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

Reversing a Write Off

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

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

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

highlight only the minus sign (-). Press delete. Click Accept Modified Record. Type the reason for the
reversal into the comment field. Click OK.
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Below is how the account would look after reversing a write off.

Personal' Commemsl Pop Ups' Mammba' Bill To / Employerl Appointments  Account £ Activity | EHC |

|
Date | |Hef. Date |Dac |Locat|on|00de ‘BI” Code |Type ‘Status |Pa|d by | | Ehng‘ Patient Paymem|;
_|20/01/2008 [a]n] 1A CASH Paid 0.00 10.00 0.00
14082008 [a]n] 1WO CASH Paid 0.00 -10.00 0.00
D >1002005 oo 1 WD CASH Paid 0.00 10.00 0.00
. .
Credit Write Offs

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

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

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

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

Patient Information 18 - Alesander Lloyd

F'ersnna\l Cnmmemsl Pap Upsl Manitnhal Bill Ta # Emplnyerl Appointments Account J Activity |EHC |

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

2000142006 DD A CASH |Paid CASH 0.00 10.00 12.00
» [aln] 10 CASH |Paid 0.00 2.00 0.00

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

1 Payment Distribution =] 5]

Account History

Date |Dn|: |Cnde |E\i\| Code |Type |Status |F'ai|:| by |Eli\|ing |F'atient |F'ayment |;|
_|14/08.006 DD A Paid 0.0o0 30.00 0.0o
_[20/01/2006 DD A Paid 0.00 30.00 0.00
_|19/04/2006 DD A Paid 0.0o0 30.00 30.00
_[21/11/2006 DD A Paid 0.00 0.00 0.00
|»|24/11/2006 |LH M52 Paid 0.00 40.00 0.0o0

Payment Worksheet

|Doctur Balance Due| | Payment| ;l
1/Dr. D.D. Palmer, DC a0.00 ™ 160.00
»| 2 Laurel Hardy, MT 4000 T
3 Dr. Benjamin Pierce, DC 0oo m 0.00

4 Albet Schweizer, RMT #G456 0o 0.00 Todays® Payment -
20000 Doctors in light grey, are

an your system but are
not cutrently shown on

Amount to Allocate YY" active Appointment
Book

0.oo

&l Accept |

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

The lower half of the screen is named ‘Payment Worksheet’. All the practitioners on your PMP will be listed
here with account balances. Put a checkmark beside Balance Due only if you wish to pay the entire balance for
that practitioner. If you wish to pay an amount different from the Balance Due type that amount into the field
under Payment.

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

View All Doctor Balances

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

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

Doctor Mame | Elalance| Mew Ea\ance|;

Dr. D.D. Palrner, DC 14000 140.00 Changes made to

Laurel Hardy, T 0.00 0.00 | I

Dr. Benjamin Pierce, 0.00 Q.00 gz;:ﬂﬁz;i::givahle

Albert Schweizer, DG 0.00 0.00 and Accoeunt Edit
Joumal
Old Balance 140.00
Mew Balance 140.00

0.00

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

Cancel |
i OK |
4

press alt-E ko edit

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

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

You've changed a balance... x|

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

Yfou may enter in a comment to explain why this action was made.
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Add a New Patient & Patient Information

There are four ways to access the new patient file.

= From the Patient menu Add New Patient

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

= Click on an empty time slot on the appointment book, click Add New Patient
= Press the F6 key when on the appointment book, click New Patient

Each of the four ways to add a new patient takes you to a new window with a blank patient record file. Across

the top of this window you will see the heading ‘Patient Information Adding a NEW Patient (Patient Number
not yet assigned)’.

The Contact tab contains basic information about the patient. You must enter the First and Last name of the
patient to save the file. The patient number is automatically assigned upon saving using the Next Available
Patient Number found under the Setup menu, Doctor Defaults.

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

Patient Information 41 - Gayle MacDonald U
|Contact |Bi|ling Pop Ups Health Comments Bill To Appointments Account / Activity WSIB WSIBforms EHC MVA
Pat No. Doctor of Record Phor_1e Humbelo
41 Daniel David Palmer, DC #1234 .~ ® Priority Do NOT contact o @
Ceterred Lot o O Home Email Reminders
referred Location ear
(416) 569-7432 Phone Reminders ]
First Name Last Name o Work * Ext Email | Clear Email
Gayle ] MacDonald (905) 531-7650 21 gatyle@yahoo.ca
Address )
Street & Apartment or Unit # o Cell " Ext
100 Merton Street | (416) 555-1235] | |
Flags
City Province P - 18 @
Toronto - j ON B Ext
Active
Postal Code Country Profession
MBH 1W3 Design @ .
Referrals @ Maiden N
Referral Method Referred By ey anme
o : James
Physician ~ Dr. Mary Smith
Date of Birth Age  Sex % % Related Patients
19-01-1962 - 52 Female -
[ Send this patient to CW | Search for a Patient by
m Save || Cancel New Patient ] lJ] lLast name] I Number ] lFirst name] l Other ] l Continue
Press F2 to add an appointment, or press F10 to process an activity
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Fill in the required information.

1. Phone Numbers
The phone number area will hold up to four phone numbers. Choose the type of phone number that you
are adding by clicking the down arrow and selecting the type from the list. Use the radio button to select
the Priority phone number that will be visible on reports and summary screens.

2. Referrals

Referral Method offers a drop-down list that is hard coded and cannot be edited as it populates the annual

Statistical Report (Ontario only). This field will offer you the method by which your patient chose your
clinic. Referred By offers you a Patient button which allows you to select the referring patient. A drop-
down list is also available with referral options that you can customize under the Setup menu, Referrals.

3. Related Patients

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

4. contact Information
Select these options for reminders or no contact.

5. 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.

6. Profession

Select from a drop-down list the profession of your patient. Student, Other, and Not employed are
included.

The Billing tab stores financial information and the Patient First Visit report.

Patient Informatian 41 - Gayle MacDonald w

Contact |Billing |Pop Ups Health Comments Bill To Appointments Account / Activity WSIB WSIBforms EHC MVA

Patient Type A/R Type
EHC -
Patient Category Send Statements To
Compassionate 1 - EHCA -
Payment Type o Auto Statements ]
Cash -
Default Code;

-

Patient Forms g

Form  |Form Patient Draft/ ~
D Type Mumber Last Name Date = Comments ol

i

- - r~ r || Mew First Visit || Print Blank First Visit || New Follow Up | Print Blank Follow Up |

| Edit || Edit Comments || View /Print || Delete ‘Draft |

Send this patient to CW Search for a Patient by

Next Save || Cancel I New Patient l [Lasl name] INumber”Firsl name] [Olher] [ Continue

Press F2 to add an appointment, or press F10 to process an activity
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7. Payment Type
A default payment type can be set up that will be used whenever you post activity.

8. 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.

9. Patient Forms
= See page 61.

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 54 and 59.

Insert patient injuries using the ICD-10-CA sequelae codes.

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 54.

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.

Input any relevant information regarding WSIB on this tab.

This tab is used for creation of WSIB forms.
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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 57.

Search for a Patient b
Mext | PBrevious | §ave| Cancel | MNeww Patient | _'Il ’7\=asl namel Numherl First namel Other | Continue |

Press F2 ko add an appointment,  of 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

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.
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Advanced Features within the Patient File

You can create a default activity for each patient that will post the activity with a single keystroke. The

setup for this is on the Patient Information Billing tab. Click the down arrow beside Default Code. Choose
the activity most often posted for this patient.

Patient Information 74 - Shane Andrews

Contact |Billing |Pop Ups Health Comments Bill To

Patient Type A/R Type

Patient Category Send Statements To

Adult - EHC1 -

Payment Type Auto Statements [

[Cash v]

Default Code

A - |[Clear |

Code Description ind
Adjustment =

Al Adjustment plus Modality

AO Analgesic Ointment

BIO BioFreeze Roll-on

CE Consultation/Examination

cocC Cervical Orthoped Collar

CPIL Cervical Orthopedic Pillow

D1 Discount "

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 Doctor
IDr D.D. Palmer, DC -

Location

IMain Clinic
[code [Description | Total[oHIP/wsib]| Patient
0
Default Code
Delete Row | A (11| [ o.oo o.o0] 0.0

Payment Amount

— Pay this Amount
 Amount o.00 $0.00

@ hlone 0.oo0

Payment Type
 Today's Feas 0.00 la{;h_lﬁ
 Account Balance 9S0.00
" Related Balance 0.00 Print Receipt r
" Preset Payment 0.00 Print Statement [
©Dr. MNo. 1 90.00 Last Statement Date

Press 'F10'to Pay Press 'F9' to \Write of f
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Envelopes and labels are located in three areas in the PMP:

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

Print an Envelope for Basinger D I

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

Frint an Envelope |

= |n 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 Patient b
Mext | Previous | gavel Cancel | Mew Patient | _'ll ’7I:ast namel MNumber |u,Eirst 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.

ing:
For Envelopes select the following: L —
* The size of the envelope; 6-3/4, 9, 10, 11, 12, 14 g annnn |
. . . C9 37Bx37R)
= Feed type depending on your printer; Left, Middle, and #9018 x 9 12
Right Vertical CO 1210 38)
C12 (43117
= Check Print Return Address to add your information to the o1 Paiils]
upper left corner. This information is pulled from Clinic Feed Type
* Left Vertical
Defau|tS  Middle Vertical
£~ Right Vertical
= Edit the name and address -

[~ Print Return Address

] Font attributes Address ta Print
Adrienne Linton =]
. . 1 Hook &
* Patient name and address are editable Halies N8 DA 272
Any changes in Printer setup -

Select Funtl Frinter Setupl L!‘;l Cancell i Print the Erwelope

| “fou may need ta use Prinker Setup bo select a suitable Paper Source.

To utilize labels you will need to purchase and install a Dymo
LabelWriter 450. Please note that other label equipment cannot be guaranteed to work from within PMP.

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

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

™ show todays note upon startup

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

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

[Select a kst of Patients for ALL Docters

Patlent List  Salocted Patlonts
Search |
[Basnger. Matthew
Wit [Surmoma [t Tl 592 Basinger, Donna
1285 Rarlrw Fhondi Disnne [ | 1188 Basinges. Matthaw.
T Bames Gary
66 Basiar Andri
503 Basirgar D
£ Basivgar Donng
a1 Bales Isibel
239 Bartur Caren | =
280 Bastor Darcy Michael | Fill the Lint using Patient Query |
933 Barler Jobn Kiith
1023 Baster Lauren Elzabeh =] Dalntaid Saluched fram dhe List |
Aild Selocted ts ‘Selected Patients” | Dalete the ontire List |

Select patients by wiing the Search box and pressieg Enter, or use the Up and Down serow keys
anud preas Enter or Dowble Chik on @ patient. The Patinls are sorted in the ander shiwn by the
Eackgmund in tha Tile Bae Click an another cokess b change the art sedar. Cotitimtie

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

Mumber I Mame | Elalancel
4151 Basinger, Andrew 2000
592 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.

il')l DD Palmes, DC vi
w’ Clinic

Delsin Row. i 40.00 | 0.00 .00
[ Payment Amourd —— T Pay this Amount
 Amount 0.0 60.00
™ More 0.00 Paam T

 Today's Feos 30.00 -
™ Account Balance | 90.00

= Ralatod Balancs 80,00 Print Raceipt =
£ Presst Payment 0.00 Prlot Statemenmt [
 Dr. N 1 30.00 Last Statement Date

- 1-Fab-1980

ER e

| Freen here yous cory s E10 b Pk

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

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

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

[ atient trdurmation 303 - Dave Basinorr =

Parsenal| Comments Pép Upe | Ta / Empleyer | Agpairsmarta | Accownt £ Actiity | OHP/ WeiB | EHE | MvA |
Uetauh Peplips
Pap Up when ... Communt

| e e e | k| e | i Dataut Pogupy

Fop Lgs L wil il ‘whan and when
you choose. Dufne tha loc-aticn fi¢ Pop Lips usder Cinic Defchts

Search fos a Pationt by

M@ ..]. | Mewatient | ]| Lost name] doumber | Estname| Duber | | Costinwe |
Click Add.

IT Popup every time.

il Popup anly an Sep 12, 2006 ~|

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

LI Paopup an or;er day_D of every manth.

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

Pop Up When Options:

1. Will pop every time until deleted.

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

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

This pop up pops only after X number of visits has 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.

[Pacicrt idormation 1124 ey iveve

Parsoral Commants | Pus Uigs | B To / Employer | Appoimemarts | Accosen 1 Acthaty | OHP /WS | EHC | Mva |
omiman Sebect a Commant ﬂ
Saptembar 12, 206 Er. Pabmar ordy

Patient will orly see Dr. Palmar orly. LI Piogative Atttusa
Seet To Coections

=
esrvose| o | v | | ou ] con] own] cou
on | Brovous | o] e | e Pateet [_-|:::«:'|.mlwr.-nm|wj Continue |

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.

~lolx|

File Edit Wiew Format

D&|#| 4 BElo
[fial o =l B~ 1 @Hg

Septermber 12, 2006
Patient will only see Dr. Palmer only. LJ

Patient Summary Information

Pat. No. Name Dr.

[ 1124 [ Mary Brown DD

rAddress

123 Anywhere Street
The highlighted and / or edited portions will appear on the Patient I:;“:Q o [on
Summary Information screen. e

Home Phone 2

J418) 123-1234 Jo-

Birthda S S.N. Type Cat.
12-Mar-1960 [F Cash 1
Health Card Number Expi Ohi) Xra;
1234 567 897 $ 15000 [$ 4000
First Visit Last Visit Next Visit Date

[16-bay-2000 [19-Apr-2006 | [Wed, 13-Sep-2006, 09:30 AM

Balance Last Payment  Amt.  Treat. Week
[+ 140,00 [19-Apr-2005 | 530.00
Patient Comments

Septernber 12, 2006
Patient will only see Dr. Palmer only. L1

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 /

Contact to activate this feature.

Email Address Email |
Imary@hnme.neﬂ

In addition statements and appointment calendars or lists can be emailed to your patients. See details
page 102.
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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. Delete Cancel Save

Once an activity comment has been added to an activity a checkmark will appear in the second column.

To promote effective collaborative care environments a Patient First Visit and Follow Up forms have been

included in PMP. The forms pre-populate with patient and practitioner information and exhibits the same
behaviour as OCF and WSIB forms in PMP.

Locate the forms in Patient Information, Billing tab. Click either New First Visit or New Follow Up to
complete the forms in PMP or Print Blank to complete the form by hand.

Patient Information 74 - Shane Andrews

Contact [Billing |Pop Ups Health Comments Bill To Appointments Account/ Activity WSIB WSIBforms EHC MVA

Patient Type A/R Type
Patient Category Send Statements To
Staff - Patient -
Payment Type Auto Statements B
Default Code
Patient Forms

Form |Form Patient Draft/ B

D Type Number Last Name Date Final Comments i
»

- - ~ v [ New First Visit |[ Print Blank First Visit || New Folow Up | Print Blank Follow Up |
| Edt |[ Edit Comments || View /Print || Delete ‘Draft |

Send this patient to CW Search for a Patient by

m Save || Cancel ILasl name] [NumberHFirst name] IOlher] l Continue

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

Once you input information into the supplied fields select Save as Draft to allow you to edit the form at a
later time or Save as ‘Finalized’ to finish the form. Finalized forms cannot be edited. Choose View/Print
on the Billing tab to view or print the form.
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PMP Summary sheets are easy to read and include detailed information regarding the period you request.
Pressing F4 while on a particular Appointment Book will activate a Daily Summary Sheet for that
practitioner for the date on the appointment book. Summary sheets can also be accessed from the Report
Menu and offer choices of Daily, Weekly, Monthly, Quarterly, and Yearly. Reports can be produced for
individual practitioners, grouped by the entire clinic, or grouped by the practitioners listed on the
appointment book currently in use. Daily summary sheets can be sorted by patient name, patient number,
the order patients were posted in, or the activity code. Choose the order under Reports, Summary Sheet,
and Daily. Click Run the Report to make the selected option the default.

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

Wed, 19 Apr 2006 Daily Report - Dr. D.D. Palmer, DC Location - ALL  Page No. 1
Patient Name Mumber Dr.R OrT Loc. Code  Pd by Paid  Patient OHIP WSIE  Mext Appointrent Referred By
Ryan, Alexander 1521 DD DD 1 APOC 0.00 09-Sep-2006 8:00 AWM Confirrmed  Yellow Pages Ad
Sandercock, Edwin 1481 DD DD 1 A CASH 50.00 30.00 09-Sep-2006 5:00 AWM Unconfirme White Pages Ad
Flindall, Eva 747 LH DD 1A 30.00

Hartington, Gail 767 DD DD 1 A CASH 30.00 30.00 09-Sep-2006 9:15 AM Arrived

Jones, Cindy 308 LH DD 1 A CASH 30.00 30.00 13-0ct-2006 9:15 At Unconfirme Dr. Jeffery Jones
Brown, Mary 1124 DD DD 1 A CASH 30.00 30.00 09-Sep-2006 9:30 AWM Confirmed  Dr. Jeffery Jones
Greer, Barbara 1500 DD DD 1A 30.00 09-Sep-2006 9:45 AM  Confirmed  Staff Referral
Wyoods, Melisa Margare 1534 DD DD 1 Aj 0.00 31-Aug-2006 2:00 AWM Confirrmed  Mickey Mouse
Lloyd, Alexander 18 0D DD 1 A CHEK 20,00 10.00 08-Sep-2006 12:15 PM Confirmed

Clark, Richard 1884 DD DD 1A 10.00 09-Sep-2006 12:15 PM Confirmed  Paul Bunyan
Gardiner, Barbara 136 DD DD 1 A 10.00 09-Sep-2006 4:15 PM - Unconfirme

Bilcox, Alexandre 21 bD DD 1 A 0.00 19.26 09-Sep-2006 11:00 AM Unconfirme Office Sign
Abraham, Erin 742 DD DD 1A 30.00 31-Aug-2008 9:30 AWM Confirmed  Dr. Jeffery Jones
Wright, Alida 34 DD DD 1A 10.00 09-5ep-2006 11:15 AM Confirmed  Dr. Jeffery Jones
MeGowean, Catl 235 DD DD 1 A 5.00 09-Sep-2008 11:15 AM Confirrmed  Flyer - September 20
Hall, Mark 1120 DD DD 1 A 30.00 0%-Sep-2006 2:15 PM - Unconfirme Stelco Talk - April
Hunter, Gearge 1886 DD DD 1A 30.00 09-Sep-2006 11:45 AM Uncaonfirme

Sanders, David 556 DD DD 1 A 10.00 09-Sep-2006 2:00 PM - Confirrmed  Dr. Jeffery Jones
Greer, Bonnie 1557 0D DD 1 A CASH 30,00 30.00 09-Sep-2006 2:00 PM - Uncanfirme Barbara Greer
Cole, Micholas 15833 0D DD 1A CASH 30,00 30.00 31-Aug-2008 2:30 PM - Confirmed

Sayles, Anna-Marie 92 DD DD 1A 0.00 05-Sep-2006 2:156 PM - Confirrmed  Paul Bunyan
Penney, Sara Elizabeth 1348 DD DD 1 A CASH 20.00 20.00 09-Sep-2006 2:15 PM - Unconfirme Yellow Pages Ad
Seggie, Jordan 939 0D DD 1 A 30.00 10-Sep-2006 2:30 PM Confirmed  Snow YWhite
Emerson, Alexandra 20 oD DD 1 A 30.00 09-5ep-2006 1:45 PM  Confirmed  Staff Referral
Hywarren, Meradith 1165 DD DD 1 CE 40.00 09-Sep-2006 3:15 PM Confirrmed  Staff Referral

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.
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Reading the Last Page of PMP Summary Sheets

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

Sat, 24 Mar 2007 Daily Report - Dr. D.D. Palmer, DC Location - ALL  Page No. 2
Receipts Claims and Fees Patient Categories
Patient Payments Received Patient Fees 170.00 Adult 3
American Express 0.00 Irventory Fees 0.00 Student 1
Cash 0.00 GST 0.00 Child 0
Chegue 0.0o0 P.S.T 0.0 Mo Charge 1]
Debit Card 0.0o Total Inventory Fees 0.0o0 Seniar 1
Gift Certificate 0.00 Discounts 0.00 Compassionate 1 i}
Insurance Chegque 0.00 Wyrite Offs 0.00 Compassionate 2 0
MasterCard 30.00 OHIP Claims 0.00 Compassionate 3 1]
Yisa 10.00 WSIB Claims 19.26 Family member 1]
Category 9 0.00 EHC Claims 0.00 Unused i}
Category 10 0.00 M Claims 1 Unused 0
Other _om @ Total Fees Charged 189.26 8:3225 g
Total Patient Payments 40.00 - Unused 0
OHIP Payments Posted 0.00 Rescheduled q Unused 0
WSIB Payments Posted 0.0o0 Postponed 0 Unused 0
EHC Payments Posted 0.00 DEtp
W& Payments Posted 0.00 E)‘q;scit\lled é 8:3225 S
Total Payments Received 40.00 U} Total Patients Seen 5
@ Doctor of Record ;:Rt astofThursday, 12-A|)r-20|;;u5 . 8 ﬁubs;a?emt ‘éif“ Claims E
atien . ew Patient Claims
Dr. D.D. Palmer, DC 70.00 Bill To 2000 (4) Re-examination Claims 1
Dr. Benjamin Pierce, DC 19.26 EHC 07217
o ot o :
3rd Party 933217
Tatal Claims g
WaIB 2178.00
OHIP 0.00 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.

1. 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.

2. 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:

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

0 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.

4. 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.

5. 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.

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

In looking at the screen shot, note that:

= Dr. D.D. Palmer treated patients for a Total Fees Charged amount of $189.26

= The Doctor of Record amount for Dr. D.D. Palmer is $70.00

= The Doctor of Record amount for Dr. B. Pierce is $119.26
That means that Dr. D.D. Palmer earned $70.00 from treating his own patients and he earned $119.26
from treating Dr. Pierce’s patients. These amounts can be useful when practitioners pay a percentage or
amount when treating other practitioner’s patients.
This breakdown is not available for offices that have multiple patient files for the same patient.

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

4) individually or grouped from the Report menu.

1) From within the Patient Information Account Activity screen click the Statement button. Determine the
start and end dates by clicking the down arrow under Date From and Date To. The Date from is defaulted
from the date selected under the Setup menu, Clinic Defaults.

Print transactions for specific practitioners only by check marking Include activity ONLY from these Doctors
and then checking the appropriate practitioners.

Use the default letterhead determined in Use Blank Paper or select another by clicking Choose. The option
Use Letterhead will print onto custom made pre-printed letterhead.

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

Prepuarn Shal e for v Linten

Date From Date To Sort by

10130112008 :j 2001172000 :J = Surname Fee Increass
 Update Last Statement Date © Number Holidays
i ~ [Provincial Licence #
Include activity ONLY from these Doctors Prompt I"wlmenl
o || Selact Doctors
Interest

= Mo Interest Charges
© Charge Interast (%)
‘Letter Head

& Use Blank Paper  [lelterhead-D0 R Choose

© Use LetterHead

I~ Show OHIP expiration on Statement
C its to print on

b |
To put comments on the Statements, you may use a combinabon of typing into the ‘Comments to print on statements’, or double
chick on an item in the gnd ‘Select a Comment’,

 Report Destination
| Bereen| © 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
=  Save to File will save the report

= Export offers the ability to export to another format. See page — 74.
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2)

3)

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

Patient Activity

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

Location

Main Clinic

[Code [Description | Total[oHIP/wsib] Patient
ﬂA Adjustrent 30.00 0.0o 30.00

Default Code

Delete Row [ o Default I il ‘ 0,00 ‘ 30.00

Payment Amount———————————

Pay this Amount
 Amaunt 0.00 §0.00
&' None ©.c0 Payment Type
" Today's Fees 30.00 ICash j
" Account Balance | 120.00
" Related Balance 0.00 Print Receipt r
" Preset Payment 0.00 Print Statement
 Dr. Nao. 1 1z0.00 Last Statement Date

21-Aug-2006

Post

[press F10 tn Py Press TS ko write off

The default start date will be next day after the last statement end date. If there is no previous statement
date the start date will default to the date set up in Clinic Defaults. The end date will default to today’s
date. These dates can be edited by clicking the down arrow and choosing another date on the calendar.
Change the month and/or year by clicking onto the month or year on at the top of the calendar and
choosing another date from the list.

You can also type the dates into the Date From and Date To fields as dd/mm/yy. The statement date field
in Patient Information on the Account/Activity tab will be updated after Posting.

Select a Range of Dates

Date From Date To

[13/04,2006 j |22f11f2006 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.

Patient Activity

Treating Doctor
Or. 0.0 Palmer, DC -

Location

IMam Clinic
[Code [Description | Total[oHIP/wsib] Patient
ﬂA Adjustment 30.00 0.00 30.00

Default Code

Delete Row | o Default I 8.0 ‘ 0.00 ‘ 30.00

Payment Amount

Pay this Amount
© Amount 0.00 $30.00

" Mone 0.00

Payment Type
 Today's Fees 30.00 -

& Account Balance 30.00

" Related Balance 85.00 Print Receipt |
 Preset Payment 0.00 Print Statement [V
© Dr. Moot 30.00 Last Statement Date

& e |

From here you can press F10 ko Post
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4) Individually or grouped from the Report menu. Choose the Report menu, Statements, List of Patients.
Select the practitioner and click Prepare the report for this Doctor. Click on Number, Surname or First to
search for patients by that field. Click into the Search box after choosing the search type and type the name
or number. Double clicking or pressing Enter after the patient is highlighted or clicking Add Selected will
copy that patient into the Selected Patients box.

Selected Patienis

67 Abney Andrew
£31 Abwy Dale
1545 Abray Sam
1307 Abroy Souglas Joseph
1393 Abiey Stacey
102 Adams Wargarol Fill the List using Patient Query |
17 Adams Mary
1444 Adrignolo-Closs Todd = Dabuted Selycind from the List |
Adld Selected to Selected Patients” | Dalate the entire List |

Saiact patiants by using the Search bow and peeceeng Entar, or usa ha Up and Doan semw keys
aned press Enter e Double Click en  patint. The Patients are sored in the order shown by the
Easchgeound in b Ttk Bar. Click on amethir colurme 1o chaerge the s cedor, Continare l

By choosing Fill the List using Patient Query you can choose patients by other criteria. Click Continue. In
the Prepare Statements for screen select options in the same manner as for item #1 from within the
Patient Information Account Activity screen.

The Appointment Book printout gives a printed version of the day’s appointments. It is convenient for
practitioners who want to have a copy of their day.

Print the appointment book by clicking the Report menu, Reminders / Recalls, Appointment Book.

From
20/11/2009 -
~Range of Time to Include ~Appointment Type Colours————— ~Appointment Shading
& All Day © Partial Day @& Print © Don't Print ’76‘ Print © Don't Print
rReport Destination | Colour Options Page Format
& Screen  Printer (r-‘ 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.
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Wed. 4 Mov 2009 Daniel David Palmer, DC #4444 Page 1
Exam '|
8: 00am || Eva MacKlin Ednia MacLean | Army Love Wayne Johriston
8:10 Orenda Lioyd Mary Lou Robinsan Katerina Kefly
8:20
8:30
8:40 | Brent einga |Fyan Boland
8:50
9:00am
9:10 [ Judth Lynnd
9:20
9:30 | Susanne Sedgwick
9:40 | Eric Clement | 2)fred Austn
9:50 | Logan Ebsen | Paul Holmes | Maswell Wilsan
10:00am Fioyd March
10:10
10:20
10:30  [lJohn Raloh
10:40
10:50
11:00am §
-

= 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.

Humber
1nea
m
157
17
B
3
anG
13

n

SQL Version
Choose a Doctor
-
Select a Date
[20/11/2009 B
™ Exclude ‘Do NOT contact’
~Select a Group of Appointment Status’s Sab, February 08, 2005 Reminder List
& All Appointments Dr. D.0. Palmer, DC
© Unconfirmed Appointments Tine Stalus Commests Hame
915AM Uncanfimed Talhet, Mildred Erma
© Unconfirmed and Confirmed Appointments 1115 AM  Unconfimsd Audridga, Elinor
T3 AM Unconfimed Sage, Bretl Scolt
© Missed, Postponed and Resch. and Cancelled Appt. | 1145 a0 Unconfumed Chainiere, Albxsnder
- 130 PM  Unconfimsd Sage, Alan
“Report Destination 500 PM Unconfmed Kubay, Alin
= Scresn FAPM Uncanfirmsd Aingwirh, Juis
AFPM Unconfimed Graaves, Alpxandsr
| C Printer ] Bun the Report S30PM Unconfimed Bilcox, Alexandre
| Tatal Numbar of Appolntments : 9

[41E) 245-1891
(0] AZB-TE1T

=R
[416) 5800053

QEens
(805) 5677567
[41E) 4816770
[90%) 7311510
(605) B36-0942

(416) 6302718
[05) 737855

{815) 2230523
[EE 2 Tk
{805) 8971210
(415) 4350975
nzsary
{05) 6785831

Page Number 1

Mo
st Misiis
2

Fl

ReobnEH

aHP
—Left Flags
15000

15000

15000

15000

15000

147.50

15000

15000 REL
15000 5

) This report is also a good report to take home when you are expecting inclement weather. Print All

G Appointments for this procedure.
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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.

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

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

Past Due Recall List

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

You can also use the list to move 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.

et e & Active|Name Phone Wik Ext. |Last Wisit E

Appointment Status

16-Oct-2008 9:45 AW Missed T Pedlar, Sandi (416) 783-6360 | (416) 789-0406 24-Jan-2003

16-Oct-2008 11:00 AW Missed [T Abrey, Sam (416) 730-9727 | (416) 222-3434

16-Oct-2008 11:30 AM Postponed [ Tapscott, Simon Ali [416) 633-5128 | (416) 928-1212 227 30-Jan-19939

16-0ct-2006 2:00 PM - Postponed [T |Charming, Prince (416) 484-8349 | (416) 229-0060 20-0ct-2002
Filter the List

’7(‘ Show All Patients  Only Active Patients  Only Inactive Patients I~ Exclude Do NOT contact’

Select a Patient by Double clicking on the appropriate Row.

Double click the patient’s name; you will be taken into the patient’s appointment file.

= Add a new appointment by clicking Add an Appointment.
=  Move a patient to the Long Term Recall List by clicking Clear Date

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

To print a paper version of the Past Due Recall list click the Report menu, Reminders /Recalls, Past Due

Recall List. Select the correct practitioner and click Print Past Due Recall List for this Doctor. Click Run the
Report.

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

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

—Report Options———————————
Date To ) .
|1EIDQQDDE j |15,’1 02006 j & Show Active And Inactive
= Show Active Only
™ Exclude 'Do NOT contact’ ¢ Show Inactive Only
Report D
’7 " Printer ‘ Run the Repont

Accounts Receivable reports can be produced for:

e Patients
e BillTo

e EHC

e MVA

e WSIB

) Inorder for patients to appear on the correct Accounts Receivable Report enter the correct AR
U. Type in Patient Information, Billing Tab. If this field is not entered correctly the patient may
appear on an incorrect Accounts Receivable report.

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

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

Wed, 18 Oct 2008 Patient Accounts Receivable - Dr. D.D. Palmer, DC PageMo. 8
Period Ending : 18-0¢1-2006

Last Last Last Mext
Patient Name Home Phone  Business Phone Ext Payment visit Visit

1595 Varcoe, Elisabeth (416) 512-6181 36-Apr-2000 28-Apr2000 31062003
Aged 0.00 0.00 000 17500 175.00

1539 Wade, lan (305) 882-4962  (416) 3751236 27-Jan-2000
Aged 0.00 0.00 0.00 17.00 17.00

159 Wellwood, Betty Anne (416) 638-0553 08-Mar-2000  24-Feb-2004
Aged 0.00 0.00 0.00 20,00 80.00

168 West, Blake Joseph (416)485-7524  (416) 8650191 323 08-Apr-2000  14-Apr-2000
Aged 0.00 0.00 0.00 5111 5111
1530 Winkworlh, Paulette (416) B36-9443 22-Jan-2000  24-Feb-2004  09-Sep-2008
Aged 0.00 0.00 0.00 14540 14510
34 Wright, Allda (7424274 189-0ct2005  0Z-May2000 19-Apr-2008  00-Sep-2008
Aged 0.00 0.00 0.00 30,00 30.00

| 194 vsinga, Brent 0 241-7152 0B-Nov-1098  14-Apr-2000
Aged 0.00 0.00 0.00 54.00 54.00

-1610.63 115.00 210.00 5077.31 3791.68

Aged: 030 days 3160 days 61-000ays | over90  Bal Due.
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Various types of information may be derived from selecting items in this report, such as New Patient Lists,
Birthday Lists, etc. These reports can be sorted by Number, Surname or Birthday and contain your choice of
customized information from the patient file.

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

[roem ey i shedlie =
Chick an any Checkbox to inchude that Criteria in the Report Sorted By
List of Doctors (Drs of R ) Select Doctors| ™ "Do not Contact” is checkmarked =t jlicipaent Noo
"r—ir'narucmmsmewm L omee
List of Treating Doctors _ Select Doctors| — Gty (partial] r—“‘“‘  Birthday
r T Patierd Type m " Postal Code
F oty [ = I R WA ~
r B 201112000 -_i'_ i ,—:—i
Ll Dise 20112008 !Jramm::
F PalientMo 5= [ rBancebuess |
T PaertNa. <o | I Dot of OHIF Expiry >= [Z0T0m008 =]
I~ Preterred Locationfan Clirmc =] r Date of OHIP Expiry <= [2077 17003 -
™ Oriy Malos I Hestn Cord Expiry>= 2077172005 =]
 Oniy Females I Heoth Card Expiry <= [200112009 =]
rAgesa| T Patiert is on AR Fabient =
rage<=| r PatientisNOT on AR [Fabert -
I Bitnday, monin>= PU1I2005 =] I Statements goto [Peatort ]
I Birhday, montn <= POTTI003 =] - doNOTgole  [Patert =] Cancel I
I~ Pationt Calogory  [23:4 =l! g [Please Setup Flagst =1 2 e |
Remove all Cl
Report Destination - _Runtmyway: |
Run with Defaults

* Screen © Printer  Exportto RTF  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.

MY Selections and Layout
. Default Flelds MY Fields [Ordered) Avaliable Flelds (Alphabetical)
[Fatant Murmiber [Faliert Nurnber Fikd Mame Wi B
{Patiant Mame {FL} Falient Marrs (FL) Oacrident Date 11
[Addrass Addrass O Actve a5
[City City B Address 172
[Fostal Code Fostal Cods O4R type a7
[Fhor: Number Phone Mumiber +
4 i [OBalance Dus B
| Birthwday Birthieny
B Birthday 77
|Dizgnostic Coda -
ek # QCiar s "
aiirn Mumber
ke O Country k-l
(O Dbee of QOHIP Expiry 17
O Ciagrostic Code 42
O Cragrwstic Details 172
0D Mol Contact &7
O Cacter of Record a7
DEmall Address 182
(OFirst Vit Date 17
OFlags &7
OHCN 12
Clear the list IOHCN Expiry i
Oirgury Cods 1 57
Il Delete Selected i Olinjury Cods 2 57
= OIrjury Description 1 07
| Space Remaining : 219 units Dlliryury Déscription 2 w07
Copy Defaults -+ | 11 ek Do et Thabo 77 =
Load Field List I “Save Field List J Cancel Run ths Report MY way
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Once all items are selected and ordered you can choose to save this query for future use. For example, if
you do a monthly New Patient report with referrals you can set the fields up once, save them, then
retrieve them whenever necessary. Click Save Field List. Type the name of the file in the box to the right of
File Name, click Save. Your file is now saved in the Report Directory. You may retrieve it for future query
customization by clicking the Load File List button.

Click Run the Report MY way.

Yednesday, 18 October 2006 Patient Query for all the Doctors
Criteria: Firstvisit == 01-5ep-2006, First visit <= 30-5ep-2006
Firstvisit  Mext wisit

Mame Phaone Referred By Date Date
Raon Walker (905) 878-5214 vellow Pages Ad 01/09/2006
Ron Woods (416) 555-8989 Staff Referral 01/08/2006
Jog Abraham (418) 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

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.

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.
If your labels are not positioned correctly on the sheet of labels you can increase or decrease the

U: top margin. This is done under the Setup menu, Clinic Defaults, Mailing Labels. Increase the
number to start the labels further down on the paper.
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The Fee History Report will generate a sales report of any item in your Fee Schedule: Treatment, Other or
Inventory, e.g. a list of all patients who received Orthotics in a given period.

The report may be pulled in either of the following ways:

= By Date
= By Patient

Click the Report menu, Fee History Report. Select By Date or By Patient. Choose the practitioner; click Run
Report for this Doctor.

Date From Date To Fee to Analyze Description

R +| e ] [oea =] [Brinotic Feet Apphianca

“Report Destination

 Screen © Primter © Expon 1o RTF © Save to File

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

From: 01-Cct-2005 Dr. D.D. Palmer, DC: Fee History
To:  18-Oct-2006 "OFA" : Orthotic Foot Appliance
Date Fatient Mo. Patient Name Amount
17-Jan-2006 1313 Roger Murray 49.00
21-Jan-200& 1348 ‘Fara 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 Ryloft 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 Fram:  24-Sep-2006 Or. D.0. Palmer, OC Fage No. 1
To:  24-Now-2005 Referral Activity for - Or. Jeffery Jones

WCE

Pat. No.  Name Service Date Code Prit Rec'd
24 Alida Wright 21-Nov-2006 A 0.00 10.00 10.00
0.o0 10.00 10.00
158 Betty Anne Wellwood 21-How-2006 A 0.o0 2000 20,00
0.o0 2000 30.00
742 Erin Abraham 21-How-2006 A 0.o0 0.00 0.00
1124 Mary Brown 22-Nov-2006 A 0.00 2000 2000
0.o0 2000 20,00
Totals 0.o0 TO.00 TO.00
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All reports 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 export financial
reports to your accountant, and edit documents.

Create the Report

Create the report in the normal manner. When you see the Report Destination option, click Export followed by
Run the Report.

Report Destination

@ Screen © Printer © Save to File ) Export

An Export report to File window will appear asking you for a name and location for the document. Select the
location and type a name for the report. Click Save.

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.

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, Initialize for Patient Merge, OK.

File Edit View Insert Format Tools Merge
[ &l Uricode M3 i -m-[E-Ine £ U &= This is where merge
DEeEa&F  ERYN T EHE & H| j_ﬁeldsarelocated.

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

) 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 the Merge menu, Merge Patients Individually or Merge By Patient Query.

Selert 2 list of Patients lor ALL Doctors

~Patient List
Search

Selected Patients

B3 Adraham
1385 Abraham
BT Abriey

471 Abrey
1546 Abrey
1307 Abray
1309 Abray
1102 Adams
1397 Adams

1444 Adrignolo-Closs

Joe

Sophin: A
Andrew

Dale:

Sam

Souglas loseph
Stacay
Margaret

Mary

Todd

Add Selected to “Selected Patients’

=l

Fill the List using Patient Guary |

Deleted Selected om the List |

Delete the entire List |

Select patients by using the Search box and pressing Enter, or use the Up and Down arew keys:
and press Enter or Double Chek on a patend. Thie Patienls are soded in e arder shown by the
background in the Title Bar. Click on another column to change the zort 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.

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 remiftance.

s

< n ] »

wla|  vawimlz
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Utilizing the Merge Feature

The following are some ideas for using the merge function in the PMP WordPad:

= Change of Office Hours

= Thank you for referrals

= QOrthotic letter

= Congratulation letters

= Notice of new promotions
= Off Work letter

= Notice of Fee Increase

= Recalls

= Upcoming Information Sessions
= Welcome letters

= Discharge

= Treatment Plans

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]
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Patient Flags %[Flag]
First Visit Date %[Fv_date]
Patient Middle Name %[Init]

Last name followed by First %[ Lf]

Last Payment Amount

%[Lp_amt]

Last Payment Date

%[L-_date]

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_Ext]

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: %[SendTo]
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

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

Processing Activity

Date, Claim Number

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
Drariel Davd Palmer, DC #4444 =

Location

[M3in Cinic
[Code  [Description [ Total[oHiPiwsib | Patient]
[ Adusiment /00 2500 000

DGWRWI'I [ 2s.00 | 25.00] 0.00

- Payment Amolnt Pay this Amount
© Amount | o.o0 | §0.00
A [ 0.00 Payment Type

~ JodaysFees [ 0.00
© Account Balance 0.00

-

" Related Balance o.o0 Print Receipt r

" Ereset Payment o.oo Print Statement r

Post

| From here yeu can press F10 o Post
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Programs of Care are evidence-based health care delivery plans that describe treatment shown to be
effective for specific injuries and illnesses.

The MSK POC is an evidence-based health care delivery program which describes treatment interventions
that have been shown to be effective in the treatment of musculoskeletal injuries. The MSK POC
emphasizes task-specific and worker-specific rehabilitation and, consistent with the "Better at Work"
philosophy, makes staying at work or returning to work an integral component of rehabilitation.

We want all workers to benefit from the Musculoskeletal Program of Care

Visit www.wsib.on.ca / Health Care Practitioners / Programs / Programs of Care / Musculoskeletal Program
of Care for full details.

The Low Back Program of Care (LB POC) is an evidence-based health care delivery plan which describes
treatment shown to be effective for workers with many low back injuries. Initially launched in 2002 as the
Acute Low Back Program of Care (ALBI), this program was updated in March 2011.

The POC delivers the best recovery outcomes for workers with most low back injuries. Workers treated in the
LB POC achieve better health and functional outcomes, including earlier return to work, when compared to
workers treated in fee-for-service care.

Visit www.wsib.on.ca / Health Care Practitioners / Programs / Programs of Care / Program of Care for Low
Back for full details.

Previously included in the Upper Extremity Injuries Program of Care (UEI POC), we have introduced a Program
of Care (POC) exclusively for shoulder injuries.

The Shoulder Program of Care (Shoulder POC) is an evidence-based health care delivery plan that describes
treatment shown to be effective for people with a shoulder injury.

Visit www.wsib.on.ca / Health Care Practitioners / Programs / Programs of Care / Shoulder Program of Care
for full details.

The Program of Care for Mild Traumatic Brain Injury is an evidence-based health care delivery plan that
describes treatments shown to be effective for workers diagnosed with a mild traumatic brain injury. It was
developed in collaboration with health professionals, worker and employer representatives and the WSIB.

Visit www.wsib.on.ca / Health Care Practitioners / Programs / Programs of Care / Program of Care for Mild
Traumatic Brain Injuries for full details.
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Contact:

Bill to / Employer:

WSIB:

Pop Ups

PATIENT MANAGEMENT PROGRAM

Patient Type
Patient Category
Default Code

WSIB
Adult

PCIV or POC visit related to the type of injury

input Employer information

Social Insurance Number (if applicable), Accident Date, First Treatment
Date, Claim Number

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.

Personal | Camments Fop Ups |EHH To/ Emp\oyerl Appointmentsl Account £ Activity

Pop Up when ...

Pop Up Comment

FPopup on, o next visit after Oct 30, 200

Fopup on, or next visit after Sep 18, 2006

Bill POC Block
05

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

Patient Activity

Treating Doctor
Dr. D.D. Palmer, DT 'l

. This activity code is used for all activity, i.e. Initial visit, exams.

Location

Main Clinic

Code |Descriptiun | Tutal|0HIFf’wsih| Patient
| |PCAY |POC LB Wisit 0.00 0.00 n.oo
=

Delete Row [I;e(giL{!"t g:o‘ﬁi I 0.00 | 0.00 8.00
rFPayment Amount Pay this Amount

i Amaount 0.00 $0.00

(' hlone 0-E0 Payment Type

" Today's Fees 0.00 ICash -
 Account Balance 0.00

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

|Press 'F10' ko Pay  Press 'F9' ko Write off

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

Patient Activity

Treating Doctor

Dr. D.D. Palmer, DC -
Laocation

Main Clinic

Code ‘Descriptinn

| Total[oHIP/wsib] Patient

PCA1  POC Low Back (weeks 1| 300.00 300.00 0.0

* |

0
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It is possible to bill more than one program of care for your WSIB patients provided they meet
the required criteria. The information below is an excerpt from the WSIB website.

More than one POC may be delivered at the same time, providing the
worker meets the admission criteria for each POC. For example, if the
worker has a low back injury and a shoulder injury, the health professional
may deliver both POCs and bill the corresponding Shoulder POC and Low
Back POC fees.

The health professional may deliver treatment to the worker through a
POC and also bill regular treatment for another area of injury. For
example, if the worker has a shoulder injury and a compensable knee
strain, the health professional may treat the worker for both injuries and
bill for the Shoulder POC and regular treatment for the knee strain.

One section of the WSIB website that refers to multiple POC billing mentioned that practitioners
must contact the WSIB adjudicator or nurse case manager for pre-approval. Therefore it may be
a best practice to seek approval before proceeding.

When billing more than one POC here are a few items that you should keep in mind:

= Prior to billing be sure that you are clear which injury was treated on each day. It may be that
only one injury area was been treated on specific dates. Have a strategy in place or ask the
practitioner how to read the treatment notes so that you can determine if one or both areas
were treated at each visit. If both areas have been treated post a visit for each POC so your
records are accurate; see screen shot below. This will be important when you are counting
the number of visits during each block.

Treating Doctor

[Troy Thornton, DC #242 -]

Location

Main Clinic
Code  Description Total OHIP/wsib Patient
FCIV POCALBI Visit 0.00 0.00 0.00
PCIV POC Shoulder Visit 0.00 0.00 0.00

*|
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= Create notes to remind you when to bill each block. Notes are created under the Setup menu.

= Within patient information use the Comments tab to record relevant information regarding
the POC(s) applicable to your Patient. Patient Comments created under the Setup menu can
be used for additional patients by choosing from the Select a Comment list.

Contact Billing Pop Ups Health IComments Bill To Appointments Account / Activity WSIB WSIBforms EHC  MVA

Select a Comment e
Dr. Palmer only
. POC - Low Back
POC - SHOULDER POC - Shoulder
Code: PCJV Sent To Callections
Initial Visit Date: B

Comments
May 12, 2014
2 POC: PCJV & PCiV

Accessment & Treatment - 5560
Weeks 1- 8, minimum 7 visits
End Date:

m

Care & Outcomes Summary 540

- To be completed whenever the patient is discharged
- Must be submitted within 2 days of patient discharge
Submission Date:

POC - LOW BACK
Code: PCiV
Initial Visit Date:

With Selected Text :

[ Insert Today's Date ] [ Edit ] [ Print ] [ Cut ] [ Copy ] [F'astE] [ Clear ]
Search for a Patient by
Save || Cancel E [I:ast namel [Number ] [E\rst namel [ DOther ] l Continue ;
Press F2 to add an appointment, or press F10 to process an activity |I‘

e Put billing codes at the top of the comments screen so they are visible before you process
activity.

12-May-2014, 07:10 AM

1) 2]z ](a])(5])Ce )|

G Units Postponed
(2] 1 Horizontal © Missed
5“ ® Vertical ) Cancelled

(s)

|| Sent Email

[Add App.(F2)| [Patient Info (F§)| [Activity (F10)| [ Finish |

Date Time Dr.  Status App. Type
P 14-May-2014 09:00 am DD Confirmed  Adjustment
12-May-2014 11:00 am DD Confirmed  Adjustment
12-May-2014 07:10 am DD Confirmed  Adjustment
07-Nov-2011 10:00 am DD Confirmed  Adjustment
31-Oct-2011 10:00 am DD Confirmed  Adjustment

Press 'F10° for Activity or 'FB' for Patient Info

Edit Appeintment Informs Patient Summary m

Patient Name Pat. No. Name Dr.

Adrienne Linton 1 Adrienne Linton DD

Ty of Appointment Loc.atlor.'u Address

~| |Main Clinic 1 Hook Avenue

jecmment Status Thomhil v[+] on [++]
- 1 Unconfirmed L4J 5K9

Date / Time onfirmed

Priority Phone
Home
(905) 7310702

Birthday 5 S.LN. Tiuna. at
06-Aug-1974 F

Create Patient
Comments to
remind you of the
billing codes

Email address

ocapmp@yahoo.com
First Visit Last Visit
03-Oct-1999  01-Jun;

Balance
$ 0.00

Amt. Last Statement

(545.00) 22-Aug-2012

Patient Comments
May 12, 2014
2 POC: PCJV & PCiV

POC - SHOULDER
Coda PCIV
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WSIB is required to pay HST on applicable goods and services. It is the responsibility of service providers to
determine which of their goods or services are subject to HST. Note: Chiropractic services are not HST
applicable.

Billing HST to WSIB requires you to add a new item in the Fee Schedule under Treatment. The WSIB code
for the new item must be ONHST and can only be added to items in Fee Schedule, Treatment. If you are
including HST for Massage the WSIB Fee amount would be $6.50. This assumes you are billing WSIB $50
for a massage. Select OK.

Post the WSIB HST when posting applicable taxable WSIB billings. HST WSIB will be a separate total under
Claims and Fees on summary sheets.

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.

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.

Patients Activity
Search Date [Ref. Date_[Code [Billing_[Status _[Submitted [
Abraharn, Joe 05 Sep2006 FCAY PCAY  |Paid 000
[Number [Sumame [First lﬁl DAV BCAY i Paid 1.0
- PCA1  [LBA ending
742 Abraham Erin
1386 Abraham Sophie Anne _|
B7 Abrey Andrew

431 Abrey Dale

1546 Abrey Sam

1387 Abrey Souglas Joseph

1389 Abrey Stacey

1102 Adams Margaret _,;I

1397 Adams Wary KT b

1444 Adrignolo-Closs Todd =l B
H.C.N. ’Vpe-:;ep-znng PCAT  [(BAC  Pending [300.00 ‘
0000000000

Pay <> UnPay
S.LN. Cancel | Accept Changes |
721367018
Click a transaction to Pay or UnPay a claim.

Change in WSIB E 0o Finish

Click Pay <-> UnPay to pay the total amount, then Accept Changes. Click onto the next activity date to pay
another claim.
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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 ing |Status |Submitted |~
n-2008 w103 3.5
05-Jun-2006 032 w32 Pending 7667
12-Jun-2006 A w101 Pending 19.26
15-Jun-2006 A w101 Pending 19.26

19-Jun-2006 A Y101 Fending 19.26

N o

Current Line ‘

’]JEVJunQEIUE IcE w103 [Pending  [0.00

1. Transfer to Patient 2.
Click a transaction to Pay or |

Click Finish whe

If the claim you want to pay has a date that is earlier than the claims on screen, click on any claim
U then click Cancel. You will then be able to scroll up to earlier claims.

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.

e 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.
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To write off 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.

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.

e s tromacticn

Unchanged Record ~Madified Racord
o [EamaE || | [omas 5]
Doctor [00 [0 D0 Patmer, BC =
Code [5 3 |
Billing Code [Vi01 [
Bill Type [WEIE [wsie
Stats [Pending [Peniing
um.,::mrm ][rqx. e Type an explanation into the Comment box and click OK.
S i b Continue for each transaction to be edited.
Ohip Femaining [13070 [13070
ray Remaining [£00 [om
Reforenca Date | |
Location [ | k|
i = -
Pantng > Baed P | | REEL VSR Gancel | [|_Accapt tnarbed Record |
|

s

Remember to print a new Daily, Monthly, and possibly Yearly Summary Sheet for each service
L date affected to give to your bookkeeper or accountant with an explanation.

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.

Some WSIB forms can be submitted electronically to WSIB through the TELUS Health Services (THS) portal.
Currently PMP allows for the electronic submission of Forms 8’s to THS.

All forms can be completed in PMP and faxed or mailed to WSIB. The Form 8 can be completed in PMP
and faxed or mailed or submitted electronically. Electronic submission of From 8 instructions follow on
page 89.
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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 8646 - Bill Smith

Info 1 Info 2 Pop Ups Health Comments Bill To Appointments Account/Activity WSIB |WSFBforms EHC MVA

Accidents
Accident ID Date Claim Number Comments =
14 104 29-Sep-2013 123578995
I = [ ~ l New Accident I lEditComments " Delete ]
Form Data

| FAF || Form8 | Treatment Ext(0148) || Physio TE(0153A) | | UE Init. Ass.(2864) || UE Care/Out.(2865) | LB Init. Ass.(3238) |
| LBCare/Out(3239) | LE InitAss.(2098) | LE Care/Out(2099) | MTBI Init Ass.(3240) || MTBI Care/Out(3241) |
Shoulder Ass. (2522) | Shoulder Out (2524) Progress Report (26)|

Accident Form Form WSIB Draft/ Invoice  ~
D D Type MEBEETE confirmation Copments Raie Final Mumber [ |
» 104 100 Form8 22-Nov-201 Draft 1000
™| G )
-~ | -~ | = | = |[EditComments [ Edit | View/Print | Delete ‘Draft|

Search for a Patient by

Save | Cancel {Last namel {NumberHFirst name] {Other] l 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

= 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
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= Shoulder Ass. (2522) POC for Shoulder Injuries — Initial Assessment Report
= Shoulder Out (2524) POC for Shoulder Injuries — Care & Outcomes Summary
= Progress Report (26) Health Professional's Progress Report

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 || Form8 | Treatment Ext.(0148) |Physio TE(01534)| | UE Init. Ass.(2864) | UE Care/Out.(2865) | LB Init Ass.(3238) |
| LBCare/Out(3239) || LE Init Ass.(2098) | LE Care/Out(2099) | MTBI Init Ass.(3240) || MTBI Care/Out(3241) |
Shoulder Ass. (2522)| Shoulder Out (2524) |[Progress Report (26)

The 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 Heath ProtessionsReport (Form ) ™ i S
[Secion A] &/C| D1-D2| D3D5| D6-D7| E1-E2| E3Es|

Claim Number
Claim Number  Date of Birth Date of Accident Social Ins. No.
1259855522 26/04/1972 _~| 01/04/2008 ~|

A. Patient Information

Last Name Initial First Name
Linton L Allan
Address Language Other Language
465 Bathurst Street, #309 |Eng||sh -] |
City Province Postal Code Telephone Number Gender
MNorth York Ontario LI W2N 6V 1 (418) 223-3887 Iiale LI
Employer/Company Name Is this the first visit to a health professional
ITFC for this injury?

* Yes Mo © Unknowm

Address
[333 TTC Street

City Province Postal Code Telephone
[Toronto Ontario | |msTEYT [ta16) B55-1212
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 Contact 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
905731075

This data field is connected to the live Patient database.
A change made here is the same as chanaing 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 allows for the direct submission of WSIB Forms to the TELUS HEALTH (TH) portal. This procedure is
completed without the need to access the TH portal.

Here are the benefits for using the PMP for WSIB form submission.

o Patient information transfers from the patient file to WSIB forms

. Forms are made and stored locally on your computer

. Forms are included in PMP backups

o Forms are created without access to the internet. An internet connection is required only to send

completed forms.

To facilitate electronic submission of PMP’s WSIB forms electronically users are required to:

° Be registered with TH and have a username and password

. Have an Emergis or TH Provider ID. This is usually a 9 or 12 digit number. Nine digit numbers will
start with 1000, i.e. 100012345.

From the Setup menu, go to Doctor Defaults. Choose the practitioner and select Edit this Doctors
Defaults.

Q Dactor Defaults for : Daniel David Palmer, DC #1234

Personal Info WSIB Details
Appointment UserName PMPSupport
Beside the WSIB tab type in your UserName Book
provided by THS. Patient Defaults Provider I 100012345
Statements
Type in your Provider ID. This is either a 9 or o
L. ChiroWrite
12 digit number.
Activity
. Electronic Forms Submission
Checkmark Enable WSIB Electronic Form T
SubmiSSion. Enable WSIB Electronic Form Submission
WSIB
Click Accept.

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

Patient Information 54 - Amy Love

Info1 Info2 PopUps Health Comments Bill To Appointments Account / Activity WSIB |WSIBforms IEHC MVA

Accidents
Accident D  Date Claim Number Comments =
» 129 1-Jul-2013 84972949
r [ New Accident ] ‘Edit Comments H Delete ]
Form Data |
FAF || Form 8 || Treatment Ext.(0148) || Physio TE(0153A) | | UE Init. Ass.(2884) | UE Care/Out.(2865) | LB Init. Ass.(3238) |
LB Care/Out(3239) “ LE Init. Ass.(2008) ][ LE Care/Out.(2099) MTBI Init. Ass (3240) “ MTBI Care/Out (3241) J
| Shoulder Ass. (2522)]' Shoulder Out (2524) ] [Progress Report (26)]
Accident  F Fi wsiB Draft/ | Invoi -
\Dm ) \Durm T;:)r: ot confirmation P L) Final m‘;r
» 129 112Form8  Submitted 10003562020130822110021 22-Aug-201Final 1012 |
129 110/Form8  Submitted 10003562020130822104229 22-Aug-201ZFinal |1010 3
r T l Edit Comments ]‘ View / Print H Delete 'Draft' Submit Form8 to WSIB || Print Log

Send this patient to CW Search for a Patient by )
Next Previous | | Save | Cancel [ New Patient | J' ELast name] NumberHFirst name [ Other ] [ Continue l

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.
The table below the report buttons are forms created for this patient.
Below your forms are buttons that offer additional functions for your forms:

= Edit Comment allows you to add comments to a form

= Edit allows a Draft form to be edited

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

= Delete ‘Draft’ allows you to delete Drafts. Note: Final forms cannot be edited or deleted.
= Submit Form8 to WSIB will electronically send your Finalized form to TH

= Print Log offers a report detailing the status of electronically submitted Form 8’s.

Click onto the New Accident button if you do not have an existing accident for the patient. Read the
message boxes; click Yes, then OK.

Click the Form 8 button.
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[ WSIB Health Professianal’s Report (Form 8)
V SectionA |/ B-C1 ' C2 4 C3C4 XDI-D3 E  F1-F2  F3-F4
Claim Number
Claim Number  Date of Birth Date of Accident Social Ins. No.
84972949 11/07/1965 ~ 01/07/2013 -
A. Patient Information
Last Name Initial First Name
Love (o3 Amy
Address Language Other Language
1001 Bay St, #214 English -
City Province Postal Code Telephone Number Gender
Thornhill Ontario - L4K 7J8 (905) 967-1238 Female ~
Employer/Company Name Job Title/Occupation
Go Transit technician
l Cancel I I Save as 'Draft’ ] l Save for WSIB submission (unalterable)
1 field needs to be corrected. (1 Error)

The form will open with the sections in tabs across the top. Click on any tab to go to the specific part of
the form. Many fields will be populated with information pulled from the patient file.

Patient information fields can be edited and the changes will be reflected in the patient information field
containing the original information. For example, if you change the telephone number in Section A the

change will reflect on the Patient Information Info 1 tab.

The fields contained in WSIB forms will require the use of calendars, drop down selections, check boxes,
and typing. The printed forms will replicate WSIB produced forms.

WSIB and TH have specific rules that must been followed when completing forms for electronic
submission. These rules have been incorporated into PMP forms to avoid rejection.

Additional Buttons

The bottom portion of the form contains the following buttons:

‘ Test Form [ Cancel l | Save as 'Draft' | | Save for WSIB submission (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 for WSIB (unalterable) saves the form in an unchangeable format. Use this button only when
you are sure all the information is complete and correct.
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Click Test Form to locate required areas of the form that are incomplete. Tabs where validation rules fail
will be marked with a red ‘X’. Fields will be highlighted in yellow. Move your mouse over yellow fields to
produce a hint. Once a yellow field has been completed the colour will return to normal by clicking Test

Form again.

If you are unable to complete the form click Save as Draft. The form will be saved as a Draft on the main
WSIB forms tab.

Click Edit Comments. Type a comment about the status of the form or missing information on the form.
Click OK. The comment will now be added to the form description.

To add additional information to a form click the draft form in the list followed by Edit. When the form is
complete click Save as WSIB Submission (unalterable).

Final and Submitted forms cannot be edited or deleted; we recommend printing draft forms and double
checking for accuracy before finalizing.

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

Form Data

[ FAF “ Form 8 ” Treatment Ext.(0148) “Physio TE(0153A)] [UE Init. Ass (2864) H UE Care/Out.(2865) “ LB Init. Ass (3238) ]
[ LB Care/Qut(3239) “ LE Init. Ass (2098) “ LE Care/Qut (2099) H MTBI Init. Ass.(3240) “ MTBI Care/Out (3241) ]
[Shoulder Ass. (2522) “ Shoulder Out (2524) HProgress Report (26)]

Accident  Form  Form WSIB Status wsiB e Date Draft/ | Invoice )

ID Type confirmation Final  Mumber

D
d 130 {1iForms _ReadytoSubmit | [22-Aug-20{Final 1011 |

m

= - = r [ Edit Comments H Edit H View / Print H Delete 'Draﬂ'] [ Submit Form8 to WSIB ” Print Log

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

T ™
Please enter M

Enter password for WSIE portal for
username YTUGIMNBR2

[ ok || cancel |

Be patient. A communication screen will appear with details from TELUS HEALTH regarding the
submission.

Read the screen.
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The screen below contains confirmation the form was submitted successfully.

' ™
' WSIB submision test application v.3 [ =& g
Log

2:16:44 pm pmpWSIB intializing to send form 113 from Pat.# 54

2:16:44 pm Created XML version of the form 8.

2:16:44 pm Submitting form to WSIB

2:17:01 pm Received response from WSIBE

2:17:01 pm Parsing response from WSIB

2:17:01 pm Submit successful. Received Confirmation from WSIB

10003562020130823021542
2:17:01 pm — Writing to log and updating PMP

This screen contains information that 1 error was found. The form must be corrected and resubmitted.

- N
) WSIB submision test application v0.3 @M
Log

2:25:17 pm pmpWSIB intializing to send form 111 from Pat.# 75

2:25:17 pm Created XML wversion of the form 8.

2:25:17 pm Submitting form to WSIBE

2:25:18 pm Received response from WSIB

2:25:18 pm Parsing response from WSIB

2:25:18 pm Submission contains 1 errors

2:25:18 pm Writing to log and updating PMP

The WSIB submission screen will disappear after a few moments.

Once back on the WSIBForms tab your Form 8 will show either Submitted or Submit Errors.

Accident |Form | Form WsIB Draft/  Invoice

D in] Type E BEETE confirmation FInwzLE FeE Final  Mumber
4 121 109 Form& Submitted 10003562020130823112340 23-Aug-201Final 1009

Accident Form  Form WsiB Draft!  Invoice

D 1] Type E S EIE confirmation Pz = 12k Final  Mumber
» 1300 111 Form8 Submit Errors 22-Aug-201Draft 1011
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Beside the Submit Form8 to WSIB button you will see a Print Log button.

8 WSIB Log Report (o] 5 ]

Choose the optional filters to condense the report.

/ Filter by this Patient only . Filter by Date
Love, Amy - Date From Today
24-Jul-2013 -
Date To
23-Aug-2013 -
4 Filter by Submission Success Sort order
@ All Submissions  order by Patient Name
Failed Submissions order by Patient Number
Successful Submissions | Date Ascending

Report Destination

@ Screen Printer Export to RTF Save to File Run the Report

The report offers filter options to assist in locating the information required.

This log is also available under the WSIB menu from the main appointment book.

To determine the reason for a Submit Error choose to filter the response by Failed Submissions.

Fri, 23 Aug 2013 WSIB Submission Log Date From: 14-Aug-2013 Page Nao.
Date To: 23-Aug-2013
Filtered by Patient; Date; Failed Submissions;
Sent Error Date Time Form ID Pat. No. Patient Name WSIB Username Confirmation
W +  Aug 14, 2013 1:53:12 PM 107 18 Llovd. Bradley s2sBCuat1F8
203 Occupation on CLINICAL is not allowed to contain character(s) ‘& . Please remove the character(s).
W +  Aug 14, 2013 1:38:04 PM 106 18 Llovd. Bradley s25BCuat1F8
302 The claim number 12345678 is not valid
W +  Aug 14, 2013 1:19:00 PM 105 18 Llovd. Bradley s25BCuat1F9

301 Login authorization failed

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

Resubmit the form.
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Automobile Insurance

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.

Description COHIP Code  OHIP Fee
[ric1 [Minor Injury Block 1 fwk1-4) | |

WSIB Code  WSIB Fee Adult Student Child
| | | 775.00 | 775.00 | 775.00

Mo Charge Senior Compassionate 1 Compassionate 2
I 77500 | 775.00 | 77500

Compassionate 3  Family member  MVA Unused Unused

| 775.00 | 775.00 | ??5.00| |

U 1 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

*

These Fees may not apply. The fees are being added so that you will know how much is billable for
o 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.

‘Wed, § Jan 2011

Blye Cross 0w 1434

185 Tha Wast Mall Palicy

Etobicoke ON MIC 5P1 Claim: 3485
ATT Stella Wiliams Fila ERETTERS

ON

Last Statement - D5-Jan-2011

Accident Date, 01-0ct- 2010

Statemen 1 of Accoun "

Froen : 08-0ct.2010 to D5-Jan2011
Date Foed Dty Doctor  Descripton CHIPAWEIB Fee  Payment Balance

BALANCE FORWARD 21500
06-Oct-20M0 oo HW 0w
(8- Cer- 2010 oo 00 8500
1-0ct-2010 oo 300 X0
13-0ct-2000 oo 300 500
15-0ct-2010 oo 300 0,00
18-0ct-2010 oo 3500 42500
&-Oct-2000 oo »w Ae0. 0
0ct20 oo 0 495 00
25-0ct-2010 oo 3500 53000
7-0et-2000 oo 300 565 00

om 25000 oo

BALANCE DUE: [(S-Jan-2011  § m.w]

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
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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.

Here is the patient Account Activity screen after posting the Block 1.

Date ‘ ‘F"Ef Date |DEIE ‘Lucatmn ‘Cnde |B|II Code |Type |Status |Pa|d by ‘ ‘ BI”II‘IQ‘ Patlenl| Paymen1|

| [05M02010 DD 1CE CASH Paid 0.00 50.00 0.00
| |osMarz010 DD TA CASH Pad 0.00 35.00 0.00
| [osMarz010 DD TA CASH Paid 0.00 35.00 0.00
| [11110/2010 DD TA CASH |Paid 0.00 35.00 0.00
| [1amarz010 oD TA CASH |Paid 0.00 35.00 0.00
L[1emarzo1a DD TA CASH Pad 0.00 35.00 0.00
| [18M0rz010 DD TA CASH Paid 0.0 35.00 0.00
| [20M0/2010 DD TA CASH |Paid 0.00 35.00 0.00
||Z2mazo1n [B]B] TA CASH Paid 0.00 25.00 0.00
| [25Marz010 DD TA CASH Paid 0.00 35.00 0.00
2710/2010 DD TA CASH Paid 0.00 35.00 0.00
0 oD 1T MIG1 CASH |Paid 0.00 425.00 0.00

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

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

Wied, § Jan 2011

Blue Cross 10 #: 1434

185 The Wiest ball Folioy:

Etobicoke ON MAC 5F1 Claim: 3445

ATT: Stella Williams File S25TT5R5
Patient : Lauren James

5160 Explorer Drive, Unit 30

Mississauga oM

Ly 477

Last Statement : 05-Jan-2011

Accident Date:  01-Oct-2010

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

Date Ref. Date Doctor Description QHIFMYSIB Fee Payment Balance

BALAMCE FORWARLD 0.0o
04-0ct-2010 (1] Minor Injury - Initial Visit 125.00 12500
05-0et-2010 oo Consultation/Examination Q0.00 21500
06-0ct-2010 (1] Adjustment 25.00 250,00
03-0ct-2010 g8 Adjustment 35.00 285.00
A1-0ct-2010 Do Adjustment 3500 32000
13-0ct-2010 (1] Adjustment 25.00 255.00
15-0ct-2010 (1] Adjustment 25.00 200.00
18-0ct-2010 (1] Adjustment 25.00 425.00
20-0ct-2010 oo Adjustment 35.00 460.00
22-0ct-2010 oo Adjustment 25.00 425.00
25-0ct-2010 (1] Adjustment 25.00 52000
27-0ct-2010 (1] Adjustment 25.00 S65.00
27-0ct-2010 (1] Minor Injury Block 1 (nkel-9) 425.00 990.00

Qoo 99000 000

BALAMNCE DUE: 05-Jan-2011 § 353000
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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.

MIG TRACKING SHEET
NAME:
START DATE:
APPROVAL DATE:
Initial Visit | — 5215.00
Black 1 [ I I [ ] ] ]

[ ] 1 I ] 1 ] ]

[ ] 1 I ] 1 ] ] s775.00
SUBMISSION DATE:
Block 2 [ 1 I 1 ] ]

| 1 | 1 1 1| 11 ] ssoo00
SUBMISSION DATE:
Black 3 | 1 | 1 1 1| 11 |

[ ] T ] ] ] ] s22500
SUBMISSION DATE:
Goods & Services | 1 T | 1 1 1 ] 1 s400.00
OCF-24 STATUS & DISCHARGE 385.00

TREATMENT PLAN TRACKING FORM

NAME

START DATE.

APPROVAL DATE.

CHIRO

gooood
000000
gooood
gooooc
gooood
gooood
gooood
gooood
aooooo

..
[ - -
[ .-
[ .-
[ .-
.
(|

0
|
O
0
|
0
0
O
O

prvsio. OO OO0O0O0O0O00O0O00

) N O O
) N O O
(N} N N
rvr - OOOOO0O08000000
OOOOO0O0O00O0O0O00C
TREATMENT PLAN TREATMENT COST

SENT

APPROVED
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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 Billing 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.

= |f 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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CCO Guidelines

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 other’s 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.

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.

100 CCO Guidelines



PATIENT MANAGEMENT PROGRAM

Record Keeping

= |tis 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 dependent upon your records.

B 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.

101 CCO Guidelines



PATIENT MANAGEMENT PROGRAM

PMP offers functionality for emailing patient communication. These email options include:

=  Appointment Reminders. This increases patient communication by sending reminders to patients
informing them of upcoming appointments with practitioners in your office. This function can be used
for single or multiple dates and by single practitioner or the whole clinic

= Appointment Calendar and List. These options are available while booking appointments using F2 -
Add an Appt or from the Patient Information Appointments tab

=  Statements. Statements can be emailed to patients while posting activity, from the Patient
Information Account Activity tab and as a group using the Patient Query

= Merge Letters. This feature allows you to create letters for groups of patients that personalize specific
fields and choose the patients that receive the letters by specific criteria using the Patient Query.

Prior to using email features there is some preliminary setup required. You must turn on your ePMP
program and configure your outgoing email account that details which address emails will be sent from.
You must also edit the existing templates or create new templates of your own that will populate the body
of the emails.

Turn On ePMP

Your computer must be configured start the email sending module named ePMP. This is a one-time setup
procedure.

Go to the Setup menu, Computer Defaults. In the bottom left checkmark This machine only, sends
emails, then click Accept.

Networked offices: Do this procedure on one computer only.

On the Are you sure screen click Yes. Read the PMP Message screen and click OK.

~

p
PMP Message LR T L

) Two things will happen. First, T'll set it so
" that the ePMP server will start
automatically when you boot this .
computer. You will need to answer “Yes" Run As ]
when Windows (UAC) asks for permission
to do this. Second, I'll start ePMP running
in the backg round. (¥) Current user (OCACORP adavidsan)

[IPratect my camputer and data From unautharized pragram ackivity

% Which user account do you want ko use to run this program?

I This option can prevent computer viruses from harming your

computer or personal data, but selecting it might cause the program
to function improperly.

() The Following user:

If you receive a User Account Control (UAC) screen remove the
checkmark from Protect my computer and data from
unauthorized program activity. Click Ok. [oc J[ conce
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A black screen will appear then the PMP eMail Server screen will appear briefly - be patient, it will
minimize itself.

Activity Log |
Welcome to PMP eMail SERVER. This server sends mail which is generated from within PMP.

Emails are sent cne at a time from the queue in the order in which they were created.

Tueaday 2:38:27 pm Queue will be checked once every 5 minutes starcing in § seconds

Server Status Next Queue Check : 10:00 PM
Stopped: - emails sent - Failed emails -

Startemailserver — u
Y

PMP eMail Server will start autematically with the computer.

Click OK on the Startemailserver screen. ePMP will now run
minimized in your system tray and send emails. I

Setup Outgoing Email Account
Go to the Utilities menu, Email. Select Email Accounts Management.

You can set up multiple accounts for sending emails.

'S = ™
e

Outgoing
Account Name SMTP Server Username Reply To Security ~
» smtp.broadband.rogers.c pmptest@rogers.com  |pmptest@rogers.com
‘Yahoo smtp.mail.yahoo.com |ocapmp ocapmp@yahoo.ca Mone

=

] ] [ > ][ 2] ” Add H Edit ][Delete” Send Test Email ” View Test Report ” Email Support ]

'm Qutgoing Email Setui ‘ Elggw
Email Account Name
[Rogers
Account name is a label supplied =
. . . SMTP Server Name by you to describe the email
Click Add to create a new email address or Edit to change | account in a way that is meaningful
smtp_broadband rogers.com for you.
existing information. I Paseword
uﬁe[ Nﬂme ssssssssne
pmptest@rogers_.com
A yellow hint box has been added that assists you in Reply to Address
. . . . pmptest@rogers.com
completing this screen. Click the box to close the hint.
. . Port
Complete the required fields. ¥ Use Standard Port
Port Number
587
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Refer to the chart below for settings for popular email carriers. Please note: The settings below are
guidelines only and providers may have different options.

If you do not see your email or Internet Service Provider (ISP) below contact them for setup information.

Provider Hotmail / Live Rogers \ Gmail Bellnet
Email
Account You choose You choose You choose You choose
Name
SMTP ‘ smtp.broadband.roge ‘
smtp.live.com rs.com smtp.gmail.com smtpa.bellnet.ca
Server
username@h il. . .
@hotmail.c | username@rogers.co L T s
Username | om or m username@bellnet.ca
username@live.com
Use Standard or 25
Port Use Standard or 25 0:287% araor Use Standard or 587 465 (Required)
SSL/TLS Yes (SSL) Yes (SSL) Yes (TLS) Yes (SSL)
Limit 100 per day 100 per hour not defined 250 per day
http://support.microsoft http://support.google.com | http://service.sympatico.ca
Website .com/kb/287604 /mail/bin/answer.py? /index.cfm?content_id=1067
hl=en&answer=13287 &method=content.view

Provider Yahoo Cogeco Shaw MTS
Email
Account You choose You choose You choose You choose
Name
SMTP . different for each .
smtp.mail.yahoo.com | smtp.cogeco.ca . smpt.live.com
Server region
Username | Username username@cogeco.ca | username username@mymts.net
;:‘I)t;iz)ate Use Standard or 465 | Use Standard or 25 Use Standard or 25 Use Standard or 587
SSL/TLS Yes (SSL) Yes (SSL) No Yes (SSL)
Limit 100 per hour not defined not defined Undisclosed
http://www.shaw.ca/ http://www.mts.ca/mts
http://www.cogeco.ca/ . )
Website http://help.yahoo.com web/on/en/residential/ Support/lntemet/Ema!lI/ /Cont.act/support/lnternet
. Email-Setup/Use-Email- /email/
support/faq.php?id=29 Client/

0)

Most email programs have limits on the number of emails that can be sent per hour, day, week,
etc. Familiarize yourself with the limits so that you do not receive rejections for exceeding your

maximum. You may wish to set up more than one account and vary the account when sending

group emails.

Click Save Changes, and OK.
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Once you have completed the Outgoing Email Setup screen click Send Test Email followed by Test. Read
the Test Result. Hopefully your email was successful. If your test was not successful use the error list
below for troubleshooting.

Test Email Errors

Below is a list of error messages that may be received if your Outgoing Email Setup is incorrect when you
use the Send Test Email button:

e Socket error #11001 Host not found — this is incorrect information in the SMTP field. Check the
chart above or contact your ISP/email provider

e Socket error # 10060 Connection timed out — incorrect information in the Port field. Check the
chart above or contact your ISP/email provider

e Access denied — Username or Password incorrect. Check your typing and/or details. Contact your
ISP/email provider

e Arithmetic exception or From Address not verified — some I1SP/email providers will not allow a
different Reply to Address than the User Name. Correct the reply address to be the same as the
user name.

Setup Default Email Templates

Emails sent to patients require text in the body of the email. Templates have been included that you can
customize for your office or you can create your own. You can edit them during the sending process or in
advance.

To create / edit templates in advance go to the File menu, Wordprocessor. Select File, Open. Double click
a template. Email templates names begin with em_.

r 3
i, PMP WordPad EERTel™ >
File Edit View Inset Format Tools Merge
H Aial ~11 ~-@~O~(NB 7 U0NEF v[1'

CwdiW &2ZF o= (ERSNY BEEEESNH@EOL H £
Z|||1|||2|||3|||4\||5|||5|||7|||3|||g|||10|||11|||12|||13|||14|||%|||15|\|17|||13|||]_gw|
«Today»

Dear «Fl RST)}@

Knowing how busy everyone's schedule is we have decided to add offer you a
courtesy email to remind you that you have an a appointment scheduled with DD
Palmer

Please contact the office if you have any questions.

Have a great day!

Palmer Chiropractic Clinic

spine@health ca (3)

416-860-7199

Check out our website at www.chiropractic.on.ca.

10 T g B L Tl B S 4 T3 a2
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Default templates have been included to offer a starting point so you can create emails that are
appropriate for your office. Edit the body of each email template so the information represents your clinic.

1. Toadd Merge fields go to the Merge menu and select Initialize for Patient Merge. You will now see a
merge box in the upper right (1). This is where you select additional merge fields.
Be cautious and don’t overdo it. If you select merge fields that are not populated in a patient’s file the
field will be blank in the email.

2. Merge fields appear with red brackets, i.e. <<FIRST>>.

3. Don't forget to change the office / doctor information.
Click File, Save.

You can make a template for each practitioner with different information. When you select that
practitioner for emails the template will be the default selection - we call this ‘sticky’.

Continue to edit/create other types of templates.

Remember when saving new templates that email templates names must begin with em_.Note: Merge
fields must be enabled (step 1) for templates to email. An error listing “file not a merge file” will result
from templates without merge fields enabled.

Go to the Utilities menu, Email, Email Reminders. Choose the practitioner or Clinic.

The Email Reminders screen has six requirements:

- ™y
[ # Email Reminders by Clinic o 0
oductio 1 4 Apr 2012 b W Zpr 02,2012
Select dates on the right using the calendar. Patients who poniveInEduuBEa Bt

have a confirmed or unconfirmed appointment on the 1 o. 4 5 6 7T
selected days will be emailed a reminder using the email
template shown below. Click 'Send Emails' to add the

emails to the queue to be sent. 15

3
& 0 11 12 13 14

17 18 19 20 21

22 24 25 26 27 B

Selection Filters  (found in patient Info)

29 i 2 3 4 =5

Don't email patients with "Do not Contact”
Only email patients with “email Reminders”

N 8 B oRowe

8 9 1w 11 12

6

6 total appointments. 4 appointments to email

Load an email template (3 Outgoing eMail Account (4
[emﬁReminderDefault.R‘l’F ~T Edit [ MNew ] [Test‘l -
Subject Appointment Reminder (5)

| i

®

«Today»

Dear «FIRST»,

Cancel ] l Send Emails u
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Appointment Date Calendar

Click onto appointment dates on the calendar. You can select one or more dates for reminders.
Consider that you do not want the reminder sent too far in advance. Appointment dates selected
appear on the right of the calendar.

Selection Filters
Checkmark option for patients that do and do not want email reminders. These fields are found in
Patient Information on the Contact tab.

Load an email template *
Select a template to use from the drop down box. These should have been created in advance but if
not you may choose Edit or New to create the template now.

Outgoing eMail Account *
Select an account from the drop down box. This needs to be set up in advance from the Utilities
menu, Email, Email Accounts Management.

Subject *
Type a subject line for your email.

Email Body Merge Area *

This section contains the message that will populate the body of your email. Red brackets indicate
merge fields. These fields will be populated with the patient’s information upon the receipt of the
email. Use the template provided (edited with your office details) or create your own using the merge
fields APPOINTMENTDOCTOR, APPOINTMENTDATE, APPOINTMENTTIME to signify the appointment
details.

Bowrworend won. BN o
File Edit View Inset Format Tools Merge

T il -1 -E-O~-(NB zUNEB=EsE=E = B
DeHe &5 >~ B4y BHEE MM 00Eee =

1 1 I 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 AEI:—DATE 1 1 1

g Polvrn 2o 3vrcd v sorage i For a8 e oGt 101200013 ACTTVE 1190
- | «Today» ADD

- y ADJUSTER

Z APPOINTMENTDATE E
= | Dear «FIRST», APPOINTMENTDOCTOR

- APPOIMTHEMTTIME

ri | Knowing how busy everyone's schedule is we have decided to add offer you a’SEEAgUH?YED

- | courtesy email to remind you that you have an a appointment scheduled with pIRTH

m | «APPOINTMENTDOCTOR» on «APPOINTMENTDATE? at «APPOINTMENT BOUNCEDEMAIL

- BT_CLAIMNO

- . . BT_CODE

= | Please contact the office if you have any questions. BT_CONTACT

- BT_DATE

- | BT_ExT

o Have a great day! BT FILEND

- _ o BT_PHOME

~ | Palmer Chiropractic Clinic ET_POLICYMO

0 | spine@health.ca aEB-BSTE

- | 416-860-7199 oTy -

~ | Check out our website at www.chiropractic.on.ca. CLAIM_NO

- COUMTRY

- DEFAULTACTIVITY

@ DlaG_CODE

z DIAG_REM

- DIAGHOSIS

@ DOCTOR

Z DOMOTCOMTACT

& EHC1_CODE

= EHC1_COMTALCT

- EHC1_DOLMAx

o EHC1_ExT

- EHC1_FILEND

— — — EHC1_FIRSTDAY
' EHC1_FISCALDATE

* Fields marked with asterisks above only need to be set up once; your selection will remain for this type

of email until another option is chosen.
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Email Reminder Notes:

e Only one email will be sent to each patient for each appointment. If you send reminders for a given
day and go back later to send reminders again, patients who have already been sent an email will not
receive a second reminder

e If you select multiple dates or multiple practitioners a patient may receive more than one reminder:
one email will be sent for each date that is within the date range selected and one email will be sent
for each practitioner that the patient is booked with within the specified date range.

e Be cautious; remember your email limits

Click Send Emails.

PMP will now move the group of emails to a minimized program named ePMP that will send the emails.
This program is open in the system tray of your computer, which is located in the bottom right of your
computer screen next to the time. Networked offices should have this program open on only one
computer. This program is not visible and will send the emails as you continue processing other items.

Resend or Do Not Send an Email

PMP includes a checkbox that is available in multiple screens that allows you to resend an email and/or
book an appointment that does not require an email reminder.

On occasion you may want to resend a reminder email that has already been sent. You may also want to
schedule an appointment in the near future where a patient who usually receives reminders does not
require one for a close appointment.

Rules: To send or resend an email, leave the checkbox blank. Email reminders will be sent if this patient
meets the filters and criteria associated with sending email reminders.

If you do not want to send an email put a checkmark in the checkbox.

The email checkbox can be found five places:

1. the Edit Appointment Information screen. This screen is available when clicking an appointment from
the appointment scheduler.

2. the Patient Information Appointment tab (not editable). Locate this screen from the Patient
Information file on the Appointments tab.

3. F2-Add an Appointment screen. Locate this screen by pressing F2 from the main screen or Patient
Information, Appointments, Add an Appointment.

4. Make an appointment in this timeslot screen. Find this screen by clicking onto an empty timeslot on
the appointment scheduler.

5. Edit an Appointment screen. This screen is available from Patient Information, Appointments, Edit an
Appointment.
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185, Add an Appointment - Anne O'Connor  (97) =
Doctor of Record Location 00 15 30 a5 |LastVisit  First Visit
Daniel David Palmer, DC #1234 Main Clinic 5 18-0ct-1956  30-Dec-1994
Doctor for this Appointment &
. . . - 8
Using the F2 — Add an Appointment function | TipesfAwoinment - Soe 2
N Balance Type Cat.
. A Comment Unconfirmed 1
now offers the option of emailing an , - o EEEE s [§ 000 can !
. . Date Time  Arrived — Patient Comments
appointment calendar or list once o501z 12:% o z Thcs a conment. Ths s
. # ez r 4[5 8] 3 camment.
4 Yon T BERTR i B
appointments have been scheduled. il A T s
1 ) Horizontal
4 5 6 7 8 9 10 B 7
12 13 14 15 16 17 e @ Vertical !;
18 19 20 21 22 23 24 s Room 10
25 26 [27 28 Y 30 3 11
1 2 3 4 5 & 1 @
List of Appointments | Dr. D.D. Palmer
Exam ‘
12:30
12:45 [Adrienne Linton J[Amy Love [ 1veil Love
1:00pm Amber May
1:15
[IPrint List []Print Calender 7] Email List ["]Email Calender [ Add another Appointment | [ Finish_|
Patient Information 18 - Alexander Lioyd
Email Calendar and Email Appointment List

Info 1 Info2 Pop Ups Health Comments Bill To IAppolmments Account / Activity WSIB_ WSIBforms  EHC MVA

buttons are also located on the Patient Date Time  Sttus Dr |Location |Appointment Type | Comments E
- . . Thu.02-Jun-2011 10:45AM  Missed DD 0
information Appomtments tab. Tue,13Mar2012 | 1045AM  Done DD 0 Walk-in
Tue,13-Mar-2012 10:45AM  Done DD 0 Walk-in E
Tue,13-Mar-2012 12:00 PM  Confirmed DD 1 Massage Therapy 30 m
» Wed 28-Mar-2012 1:30 PM Confirmed DD 1 Adjustment

If your patient does not have an
emall address n thelr patlent Save ||Cancel E][J Edit Comment” Delete all PendmgAppmmmems]

information a box will appear asking for one. No. of Vists _First Visit Hext Visit Siatus
P . . . 99 16-Dec-19%4 13-Mar-2012 28-Mar-2012, Wed 01:30 PM __Cunfirmed
Type the email in and it will be stored in the ‘

) . Add an app, Same time next Week [ Book Multiple ] [ Print Calendar ]
patient file for future use.

b

Same time next Month ( 28 days )
[ Email Calendar ] [ Email Appoi List ]
Send this patient to CW Search for a Patient by
Save || Cancel | [ MewPatient | [ "] [estname] [Number | [First name]

Continue

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

The Email Appointment Calendar and Email Appointment List screens offer similar options to the print
choices.

8 Email Appointment Calendar for patient Marie Marshall =8 g
_ Theea (. will appear on the Calendar Select a Comment 2
#, Email Appointment List =|E Fee Increase
— Hauaiian Day |
Report Criteria Reminder E
Date From Select a Group of Appointment Status's
05/04/2012 - 1 All Appointments m
D:
ate To U firmed and Confirmed A
05/10/2012 -
) Missed, Postp and App I8
[7] Show Comment (©) Completed Appointments rint
r Months © Six Months ) As Needed Don't email patients with "Do not Contact”
on't email patients with "Do not Contact”
Outgoing eMail Account
Load an email template Qutgoing eMail Account Testi T

em_AppointmentListDefault.

Subject Spinal Health Appointment List|

«Today»

Dear «FIRST», | ave attached a calendar view of your appointments scheduled at Spinal Health Associates.

As a courtesy we have attached a list of your appointments scheduled at Spinal Health Associates. all or email Us if you require a change of date. Cancelled appointments require 24 hours notice

Send Emails

Please feel free to call or email us if you require a change of date. Cancelled appointments require 24 hg

Cancel Send Emails | B
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The ability to email patient statements appears in 3 locations:

1. On the Patient Activity screen during

posting

2. On the Patient Information Account /

Activity tab

3. On the Utilities menu, under Email, Email

Statements using Query. This is a group

statement option.

Patient Activity
Treating Doctor
Daniel David Palmer, DC #1234
Location
Main Clinic
Code  Description Total OHIP/wsib Patient
»A Adjustment 35.00 0.00 35.00
Payment Type
e, — | Visa b
efault Code
o Default 35.00 0.00  35.00
Payment Amount Pay this Amount : H
e — m Print| Email
one 000 Payment Type BE{:‘EI F't I:l
oday's Fees 35.00 Visa - D . %
[# H
ccount Balance 35.00 Print| Email §tﬂt&m&ﬂt 3
elated Balance 0.00 Receipt ]

) Preset Payment
©Dr. No. 1

Saiement gl Last Statement Date
13-Feb-2012

:

Patient Information 1646 - Brenda Licyd

Infa 1 Info2 PopUps Health Comments Bill To Apgoinimenis E;cuunl!AuivﬂyI\';‘SlD W3lBforms EHC  MVA

Date Ref Date Doc  Location Code  Dill Code Type Status Paid by Dilling| ~ Patient Payment =
[d15003r2012 oo 1A CASH |Paid VISA 0.00 3500 35.00

] Delete|| Edt | Pending < Biled || J Edit Comment| Prind Rocespt
| View all Doctor balances

Tenal Dr DD DrlH e BP  Dr AS

0.00 0.00 0.00 0.00 0.00

) pament Date  Prosed Payment  OHIP Balance  WSIB Balance

Actmaty | | Statement || Emal Statement | 13-Feb-2012 - 0.00 0.00

(Sund fhis gadient 1o CW)

Search lor a Patient

by
Cancel | [ MewPatiot | [ *] Lastname| [Mumber | [Eirst name| | Qther | [ Continua |

Press F2 to add i or press FLO te pi acthity

Utilities | Help

Edit Date i

Email » Email Statements using Query
Systemn Info Ernail by Patients (merge)
Activity Date Ernail Reminders

Activity Location Ernail Queue Management

Patient Export by Doctor
Patient Export by Office
Patient Export to CW
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All options will open the following screen. Note: Group statements will offer the patient selection option
prior to opening this screen.

- N
£, Email Statement for Daniel David Palmer, DC #1234 [ESREEN

Introduction

Select dates for the statement on the right. lick "Send Emails’ to add the statement to the queue to be sent.
Optionally, you may include a comment to print on the statement.

1 itement Criteria

prete Fi Date T lude activity ONLY fi th Doctt
rom ate To nclude activity rom these seloct a Comment "
14/02/2012 ~ 15/03/2012 - Fes|
ee Increase
Comments .
( 3 ilHohdays =
Provincial Licence #

Prompt Payment
vy

Load an email template 4 Outgoing eMail Account ( 5

Iem_DDST.atemenLDefau\LRT v]T Edit ][ New ] [TesH -

Subject Chiropractic Statement 6 '

@

|c<T0day»
Dear «FIRST»,

Please find attached your account statement.

Cancel ] [ Send Emails

1. Date From/ DateTo
This area controls the dates on the statements (same as existing print statements).

2. Include activity ONLY from these [Doctors]
Choose transactions to put on the statement that were done by these doctors only (same as existing
print statements).

3. Select a Comment
Choose a default comment or type your own (same as existing print statements).

4. Load an email template
Select a template to use from the drop down box. These should be created in advance or choose Edit
or New.

5. Outgoing eMail Account
Select an account from the drop down box. This needs to be set up in advance from the Utilities
menu, Email, Email Accounts Management.

6. Subject
Type a subject line for your email.

7. Merge Letter Area
This section will populate the message body of your email. All text between red brackets are merge
fields. These fields will be populated with the patient’s information upon the receipt of the email.
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This is a great new feature that allows you to create letters to groups of patients that will personalize
specific fields and choose the patients that get the letters by specific criteria.

You can create recall, new patient, new office information, orthotic reminders and birthday letters, to
name a few.

Start by editing / creating the template, details on page 105.

-
i PMP WordPad

File Edit View Insert Format Tools Merge

T dial -1 ~-m~O~[NB rUNEF=
e &5 © By Sy =
gl||1|||2|||3|||4|||5|||6|||".I'|||3|||g-|||1|j|||11|||12|||13|||14|||

r

«Today»
Dear «FIRST»,

We've missed you and hope you are doing well!
Your last visit to our office was «LV_DATE»_

Please contact the office at your convenience to schedule a check-up appointment.
We'll be happy to see you!

Sincerely,

Spinal Health Associates
123 Victoria Street
Toronto ON M5C 2N8
416-860-7189
spinedocs@hotmail.ca

£ T T T T O T ™ Y O = Y e O s RO O A O

Save the template with a filename starting with em_. For instance: em_Checkup.
Close out of the wordprocessor.

Go to the Utilities menu, Email, Email by Patients (merge). Choose the practitioner or clinic. Click the
button Fill the List using Patient Query. You will now be in the Patient Query screen; you may have seen
this screen before under the Reports menu.

Click on any Checkbox to include that Criteria in the Report

|| Birthday, month <= 15/03/2012 =[] Statements do NOT go to Patient -
[T Patient Category ~ Adult - [CIFlag  Please Setup Flags! -
[ First Visit Date == 15/03/2012 v [CIFlag  Please Setup Flags! -
[T]First Visit Date <= 15/03/2012 - [[|Flag Please Setup Flags! -
[ Last Visit Date == 15/03/2012 v [[|Flag Please Setup Flags! -
Last Visit Date <= 15/03/2011 - [[IFlag Please Setup Flags! -
[T Next Visit Date »= 15/03/2012 - [[IFlag Please Setup Flags! -
[T Next Visit Date <= 15/03/2012 v [IFlag Please Setup Flags! -

[[INext Visit Status Unconfirmed  =| [|Flag Please Setup Flags! -

[] Only Active Patients

[7] Only Inactive Patients

[ Diagnostic Code  C01
[ Postal Code (partial)

has Email

Remove all Checkmarks
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This is where you select the patients who will receive the email based upon certain criteria. The recall type
letter we are using above will require us to select patients that have not been in the office for a certain

period of time.

Place a check mark beside Last Visit Date <= (less than or before) and type in a date. This date should be
at least three months ago so that you are not capturing patients that have been in recently or have an

appointment booked.

Place a check mark beside has Email and one beside “Do not Contact” is NOT checkmarked. Click Accept.

Using query fields to define and choose appropriate patients:

Many items that are available in the query are fields that exist in the Patient Information tabs. When using
the query for email it is important to consider the use of some fields that will define and accurately choose
patients for the communication being sent.

The table below shows selections we suggest you consider when using the query.

Field:

Why:

has Email

does NOT have Email

Phone Reminders is
checkmarked

Phone Reminders is NOT
checkmarked

Email Reminders is
checkmarked

Email Reminders is NOT
checkmarked

Do not Contact is
checkmarked

Do not Contact is NOT
checkmarked

These patients have an email address on file. You should check this option
to include only patients that have an email address.

Use this option to find out who you need email addresses for

These patients would prefer a reminder phone call

Patients that do not want or did not specify that a phone call reminder is
preferable

These patients would prefer a reminder email

Patients that do not want or did not specify that an email reminder is
preferable

These patients do not want to receive contact from your office. NOTE:
Contact your accountant or bookkeeper regarding patient privacy when
contacting a patient about an outstanding account balance

These patients are okay to receive contact. To protect your patient’s
privacy you should always choose this option to eliminate patients that
request no contact
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The email system has a Queue Management section that lists all emails. It is found under Utilities, Email.
This area offers the option to view all emails that were, or are ready to be sent. The Status column
indicates the outcome of the email.

You can filter this report by All Records, Failed, or Sent.

Queue
# Job |Patient Type Date Time Status Reason Failed e
b 3 4 Reminder 10-Apr-2012 11:58 AM  Failed Access denied
93 35 1 Reminder 10-Apr-2012 11:58 AM  Failed Access denied
B v
Ll s » || Retry || Delete | Deletethis Job || Delete entire Queue || Edit Failed Email |
() All Records @ Failed ©) Sent
Failed

Use the Failed filter to locate any emails that were not sent due to errors. Click onto a failed email and
select the Edit Failed Email button.

This screen is meant 10 ghve you an opportunity to comect a problem that First Name
caused 3n emal to fad 1o be sent. You can change the amad addrass and | or Agnes.
the oubgomyg emaid sccount lowards this gosl The Patient Information portion

containg patient cantact information. f you are baliewe you hawe camactod the Last Nome
problam than check the Fetry Sandng checkbox, and the amal server will iry Seale
again on it's next pass through the quese

Subject  Appuiniment Remndes

Mossage Type  Remindss :“"‘ Mombers
Message Status (905) 63847232
Reason Falled  Access denied Work - Ext

= Ex
* Email Address (To)  asoalo@@hotmad com 2
Outgoing Email Account [ccspmpgiyshoo ca B . Ed
Retry sending  [21[]
* Please note thot changing the email addiess here changes the email in PUP. [ comcel | [0k ]

Click Retry sending to resend this email.

If you make changes to the outgoing email account you will need to re-select the account to
== update the email with the new settings.
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Emails Not Being Sent

If you have emails that have a status of Ready to go that have a date before today your ePMP program

may not be open.

i Queue Management

P

#Job Patient Type Date Time

1 Statement 19-Jun-2012 3:15 PM

1 Reminder 19-Jun-2012 3:15 PM
5 Reminder 02-Jul-2012 12:59 PM
10 Reminder 02-Jul-2012 12:59 PM
51 Reminder 02-Jul-2012 12:59 PM

51 Appointment List 02-Jul-2012 12:56 PM
51 Statement 02-Jul-2012 |12:55 PM

MW s e o
SN W W e ;

Status

o6 Appointment List 15.Jun 2012/3-15 PM_Ready togo |

Reason Failed

Ready to go
Ready to go

Sent
Sent
Sent
Sent
Sent

m

The ePMP program can be found as a blue icon with the letters “eM” in the system tray in the bottom

right of your computer screen.

Depending upon your computer’s settings, locate the icon directly on your system tray
(figure 1) or from within the Show hidden icons screen that opens when clicking the up

arrow (figure 2).

Figure 1

>

- B = P70

N €—

Customize...

Figure 2

If the icon is not visible in the system tray the program may have been closed. Refer to page 2 for

instructions to turn ePMP on.

Email Log

The Email Log is a report that can be filtered to determine the history or status of email. This report will
assist you in troubleshooting the status of emails.

Choose the optional filters to condense the report.

B i . W

["]  Filter by this Patient only

[Besenye\,Adam

Filter by Email Success Filter by Email Type
© All Emails [] AppointmentList
(© Failed Emails [T Calendar
@ Sent Emails [C]Patient Merge
@ A
[] Statements

Report Destination
@ Screen

Save to File

) Printer ) Exportto RTF ©

-:--El-g
Filter by Date
Date From Today
01-Apr-2012]
Mon, 16 Apr 2012 Emall Leg Date From: 01-Apr2012 Page Mo, 3
Datd Date To: Th-Ape- 212
Fitored by Email Type: Reminder. Statemant
16-Apr-2012 Date Time Mail D Par. No. Patient Hame Account Name  SMTP Sorver Name Email User Name
Apr 10, 2017 S 1859 FM 102 17 Choiniers. Alexandes Ofice smip broadband fogers com  pmptes@rogers com
email  Statement 1o ljames@chirpeactic on ca sant
Sort order 3 3, . .
Agr 10,2012 £:19.00 FM 103 A0 Patlon, Alison Offce smip brosdband togers.com  prplest@rogers com
email.  Statemern to Llames@chiropractic on.ca st
Apr 10, 2012 £15:01 FM 104 54 Love, Amy Ofice smép broadband rogers com  pmptest@rgers com
mail Statemant to llamesi@chiregractc on.ca sant
@ order A 10,2012 419.02 PM 105 63 Pinik, Andrew Offce smip broadband togers.com  prptest@rogens.com
B Timal Statement to Liames@chiropeactic on ca sont
Apr 10,2012 41903 PM 106 75 Love, Neil Ofice smip Woadband regers.com  pmptestEroges.com
emal.  Stalemert to ames@chiogacte on ca sent
A 10, 2012 £19:04 FM 107 87 Fink fAnn Ofice smip broadband fogers com  pmptes@rogens com
email  Statement 1o Llames@chiropractic on ca sant
Agr 10,2012 £:19.05 FM 108 B8 Marshall, Mane Offce smip brosdband togers.com  prplest@rogers com
email.  Statemern to Llames@chiropractic on.ca st
Apr 10, 2017 £Z3ATFM 109 1 Linton, Adrienna ocapmp@yahoo. smép mail yahoo com ocapmp
mail Statemant to llamesi@chiregractc on.ca sant
A 10,2012 42318 PM 10 B1 Kee, Sasha ocapmp@yahoo. smip.mail yahoo. com ocapmp
email Remindes Lo ljames@chiropractic on ca sont
Apr 10,2012 £2Z319FM m B8 Marshall, Mans ocapmpg@yahoo. smip mail.yshoo.com scapme

emal Reminder to Llames@chinoprachic.on.ca
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mobilePMP

This feature allows your PMP schedule to be accessed remotely. This feature will be introduced in phases.
At this point you can view the next two weeks of your appointment scheduler in your web browser or on
your smartphone, view the appointment specifics, and send an email to booked patients.

This feature should be setup and used by the treating practitioner ONLY. Safeguarding patient
privacy and security must be considered when viewing patient information online.

There are 3 required steps for the setup:
1. Register for mobilePMP
2. Create your username and password
3. Turn on ePMP (if applicable), the program that uploads your data.

Go to the Setup menu, Doctor Defaults. Pick yourself from the list of practitioners and select Edit this
Doctors Defaults. Select the mobilePMP tab on the left.

Read the screen.

Personal Info mobilePMP offers the ability for practitioners to view their appointment schedule fram any location and
device with an Internet connection and web browser. Your schedule is accessed with your usemame
and password.

Appointment Book
NOTE: This feature should be setup and used by the treating practitioner ONLY.

Upload Details:
- Only patient name. priority phone number. email address and appointment details are uploaded.-
Once activated PMP will upload your schedule every 15 minutes.

- Your view will be limited to two weeks

Statements - Appointments cannot be added or edited

- Schedules appear in 15 minute intervals only. Practitioners utilizing 5, 10 or 20 minute intervals with
have their appointments appear in the closest, earliest time-slot.

Patient Defaults

SHiche Office of the Information and Privacy Commissioner (IPC):

Information with respect to privacy laws and regulations can be viewed at the IPC website at
www ipc on.ca See also IPC Fact Sheets available at such site, including:

Activity - Health-Care Requirement for Strong Encryption http:/fwww.ipc.on ces/fact-16-e.pdf
- Wireless C Technologies: Privacy & Security

http:/fwww ipc_on R: ip-1fact_14_e pdf

Receipts - Encrypting Personal Health Information on Mobile Devices

hitp:/Awww.ipc.on.calimages/Resources/up-4fact_12_e.pdf

- Health Infc Custodians Working for Non-Health Information Custodians
http-/fwww.ipc_on R: fact-11-e pdf
mobilePMP

Manage mobilePMP

Click Manage mobilePMP.
Read the Terms of Use. By clicking ACCEPT you signify your acceptance of the terms.

Once you select ACCEPT you will be offered the Register for mobilePMP tab which requires your email
address. This is used by the support team for mobilePMP communication only. Type your email address
and click Register! Your request is sent to mobilePMP and your registration is now ‘pending’.

You will receive an email confirming your registration once you have been registered.
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Your next step is to setup a username and password. Return to the Setup menu, Doctor Defaults. Pick
yourself from the list of practitioners and select Edit this Doctors Defaults. Select the mobilePMP tab on
the left. You will now be positioned on the username and password tab. Type in the required fields.
Usernames and passwords are NOT case sensitive. Passwords must include a combination of letters and
numbers.

Click Set Username and Password.

Your first step is to click on the tab Register for mobilePMP_ This will automatically upload your request ta mobilePMP. You
only need to do this once per practitioner. PMP support will send you an email once your registration has been accepted.

When you receive the email, retum to Manage mobilePMP and create your Usemame and Password. You can change your
password as often as required however your usemame is permanent and cannot be changed.

Register for mobilePMP Your username must be at least 3 characters long and your password must
be at least 8 characters long with at least 1 letter and 1 number. They are
not case sensitive.

L

Create your Usemame and P: rd
Password Confirm Password
Change your password
Change email address
Set Usemame and Password

Jun 12 8:49 AM: Status Check: You are approved. Select your Usemame and Password.

Close

If you are utilizing PMPs email features you have already completed this step.

Your computer must be configured start the email / mobilePMP module named ePMP. This is a one-time
setup procedure.

Go to the Setup menu, Computer Defaults. In the bottom left checkmark This machine only, sends emails
and/or mobilePMP, then click Accept.

0 Networked offices: Do this procedure on one computer only.

On the Are you sure screen click Yes. Read the PMP Message screen and click OK.

r;"_uu As m]

% ‘hich user account do you want to use to run this program?

If you receive a User Account Control (UAC) screen @) Current user (OCACORPladavidsan)
remove the CheCkma rk from Protect my Computer and []Protect my computer and data from unauthorized program activity
data from unauthorized program CICtIVIty Click OK. This option can prewvent computer wiruses fram harming your

computer or personal data, but selecting it might cause the program
to function improperhy.

() The Following user:

814 ] ’ Cancel
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A black screen will appear then the ePMP Server screen will appear briefly - be patient, it will minimize
itself. Click OK on the Startemailserver screen.

N . =
Activity Log

R s e e
e e e e e S il
e e Sl e e e e

Server Status Next Queue Check : 1000 PM
Stopped: ‘emails somt Failed emails.
[ Slop processing Queue.

ePMP will now run minimized in your system tray and upload your schedule every 15 minutes.

mobilePMP can be accessed from any device with an internet connections and browser. On your device
access your browser and type www.mobilePMP.com or www.mobilePMP.ca into the address bar.

You will be presented with a Login screen. Type in your private information and click Login.

Welcome to mobile PMP
Username: Loussl
Password:

Please note:

1. mobilePMP will become inaccessible
after 5 minutes of inactivity and you
will be prompted to login again.

2. two weeks of appointments are
viewable.

3.  mobilePMP will display 15 minute
intervals only. Practitioners utilizing 5,
10 or 20 minute intervals will have
appointments appear in the closest,
earlier timeslot than the 15 minute
increment.

Terms of Use

Can't remember your password? Click
email password to email your password to
the email address that is registered to that
login ID.

Your schedule will now be visible.
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Use your pinch/zoom features on your mobile device to enlarge or shrink the screen.

& u k& w NPR

o
9:00am
9315
9:30
9:45

10:00am

10:15 lBemammKuba» IScon Sage

10:30 Paul Potts

10:45 Eric Weston

11:00am Bradley Lioyd | witiam Greas

11:15 [Steven Clapperton IZachalv Cargis o sms s w

11:30 Peter Besington

11:

Days of the week starting from today

Arrow button to move the schedule to the following week
Named columns

Appointments scheduled

Breaks and custom colours are visible

Appointment details. Click on an appointment to view the details. This includes name, patient number,
email address, priority phone number, and appointment details.

Keep in mind:

e Due to security guidelines mobilePMP will become inaccessible after 5 minutes of inactivity
and you will be prompted to login again

e You can access the next two weeks of your schedule only

e mobilePMP will display 15 minute intervals only. Practitioners utilizing 5, 10 or 20 minute
intervals will have appointments appear in the closest, earlier timeslot in the 15 minute
increment.
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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.

‘JA You must do a PMP backup before continuing with this process.

Access PMP Security from the File menu, Security.

Patient Reports Manitoba WSIB  Setup  Utilities  Help
Security 4 Login
WordProcessor Profiles § [
Exit Users
T 00am Change Password :
E:1K

The profile is where 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.

1h Security Form (ol x|
= o | _ =§§| Click the Expand Treeview icon to show the
B Sty :I_I:HW_I_I? X detailed PMP menus.
Fnf Profiles
~ Users 'l
‘g Change Passward Mew Securty Profile . . . .
o WeordProcacn || Tocreate anew profile simply click on a menu item
e .
o Est File that you wish to control access to and choose Not
Bl Patient Security Level—————— . .
Y VP DR Lt & Hlowed Allowed on the right. Continue to control access for
¥, DecorS Aty and Faymen  Bllowed with Passiord . .
) B Pl feaion e other items using the same procedure. Once you have
e e meni Lt Mot Alowed Monis | completed selecting menu items for this profile type a
- Prirt Patient &ppointment Calendsr o V's'ble_ '_J"'tG'aPEd . t th N S -t P f.l f. Id Th
Y Fim Pt Pt o D  Notvisie name into the New Security Profile field. The name
- Edit Duty Dostar . .
M should be logical based on the level of security and
B+ Reports . . .
g.{'bfminde,mecaus not the user name, i.e., Part time staff or Office
Remindsr List
PV piiiaiting : manager.
4l _ | _>l_I
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H Click the Save Security Profile icon.

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 complete. Your profile has now
been saved.

ﬂ

i J & change in wour security setkings has occurred,

ou will see this message repeatedly until all items are added
If this is an update ignore this message and select Yes
Dkherwise, please call suppaort

To edit or view existing profiles click the down arrow under Security Profile. Click the profile you wish to
edit or view.

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.

This is where you will find a list of all individuals utilizing your PMP. You can add, delete and assign profiles
in this screen.

To add a new user click Add. Type the new user’s initials, first, and last name into the fields provided. Click
the down arrow under Profile. Choose the profile appropriate for this user.

=10l
|« | e | e | add [ oetete| Edit | see [cance| e |

Browse |me |

| It | First |Lasl |F'n:|fi\e |F’rimaryD ochor ;I
LP Lz Pridham Rick
M Shebl

o The field User allowed access to these Doctors has been disabled and is not required.
Lta

Click Save.
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To edit a user click the users name and the Edit button. Make your changes and click Save.

=1l x|

|« | | = | add |Delete] coi | Save [cancel| e |

Biowse Fom |
m;li

First Haroe [
Last Hame: [

Lo ) nes o

R = O, Alen Gchweizer, MT

BE = D Bergamin Fiesce, DL
= Dr. 0.0 Palmes. OC
LH = Lonmed Haedy, MT

[=]

To delete a user click the users name and the Delete button. Click OK. This user will no longer have access
to PMP.

The login screen allows you to change the user and is where you assign passwords to new users.

i PMPW Login Form x|

Login Id I

Pazsword I

ak 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 using their ID and password. If Cancel or the close button is selected PMP will close.

W
Q The shortcut to open the Login screen is F8.

The Change Password area allows you to add a password or change an existing password.

i PMPW Login Form x|

Login |4 ||_J

Pazzword I

Confirm Paszword I

OF. I Cancel |
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To add or change a password you must first have logged in as the user whose information you wish to
change. When you open the Change Password screen the user’s 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.

AL Passwords are case sensitive

To change the password for a specified user, go to the File menu, Security. Choose Login.

(4, EMPW Login Form =5

Loginld gg

Passward oo..oo..ol

| ok ” Cancel l

LS A

Login as the user whose password you are changing. Click OK.

("4, PMPW Login Form [ |

Loginld |Fg

Pazsword

Confirm Pazzword

| QK I[ Cancel

Go back to the File menu, select Security. Choose Change Password. Type in the new password on both
required lines and choose OK.

[ 48, PMPW Login Form L= ]|
Login Id |5
Pazzward Ir]nfcrrrnat'll:»n u
Eonfim Password @ Congratulations!!!
E " Your password has been successfully changed.

You should now see a Congratulations!!! screen.
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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

-

L

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

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

Thu, 07-Dec-2008 Account Edit Journal - by Date Page 91
Service Dates from © 01-Apr-2000 to 07-Dec-2006
Pat. No. Doctor Date Code Billing Code Bill Type Paid By Status Billing Patient Payment
AB-RER-ZO06: 02 37 P User Y Beeors Bl on o Patient paid after posting. L)
Before 742 DD 18-Apr-2006 A Cash Paid 0.00 30.00 0.00
After 742 DD 19-Apr-2006 A Cash WIS A Paid 0.00 30.00 30.00
EEER-200E 02 B PRCLRM T FEtard DElgtE TN Posted to dad instead of son. L
431 DD 18-Sep-2006 A Cash CASH Paid 0.oo 30.00 30.00
1 [ 2006: D2 52: Fhi:: Liser-* 1 RIS Patient na langer WSIB. L)
Before 1621 DD 18-5ep-2006 A w101 W58 Pending 19.26 0.00 0.00
After 1621 DD 18-5ep-2006 A [ | [ash ] Paid || 0o0] [ 3000 0.00
BSEEH200E D30T M e BAIANCE BU I Balance change as per Dr. DD's. direction. LJ
1621 DD The Balance Due is now $0.00. Or. "DD"s balance changed from 30.00 by -30.00 to $0.00
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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.

15: 8020060257 P st Regard Bdit

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 742 0D T9-Apr 2006 A Cash Paid 0.00 0.0 000
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, Utilities and Housecleaning

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

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.
x|

DalIyBackupl Monthly Backup | Restore I

Backup using ..
’7(3‘ Drive A: " Other | _I

You may run a 'Daily Backup' while PMP is in use. 'Daily backup' will first
create a backup of the Firebird database on the server. When this succeeds,
a compressed version will be created on your hard drive. The 4 most recent
daily backups will be kept on the hard drive. The data will also be backed up
onto either the floppy diskette or the location specified by "Other”. Any data
on the diskettes will be automatically erased

‘Daily Backup' will backup your entire database not including the Report,
Letter and Submit directories.

Always check that the Drive light is out before removing diskette,

Start Daily Backup

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

Monthly Backup contains your patient data, generated report data, and the Report and Letter directories.
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PMP allows backups to be created to any specified media. Click the radio button beside Other to select another
media.

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

Select a Directory in which to backup PMPw

'Y My Computer -
_ﬁ. 314 Floppy (8:)

e LOCAL DISK (C)

b CD Drive (D)

E laurend on 'ocasryr’ (G2

S# company on ‘ocaseer’ (H: | 4
4 3

Falder: I CD Drive (D:)

Make Mew Folder | ok I Cancel |

4

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

Monthly backups should be created:

= ona 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.

= PrPw SOL Backup v 2.0.0.0 x|

Daily Hackupl Monthly Backup  Restore |

Restore From
1 c:\PMPw\data\Backup\BD070619.zip (05 ME)
" 2 c:\PMPw!\data\Backup'\BD070618.zip (7.2 MB)
Daily backups
3 not available
= 4 not available

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

Monthly backups

" & not availahle

7. From Floppy Drive A: (insert last cisk first)
& §. Other|CAD ts and Setiingsiljam ...|

Restore To
& Live Database © Test Only | Start Restore

| Restore CriDocuments and Settings|ljames\DeskioplBackupsiBD0T0S524. 2ip ta 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,
# 8. Click Test Only and click Start Restore.

Please Confirm ]

Ly oo wou wish to Restore using the file

Y "o\ PMPwData\Backop\B0091118, zip" 7

You are asked if you wish to restore using the file BD111118.zip or BM1191118.zip.

The file name is created as follows: BD stands for Backup Daily, BM stands for Backup Monthly. 111118 stands
for year 2011, 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 backups can be automated to reduce the risk of inconsistent backup procedures.

The recommended media for this task is a USB stick. Have a least two sticks. These drives should be
interchanged on a daily basis. If you consider a case of theft or fire: the USB or flash drive would be left in
the computer that was removed or destroyed. Daily changing of the drive will reduce the risk of lost
data.

% PPy SOL Backup v 4060 x|

[ Daity Backup | Manthly Backup | Restors |

Backup using ..
| © Dilve A: & Other [GASceduled backupsi =

You may run a Daily Dackup' whils PMP is in use. Daily backup' wil frst
create a backup of the Firebird databaze on the server, When this succesds,

Open the PMP Backup. Select the location for where your 3 corpsssed verion il b crastd on your hacd dre. The it recans
. } . danly biackups will bir kopt on the hard dro: Th dmauelm b backed up

backups will be stored. Click Start Daily Backup. When the s ey el eyl

backup is finished close the backup screen. b M e e N

Alweays check that the Diive light is aut before removing disketie.

Start Daily Backup
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Click Start, Control Panel, BT
. File  Action Wiew _H-elp
System and Security, |= =@ EE
Administrative Tools, Task o g TR =
W ; Connect ta Anather Cemputes... i
SChedUIer' | L Yo can use Task Schedule to create and manage commol | @] Craste Basic Task.. - !
_ ‘ﬂ‘::‘n;‘:::.mi_nllxlﬂyillvlullr\rul\pr!ly.'loh M e i Tuaic 1
Tasks are stored in falders in the Task Scheduler Library. To view or perfonm an openation |_ = ImpertTeaks
on an mdeidual task, select the task m the Task Scheduler Library and chick on a i [ Display All Running Tasks
- st R ] Ouable Al Tasks Histury
l‘t’n\m '] AT Senvi onfigurati
Status of tasks that have started in the follawing time period [Last 24 hars - View »
Sumemary: 15 total - Lrunning. 13 suceedsd, § stopped, Lfaled il | : T:'l'_‘*'
. If you are unable to locate Administrative tolls you do no t have user rights and will need an

L administrator to log in to complete this task.

Create Basic Task Wi
E Create a Basic Task
Click Create Basic Task.
Use this wizard ta quickly schedule a common task, Far mare advanced aptions ar settings
ET— such as multiple task actions or triggers, use the Create Task command in the Actions pane.
. Action Hame: PIIP Daily Backup
Type a name for the task into — .
Description:
the Name: field.
Create Basic Task Wi
'@ Daily
Create a Basic Task Start 13/04/2000 [~ 100000 T |5 [T Synchronize acrass time zones
. . . . Trigger
Click Next. Click Daily. Click Next. I T
Recurevern: 1 days
Action
Finish

Choose a start date and a start time for the
automatic backup. Click Next.

'@ Start a Program

Create a Basic Task
Trigger Program/script:

Select Start a Program then Browse. |A('f;'f _}—DE

EECTITTTCN A wgumentsopional

Finish

Start in {optional):

|+ Computer b Local Disk (G » PMPw b Programs » Search Programs »
Double click Computer, Local Disk: (C:), Grnne Nenia LA
&y Local Disk (C9) S Tmp3 ¢ GDS32.DLL
PMPw\Programs. L ILe S Clo= N
4! SWINDOWS.~Q Oz ] msvepTL.dil
1. Backup 2z [28] msver7L.dll
. ) 3z FPMPsBkUp.exe
Locate and click PMPsBkUp.exe, then ) Downlozd Qem T
L. Intel Q5= B PMPUTIL
0pen. 1L LETTER (6= & | PMPwBKUp Ini N
1. Manitoba Testing =z || PMPwBKUp.log
)i moH L i PMPwL.exe
1. New Folder (a0 B PMPwS.exe
1. Perflogs |_|bugreporttt x| psini
L PMPw T cBDEexe ] rsini
L. Data @EacConvertSexe Y RVA000.2xe
Bes|de Add arguments type daily |- Programs CSE(‘E}(E _Bsavmvmcaexa
1 Tmp3 Ed.cov T sQlfixexe
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Beside Start in type C:\PMPw\Programs. e ==
ﬂ Srart a Program
CliCk NeXt. Create a Basic Task
Tiigatt Proguaan/espt:
. L. M:': PP Pragran PHPEUp e [ Bowse. |
Click Finish. lmm_ s et > -
Ky Seart in faptional): ﬁ RTTYT —

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

_+6PMP for Windows Utilities  ¥1.0.4.0 x|

Upload PP S0 Database || Note

Download PMP SQL Database | In arder to use either the Upload ar Download
, you must first he connected ta the
internet, or your computer must automatically
| connect. You may also need to termporarily
disable firewalls, virus scanners, ete

Download Program Update

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

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.

Cleaning Up Your PMP

On occasion you may wish to delete patients from your PMP. PMP will not allow you to delete a patient if
there is any activity within the last year.

= Do a backup and label with the date prior to deleting any patients.

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

=  Print a Patient History and Profile for each patient.

= Delete patients individually as per the instructions below.

Click Patient, Delete a Patient. Select the patient. The patient information screen will appear to
that allows you to confirm the deletion of this patient. Once you are sure click Continue.

A confirmation screen will appear. Click Yes.
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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:

- tobecalled

- to be mailed a letter

- tobe sent to a collection agency
- to be written off

To Access the Patient Accounts Receivable, click the Report menu, Accounts Receivable, Patient. Select
the appropriate doctor, Prepare Accounts Receivable for this Doctor. Choose the correct ending date by
clicking the down arrow. Click Run the Report.

Tue, 19 Sep 2006 Patient Accounts Receivable - Dr. D.D. Palmer, DC Fage No. 2
Periad Ending : 19-Sep-2006

Last Last Last Mext
Fatient HName Home FPhone  Business Phone Ext Fayment Statement Wisit Wisit
T3 Wansteijn, Gary Meil (41687 449-5202 14-Sep-2005  19-Sep-2005
Aged 0.00 0.00 0.00 20000 20.00
1535 “arcoe, Elizabeth (A5 512-6121 26-Apr-2000 28-Apr2000  21-0ct20032
Aged : 0.0 0.00 0.0 175.00 175.00
1639 Wade, lan (D05 882.4852 (4161 3751236 18-Sep-200G 18- Sep-2006
Aged : A7.00 0.00 0.0 0.00 17.00
168  Wellwood, Bethy Anne (&416) 635-9553 03-Mar-2000  24-Feb-2004
Aged .00 0.00 0.00 20.00 20.00
162  West, Blake Joseph (HME) 485.7524  (916) 265-0101 3232 09-Apr-2000 A4-Apr2000
Aged .00 0.00 0.0 51.11 51.11
1530 Wfinkworth, Paulette (41657 B36-9942 22-Jan-2000  24-Feb-2004  00-Zep-2O0G
Aged : 0.0o 0.00 0.0o 145.10 145.10
34 Wiright, Alida (7424274 19-0ct2005  0Z-Maw2000  19-Apr2005  02-Sep-2006
Aged : 000 0.00 0.00 30000 30.00
194 “r'singa, Brent 0244-T152 06-How-1299  AdAprZ000
Aged .00 0.00 0.00 54.00 Sd.00
-1455.09 210,00 000 500,21 281622

Aged :0-30 days 21-80 days E1-30 days ower 30 Bal. Due.

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

To access this area click Reports, Documents for Printing. Reports and documents that may be stored in
Documents for Printing include: 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.

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.

\Data\| (=]
Fle Edt View Favartes Todk  Help | &
Qe - ) - (T | ) seansh || Folders ‘ -
Address |@ C:iPMPwData\Report =
Plame | Size | Type | Date Modified + | Date Pich +
3KB ACEFile 0110/2002 10:20 PM
L0KB  ACEFlle 01/10/2002 10:21 PH
9KB ACE File 24)10/2002 1:32 PM
3KE ACEFie 24/10/2002 1:32 PM
3KE ACEFie 24/10/2002 1:33 PM
10KE ACE File 13/11/2002 2:13 PM
L0KB  ACEFlle 18/11/2002 11553 AM
2KB ACEFile 18/11/2002 11:56 AM
36KB ACE Flle 11/12/2002 10:34 PH
7KB ACEFile 11f12{2002 10:36 PM
38KE ACE File 11)12/2002 10:36 PM
KB ACEFlle 11{12/2002 10:36 PH
38KB  ACE File 11)12/2002 10:36 PM =
g rr— _’lJ
163 KB | 4 My Computer 4

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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Making Changes to your PMP

There are many times when changes need to be made to your PMP program. You may have a new
associate joining your practice or one practitioner replacing another. An associate may leave, and perhaps
want to take their patient files to input into their own PMP program. You may also have someone joining
you who uses PMP in another facility. Whatever your needs, we’ve probably come across it before — and
we have ways of managing most things. Below we have listed some common changes for PMP and the
associated costs and procedures

To add a practitioner to your PMP program complete the PMP Order Form and User Agreement. The form
is available:
= onthe OCA website — www.chiropractic.on.ca. Locate PMP Website and click on the required form
on the right of the screen
= onthe PMP CD. Once you have opened the CD go to Brochures and Order Forms
= by calling the support line at 416-860-7199 or 1-800-561-7361
= by emailing the support line at support@chiropractic.on.ca.

-

L Confirm that you have the current order form by reading the date on the lower right of the form.

Once the form has been completed and the payment processed (usually within 10 business days) you will
receive an email containing the order. The process for adding the new practitioner to your PMP is clearly
detailed in the accompanying instructions. This process should take less than 5 minutes to complete. To
simplify this process please make sure that you provide an email address that does not remove or block
attachments, i.e. not a hotmail or g-mail account.

The costs for adding practitioners are detailed on the order forms.

Deleting a practitioner will remove the practitioner from the tab list across your PMP appointment book
and from the drop-down menus but it will not delete any patients or patient information. During the
deletion process, you will be prompted to assign a new Doctor of Record to all of the patients who are
currently assigned to the practitioner that you are deleting. All transaction history for the departing
practitioner will remain. If you would like to delete the transactions performed by the departing
practitioner, please choose the Extract a Practitioner program.

Backups can be restored to view deleted information.
There is no charge for this utility. Order by contacting PMP Support.
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This program will extract a practitioner from your Patient Management Program. This means that the
practitioner will be removed as well as all patients who have that practitioner as their Doctor of Record.
All transaction history with the extracted practitioner will be removed. A copy of the patient file will
remain on the system when the patient has been treated by another practitioner in your office. All
transaction history with the other practitioners will also remain.

You will be prompted to assign a new Doctor of Record during the extraction process for all the patients
who have been treated by another practitioner in your office.

During the extraction process a backup will be created for the extracted practitioner that includes the
practitioner, his/her patients, all transaction history with the extracted practitioner, and a copy of
any patient files belonging to other practitionersif the patient wastreated by the extracted
practitioner. Only treatments with the extracted practitioner will be included. The backup can then be
used by the departing practitioner to install in his/her own PMP program.

There is no charge for this utility. Order by contacting PMP Support.

On occasion practitioners will join forces and combine their existing practices. If they are both using PMP
we have a process to combine the separate PMP’s into one database. Additional charges apply. Contact
support for details.

PMP has a function to create forms and letters to your patients which are personalized with information
pulled from the patient file. If your patient information was input using UPPERCASE text the documents
you create will look like form letters and will not appear personalized.

We have a fix for that! A utility program has been created that will change all patient information to title
case, the appropriate combination of uppercase and lowercase. This utility is available at no charge from
www.alpha.to/dl/convertcase.exe.

Running the Convert Case Program

Daily Backupl Monthly Backup ~ Restore |

[ Restore From

Once you have downloaded the program locate and double ® 0 R B (ETTIEEs 1970)
click the Backup SQL icon. Click the Restore tab in the backup © 2 not avallable

" 3 not available
program. Jnatmatal

Daily backups

4 not available

" 5 not available
Monthly backups

¢ 6 not available

Choose 8. Other and then click the down arrow to the right of

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

Look in, choose the location where the file was saved. Click 8. Other [CADacuments and Seftings(jam _..|
H Restore To
BUConvertCase.zip. # ius Daiabass)  « TestOnly | _StartRestors

Click Open. You will be returned to the Restore screen.

‘ Restore C\Documents and SettingsiliamesiDesktopiBldup,zip ko the Live Database,

134  Making Changes to your PMP


http://www.alpha.to/dl/convertcase.exe

PATIENT MANAGEMENT PROGRAM

Laok in: I@Inslallalions j = £ EB-

|2 Firewall Setup
{2 Installs

%% ConvertCase SOL ¥1.0 x|

ConvertCase will convert the case of names and addresses
stored in PMPw's databases to a mixed upper and lower case
format. Far example, the name DICK AN DYKE' would be
converted to ‘Dick van Dyke'

My Dacuments

hlake sure you have a current backup before proceeding.

File name: IEUEonvertEase zip
Files of type: IA\I PHPw Backups |

Select Live Database, Start Restore, Yes.
Click Convert!

You will see progress bars move along the bottom of the screen. Once you see Finished written in the
bottom left of the screen (usually within 2 minutes) click the X in the top right to close the screen..

You can now enter PMP as you would normally.
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MIG TRACKING SHEET

MAME:

START DATE:

APPROVAL DATE:

Initial Visit |:| $215.00
Block 1 | | | | | | | | |

I | | [ | | | | | | s775.00

SUBMISSION DATE:

Black 2 I | .| | | | |
I | | | | | | | | | ss00.00

SUBMISSION DATE:

Block 3 I | | | | | | | | |
I | .| | | | | s225.00

SUBMISSION DATE:

Goods & Services | | | | | | l | l | s400.00

OCF-24 STATUS & DISCHARGE $85.00
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TREATMENT PLAN TRACKING FORM

MAME:

START DATE:

APPROVAL DATE:

CHIRO

PHYSIO

RMT

TREATMENT PLAN

T¥ PLAM # T PLAM #
Visits Cost \fisits Cost
CHIRO
PHYSIO
RMT
SENT
APPROVED
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