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CHAPTER 1 - INTRODUCTION

THE PODIATRY PRACTICE MANAGEMENT SYSTEM

The Podiatry Practice Management system (PPMS) has been designed to suit a range
of podiatrists, starting with those who simply wish to record basic patient information
such as name and address. However, for podiatrists who wish to enter more detailed
information, or organise their correspondence and accounts, the system allows them to
record a large amount of additional information and to manipulate it to produce reports
and statistics.

THE MANUALS

We have prepared three manuals to support the system. These are:

e Introductory Manual. The Introductory Manual should be read in conjunction
with the Example data, to develop an understanding of the main aspects of the
system.

e User Manual. The User Manual describes all the basic features of the system, as
well as explaining how to set the system up on your computer. It also describes
how to create the basic reports and how to use the basic accounting features.

e Advanced Manual (this manual). The Advanced Manual describes how to create
further reports from the information already entered and how to make more use
of the accounting information held against each patient. It also explores the
other options that are available on the system, such as how to define new
treatment options, and how to connect to a laptop computer.

USING THE PPM SYSTEM

Use the Example data to investigate the main features of the system (referring to the
Introductory Manual). Then create your own database for your own patients (see the
User Manual).

Now you can continue by using the Reports menu of the system to:

e Generate standard reports
e Create appointment reports

e Print labels.

All of these are described in Chapter 2.
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You can use the Financial menu of the system to:

Define and organise an accounting system. See Chapter 3.

Create sales accounts. See Chapter 4.

Create purchase accounts. See Chapter 5.

Create reports and audits. See Chapter 6

Set up the parameters for your accounting system. See Chapter 7.

And finally, you can explore the advanced features of the system. These are:

Creating your own lists for the pop-up menus of the Patient Record screen. See
Chapter 8

Creating your own lists for the treatment menus on the Detailed Treatment
screen. See Chapter 9

Using the Advance Setup menu to change the operation of the system. See
Chapter 10

Using the system on a laptop computer. See Chapter 11.

ORGANISATION OF MENUS

The menus are organised so that the key functions are presented in two menus, one for
reports, and the other for accounting. The following tables list these menus and their
contents. Other advanced features are mostly on the Setup and Advanced Set up
menus which are on the Podiatry Main menu.

Reports menu

Many reports can be created and printed out from this menu.

Menu option Function Described in
Report Generator Generate 6 types of report, and Advanced Manual,
select search the criteria for each | Chapter 2
report
Appointment Reports | Create appointment history for Advanced Manual,

each patient and produce statistics | Chapter 2
of missed sessions

Print Patient Labels Print address labels for selected Advanced Manual,

patients Chapter 2
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This menu can be used to organise and use a detailed accounting system.

Menu option

Function

Described in

Sales Menu

Organise patients’ invoices and
accounts, and print reminders

Advanced Manual,
Chapter 4

Purchase Menu

Organise accounts for suppliers
and print advice notes

Advanced Manual,
Chapter 5

Miscellaneous Payments/
Receipts

Record receipts or payments for
transactions which are not
invoiced

Advanced Manual,
Chapter 7

Nominal Analysis Codes

List and edit the analysis codes
for transactions and view
monthly summaries

Advanced Manual,
Chapter 3

Journal Entries

Transfer money between
analysis codes

Advanced Manual,
Chapter 7

Parameters

Enter details and rules of your
accounting system, eg VAT rates

Advanced Manual,
Chapter 7

Financial Reports

Generate ledgers, audit trails,
statements and balances

Advanced Manual,
Chapter 6

Period/Year End

Perform routine after year end to
reset accounts for next year

Advanced Manual,
Chapter 7

Finance Utilities

Recalculate balances, analysis
codes and nominal transactions

Advanced Manual,
Chapter 7
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Other menus

The File menu is used to install and control the software of the Podiatry system, to
back up data and to select a printer.

Menu option Function Described in
Login Allows a different user to log in without | User Manual
closing down the system Chapter 8
Change Password Increases security by enabling a change | User Manual
of password Chapter 8
Quick Backup Copies the data to the C drive User Manual
Chapter 8
Backup Data Copies the data to a defined drive (eg User Manual
zip or CD) Chapter 8
Restore Backup Restores the backed up data (use with User Manual
caution) Chapter 8
Printer Setup A standard pop-up screen for selecting a | Windows
printer and defining its properties manual
Upgrade Software Used to install and activate the full User Manual
Podiatry system. Chapter 2
and
Also used to reset accounts Chapter 8
About Podiatry Practice | Gives the version number of the None
Management Podiatry software and states copyright
Exit Closes the Podiatry software None

The Edit menu is a standard Windows feature. It is only used for some advanced
functions when the Podiatry system is used in conjunction with other Windows based

software.
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The Podiatry Main menu provides all the basic functions of the system.

Menu option Function Described in

Patient Record The main Patient Record screen, User Manual
used to enter patient information and | Chapters 3
to access many features of the and 4
system

Appointments Used to book and organise User Manual
appointments for patients Chapter 5

Daily Takings Report | Create a list of all financial User Manual
transactions recorded on the system | Chapter 6
between selected dates

Print Patient Recall Print any letters which have been User Manual

Letters created for recalling patients Chapter 7

Setup Menu Update lists of podiatrists and clinics | User Manual

(with sub-menus) and define user list Chapter 8
Define the format of letters and send | Chapter 7

e-mail
Amend others lists and parameters

Advanced Manual
Chapters 8 to 10

Import/Export

Transfer of data to and from a laptop
computer

Advanced Manual

Chapter 11
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CHAPTER 2 - GENERATING REPORTS

INTRODUCTION

This chapter explains how to generate reports using the Report Generator. It also
describes the features of the appointment reports and how to print labels.

REPORT GENERATOR

This facility allows you to produce reports for specific groups of patients or contacts
by specifying the contents of certain fields. This is called a search. The results of the
search are provided in a report which can be printed or saved, and letters can be sent to
matching patients. The results can also be transferred directly into an Excel
spreadsheet or exported out of the system as text (ie ASCII format).

Start by selecting “Report Generator” on the Report menu.

File Edit Podiatry Main menu SR

Appointrnent Reports

Print Patient Labels

This opens the screen below.

Search Code Report Title |

Report Type L/PI/PTITITT/PE/TE
L=Letter, P=Patient List, PT=Patient Totsls, T=Trestrnert List, TT=Treatrmert Totals, PE=Patient Export, TE=Treatrnent Export

Use Small Font ? Remove Blank Lines and Headings (PT&TT Only)

Letter Ref |

Patient Selection
Post Code |

Sex |  Steroid Therapy¥M |  Disabled VM | AtRiskYH |

Referral Date between |

First Treated between |

Target Appointment Date between |

Date of Birth between |

Patient Last Treated between | OR Select Patients who have never been Treated

Hext Appointment booked between | OR Select Patients with no future Appointments

|
|
\
|
Patients who have died between | | OR Select Only patients who are still alive
|
|
|

Last letter was sent between | OR Select Patients who have had no letters sent

| | _as |

I

To create a search click on the Add button and begin entering the search criteria by
first entering a Search Code. If a Search Code is not entered, the 'Search’ will be
deleted after printing the report. Then enter a Report Title, followed by the type of
report you wish to produce.
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Types of report

Six types of reports can be produced:

L Letter. Print out a letter to each patient which matches the selection.

Patient list. Although selections can be made on a mixture of both
patient and treatment details, this option will only print one record
per patient. If for instance you searched for all patients who had

been treated between two dates, even if some of those patients had
been treated twice, they would still only appear once on the report.

PT Patient totals. This works in the same way as 'P', except the report
will only count how many patients match the search without printing
each individual patient.

T Treatment list (contacts). This option will print one record for each
contact that matches your selection instead of once per patient. A
patient that had two contacts would get printed twice.

TT Treatment totals. This works in the same way as 'T', except the
report will only count how many contacts match the search without
printing each individual contact.

PE & TE Patient Export and Treatment Export. This will export the results
into a file called REPORT.TXT. This data can then be transferred
into other databases.

Searching records

The majority of the information stored against the patient record can be used as a
search criterion for creating both simple and complex searches. For instance, the
patient record includes details of patient clinical conditions, the next appointment date
and the last face to face contact date. As an example, this facility could be used to
select diabetic patients who have not been seen for a year, and do not have any future
appointments. These can be printed to a report, or by selecting a 'Standard Letter', you
can print letters reminding the patients that they are due for another treatment.
Although this would normally be done using the Patient Recall system.

Alternatively you could select patients who have received treatment within a selected
date range and who are being treated as part of an employers contract. Once you have
made your selection the system then allows you to select what information you want
printed on the report. In this example you may decide to print the patient’s name,
address, date of birth and date of treatment.
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Example

Page 1 of Report Generator

Page 2 of Report Generator

Pages one and two allow you to specify search parameters on patient details.

Page 3 of Report Generator
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Page three then allows treatment parameters to be entered. In the above example the
computer will search for patients who are male (Page 1), are diabetic (page 2) and have
been treated between 1 May 1999 and 31 May 1999. The Report Type (underneath the
search code) has also specified that it is a treatment report, therefore one record will be
printed for each contact (treatment).

When you have finished entering the selection, click on OK and an output selection
screen will be displayed.

| Smarch Coda  [woe Bapart Tide  [WALE PRTENTS DY G5 FRAlTEL
LI T v SRR A0 3 Face S scrar
Toesirars Diies bswen [1 1
et bessanetmeen [0 o wctual
GF Pumdhbe vl [ o
Tresmea Conanen [ 0 el ]
R— —
ok
S | s—
s u EEEN| W) —
carcoma | [ ]
st varres | 1
Pasirim [ | ]
ke [ 1
L | 1
Pusore Domar | [ ]
Caniramt | 1
il e P | |
i Ik I g I Larcal

This differs slightly from the standard output box because there is an extra option to
print the report into a Windows Excel spreadsheet. The path of the spreadsheet
programme (i.e. EXCEL.EXE) must already be defined on the User Parameter screen.
See Page 10-2 for more details.

Select the output and click on the OK button.

J | (ECCT B ] £ | [ pe | 4 ] Tl.
:Pﬂnl Lwﬂdl

Unless you have chosen to print letters to each patient, the next stage is to select the
fields you wish to be displayed on the report. Most of the fields from the Patient
Record and treatment screens can be selected including descriptions from associated
pop-up menus. For instance, you could select to print the Patient Record Number,
Surname, Date of Birth, Source of Referral code, and the Referral description. Your
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selection is however limited to 24 fields. Also if you need to show lookup table
descriptions or names instead of Reference codes, you are limited to one per group.
For instance the patient record lets you have up to two categories per patient. You can
only select the category description for one of those 2 categories. The same applies to
GP and practice names. However there is nothing preventing you from selecting the
referral description, a GP name, and occupation because they are all different groups.

To select a field, simply double click on the line displaying that field name. When you
have finished, click on the Continue button.
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The system allows you to select up to 5 levels of sorting and then allows you to view

the search details you have entered before printing the report.

To select a sort level, click on the field you want to sort by and then either click on the
Next Sort Level button, or if you have finished selecting sort levels click on the Print

Report button.

Say, on the previous screen, you had selected the fields, Record Number, Surname,
Date of Birth, and Treatment Date. Now you could choose to sort the report by
Surname, and then by Date of Birth (ie click on Surname, Next Sort Level, Date of
Birth and then Print Report) the result would look like something this...

Record Number Surname

Date of Birth

Treatment Date

00012 Anderson
00233 Booth
00455 Booth
04654 Denton

12 JAN 34
23 JUL 45
1 SEP 56
4 DEC 45

Total Records printed 4.

3 MAY 99
7 MAY 99
23 MAY 99
9 MAY 99

The four records are in surname order and then where two surnames are the same; they
are printed in order of date of birth.

Creating subtotals

As well as just selecting the order in which you want the report printed you can also
specify where the report should be totalled. Clicking on the field Subtotal or Subtotal
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And Start New Page on the sort screen, next to the grey buttons on the sort screen does
this.

Taking the previous example where the report was sorted by surname, and then date of
birth, the surname could have been selected with the subtotal option. In this example
the report would now look similar to this...

Surname Anderson

Record Number Surname Date of Birth Treatment Date

00012 Anderson 12 JAN 34 3 MAY 99
Total for Surname Anderson = 1

Surname Booth

Record Number Surname Date of Birth Treatment Date

00233 Booth 23 JUL 45 7 MAY 99
00455 Booth 1 SEP 56 23 MAY 99
Total for Surname Booth = 2

Surname Denton

Record Number Surname Date of Birth Treatment Date

04654 Denton 4 DEC 45 9 MAY 99
Total for Surname Denton = 1

Total Records printed 4.

You would not normally subtotal by surname but by GP, referral, or treatment date.

When you click on the Print Report button, the system searches through the data files
for your selection and then begins printing.

Wildcards for searching

When setting up searches it is sometimes necessary to search on part of a value or to
use OR and AND within your search. For instance on page two of the Report
Generator you can specify a source of referral. If you specify the referral as being...
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SELF

...the system will display the description for that code on the right hand side of the
screen.

You may however wish to search on patients who were either self-referred or GP
referred. This could be entered as follows...

SELF,GP

(Assuming GP is your reference for a GP referral)

Where there is the comma character “,” it means OR. In this example we have asked
for all patients who were either SELF-referred OR GP referred.

You can also use the keyword BLANK meaning show all the records that do not have
a value in that field. So entering....

BLANK

.. in the GP code on page 2, would select all patients who currently do not have a GP
entered on their record card.

In the source of referral example you could enter...

SELF,GP,BLANK

...this would specify that the referral would have to be SELF OR GP OR No referral
had been entered.

You can also search on the first part of a code by using .. at the end of your search
value. You could wish to search on part of a postcode. i.e.

NE46..

...would select people with postcodes that begin with NE46.

Another example could be with clinical conditions. If you have entered several forms
of diabetes on the system but coded them to start with the same value then you could
search on....

DI/..
...to select all DI/ID (Insulin Diabetics) and DI/NID (Non Insulin Diabetics).

<, >, and <> can be used to represent Less than, Greater than and Not equal to.

Using the source of Referral example again you enter...

<>SELF

Page 2-9



PPMS ADVANCED MANUAL

...thus selecting patients who were not self referred.

Take care not to use double negatives within your search parameters. If you were to
enter....

<>SELF, <>GP
... this will have no effect at all. You would have specified

(NOT Self Referred) OR (NOT GP Referred.)

These would cancel each other out because the SELF-referred patients would get
excluded from the first part of the statement but then get re-included in the second part
because SELF is not GP.

Although its use is probably limited you can also specify < and >.

Depending on how you have you coded your records you may find it useful to search
on...

>S
This includes any value (within that field) which starts with T, U, V, W, X, Y or Z.

You cannot however use ...
>=8

(Meaning Greater than or Equal to S. i.e., S, T, U, V, W, X, Y, Z), since equal signs
are not valid. To do this you would need to enter...

S..,>S
Start with S or Greater than S. Or you could put...
>R

Note that the above functions can be entered in all the fields on the Report Generator
except date fields and number fields. You are however limited to 10 examples per
field provided there is enough room to specify all your parameters within the (usually)
40 characters provided.

So on the GPs you could enter...

G01,G02,G03,G04,G05,G06,G07,G08,G09,G10

It would not allow for G11 as well.

The functions .. < > cannot be used in the Drugs, Treatments and Location lines.
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GPs, Practices and Referrals

It is possible to specify a GP code, practice code and referral on both pages 2 and
pages 3 of the Report Generator. This is because entries on page 1 and 2 are for
selecting patients who have that information recorded now on their Patient Record.

Details entered on page 3 of the Report Generator are searching on information which
was current when the contact was recorded. It is possible that a patient may be
registered with one GP two months ago when you treated the patient, but has now a
different GP when you treat the patient this time. To select patients who have a GP
now would be entered on page 2 of the Report Generator, to select patients who were
with a GP at the time of contact, would be entered on page 3.

Unless you always use page 2 to specify your GP, practice and referral (which will be
99% accurate), you will need to ensure that all the relevant details about GPs are
entered on the Patient Record before you start recording contacts. Otherwise those
contacts will be recorded with a blank GP code and will not appear in reports where
page 3 has been used to specify the GP.
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APPOINTMENT REPORTS

This facility allows you to print an appointment history for an individual patient, and to
produce statistics, perhaps to show the number of missed appointments between two
dates. Select “Appointment Reports” on the Reports menu.

File Edit Podiatry Main menu BEEddie® Financial

Report Generator

Appoinktment Reporks

Print Patient Labels

This opens a new screen as below.

Patient Record | [

Select Appointment Dates from ‘1 JAN 1995 To ‘31 JAn 1999

(Leaving a field blank will select ALL in that category)
(Hote :- Selecting Missed appointments will include those which have not yet been recorded as Missed or Attended)

As in most of the reporting facilities you can specify which details to search. In the
above example the report will show the number of missed appointments between

1 JAN 1999 and 31 JAN 1999. If you enter a Clinic code the search would then only
show missed appointments for that specific clinic between those dates.

You can enter a reference for a standard letter in the Letter Reference field (type ? and
TAB to open a pop-up list and double click on your choice). This letter will be created
for each patient who fits your search criteria. Therefore, this could be used to send
letters (or bills) to patients who do not attend their appointments.
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PRINT PATIENT LABELS

This report enables you to print labels for particular patients. Select “Print Patient
Labels” on the Reports menu.

File Edit Podiatry Main menu Financial

Itk Generator

Appointment Reports

This opens a new screen as below, listing all patients.

Surname | First lame | Address | H=f=rr-||1-|=| LnslTrenIsHl ang:unppl Hext A

¥

[ [sobing [ ancrew |4 GREVSTONE PARK 7FEE 2000 | 9 MmaR 2000

I [oreen [maicolm [ 45 SMiTH STREET 7FEE 2000 | 15 FEA 2000

[ [Foster [carole |67 DENTON ROAD 7Fes 2000 | 1sFEA 2000 | 15FEE 2000

[ [upton [avid [45 BAMPTON AVENLE 7FEE 2000 | 1 FEA 2000

[~ [Roorey [steven [& caRsHALTON ROAD 7 FEB 2000 2.JAN 2000

[ [pouglas [Fiona |34 PoLICE DRIVE 7 FEB 2000

[ [sake [Biry [ 45 FLORENCE TERRACE

[ [Btank [Peter |27 CLEVELEYS AVENUE 7FEE 2000 | 15 FEA 2000

[ [0k [e |56 BoBEY STREET 7 FEB 2000

I [Hadsock [Tony [a conE waLk 7 FEB 2000

I [ryson [y |23 BoxING ROAD 7 FEB 2000

I [oreen [Faul [17 HIGH STREET 16 FEB 2000

16 FEA 2000 1 MAR 2000

L

.

I I
I I
I I
I I
I I
I I
7res 2000 | 1rER 2000 |
I I
I I
I I
I I
I I
I I

[ [reters [Fauine |57 HENZ STREET

4 |

0 Patierts Selected out of 13

Select Highlighted Patients | DeSelect Highlighted Patients | Quit |

Select All Patients | DeSelect All Patients | Print Labels |

o

4

First click on the button at the top of the column whose information you wish to use to
select a group of patients who need labels. This sorts the list by the information in that
column. All the patients in that group who need labels should now be together.

Click on the patient nearest the top of the list who needs a label, and then whilst
holding down the shift key click on the patient lowest down in the list who needs a
label. These two patients and all in between are now highlighted. Usually this is all
you need to do to indicate the patients, but you can remove a patient from the selection
by holding down the control key and clicking on the appropriate patient(s). Now click
on Select Highlighted Patients this marks the highlighted patients for a label. If you
have another group of patients who need labels now repeat the process from the
beginning.

To print the labels, click on the Print Labels button. This will give you a selection box
to select the label format. Double click on the appropriate one and away you go.
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CHAPTER 3 — FINANCIAL ACCOUNTS (GENERAL)

INTRODUCTION

This chapter explains the functions available using the Financial menu. See also
Chapter 4 (sales accounts), Chapter 5 (purchase accounts), Chapter 6 (financial reports)
and Chapter 7 (setting up the financial aspects of the system).

The accounting functions of the Podiatry system provide a means of recording all sales
and purchase invoices on the computer. Facilities are included on the patient treatment
screens for creating invoices and payments for patients.

Facilities are also available for cashbook transactions used for the payment of
expenses, wages, petty cash and other non-invoiced items. All invoices and cashbook
transactions are linked to analysis codes which allows for a full breakdown of costs
backed up by a nominal ledger.

Various reports have been included such as sales and purchase audit trails. A cashbook
audit trail has also been included with the option of calculating the bank balance at the
beginning of the report, thus allowing you to cross check computer balances with your
bank statements. Other reports include aged debtors/creditors, nominal analysis
breakdown and a trial balance.
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ANALYSIS CODES

Analysis codes provide a means of separating different types of sales and purchases.

File Edit Podiatry Main menu Repnrts

Sales Menu
Purchase Menu

Miscellaneous PaymentsjReceipts

Journal Entries
Pararneters

Financial Reports

Periodfear End
Finance Uilities

Analysis Code [7300 Description | Fueland O
e [ amic) Include in List Selection [VES
Lastyears Budget £  Last Years Balances £ Thisyears Budget £  This Years Balances £
[ 0.00 | 0.00 | 0.00 | 0.00
| 0.00 | 0.00 [ 0.00 | 000
000 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
o000 o.on o.on 000
o000 o.on o.on 000
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
o000 o.on o.on 000
| 0.00 | 0.00 [ 0.00 | 000
[ .00 | 0.00 | 0.00 | 0.00
nset | Edit | End | Mewt |  Back | petete | gut | oe |
List | Mominal Analysis Breakdown | 0/8 Caricel
4

They work in a similar way to a manual ledger where one page may be dedicated to
one type of purchase such as fuel. Instead of having a page in a book for fuel, you
would use the analysis code which represents the purchase of fuel (7300 in this
instance). Whenever you claim back petrol expenses by doing a cashbook payment
you would allocate that payment to the 7300 analysis code. This means that you will
have a running total showing how much has been spent each month and the total for
this financial year.

The nominal analysis breakdown report (see Page 6-5) can give a complete breakdown
of that analysis code showing how much was spent or sold and when. The system
comes with over 150 industry standard analysis codes. You can however, define your
own if you prefer to use your own codes such as PETROL, instead of 7300.
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Sales transactions update analysis codes with negative values, while purchase
transactions update the codes with positive values. There are 3 types of analysis code,
I, C and B:

I Trading analysis codes used on invoices and cashbook transactions
C Control analysis codes
B Bank accounts, credit cards and petty cash.

The control analysis codes include:

1100 Sales debtors control. (Total owed to you)
2100 Purchase creditors control. (Total you owe)

2200 Sales tax control (VAT)
2201 Purchase tax control (VAT)

Bank account analysis codes include:

1200 Bank current account
1210 Bank deposit account
1220 Building society account
1230 Petty cash

1240 Company credit card

Whenever you do an invoice, purchase or cashbook transaction it is always the trading
analysis code that you specify. The control codes are updated automatically by the
system. Because it is a double entry system the total of all analysis codes added
together should always come to zero.

Other Fields

Include in List Selection

The Include in List Selection field on the screen is an option to prevent analysis codes
that are no longer in use being included in the help lists when entering invoices. Like
all the screens within the system, if you do not know the analysis code when entering
an invoice, you can enter a *?' followed by TAB and the system will give you a list of
all the codes which you can use. Only those that are set to YES will appear in the list.

This years Budget £

This column of 12 fields allows you to enter your expected sales or purchases each
month for that type of analysis code.

Last years Budget £ and Balances £

After each year end, your last year’s totals are moved into these columns.
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CHAPTER 4 — SALES ACCOUNTS

INTRODUCTION

This chapter details how to set up and control accounts for sales.

CUSTOMER/PATIENT ACCOUNTS

To create accounts for patients or customers, select “Sales Menu” then
“Customer/Patient Accounts” on the Financial menu.

File Edit Podiatry Main menu  Reports Bl

Neniu Cust = Chrl+U
Purchase Menu

Reverse ReceiptsiPayments

Miscellaneous Payments/Receipts
Print Crverdue Accounts Letters

Mominal Analysis Codes )
Invoice/Statement Templates

Journal Entries

Parameters

Financial Reports

Period¥ear End
Finance Ltilities

This opens the customer account screen below. Clicking on the Account Card button
on the Patient Record screen has the same effect.

Customer Code I
Current Month
Surname I

CurrentMonth-1 |
CurrentMonth-2 |
Address I

I Current Month -3

I Unallocated

I Balance

I— Turnover
Telephone I Fatient Hecord Card

Contact |

Sales Ledger
Ref Date Type Description Net£ VATE Total £ Balance £

Audd Customer | ed | End | Mew | gack W Dele | it | o |

Saleslnvulcel Receive Paymentl Reprint Invaice I Erint Ledger I I:lstEustomersl ose LCancel |

The customer account screen includes details such as unique Customer Code, Name
and Address.
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On the right of the screen are boxes giving account balances for:

Current £ Total unpaid invoices for this month.

Current-1 £ Total unpaid for last month.

Current-2 £ Total unpaid for two months ago.

Current-3 £ Total unpaid for three months or longer.

Unallocated £ Total paid but not yet allocated against invoices.
Balance £ (Current + Current -1 + Current -2 + Current -3) - Unall
Turnover £ Total sold excluding VAT.

Miscellaneous customers such as Health Insurance companies etc. must be entered into
the system before sales invoices can be created. However a customer record for a
patient is automatically inserted when the Patient Record is created. This is because
the treatments screen (from the Patient Record screen) has facilities to invoice patients
when they are treated.

The customer code for patients is calculated as a concatenation of 'PAT' and the Patient
Record Number. i.e.

PATO00001

Customer details for patients cannot be edited on this screen. Changes in address
details should be made on the Patient Record screen. This will automatically update
the details on the customer account screen.

Sales Invoices

The Sales Invoice button on the customer account screen allows you to enter any
miscellaneous sales invoices for contract purchasers, or for the sale of any items or
services.

Customer Code ||
Date |15 MAR 2000 Period

Transaction Type [INv  (HVoice / CREdit)

Your Reference Ho.

Our Order Humber
Default VAT Ho. |0

Comments

Analysis Code Item Description VAT Ho Het £ VAT £ Total £

Tatals |

Analysis Code Deseription |
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The details entered include the customer code, the date of the invoice, the transaction
type, your invoice number (if you are running the system in parallel with a manual
accounting system), your order number and the default VAT rate. The system allows
for six VAT rates.

0 Zero rated items.
1 The standard rate of VAT @ 17.5%
2-5 Spare rates.

Most of the transactions will be invoices. However if you invoice somebody for the
wrong amount you can enter a CREdit transaction. The credit can then be allocated to
cancel out the original invoice using the Receive Payments button option described on
Page 4-6.

When you enter the invoice date you will see that the system calculates the accounting
period (1 - 12) to which the invoice will be allocated.

Where patients are concerned, this facility would normally only be used to CREdit
patients who have been invoiced incorrectly. Sales Invoices for patient treatments are
best created using the Fees button on the treatments screen as described in Chapter 6 of
the User Manual.

When you have entered the basic header details, tab down to the rectangle on the
bottom half of the screen.

Customer Code |PCG01T CREVVE MEDICAL CENTRE
Date |15 MAR 2000 Period |3 23 GREEN STREET

Transaction Type [NV (NVoice / CREdit) BREAE
YourReferenceMo. | |
Our Order Humber |
Default VAT Ho. [0

Comments

Analysis Code Item Description VAT Ho Het £ VAT £ Total £

[ | o T oo [ 0.00 0.00

Totals [ | |

Analysis Code Deseription ]

Cancel

This part of the screen lets you enter the details or the individual lines of that invoice.
There is no limit to how many items can be placed on an invoice and each line can be
allocated to a separate analysis code and have a different VAT rate.
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Begin by entering the Analysis code to which you want the item to be allocated. For
instance if you are to invoice a GP then it is likely that a specific Analysis code will
have been set up accommodate those invoices. If it does not have a specific analysis
code, use the standard 4100 code. If you do not know the analysis code simply enter a
?*and press TAB and a list will be displayed from which to select your code by double
clicking on it.

Customer Code [PCGO1 CREVVE MEDICAL CENTRE
Date |15 MAR 2000 Period |2 23 GREEM STREET

Transaction Type [y (INVoice | CREdity CRERE

Your Reference Ho.
Our Order Humber
Default VAT Ho. |0

Comments

Analysis Code Hem Description VAT Ho Het £ VAT E Total £

[4180 |F\r51 invoice for 12 month cartract lo_ | 1000000 | oon| | 10000.00

I I [o ] won | oon | 0.00

Totals [ 10000.00 | [ 10000.00

Analysis Code Description | PCG contract

For example enter the analysis code 4160 and press TAB. The description of the
analysis code will be displayed at the bottom of the screen. You can now enter
comments, the VAT rate (which defaults to the 'Default VAT No' entered) and the Net
Price of the item. The system automatically calculates the VAT based upon the VAT
rate selected. Since most podiatrists are not VAT registered, this defaults to 0.

When you have finished, click on the OK button (or press RETURN), select either
invoice or credit note by double clicking, and the computer will process and print the
invoice. (If the cursor is in the Comments field, you have to use the OK button;
RETURN will add a line to the comments section and not process the invoice.)

The system returns to the customer account screen.
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Updating

The system automatically updates your data in several areas. The first part of the
process is to update the Analysis codes with their new values. This can be seen by
selecting “Nominal Analysis Codes” from the Financial menu, clicking on the Find
button, then entering 4160 in the Analysis Code field.

Analysis Cade [4160 Description  [PCG cortract

Type [ ABIC) Include in List Selection |VES

Lastyears Budget £  Last Years Balances £ This years Budget £ This Years Balances £

0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 ~10000.00
0.00 0.00 0.00 000

0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
I 0.00 I 0.00 [ 0.00 I 0.00

[ 0.00 I 0.00 [ 0.00 I 1000000

Insent | Edit | Eind | Next | Back |  Delete | guit | |
|

0/8 Cancel

List |  Nominal Analysis Breakdown

You can see that the analysis code used for PCG Contract has been updated by
£-10000. (In this example it is the first invoice entered to that analysis code). The
£10000 is the net value of the invoice and has been put in period 3.

The other analysis codes which will have been updated include the 1100: Debtors
control account with the total value of £-10000.

The invoice was entered with VAT rate 0, as VAT is not normally charged for
treatments. If you are VAT registered and had used VAT rate 1 (17.5%), then the
Debtors control would have been updated with £11750 and 2200: Sales VAT with
£-1750.

The second part of the updating process amends the details on the customer account
screen.

Customer Code |PCGO01
Current Month 10000.00
Surname

Current Month -1 0.00

Name |Crewe Wedical Centre
Address |23 Green Street

[ crewe
[ Unallocated 0.00

Current Month -2 0.00

Current Month -3 0.00

‘ Balance 10000.00
‘ Turnover 10000.00
Telephone | Fax |
Contact
Sales Ledger
Ref Date Type Net £ VAT £ Total £ Balance £
2 2z OCT 2004 Inwvoice 10000.00 10000, 00 10000.00 J
pddCustoner | Edt | Bd | New | Back | Delt | it |
Sales Invoice | eceive Papment \ \ Piint Ledger | List Customers \ 0B

The values now show that you are owed £10000.

Page 4-5



PPMS ADVANCED MANUAL

The Print Ledger button will show the breakdown of those values.

I Screen report H= B

Customer PCGO1 CREWE MEDICAL CEMNIRE

Tyvpe Date Ref No. Net VAT £ Total t Balance

INY 15 MAR 2000 1 10000.00 10000.00 10000.00
Balance for CREWE MEDICAL CEWTRE £ 10000.00

Receive/Allocate Payments for Sales Invoices

You can receive and allocate payments for sales invoices using the Receive Payment
button on the customer account screen.

Sales Invoice Ho. (Optional) [cREVE MEDICAL CENTRE
Customer Code |PCG01 23 GREEN STREET

pate [16 PR 2000 | Period |¢ CREME
Receipt Amount £ [5000 00
Payment Type |CHQ CHEGLE
PaymentRef [|
Print a Receipt 7 [VES |
Allocate Receipt VM | VES
Bank Account [1200 [Bank Current iccount

Balance £ |10000.00

ALLOCATION
RECEIPTS / CREDITS IHVOICES

Ref  Type Date Total £ Balance £ Ref  Type Date Total £  Balance £

Allocate £
Cancel

The receipts and allocation of sales invoices is split into two parts. The first part of the
process is to enter the customer and payment (receipt) details. When a payment is
entered, it must be allocated to the correct invoice. However, if the payment is for just
one invoice it is quicker to highlight the invoice first before clicking on the Receive
Payment button. TAB down and enter the date of payment, the amount, payment type
and optionally tell the system which bank account it will be paid into. A receipt can
also be printed if required.
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Sales Inuoice Ho. (Optional) [cREVE MEDICAL CENTRE
Customer Code |PCG01 23 GREEN STREET

pate [16 PR 2000 | Period |¢ CREME
Receipt Amount € [5000 00 |
Payment Type |cHa [cHEqLe ]
PaymentRef [|
Print a Receipt 2 [VES |
Allocate Receipt ¥ H lﬁ
Bank Account 1200 [Bank Current account

Balance £ 1000000

ALLOCATION
RECEIPTS / CREDITS IHVOICES

Ref  Type Date Total £ Balance £ Ref  Type Date Total £  Balance £

Allocate £
Cancel

If you leave the Allocate Receipt Y/N field as YES after entering the amount to be paid
and you hadn’t already selected the invoice which was being paid, the system will
move onto the second half of the process and allow you to allocate the payment (and
any other non-allocated payments) to the invoice it represents.

Sales Invoice Ho. i ‘CREWE MEDICAL CENMTRE
Customer Code |PCGO1L 23 GREEN STREET

Date [16 PR 2000 | Period |4 | CREWE
Receipt Amount £ [5000. 00
Payment Type |CHQ CHEQLE
PaymentRef [
Print a Receipt 7 [TES
Allocate Receipt YH [VES
Bank Account [ 1200 [Bamk Curzent Account

Balance £ | 5000.00

ALLOCATION
RECEIPTS / CREDITS IHNVOICES

Allocate £ | TN

Finish

After clicking on OK the system loads a list of all unallocated receipts (payments) and
outstanding invoices. In this example there is only the receipt which has just been
entered and the invoice entered earlier on the sales invoice section. To make an
allocation, click on the receipt (or credit) on the left side of the box and the invoice on
the right hand box. An allocation value at the bottom of the screen will calculate to the
smaller of two values, which in this case is £5000.
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Click on the OK button again and the amount will be deducted from both sides.

SalesInvoiceHo. | (Optionaly CREWE MEDICAL CENTRE
Customer Cade [PCGO1 23 GREEN STREET
Date [16 AFR 2000  Period [4 CREVWE
Receipt Amount £ [5000. 00 |
Payment Type [CHQ [creaue |

Balance £ 500000
Payment Ref

Print a Receipt ? | YES
Allocate Receipt YH | YES
Bank Account | 1200 [Bank Current &ccount

ALLOCATIOH
RECEIPTS / CREDITS IHVOICES

IRef Type Date Total £ Balance £
REC & LPR 2000  5000.00 0. 0d

i
Finish

When you have finished allocating the invoices and receipts, click on the Finish
button. The system will return to the customer account screen. Payments received but
not allocated still reduce the balance on the customer record but increase the amount in
the unallocated fields. This balance will be removed when the invoice has been
allocated to the appropriate invoice.

If you wish to allocate some previously entered receipt or if you have a sales CREdit to
allocate to an invoice, then enter the customer code as normal but do not enter a receipt
value. Click on the OK button and the system will skip straight to the allocation
process.

Updating

The system automatically updates your data in several areas. When a receipt is
entered, the system reduces the amount owed on the customer account screen by the
amount entered and the amount is placed into the Unallocated field on the screen.

The code 1100: Debtors control analysis is decreased by £5000, and code 1200: Bank
account analysis is increased by the same value.

When you allocate the receipt, the balance on the invoice is decreased by whatever has
been paid and the Unallocated field on the customer account screen is also decreased.

Reprint Miscellaneous Invoices, Treatment Invoices and Receipts

The Reprint Invoice button on the customer account screen is used to reprint sales
invoices, treatment invoices and receipts.

Click on the required invoice to select it, then click on the Reprint Invoice button.
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Print Ledger

The Print Ledger button on the customer account screen prints a report within your

selected date range showing all the sales invoices/credits and payments (receipts)

relating to that customer.

en | PRETR and [31 DEC 2000
Customer Code [FATODOOT

[mr JonES

Leave Dates blank to select ALL Dates.

Leave Customer Code blank to select ALL Customers

List Customers

The List Customers button on the customer account screen produces a list of all your

customers, with their customer reference number and address.

o/B

This button can be used to setup an opening balance for a customer when you first start

using the PPMS system.
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REVERSE RECEIPTS/PAYMENTS

This facility is available from both the “Sales” and *“Purchase” menus and can be used
to ‘undo’ any payments or receipts entered by mistake.

File Edit Podiatry Main menu Reports NEEREE

Customer[Patient Accounts Chrl+l
Purchase Menu
Miscellaneous Payments/Receipts )

Print Overdug Accounts Letters

Mominal Analysis Codes )

Invoice/Statement Templates
Journzl Entries
Parameters

Financial Reparts

Period/Vear End
Finance: Utiities

Take care when using this facility that you delete the correct transaction. Make sure
that you are selecting the correct reference number and the correct transaction type.

This facility is used to "Reverse’ mistakenly posted Receipts and Payments. Invoice mistakes should be
corrected with a Credit note.

Click on the Transaction line you wish to 'Reverse’ and then click OK
Reversed transactions are removed from the audit trails but can be viewed in the 'Reverse Receipt/
Payments reports.

Ref Ho. Trans Type Date Account Ho. Amount £
1 PAY 15 MAR 2000 TYHO1 500.00 -
1 REC 16 AFR 2000 PCGO1 E000.00

Cancel

Click on the transaction to be removed and then click on OK.

If you are reversing a payment made through the Invoice button on the treatment fees
screen, this facility will automatically reduce the amount paid to zero on the treatment
record. If you want to put through another payment for that invoice you will need to
use the Receive Payments button on the customer account screen to receive the correct
amount.
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PRINT OVERDUE ACCOUNT LETTERS

To print a standard letter to customers whose accounts are overdue, select “Sales
Menu” then “Print Overdue Account Letters” on the Financial menu.

File Edit Podiatry Main menu  Reports N3

Enu Customer [Patient Accounts Chrl+U
Purchase Menu

Reverse Receipts/Payments

Miscellaneous Payments/Receipts =
PFrint Overdue Accounts Letters

Mominal Analysis Codes
Inwoice/Statement Templates

Journal Entries

Parameters

Financial Reparts

Period/Vear End
Finance Utilities

In this example a letter will be sent to customers whose account has an outstanding
balance for between 31 and 60 days. You could then re-run the selection for
outstanding balances between 61 and 90 days to send a different letter to those
customers.

[ ana [0

See Chapter 7 of the User Manual for details of how to create letters which can be
selected here.
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TEMPLATES FOR INVOICES AND STATEMENTS

Another facility of the Podiatry system is the ability to create your own style of
treatment invoices, miscellaneous invoices and statements. Select “Sales Menu” then
“Invoice/Statement Templates” on the Finance menu.

File Edit Podiatry Mainmenu Reports B3l

Customer/Patient Accounts Chrl+l

Purchase Menu
Reverse Receipts/Payments

Miscellaneous Payments/Receipts )
Print Qverdug Accounts Letters
MNominal Analysis Codes

Journal Entries

Pararmeters

Financial Reports

PeriodfYear End
Finance Utilities

This allows you to define the header section of the format by entering text, plotting
fields and choosing fonts, styles, colours and sizes. Although you cannot change what
is printed in the details section (ie. Net, Vat, Total) you can amend the font details to
match the header section.

‘ Reference |1 Description [ INVOICE FORMAT T7PE 1 Type [T Top Margin [100  Battom [1.00 Left [1.00
Header Details Font Size Shde Colour Pos Line
INVOICE 118 1 2 1
(CUNAME}  ¢CUCODE} 110 3
(CUAD1} 110 4
{CUADZ} 1 10 B
{CUADZ} 110 3
{CUADS} 110 7
{CUPO3T} 110 )
Invoice Mumber : {NHREF} 110 100 10
Date : {NHDATE: 110 100 M

1

1

1

1

1

1

1

1

1

1

1

1

1

Invoice Details and Totals Font 2 Size 12 Style Colour 2
nset | | Edit | fnd | Hewt |  Back Delete guit | oe |
List | | Duplicate | Fonis | Tzl
7

When creating a template, begin by entering a unique reference, a description, the type
of format (Miscellaneous invoice, Treatment invoice, Statement) and the top, bottom
and left margins.

The main part of the screen represents the header section of the invoice and can contain
up to 22 lines. Each can be given a Font number (between 1 and 5), a size, style,
colour, position and line number.
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Fields are plotted in the same way as in the Standard letters facility (see Chapter 7 of
the User Manual) and are enclosed within { } brackets. A list of valid fields and styles
is given at the end of Chapter 7 in the User Manual. However, additional fields
include:

CUCODE Account number
CUNAME Customer’s name (usually the patient’s name)
CUAD1 - CUADS Address lines1to 5
CUPOST Post code
AHREF Invoice Number
AHDATE Invoice date
AHORDER Order number for miscellaneous invoices
#D Today’s date
#HT Time
Fonts

When you click on the Fonts button on the invoice templates screen, the system allows
you to select up to 5 fonts from your Windows font directory to be used within the
Podiatry system.

‘ [ iption |INVOICE FORMAT TYPE 1 Type [T Top Margin [100  Bottom [100 Left [1.00 ‘
Header Details. Font Size Style Colour PosLine

IIIIII 116 1 2 1
{CUNAME} {CUCCDE} 1010 3
{CUAD1} 1010 4
{CUADZ} 1l 10 5
{CULD3} 1010
{CULDa} M 7
{CUPOST} These fonts can also be amended in the Parameters programme [

ce Nunber 100 10

Invois
Date : {NMDATE} Fontd [Aria | 100 11
Font 5 [Impact -

Inuoice Details and Totals  Font 2 12| Style | Colour
L

Size
| E N

L 5
L e | Fonta| Cancel

A

Once you have selected your 5 fonts you can refer to them in the font section of the
invoice using numbers between 1 and 5.

This example

The above example is a treatment invoice. The first line contains the INVOICE title
which will be displayed in Arial (font 1). The size of the font is 16 with the style being
1 (bold), colour 2 (blue) and the position 0. The position may vary from printer to
printer but should refer to the number of centimetres from the left hand margin. The
line number is 1.
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The second part of the header will display the account number and the customer’s or
patient’s name ({CUNAME} and {CUCODE}). Again, the font is Arial but with a
smaller font size. The style and colour have been left blank which will print out as
plain text in black. The line number has been set to 3, even though this is the second
line. This has been set to 3 partly because we want a gap between the INVOICE title
and the customer name, but also because the title is in a larger font. If the line number
had been set to 2 it would probably have been overlapped by the larger INVOICE title
which is being displayed in font size 16.

The next 5 lines will display the customer’s address. This is followed by the invoice
number and date which have again been dropped a further 2 lines but have also been
indented 1 cm from the left margin.

If we look again at the second line of the header where {CUNAME} and {CUCODE}
have plotted you will notice that there are several spaces between the two fields. This
is to provide a reasonable gap between the two. However, the position of {CUCODE}
will vary between invoices because the customer name is bound to vary in length. In
this example it doesn’t really matter, however if you wanted {CUCODE} to be in a
fixed position you could amend the format in the following way:

| Reference LEka) Description | IN'vOICE FORMAT TYPE 1 Type |T Top Margin |1.00 Bottom |[1.00 Left |1.00 ‘
Header Detalls Font Size Style Colour PasLine
INVOICE 1 16 1 2 1
{ CUMAME } 110 3
{CUADL} 1 10 4
{CUADZ} 110 5
(cUaDs) [IET E
{CUAD4} 110 7
(CUPOST) [IET E
Invoice Number : {NMREF} 110 1.000 10
Date : (WEDATE} [IET Ton 11
{ CUCODE ¢ 110 450 3
| 1

1

1

1

1

1

1

1

1

1

1

1

Invoice Details and Totals  Font 2 Size 12 Style Colour 2
Lz e B | Esce| e | ok |
| | Fonts. | Cancel

CUCODE has been moved to the line below invoice date. It doesn’t matter where on
the template it is displayed because the position of CUCODE has been set to line 3
(same line as CUNAME) at 4.5 cm from the left hand margin. It now doesn’t matter
how long the customer name is as the account code will always start at position 4.5.

You can set up as many different invoice and statement formats as you require. When
you print an invoice, a selection box will appear first allowing you to choose which
template you want to use. The best way to test your templates is by using the Reprint
Invoice button on the customer account screen and selecting your new format.
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CHAPTER 5 - PURCHASE ACCOUNTS

INTRODUCTION

This chapter details how to set up and control accounts for suppliers.

SUPPLIER ACCOUNTS

To create accounts for suppliers, select “Purchase Menu” then “Suppliers” on the
Financial menu.

File Edit Podiatry Main menu Reports

Sales Meny 3
Purchase Menu

Suppliers

Miscellaneous PaymentsfReceipts Reverse Receipts/Payments

Mominal Analysis Codes

Print Remittance Advice Notes

Journal Entries

Parameters

Financial Reports »
Period[¥ear End 3
Finance Utilities 3

This opens the supplier account screen below.

Supplier Code |TvNO1
Current Month £ 000
Hame |Tynedale Computer Systems R l—U-UU
Address |Unt G7 Current Month -2 £ 0.00
— Current Month -3 £ 0.00
Weston Road
Crewe Unallocated £ oo
I Balance £ ooo
I 4RR
0.00
Telephone | Fax [Enc==r
Contact |
Default VAT Ho. |1
Default Hominal Analysis Code ISUUZ ‘M\scallaneous Purchaszes
Purchase Ledger
Ref Date Type Description Het£ VATE Total £ Balance £
-
Add Supplier | Edi | Bnd | Mest | Back Deletz | ot | o |
Purchase Invoical Pay Invoice | Print Ledger | List Suppliers | 0/B LCancel

The supplier account screen includes details such as a unique Supplier Code, Name and
an Address.
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On the right of the screen are boxes detailing turnover and the amount currently owed
to the supplier:

Current £ Total unpaid Invoices for this month.

Current-1 £ Total unpaid for last month.

Current-2 £ Total unpaid for two months ago.

Current -3 £ Total unpaid for three months or longer.

Unallocated £ Total paid but not yet allocated against Invoices.
Balance £ (Current + Current -1 + Current -2 + Current -3) — Unall
Turnover £ Total purchased excluding VAT.

Since most suppliers will supply the same type of goods, the system allows you to
allocate a default analysis code to each supplier. This speeds up the entry of invoices
because it removes the need to select the appropriate analysis code each time.

Suppliers must be entered into the system before purchase invoices can be created.

Purchase Invoices

The Purchase Invoice button on the supplier account screen allows you to enter
purchase invoices sent by the supplier to your practice.

Supplier Code |
pate [15MeR2000 | Period |
Transaction Type [NV (IHVoice /CREH)
Suppliersinu Ho. |

Order Humber
Default VAT Ho. |1 ;

Analysis Code Hem Description VAT Ho Het £ VAT £ Total £

Totals |

Analysis Code ipti ]

The details entered include the Supplier Code, the Date of the invoice, the Transaction
Type, Suppliers Invoice Number, your Order Number and the default VAT rate. The
system allows for six VAT rates.

0 Zero rated items.
1 The standard rate of VAT @ 17.5%
2-5 Spare rates.
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Most of the transactions will be invoices. However if you enter an Invoice for the
wrong amount you can correct it with a CREdit transaction. The Credit can then be
allocated to cancel out the original invoice using the Pay Invoice button as described
on Page 5-7.

When you enter the invoice date you will see that the system calculates the accounting
period (1 - 12) to which the invoice will be allocated. Some systems restrict you to
working within one period at a time, followed by a ‘period end’ to close the month.
This system allows you to enter invoices for any period (date) within your financial
year.

If you forget to enter an invoice from say, two months ago, simply enter the invoice
with the correct date information. The system will then calculate which period the
invoice applies to and update the analysis codes and supplier balances accordingly.

When you have entered the basic details, tab down to the rectangle on the bottom half
of the screen.

Supplier Cade [Tymo1 | TVHEDALE COMPUTER SYSTEM
Date [15MAR2000 | Period |3 UNIT 67
Transaction Type [V (HVoice / CREGit) SCOPE HOUSE
suppliersinv Ho. | WESTON ROAD
order Humber | CREWE
Defautt vATHo. [1 w1 5D
Analysis Code Hem Description VAT Ho et £ VAT E Tatal £

| [0 .00 0.00 o0 | —

Totals | | |

Analysis Code Description

This part of the screen lets you enter the details of the individual lines of that invoice.
There is no limit to how many items can be placed on an invoice and each line can be
allocated to a separate analysis code and have a different VAT rate.

Begin by entering the analysis code to which you want the item to be allocated. If you
have already allocated a default analysis codes to your suppliers, the system will
supply this default analysis code for you.

For instance if you are buying a new computer system from which to run your
appointments and patient records, you may have already set up an analysis code for
this purpose. If not then use the 5002 analysis code for miscellaneous purchases. If
you do not know the reference code for the analysis code simply enter a '?' and press
TAB and a list will be displayed from which to choose your code, by double clicking
on it.
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Supplier Code [T TVHEDALE COMPLITER SYSTEM
Date [15 MaR 2000 Period [3 UNIT 67
Transa ction Type |INv (IHVoice / CREdit) SCOPE HOLISE
Suppliers Iny Ho. WESTON ROAD
Order Humber ChEdH
Default VAT Ho. [1 (Gl Eny
Analysis Code Hem Description VAT Ho Het £ VAT £ Total £
[s002 Computer system [0 599.00 GE 1056.33 | —
Totals | s95.00 [ 15733 | 1056.33
Analysis Code iption [Misoellaneous Purchases ]
Cancel

For example, enter the analysis code 5002 (Miscellaneous Purchases) and press TAB.
The description of the analysis code will be displayed at the bottom of the screen. You
can now enter comments, the VAT rate (which defaults to the 'Default VAT No'
entered) and the net price of the item. The system automatically calculates the VAT
based upon the VAT rate selected. However, it does allow you to amend the VAT
value because you occasionally get rounding differences of 1p from the suppliers VAT
calculation. TAB past the VAT field and the system will calculate the total and go
onto the next line ready for the second item on the invoice.

Continue entering items onto the invoice...

Supplier Code | TN T¥NEDALE COMPLITER S'STEM
Date [15 M2R 2000 Period |3 UNIT 67
Transaction Type |INv (INVoice | CREdit) SCOPE HOUSE
Suppliers Inu Ho. WESTON ROAD
Order Humber GHENE
Default VAT Ho. [1 [owen ]
Analysis Code Hem Description VAT Ho Wet £ VAT £ Total £
[s002 Computer system [0 599.00 15733 | | 108633 | =
[r7m 1 years software maintenance [ 100.00 i 117.50
Totals | s98.00 [ 17483 [ 1173.83
Analysis Code ition |Machine Maintenance ]
Cancel

...until all the items have been entered. When you have finished, click on the OK
button (or press RETURN) and the computer will process the invoice. (If the cursor is
in the Comments field, you have to use the OK button: RETURN will only add a line
to the comments section and not process the invoice.)

The system returns to the supplier account screen.
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The system automatically updates your data in several areas. The first part of the
process is to update the analysis codes with their new values. This can be seen by
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selecting “Nominal Analysis Codes” from the Financial menu, clicking on the Find
button, then entering 5002 in the Analysis Code field.

Analysis Code [5002 Description | Miscellaneous Purchases
wee [ amic) Include in List Selection | VES
Last years Budget £ Last Years Balances £ This years Budget £ This Years Balances £
[ 0.00 | 0.00 | 0.00 | 0.00
| 0.00 | 0.00 [ 0.00 | 000
0.00 000 000 534 00
0.00 00 00 o0
0.00 0.00 0.00 0.00
0.00 0.00 0.00 000
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 000
0.00 .00 .00 .00
| 0.00 | 000 | 000 | 000
[ 0.00 | 0.00 [ 0.00 | 559,00
Insen | Edic | fnd | [T Back |  Delete | quir | o
List | Mominal Analysis Breakdown | 0/m Cancel

You can see that the analysis code used for miscellaneous purchases has been updated

by £899. (In this example it is the first invoice entered to that analysis code). The
£899 is the net value of the first line on the invoice and has been put in period 3

because the system has already been told in the set-up that the financial year starts on
the 1st January. The second line of the invoice was allocated to analysis code 7701 for

the software maintenance.

Analysis Code [77m1 Deseription  [Machine f Software Martenance
Twe [ aBi) Include in List Selection [ES
Last years Budget £ Last Years Balances £ This years Budget £ This Years Balanees £
| 0.00 | 0.00 | 0.00 | 0.00
| 0.00 | 0.00 | 0.00 | 0.00
000 000 .00 10000
0.0 00 .00 0
0.0 0.0 .00 000
00 0 00 00
00 00 00 00
000 000 .00 000
0.0 0.0 .00 000
00 0 00 00
[ 0.00 [ 0.00 [ 0.00 [ 0.00
| 0.00 | 0.00 | 0.00 | 0.00
| 0.00 | 0.00 | 0.00 | 100.00
inset | Edt | | End | Hew |  Back | Delete | | mut | oo
List_ | | Nominal Analysis Bieakdown | o/B Cancel

Other analysis codes which will have been updated include 2100: Creditors analysis
with the total value of £-1173.83 (999* 1.175), and 2201: Purchase VAT by £174.83.

2100 (Creditors control)

2201 (Purchase VAT)

5002 (Miscellaneous purchase)
7701 (Maintenance)

-1173.83
+ 174.83
+ 899.00
+ 100.00
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The second part of the updating process amends the details on the supplier account
screen.

Supplier Code | T*NO1
Current Month £ 117383
Hame |Tyneda\e Computer Systems Current Month -1 £ 000
Address [Unit 57 Current Month -2 £ 0.00
| scape House Current Month -3 £ 000
|Wesmn Roart
|Crawe Unallocated £ 0.00
| Balance £ 117383
O ARR
Telephone | Fax Turnover £ 933.00
Contact |
Default VAT Ho. |1
Default Hominal Analysis Code |5EIUZ |M|Sce\laneuus Purchases
Purchase Ledger
Ref Date Type Description Net £ VAT £ Total £ Balance £
1 25 OCT 2004 TInwaice 999.00 174.83 1173.83 1173.83

Add Supplier ‘ Edit | FEind ‘ Hext | Back Delete | Buit |

Furchaselnvnlce| Pay Ihvoice ‘ Print Ledger ‘ \;\slSupphels| 0/B

The values now show that you owe £1173.83.

The Print Ledger button will show the breakdown of those values.

I Scicen report [C1o0x]

Supplier : TY¥NO1 TYMEDALE COMPUTER SYSTEM

Type Date Ref No. HNet £ YWAT £ Total E Balance £

INV 15 MAR 2000 1 999.00 174.83 1173.83 1173.83
Balance for TYNEDALE COMPUTER SYSTEM £ ____Ei;gjég

TOTAL BALAEMNCE ¢
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Pay/Allocate Purchase Invoices

You can pay or allocate purchase invoices using the Pay Invoice button on the supplier
account screen. This opens a new screen as below.

PurchaselnwoiceHo. || | (Optional)
Supplier Code |
Date [15MARZ000 | period [
PaymentAmount £ |

Cheque Ho.
Allocate Payment YH | VES | satance |
Bank Account 1200 [Bank Current Accaunt |
ALLOCATION
PAYMENTS ! CREDITS IHVOICES
Ref _ Type Date  Totalé  Balnce & || Ref  Type Date  Totalf  Balnce £
Allocate £
ok
Cancel

The payment and allocation of purchase invoices is split into two parts. The first part
of the process is to enter the supplier and payment details. When a payment is entered,
it must be allocated to the correct invoice. However, if you highlight the invoice first
before clicking on the Pay Invoice button, the software will automatically allocate the
payment to the correct invoice. TAB down and begin by entering the date of payment,
the amount, and optionally tell the system which bank account or credit card account
the payment is from.

Purchase Invoice Ho. (Optional) TYNEDALE COMPUITER SYSTENS
Supplier Code [ TvnD1 UNIT G7
Date [15 mar 2000 Period [3 EECREIOTE
Payment Amount £ [500.00 i ESTONROZD)
Cheque Ho. GEE
Alocate Payment v [TE3 [cvvt 60D | Batance [117383
Bank Account [1200 [Bant Current Account |
ALLOCATION
PAYMENTS | CREDITS IHVOICES
Ref  Type Date Total ¢ Balance £ || Ref  Type Date  Total£  Balance £
Allacate £
Cancel
o

If you ensure the Allocate Payment Y/N field is YES and you haven’t already selected
which invoice is being paid, the system will move onto the second half of the process
and allow you to allocate the payment (and any other non-allocated payments) to their
appropriate invoices.
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Purchase Invoice Ho. (Optional} TYNEDALE COMPUTER SYSTEMS
Supplier Code [Tvro1 Gy €
Date [15 MaR 2000 Period [3 ESERREGASE
Payment Amount £ [500.00 MESTONROAD
Cheque Ho. CREVE
n D [ CV¥1 BDD, | Balance [e73:83
Bank Account [1200 [Barnk Currert Accourt ]
ALLOCATION
PAYMENTS / CREDITS IHVOICES
Ref Type Date Total £  Balance £ Ref  Type Date Total £ Balance £
1 PAY 15 MAR 2000 50000 50000 =} (1 INV 15 MAR 2000 1173.83 1173.83 &
Allocate £
Ok
Finish
7

After clicking on OK the system loads a list of all unallocated payments and
outstanding invoices. In this example there is only the one payment just entered and
the invoice entered earlier. To make an allocation, click on the payment (or credit) on
the left side of the box and the invoice on the right hand box. An allocation value at
the bottom of the screen will be the smaller of the two values, which in this case is
£500.00

Click on the OK button again and the amount will be deducted from both sides.

PurchaselnvoiceHo. | (Optionaly TYNEDALE COMPUTER SYSTEMS
Supplier Code [TvhO1 | UNIT 67
Date |15 MAR 2000 Periad [3 SCOPE HOUSE
Payment Amount £ 50000 VWESTON ROAD
ChequeHa. | CREWE
Allocate Payment ¥H | vES CWH 60D | Balance [57333

Bank Account [1200 [Bank Current Account ]

ALLOCATION
PAYMENTS [ CREDITS IHVOICES

Ref  Type Date Total £ Balance £ Ref  Type Date Total £ £

Alocate e [

When you have allocated the invoices and payments, click on the Finish button. The
system returns to the supplier account screen. Any payments made but not allocated
still reduce the balance owed on the supplier account screen, but the unallocated
amount is temporarily entered into the Unallocated field. This will be removed when
the payment is allocated later to the appropriate invoice.

If you wish to allocate some previously entered payments or if you have a purchase
credit to allocate to an invoice then enter the supplier code as normal but do not enter a
payment value. Click on OK and the system will skip straight to the allocation
process.
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The system automatically updates your data in several areas. When a payment is
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entered, the system reduces the amount owed on the supplier account screen by the
amount entered and the amount is placed into the Unallocated field.

In the above example, 2100: Purchase Creditors analysis is reduced by £500 from

-1173.83 10 -673.83. The bank account analysis code 1200 has also been reduced by
£500.00. You therefore owe £500 less than before but have £500 less in your bank

account.

When you allocate the payment, the balance on the invoice is decreased by the amount
paid, and the amount in the Unallocated field on the supplier account screen is also

decreased.

Print Ledger

The Print Ledger button prints a report within your selected date range showing all the

purchase invoices/credits and payments relating to that supplier.

Select Transaction Dates between

Supplier Code [ TvND1

1 JAR 2000] and |31 DEC 2000

‘TYNEDALE COMPUTER S¥STEM

Leave Dates blank to select ALL Dates
Leave Supplier Cade blank to select ALL Suppliers

List suppliers

The List Suppliers button on the supplier account screen produces a list of all your

suppliers, with their supplier reference number and address.

o/B

This button can be used to setup an opening balance for a supplier when you first start

using the PPMS system.
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REVERSE RECEIPTS/PAYMENTS

This facility is available from both the “Sales” and *“Purchase” menus, and can be used
to ‘undo’ any payments or receipts entered by mistake.

File Edit Podiatry Main menu Reports

Sales Meru

Suppliers
Miscellaneous Payments/Receipts
Nominal Analysis Codes Print Remittance Advice Motes
Journal Entries

Parameters

Financial Reports

Periodfear End
Finance Utilities

Take care when using this facility that you delete the correct transaction. Make sure
that you are selecting the correct reference number and the correct transaction type.

This facility is used to "Reverse’ mistakenly posted Receipts and Payments. Invoice mistakes should be
corrected with a Credit note.

Click on the Transaction line you wish to ‘Reverse® and then click OK
Reversed transactions are removed from the audit trails but can be viewed in the 'Reverse Receipt/
Payments reports.

Ref Ho. Trans Type Date Account Ho. Amount £

1 PAY 15 MAR 2000 TYNO1 500.00 -
1 REC 16 AFR 2000 PCGO1 E000.00

Cancel 4

Click on the transaction to be removed and then click on OK.

If you are reversing a payment made through the Invoice button on the treatment fees
screen this facility will automatically reduce the amount paid to zero on the treatment
record. If you want to put through another payment for that invoice you will need to
use the Receive Payments button on the sales account screen to receive the correct
amount.
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PRINT REMITTANCE ADVICE NOTES

This facility will print out remittance advice notes for all payments made to suppliers
between two selected dates.

File Edit Podiatry Main menu  Reports

Sales Menu

Suppliers

Miscellaneous PaymentsfReceipts Reverse Receipts/Payments

Mominal Analysis Codes Prink Remitkan

Journal Entries

Parameters

Financial Reports

Periodf¥ear End
Finance Utilities

This opens the new screen below.

15 MAR 2000
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CHAPTER 6 — FINANCIAL REPORTS

INTRODUCTION

A large number of reports can be produced by selecting “Financial Reports” on the
Financial menu.

Fle Edit Podiatry Main menu  Reports BEERTEED

Sales Menu
Purchase Menu

Miscellaneous PaymentsiReceipts

Mominal Analysis Codes

Journal Entries

Parameters

Sales Ledger
Sales Audit Trail
Aged Debtors
Statements

Period/vear End
Finance Utilities

Purchase Ledger
Purchase Audit Trail
Aged Creditors

Cashbook sudit Trail
Journal Audit Trail

Mominal Analysis Breakdown
Trial Balance

Reversed Receipt/Payments

SALES LEDGER AND PURCHASE LEDGER

The “Sales Ledger” option on the menu opens the same screen (shown below) as that
called up by the Print Ledger button on the customer account screen. Invoices and
their balances are printed for a selected customer (or all customers if the customer code
is left blank), between the two dates specified.

Select Transaction Dates between | INEGIENE

and [31 DEC 2000
Customer Code

Leave Dates blank to select ALL Dates
Leave Customer Code blank to select ALL Customers

ok
Cancel

The “Purchase Ledger” option opens a similar screen, but with a field for the Supplier
Code instead of the Customer Code. This is the same screen as that called up by the
Print Ledger button on the supplier account screen.
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SALES AUDIT TRAIL AND PURCHASE AUDIT TRAIL

These two reports print all invoices, receipts/payments and credits for your selected
date range and have an option to print invoice details or just the invoice amount.

Select Dates between |1 JaN 2000 and  [31 MaR 2000

Include Invoice Details YH ? | I8

Cancel

[Eoet ]
e

Selecting YES will print a breakdown by analysis code of all the items within that
invoice total.

Fl Screen repoit =] E3

1INV 15 MAR 2000 PCGOL
First inveice for 12 month contract

fI667 PR cantract JIRREE. 78 2. 88 FE88E. 80
2 INV 15 MAR 2000 PCGO1
LFRT Advertising FEE. 88 288 FEE L

Transaction Totals @ Invoices 10300.00 0.00 10300.00

AUDIT TRAIL TOTALS

The invoice details are printed in Italics showing the breakdown of the invoice.
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AGED DEBTORS AND AGED CREDITORS

These summary reports display lists of customers or suppliers showing the breakdown
of their outstanding balances.

Vil Screen report M= &
-
Sales Ledger Aged Debtors - Printed 15 MAR 2000 at 12:54 IS
Customer Hame Current % 1 Mth ¢ 2 Mths £
PCEOL CREWE MEDICAL CENTRE 5300.00
5300.00 0.o0 0.00

1 Records Printed.

<| | o
STATEMENTS
Statements can either be printed for an individual customer or for all.
| 5cie0n repont WEE
_CR'ETW'E—E
B

Date 15 MAR 2000

Type Date Our Ref No. Your Ref Total £ Balance £
INV 15 MAR 2000 1 10000.00 sooo. oo
INV 15 MAR 2000 2 300.00 300.00

BALANCE DUE £ .00

Current -90 days
0.00

£l |

Current Month Current -30 days Current -60 days
5300.00 0.00 0.00
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CASHBOOK AUDIT TRAIL

Although printed in a different format, the cashbook audit trail should be an accurate
representation of your bank statements as it shows all moneys going in and out of your
bank account.

Select Dates between |1 J4N 2000 and 30 APR 2000
Print Cashbook Details YH 7 |2
Show Cashbook Balance YH 2 [NO

*Show Cashbook Balance * will calculate what the Cashbook (bank balance} should be the day before your date selection.
In other words if you select dates from 1 FEB 1989 to 28 FEB 1999, the report will start by displaying the bank balance as
of the 31 JAH 1999,

*Print Cashbook Details * - Only applies to *Cashbook Transactions', not Invoice Payments

Cancel

_Concet |

Again it works by a date selection with the option of showing details of each
transaction. It also has an option whereby the system will calculate what your balance
should have been on the day prior to your date selection. In this example the bank
balance will be calculated on 31 December 1999. This would then be included in the
totals of the report showing what the bank balance should have been on 30 April 2000.

JOURNAL AUDIT TRAIL

The journal audit trail works in a similar way to the cashbook audit trail, giving a list
of all your journal entries, see Page 7-3.

Journal Audit Trail (=) 3
Journal Audit Trail - Printed 26 AUG 2004 at 10:46 Page 1 %
Journal Entry Ref 1 Date : 20 MAY 2004 Reference
MNominal Analysis Debit £ Credit £
1200 Bank Current Account 0.00 6000.00
1240 Company Credit Card 5000.00 0.00

Page 6-4



PPMS ADVANCED MANUAL

NOMINAL ANALYSIS BREAKDOWN

The Nominal Analysis Breakdown report provides a means of breaking down analysis
codes and showing how they came to their present value.

Select Transaction Dates between |1 JAR 2000 and IEH MAR 2000

From Analysis Code [7004 To [7004
Transaction Type (INV, REC, CRE, PAY, PMT, RCT)
Frint Hominal Details YH 2 [ES

Leave Dates blank to select the whole Financial year.

Leave Analysis or Transaction Type blank to select ALL in that category.

In this example a report will be produced showing all transactions regarding the 7004:
Wages analysis code between the 1st January and the 31st March.

From and to codes can be selected if your analysis codes are numeric, such as 1001 to
1010. This will select analysis codes 1001, 1002, 1003, 1004, 1005, 1006, 1007, 1008,
1009, and 1010.

Transaction types can be selected to specify:-

INV Invoice

CRE Credit note

PAY Payment of a purchase invoice

REC Receipt (payment) of a sales invoice
PMT Cashbook payment

RCT Cashbook receipt

Print Nominal Details

Enter NO in the Print Nominal Details field if you require only the totals for the
required codes.
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TRIAL BALANCE

This report prints out a list of all the nominal analysis codes and their total values to
date. Adding up the debit and credit totals should always equal zero.

Select “Financial Reports” then “Trial Balance” on the Financial menu to open the
print selection screen. You have the option to print all nominal analysis codes, or just
those with a non-zero balance, as shown below.

Screen report | @
3
Trial Balance - Printed 26 AUG 2004 - 10:54 Fage 1 z
Analysis Description
Code Debit £ CraditE
1100 Debtors Control Account 105.00
1200 Bank Current Account -5477 50
1240 Company Credit Card £000.00
4000 Podiatry Treatments 52750
5105.00 -6105.00
4 Records Printed

Reversed Receipts/Payments

This produces an audit of all payments and receipts that have been reversed by
selecting “Reverse Receipts / Payments” on the “Sales” or the “Purchase” menus of the
Financial menu.

Selecting “Financial Reports” then “Reversed Receipts/Payments” on the Financial
menu opens the print selection screen.
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CHAPTER 7- OTHER FINANCIAL FUNCTIONS

INTRODUCTION

This chapter describes the following options on the Financial menu:

e Miscellaneous payments and receipts
e Journal entries

e Accounts parameters

e Year and month end

o Utilities.

MISCELLANEOUS PAYMENTS/RECEIPTS

File Edit Podiatry Main menu W

Sales Menu
Purchase Men

Mominal Analysis Codes
Journal Entries
Parameters

Financial Reports

Period[¥ear End
Finance Utilities

This facility allows you to receive or pay moneys out of the cashbook (bank) for non-
invoiced transactions such as claiming back expenses, paying wages or paying income
tax.

[P} 5 e 2000 Period
Transaction Type [PMT  (PMT- Payment /RCT - Receipt
order Humber
Default AT Ho. [1
Bank Account 1200 [Bani current accourt
Analysis Code Description VAT Ho Het £ VAT £ Total £
Totals [
Analysis Code Deseription [Bary Currert Acoourt |
ok
Cancel
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The system works in a similar way to the sales and purchase invoices. You begin by
entering the date followed by the type of transaction you are entering:

RCT Cashbook receipt
PMT Cashbook payment

Continue by entering the default VAT number. You can change the bank account the
money is going into if it is a Receipt or out of if the transaction is a payment.

After entering the 'header' information the cursor moves into the rectangular box in the
centre of the screen.

Date |15 MAR 2000 Period |3

Transaction Type |[PMT  (PMT Payment /RCT - Receipt
Order Humber
Default VAT Ho. [1

Bank Account 1200 [Bank Current Accourt

Analysis Code Description VAT Ho Het £ VAT £ Total £
[7100 February rent [r ] 30000 [ 5250 | 35250
[7004 \ages [o :000.00) 000 3000.00
Totals 3300.00 5250 | 335250
Analysis Code Description [jvages - Regular |

Cancel

Continue by entering each line of detail including the analysis code, comments, the
VAT rate (O=zero-rated, 1=17.5%), the net value and adjust the VAT if necessary for
payment transactions. In the example above, payments are being made for rent and

wages.
When you have finished, click on the OK button and the system will return to the

beginning for the next transaction to be entered. If there are no more transactions,
click on Cancel to finish.
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JOURNAL ENTRIES

File Edit Podiatry Mainmenu Reports NElREGLE

Sales Menu 3

Purchase Menu

Miscellaneous PaymentsfReceipts

Mominal Analysis Codes

Journal Entries

Parameters

Financial Reports

Periodf¥ear End
Finance Utilities

Journal entries can be used to transfer money between analysis codes. This is useful if
you have used the credit card analysis code (1240) for making payments through either
the cashbook transactions option or the purchase payments option.

| Date: 15 MAR 2000 Period |3 Reference ‘
Analysis Code  Description Debit £ Credit £
[1z00 [Bank Current Account ] 0.00 [ sooo.00 —
[1z40 [company Credt cara | [ coo0 00 [0 00]

Totals £000.00 E000.00
Balance £ 0.00

el

If you pay your credit card bill by one of the many methods of transferring money
direct from your bank account without using a cheque, you can use a journal entry to
transfer the money in the systems accounts from your bank account to the credit card
account. This is done by crediting the bank account by £6000 and debiting the credit
card account by the same amount. Thus paying the credit card and reducing your bank
balance.
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ACCOUNTS PARAMETERS

File Edit Podiatry Main menu  Reports SEREREED

Sales Menu
Purchase Menu

Miscellaneous Payments/Receipts
Mominal Analysis Codes

Journal Entries

Financial Reports

Perind/¥ear End
Finance Utilities

A number of parameters can be set to change the way the accounts system works.

Last Sales Inv. |2 Sales Rec. |1 Purchase Inv. |0 Purch Pay. |0

Cashbook |0 Journal Ho. |0 Last Transaction No. |7

VAT Rate 0 |0.00 1 |17.50 2 |0on 3 |0.00 4 |000 5 000

Display INV/REC/PAY Humbers 2 W
Financial Year Start ’W

Delete transactions at Year End 2 ’NO_

Automatically ‘Age’ Account balances ’E

Do you wish to use Period ends ? [no  (YES will prevent transaction dates outside the current period. NO will
allow any date provided they are within your current financial year)

Current Period |1 {If you don't use Period ends, this will remain as 1 or 0 all year)

Valid Transaction Dates are between \1 JAR 2004 and |31 DEC 2004

Default Bank Account. \1200 ‘Elank Current Account |

Statement Comments |Paymerits are due within 30 days.
\ Show Zero Balances ? |NO
Print Invoice Default | “ES Print Receipt Default MO

VAT Rates

Up to 6 VAT rates can be defined with their appropriate values.

Display Invoice/Receipt/Payment numbers

If this is set to YES, each programme in the accounts system will display an OK
message giving the invoice or receipt number allocated to that transaction.

Delete Transactions at year end

If set to YES, all zero balanced transactions will be deleted as part of the year end
routines. Unless you are very short of disk space, this should be set to NO.
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Automatically Age Account Balances

If this is set to YES, the Current, Current -1, -2 and -3 fields on the customer and
supplier account screens will be aged automatically each month. If set to NO, the
balances can be recalculated by selecting “Financial Utilities” on the Financial menu.
See Page 7-7.

Use Period ends

When set to NO (the default), the system allows you to enter transactions for any date
within your financial year. If YES then the month end routine will need to be run at
the end of each month (see Page 7-6). The system will then restrict invoice/receipt
dates to the current month.

Default Bank Account

This defaults to 1200: Current account, but can be changed.

Statement comments

Enter here any comments you wish to appear at the bottom of each statement.

Top and Left margin

These can be amended to suit window envelopes.

Print Invoice
When this is set to YES, the default on the print invoice selection box is YES. Setting
it to NO, sets NO as the default on the selection box.

Print Receipt

When this is set to YES, the default on the print receipt selection box is YES. Setting
it to NO, sets NO as the default on the selection box.
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PERIOD/YEAR END

File Edit Podigtry Main menu  Reporks BEREGEE

Sales Menu
Purchase Meru

Miscellaneous PaymentsfReceipts

Mominal Analysis Codes
Journal Entries
Parameters

Financial Reports

The year-end routine should be run at the end of the financial year after an annual
back-up has been taken and all relevant reports for your accountant have been printed.

The routine carries out the following:

e Delete all 'zero balanced' financial transactions if the option is set on the
Financial Parameters screen. The only financial transactions remaining will be
outstanding invoices or unallocated receipts and payments

¢ Creates an opening balance analysis code which contains the total of all the sales
and purchase analysis codes added together

e Moves the balances on the trading analysis codes to previous year.
e The totals for the control analysis codes are placed in period one.

e Opening balance (OB) nominal transactions are inserted to represent analysis
code values.

e Turnover is cleared on the customer and supplier accounts.

The month end routine would only be used if you have set ‘Do you wish to use Period
Ends’ to YES on the Financial parameters screen. If you choose to work this way the
software will only allow you to enter Invoices and Payments using dates within your
current month. Most customers leave this set to NO which allows any transaction date
to be entered within your financial year.
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FINANCE UTILITIES

The utilities menu allows you to recalculate balances and analysis codes, and check
nominal transactions.

File Edit Podiatry Mainmenu Reports SElEREE

Sales Menu
Purchase Menu

Miscellaneous Payments/Receipts

Mominal Analysis Codes

Journal Entries

Parameters

Financial Reports

Period[¥ear End
Finance Uilities Recalrulate Customer Balances

Recalculste Supplier Balances

Recalculate all Analysis Codes
Check Hominal Transactions

Recalculate customer balances

Recalculate supplier balances

Recalculate all analysis codes.

Check nominal transactions
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CHAPTER 8 —SET UP PATIENT DATA

INTRODUCTION

This chapter explains how to set up the contents of the fields on the Patient Record
screen for your own requirements. Details of the Patient Record screen are given in
Chapter 3 of the User Manual. A view of the screen is given below.

Record lo | { Atternative No. | ) Date of Birth (age | ) sex |
Title
Surname First Name(s) | |

Address I Podiatrist Registered Clinic
| | 5| [=]
| i Referral
, [ | B
Registered GP Practice GP
Post Cod:
ost Code | ;” _.l
DRl | | Patient Category Category 2
Email Address | Send Email I ;” ;I
Weight (Kgs)  Height Previous Medical Histarp

Insurance Ref I Allergies I
Comments -
or GP Info Account Balance £ I
s Aocount Card

Next Appointment | | | I |« )
Date of Referral First Treated Last Treated AppDue | Died |
Add Patient I Edit | Find | Find / List I Hext | Back I Delete I Luit | O |

lreatmenlsl AppolnlmentHlstowl V\ewScannedlmagesl Letters Histary. | Brint I >Page>| Cancel

All the settings are made by selecting “Setup Menu”, “Advanced Setup”, then “Patient
Related Setup Menu” on the Podiatry Main menu as below.

ANl Podiatr M reports  Financial

Patient Record Chrl+p

Appointments

Daily Takings Repaort

Print Patient Recall Letters

Podiatrists

Clinics

Clinic Groups (For Daily Diary)
Cancellation Reason Codes

Import/Export

Standard Letters
Lahel Formats
Recall Templates

Email Setup

Conditions

Patient Medication

Treatment Related Setup Menu

Podiatrists
User Parameters

GP Practices
Doctars

Test/Repair Datafile

Source of Referrals
Clinics

Patient Cateqories
Occupation Types

Titles

Patient Record Page 2 Templates
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MEDICAL HISTORY

The first two options on the menu, “Conditions” and “Patient Medication”, allow you
to amend or add to the pop-up lists in the Medical Conditions and Medication fields on
the previous history screen. This screen, shown below, is reached by clicking on the
Previous Medical History button on Patient Record screen.

Patient | 00002 Mr Fred Blogos ‘

MEDICAL HISTORY Medical Conditions Medication Doseage

1 | DIABETIC | msuun = |
2| = | = |
3] Lf = |
4 = || = | |
5] & || 2| |

Steroid Therapy YN | Disabled VN | AtRiskYM |

Cancel

You can enter free text in the Medical History field on this screen. However, if you
select conditions or medication from the pop-up lists, you can then search for these
using the report generator.

Alternatively, you may prefer to hold this information as part of the Patient Record
screen. You can do this by creating your own second page of the Patient Record
screen, see Page 8-7.

Medical conditions

Medical conditions are those which podiatrists do not treat but must be aware of, such
as Diabetes, because they may affect the way in which a podiatric condition is treated.
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To change the list of Medical Conditions, select “Conditions” from the “Patient
Related Setup Menu”. This opens the screen below.

LDDISOMS
ADDISONS DISEASE

To implement the change, exit the Podiatry system, and restart. The changes will now
appear on the medical history screen. As well as the Condition Code and Name you
can tell the system if it should be excluded from the selection lists.

Patient Medication

Medications refer to medicaments not prescribed by the podiatrist, but about which the
podiatrist needs to be aware because they may affect the way in which a podiatric
condition is treated.

To change the list of medications, select “Patient Medication” from the “Patient
Related Setup Menu”. This opens the screen below.

“en | g | o | b | g | o | gw |

Page 8-3



PPMS ADVANCED MANUAL

POP-UP MENUS ON PATIENT RECORD SCREEN

There are eight selection fields on the Patient Record screen. Each of these fields is a
pop-up menu containing a list which can be amended to suit your own purposes. To
amend or add to one of the lists, select Podiatry Main menu, “Setup Menu”, followed
by “Advanced Menu” and “Patient Related Setup Menu” and then make the
appropriate selection as outlined in the following paragraphs.

Podiatrists

This facility is used for setting up the different podiatrists who work at your clinic.

When you started using the system with real data, you entered a list of podiatrists in the
quick set-up routines (see Chapter 2 of the User Manual). Should you wish to amend
this list, you can do so using either the Setup Menu or the Advanced Setup menu.

e Select “Setup Menu” and then “Podiatrists” from the Podiatry Main menu. See
Chapter 8 of the User Manual

e Select “Setup Menu”, followed by “Advanced Setup”, then “Patient Related
Setup Menu” and finally “Podiatrists” from the Podiatry Main menu.

Either option opens the screen below.

Podiatrist Code | 004

Hame | JOHN SNOW

GP Practices

This facility is used for setting up the list that will appear in the Registered GP
Practice field. It is the list of practices with which your patients are registered.
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Doctors

This facility is used for setting up the list that will appear in the GP field. Itis the list
of GPs with which your patients are registered.

Source of Referrals

This facility is used for setting up the list that will appear in the Referral field. The
code and description can then be searched for with the Report Generator.

Clinics
This facility is used for setting up the list that will appear in the Registered Clinic field.
When you started using the system with real data, you entered a list of clinics in the

quick set-up routines (see Chapter 2 of the User Manual). Should you wish to amend
this list, you can do so using either the Setup Menu or the Advanced Setup menu.

e Select “Setup Menu” and then “Clinics” from the Podiatry Main menu

e Select “Setup Menu”, followed by “Advanced Setup”, then “Patient Related
Setup Menu” and finally “Clinics” from the Podiatry Main menu.

The two options open the same screen. For further details see Chapter 8 of the User
Manual.

Patient Cateqgories

This facility is used for setting up the list that will appear in the Patient Category field
and also in the Category 2 field.

Patient Categories provide a way of customising the system for users who want to
record information not already included on the Patient Record screen. For instance
Categories could be set up to classify patients as requiring domiciliary appointments or
to identify patients covered by medical insurance.

Occupation Types

This facility is used for setting up the list that will appear in the Occupation field.
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TITLES

The system is initially set-up with the common titles such as Mrs, Mr, Miss, Ms, Dr,
but if you have patients with less frequently occurring titles such as General, Dean,
Countess then you may wish to include them here.

To do so, select Podiatry Main menu, then “Setup Menu”, followed by “Advanced
Menu”, “Patient Related Setup Menu” and then “Titles”. This opens the screen below.

e | Em | Ee | Nen | pes | voew | gw | o |

You can type any title you wish in the Title field of the Patient Record screen.
However, the advantage of entering titles here is that the system will enter the sex in
the Sex field of the Patient Record screen for you.
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TEMPLATE FOR PAGE 2 OF PATIENT RECORD

This facility allows you to define your own second page of the Patient Record screen.
This would normally be used to define a medical history questionnaire that matches
your paper records. The page is reached by the >Page> button on the Patient Record
screen.

To do so, select Podiatry Main menu, then “Setup Menu”, followed by “Advanced
Menu”, “Patient Related Setup Menu” and then “Patient Record Page 2 Templates”.
This opens the screen below.

Version number W Description ‘ Patiert record wersion 1
Warning Add Delete
Ho. Style Colour Heading / Question Validation il atid Use Same Line YN Line
1 1 [ o] MEDICAL HISTOR'Y QUESTIONMAIRE | |HEATING | [mwo J J;
2 ’E ,_IJ | Heart Complairt? |Yes‘Nn |Yes IF J J
a o [o Detais | | VES J J_
4 ’E ,_IJ | Are you Diabetic? |\nsulm‘Nnn-Insu\|n‘Nﬂ |In5u||n.ann-InsuI\n IF J J
5 ’E W | High Blood Presaure? |Yes‘No,ElIank |Yes W J J
g [o [o] Commerts | SCROLL [ [wo J J
2 ol [ ] ] Mot -]
ol [ [ [ fuo b~
Create new version | Edit Find Cumrent Version ‘ Hext ‘ Back | Quit ‘ |
[ Comcet |

Important: - Before using this facility please read to the end of the chapter first,
particularly the section on Setting up the Template on Page 8-8.

The template can consist of up to 30 questions and works in the same way as the
clinical assessment templates described on Pages 9-6 to 9-10. Please read that section
for details on entering style, colour, heading and the validation sections.

Additions

Three items are included in this facility that are not in the clinical assessments
template.
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Warning Validation

This tells the system which answers to your questionnaire should trigger a warning
message when the patient is found on the Patient Record screen. In the above example
questions 2, 4 and 5 will trigger a warning message if the patient has a heart complaint,
is either an insulin dependent or non-insulin dependent diabetic, or if the patient has
high blood pressure.

The text of the warning is defined on the User Parameters screen, see Page 10-3.

Use Same Line

Set this option to YES if you want the question to appear on the same line as the
previous question. Only two items can appear on one line.

Scroll

The validation has an additional option called SCROLL. This will produce a scroll
box allowing up to 200 characters of free text to be entered.

Setting up the Template

The first time this facility is used you must use the Create New Version button. It is
important that you give yourself plenty of time to set up the template and test it before
you continue to use the rest of the system. Do not do this while other users are
amending or inserting patient records.

Once a template has been set up the system will automatically allocate that template to
any patient record which is either inserted or edited after the template is created. When
a template has been linked to a patient record the template is locked. If you want to
make any amendments you will need to use the Create New Version button again
which will create a duplicate of the latest template. However, any existing patient
records that have been edited since the original template was set up will still use that
original version. This is because the system must prevent you from setting up a
template, using it for a while and then deciding to amend the ordering or the details of
the questions. If the system did allow this to happen it is possible that existing patients
would start to display the wrong answers against questions.

Therefore the best way to set this up is initially to set up a dummy Patient Record. Set
up the first draft of the template and then edit that dummy Patient Record to test the
template. Until you are satisfied with the template, use the Cancel button on the
Patient Record instead of the OK button. This will then prevent the template being
locked and allow you to use the Edit button on the Patient Templates screen to make
any necessary amendments.
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Repeat this process until you are happy that the template looks and works the way you
want it to. If you do accidentally click on the OK button while editing the patient
record, simply insert another dummy patient and use the Create New Version button
on the patient templates screen. You will need to do this because the original template
will now be locked.

If at a later date you do decide that you want to amend the details on the template, there
is no reason why this cannot be done using the Create New Version button, but it will
only apply to new patients.
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CHAPTER 9-SET UP TREATMENT DATA

INTRODUCTION

This chapter explains how to set up the contents of the detailed treatment screen for

your own requirements. It also covers altering the treatment fees and clinical

assessments screens, both of which are reached from the detailed treatment screen.

Information on the detailed treatment screen is given in Chapter 4 of the User Manual.
The screen is obtained by first clicking on the Treatments button on the Patient Record

screen to open treatment history screen, then clicking on the Add Detailed Treatment
button. A view of the screen is given below.

Date |25 AUG 2004
Podiatrist

Return | ([ )

Clinic

| sanDRa SO

| |sT soHNS (macoonaLD) -

Calculated Treatment Notes

1 Fees

Patients Description of Complsint

Additional Trestment Motes

Dorsal

Plantar

(Use Shift Click To Remove Circle.
Use CTRL Click To Add Circle Without Displaying Anstomy Box)

Diagnosis

Mext Activity

HMILLE

EPIDERMAL ANTOLYS1%
EFIDERMAL BLEEDING
EPIDERMAL BLISTER
EPIDERMAL ELISTER HABMW.
EPIDERMAL FISSURE
EFIDERMAL HABWORRHAGE

Activity/
Procedure

30 CRYO
60 CRYO
TEY% AGNOD

CUT AND FILED

ENUCLEATION

EFIDERMAL REDUCTION

IRRIGATED WITH SALINE -

Medicaments./
Padings!
Strappings

Fees Assessment

Ok

Digital Images I Cancel |

DIGITAL DRESS +WEL+ANANF LI
DIGITAL DRESS +MEL+BETAD OINT
DIGITAL DRESS +WEL+BETAD SOLBP
DIGITAL DRESS +WEL+BETAD SFRAY
FAN REST STRAPP. ANKLE MED|AL
FLEECY WEB COVER PMP -
FIFECY WER NIRITAl RN4WER

Cutcome

REFER TO GP

PATIENT DISCHARGED -
REFER TO BIOMECHANICAL ASSESS

All the settings are made by selecting “Setup Menu”, “Advanced Setup”, then

“Treatment Related Setup Menu” on the Podiatry Main menu, as below.

File Edit fz]

ord Chrl+P

STl Reports  Financial

Appointments

Daily Takings Report

Print Patient Recall Letters

Setup Menu

Import{Export

Podiatrists

linics

Clinic Groups (For Daily Diary)
Cancellation Reason Codes

Standard Letters
Label Formats
Recall Templates

User Setup Menu

Email Setup

Patient Related Setup Menu

d Setup Menu

User Parameters

Medicaments, Paddings and Strappings
Diagnosis

Test/Repair Datafile

Treatments/Ackivity Types
Treatment/Stock Prices

Oubcames

Anatomical Locations

Clinical Assessment Templates

Payment Types
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PATIENT TREATMENT

The right hand side of the detailed treatment screen contains selection fields. Each of
these contains a list which can be amended to suit your own purposes. To amend or
add to one of these lists, make the appropriate selection from the “Treatment Related
Setup Menu” as outlined in the following paragraphs.

For each of these, the entry in the Name or Description field is the one that appears on
the pop-up list. The contents of the Standard Treatment Notes field, on each of the
screens below, appears in the Calculated Treatment Notes box at the centre left of the
detailed treatment screen. The phrases before these notes on the detailed treatment
screen can be altered on Page 2 of the User Parameters screen (see Page 10-4).

Medicaments, Paddings and Strappings

The items entered here are included in the list that appears in the Medicaments/
Paddings/ Strappings field. You can also enter details such as costs and any
comments.

Reference [
Brand Name |
Include in Selection Lists YN ? | Sort Value for Treatments |
COSH Sheet Humber |

Standard Treatment Hotes |

Comments j

o | Find Nest it | ‘

List

Diagnosis

The items entered here are included in the list that appears in the Diagnosis field.
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EPIDERMAL BLISTER

Bllister

s

Treatment/Activity Types

The items entered here are included in the list that appears in the Activity/ Procedure
field.

s | o0 | pe | b | oo | ow | gw |
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Outcomes

The outcomes screen is similar to the treatment/activity screen above. Items entered
here are included in the list that appears in the Outcome field. Outcome records can be
used to describe the outcome of a treatment. Outcomes could be set up to describe the
different reasons for a patient being discharged.

Anatomical Locations

These items are the text defining the precise location on the foot where the treatment
was performed. For each area of the foot marked on the photographs you may enter up
to 20 precise locations. These locations are listed in the Anatomy pop-up menu when
you click on the dorsal or plantar view of the foot.

,_
2
o

escription
arsal Left 3rd Tibial salci

2
o

[Dorsal Lett ard Fibuler salci

[Dorsal Lett ard Epionychium

=]
=]

orgal Left 3rd Mail hed proxmatrix

=1
o

orsal Lett Srd hail bed distal

=1
=]

orsal Left 3rd Nil plate

arsal Left Srd Distal Interphalangeal jaint

=1
o

orsal Lett 3rd Proxinal Interphatangeal joint

DD EEEE

Undo Changes | |
o

4

The above screen shot shows the entries for the toe numbered 3 on the left-hand
photograph. In the table the location for the first item is given as ‘3.01’. The ‘3’
representing the toe and ‘01’ the order of this particular location in the list.

This list has been produced in consultation with a number of podiatrists but can be
amended to suit the needs of, and terminology used in, your own practice.

Caution: The system uses the location code in recording details of the treatment. If
you change the meaning of this code once it has been used to record a treatment, that
treatment will then be recorded as having been performed at the location of the
changed code, not at the location shown by the original code. We would strongly
recommend that once this list has been set up to suit your practice, only new
locations are added rather than existing ones being amended.

Once changes are saved the old list cannot be restored. We would suggest that before
making any changes the existing list be printed so that the original description can be
re-entered if a change is later found to have been made in error.
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TREATMENT FEES SCREEN

The Fees button on both treatment screens (detailed and basic) opens up the screen
below. See Chapter 6 of the User Manual for more details.

CASH

PATO0002
26 AUG 2004

Invoice This Treatment | Invoice Dutstanding Treatments Ok

Digital Images Cancel

The fields for Select Fees and Stock for this Treatment and Payment Type are filled in
by selecting from pop-up menus. The contents of the menus can be amended or added
to using the following two options on the “Treatment Related Setup Menu” (from the
Podiatry Main menu, then “Setup Menu”, and “Advanced Setup”).

Treatment/Stock Prices

This facility provides a way of setting up individual treatment or stock prices, which
can then be selected and totalled when the patient is treated.

2 DAY TURMAROUND

2 Dayy Turnaroun: d
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By default, the total of all items selected on the Treatment Fees screen will appear in
the Calculated Treatment field. However, if you type YES in the field Stock Item Y/N
of the screen above, the price will appear in the Stock Items field.

Payment Types

The items entered here are included in the list that appears in the Payment Type field.
Set up your payment types (such as cash, credit card) here.

CLINICAL ASSESSMENT TEMPLATES

The Assessment button on both treatment screens (detailed and basic) opens up the
screen below.

w dssessment/Orthotic Prescription

Page 9-6



PPMS ADVANCED MANUAL

Initially this screen is blank, however the “Clinical Assessment Templates” option
allows you to define your own templates for assessments. This option is on the
Podiatry Main menu, followed by “Setup Menu” and “Advanced Setup” then
“Treatment Related Setup Menu”.

These templates enable you to set-up different assessments, forms or questionnaires to
obtain information from the patient, to note information about the treatment or
condition, or to compile information to send to a supplier. Examples of use include
BioMechanics, Podiatric Surgery, and New Patient Assessments.

Clinical Assessment Reference Description |

Include in Selection Lists YM ?

Ho. Style Colour Heading / Question Validation il HNo. Style Colour

o o

|»

ol

=l
EEEEERBEER

ol
ol

T

5.

@ @ e o
ol

ol
ol

=)
=)

=)
=)

ol
ol

ol
ol

Although we are doing our best to make things as easy as possible, setting up this type
of template can become complex, particularly when a large template is involved. After
describing the functions of the various parts of the form, we show an example of a
small template involving most of the features.

Buttons and fields of template screen

Clinical Assessment Reference

Enter a suitable code to describe the template.

Description

Enter a suitable description to select the template from a scroll box.
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Include in Selection Lists Y/N

Normally you would enter “Y” here. If the template is out of date and you do not want
it to appear in a selection scroll box enter *N’.

Two sets of Columns

You may require two sets of data one next to each other, say for each foot. To see in
full the right hand column, move the horizontal scroll bar (just above the buttons) to
the right. If you only need one column on your template use the left hand one.

No.

This is just the reference number of the entry. These continue up to 120.

Style
The style of the text for the Headings/Questions. These are:-

0 Normal

Bold

Italic

Bold Italic

Normal Underlined
Bold Underlined
Italic Underlined

Bold Italic Underlined

~N o ok wWwDN e

Colour
The colour of the text for the Headings/Questions. These are:-

1 2 3 4 5 67 8 9 10111213 14 15 16

Heading / Question

The text you wish to appear on the form.
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Validation

The validation criteria that can be used are:

HEADING No entry box will appear on this line.
(No entry) This allows a 30-character text field with no validation.

, (Comma) When separating words, one of these words must be entered.
(Y is short for YES and N for NO) e.g. MALE,FEMALE.
Either MALE or FEMALE must be entered.

BLANK The entry may be blank e.g. CASH,ACCOUNT,BLANK either
CASH, ACCOUNT or nothing can be entered.

- (Minus sign)  Specifies a range of numbers. A space MUST be inserted
before and after the minus sign. e.g. 15 - 74 means a number
between (and including) 15 and 74 is acceptable. Where a
range includes negative values it should be set out as -45 - -25.
For a small numeric range you can also use a commae.g. 1,2,3
meaning 1 or 2 or 3.

N (Carat) In front of a word, number, or field means that this is the
default value which appears on opening the form. e.g.
ACASH,ACCOUNT the word cash appears when opening the
form but account is also acceptable.

{} Between these brackets a field code is inserted. See Chapter 7
of the User Manual for a list of field codes

IE When added after a field name (outside the curly brackets), the
value produced may be edited. e.g. {OCNAME} will return
the patients occupation. {OCNAME}/E will do the same but
allow you to edit it. You may have a patient recorded with an
occupation as ‘Retired’, but need the form to include details of
his previous occupation. You could then amend the entry to
read say Driver (Retired). Note that any information entered
does not update the patient record. If this needs to be done it
has to be done separately.

Add / Delete Line

Adds a line above the current line or deletes the current line.

Lock Template

The Lock Template button stops any further modification being made to this template.
If at some stage in the future you need to modify the template, the only way to do it is
to make a duplicate template, give it a different reference and make the modification
on that one.
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Example of completed template

g
%

No. Style Colour Heading / Question Validation Line HNo. Style Colour Heading / Question  Validation

1 s s ] PATIENTS SHOE SIZE | |HEADING ;I _I 2 Jo [ ] | &l
I I | =[] + @ HE | [ L
s o [ ] Patient Record Number [tPusERREF; ;I ;I 6 Jo [ ] [

7 o [ Ccoupation | {OCNAMEE ;I _I g Jo [f ] [

s o [ ] Paymert Method || "CASH,ACCOUNT SLANK ;I _I 1w o [ ] |

CE EI EE | LEFTFOOT  |HEADING ;l J 12 [3 3 | RIGHTFOOT  [HEADNG

13 ol T ] See | [3-12 ] e o T B ERE

15 o 1] wicth | |ABCDEF ;I _I 6 Jo [1 Vidh  [ABCDEF

7 ol T ] Commerts | ;I _I 13 Jo [1 ] |

L1 I ] S — o

When you click on the Assessment button on the treatment screens, and then New
Assessment/Orthotic Prescription, the description you entered for the template now
appears on the pop-up menu. If you double click on this description the following
appears and can be filled in.

Clinical Assessments

PATIENTS SHOE SIZE !
Yalidation - CASHACCOUNT BLAMNK

Assessment Date |9 MAR 2000 Re-assessment due Date I

Patient Record Murnber 00001
Occupation RETIRED (DRIVER)
Paymment Method CASH

LEFTFOOT RIGHT FOOT
Size 6.5 Size 7
Wiidth © Width D

Comments Likes Brown Shoes
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CHAPTER 10 - MISCELLANEOUS SETUP

INTRODUCTION

This chapter describes the final two options on the “Advanced Setup” menu. These are
the user parameters and the test and repair options.

USER PARAMETERS

File Edit NEERAER TN Reports  Financial

Patient Record Chrl+P

Appointments

Daily Takings Report

Print Patient Recall Letters

Setup Menu Podiatrists

Clinics
ImportfExport

Clinic Groups {Far Daily Diary)

Cancellation Reason Codes

Standard Letters
Label formats
Recall Templates

» Email Setup »

Patient Related Setup Menu 3

Treatment Related Setup Menu »

User Parameters

TestfRepair Datafile

The User Parameters screen allows you to amend the system to suit your hardware and
the way of working in your practice. Except for the parameters described below,
entries on this screen should not be changed without first contacting us.

The screen is held on two pages. Swap between them using the >Page> (to next page)
and <Page< (to previous page) buttons at the foot of the page.
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Page 1 — Patient, Appointment and General

Serial Ho. ’D—
Address |Address 1 Expiry Date ’—
|Address 2 Version ’W
|Addrass 3
[address 4 PostCode |Postcode
Telephone /Fax |Tel i|Telz
Next Patient Record No (Where used) ’247 Length of Record Humber ,5_

Prompt if Pat. has two appointments ? |YEZ Search |1 Days ahead
Allow Appointment Hotes | NO Diary Sheet Selection |1 (Select 1 0r 2)

VAT Registered YHN ? |[NC VAT No. Treatments VAT Exempt
Do Not Book Message | **Do Mot Book** Prompt when Cancelling Patient Edit | VES

EXCEL Path and filename |
JPEG Folder |E'n' PICTURES)

Backup/Zip Drive Path |
Patient warning message ‘CHECK DETAILLS ON THRD PAGE

Refresh Daily Appointment Diary every 30 seconds. (Zero = Hever Refresh)
Weekly Diary Appointment Colour 2 Weekly Diary "Do not book" Colour |2 Patient Waiting Colour |13
Weekly Diary Same Patient Colour | 2 Weekly Diary date frequency |10

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 1§

Ok
»Page> Cancel

Name and Address

Enter the name and address for your practice here.

Serial Number, Expiry Date and Version

Displays the version date of the software as well as the rental expiry and serial number.

Next Patient Record No

If you wish to allocate your own numbers or start from a different record number, you
can edit the Next Patient Record Number field to the number of your next record
number. If you don’t want the computer to allocate a number at all, set the Next
Record Number to 0. This should not be changed after you have started entering
patient details.

VAT

If you are using the financial functions of the system, your VAT information must be
entered here.

EXCEL Path and Filename

If you wish to export reports in Microsoft Excel format, enter the location of Excel
here (e.g. “C:\Microsoft Office\Office\Excel.exe’, note that on some computers this
may need to be entered in the 8.3 format e.g. ‘C:\Micros~2\Office\excel.exe’).
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JPEG Folder
Enter the pathname where the system can locate your JPEG images of scanned in

correspondence or digital camera views, which can then be linked to the patient
records.

Backup/Zip Drive Path

Specify the path of the drive where you wish your backups to be made.

Patient warning message

Text entered here will be displayed at the bottom of the Patient Record screen if the
patient has one of the conditions specified in the user defined page 2 of the patient
record. (See Page 8-8 to define when the message will appear.)

Refresh daily appointment diary

Set this parameter to refresh the Daily appointment diary every X seconds to show if
patients are in the waiting room. Typically this would be set to 30.

Diary colours

The colours for waiting patients and blocked out appointment times can be amended
here.

Page 10-3



PPMS ADVANCED MANUAL

Page 2 —Treatment

Treatment Preferences

Lock Treatment records after dayi(s) Lock Clinical Assessments after ’17 day(s)
Reload Treatment History after edit | VES
Caleulate Tr. Notes [YEZ ~  Display Treatment Codes YM [NO
Select items in list with Single or Double Click ,? {SorD) Scroll Box Font Size ’77 (6,7,89 0r 10)

Anatomical location prefix |A1 location(s) :

Diagnosis prefix |0n examination found

Activity prefix |Adivily included :
Medicaments prefix |Addmnnal Materials used

Default Recall Period Prompt to confirm payment ? |0

Word - Allow same field to be used up to |3 times
Fonts
Font1 | Arial - Font 2 | “rial -
Font3 [ arial -] Fonta ara -
Font 5 | “rial -
Most of the reports and listings use Font 1. Amending this will change the font on these reports
These fonts can also be amended in the Invoice Templates facility

<Page< LCancel

Lock treatment and template records

This is the number of calendar days after entering a treatment or Clinical assessment
before the record is locked by the system.

e To ensure that records can only be edited on the calendar day they are entered,
enter ‘0" here

e To allow editing on the calendar day after this (the default), enter *1’

e To allow editing on the subsequent day (and after), enter ‘2’ etc.

If this is your main record of treatments keep this value as low as possible.

Treatment prefixes

The wording in the four fields for prefixes (Anatomical to Medicaments), is the
wording that appears in the Calculated Treatment Notes box on the detailed treatment
screen.

Fonts

Five fonts can be selected from your windows installation which can then be used for
standard letters and invoices.
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TEST/REPAIR DATAFILE

Most of the items in this section are special routines to monitor the operation of your
system. Apart from the items below they should not be run without reference to us as
information we may need could be lost.

File Edit RELERACERNIENIN Reports  Financial

Patient Record Ctrl+pP

Appoinkments

Daily Takings Repart

Print Patient Recall Letters

Padiatrists

Clinics
Clinic Graups (For Daily Diary)
Cancellation Reason Codes

Import/Export

Standard Letters
Label Formats
Recall Templates

Emaill Setup

Patient Related Setup Menu

Treatment Related Setup Menu

User Parameters

TestjRepair Datafile Test Data Fils
Test and Repair Data File

Test Selected File
Repair Selected File

Print Data Log

Test Data File and Print Data Log

These routines check the data to see that it is complete and stored correctly. We
suggest that you run these about once per month even though most customers never
encounter any problems. First run the Test Data File routine, then Print the Data Log
in landscape format. If nothing prints out then there were no errors; otherwise
telephone Tynedale Computer Systems.

Note: DON’T PANIC - Often the Data Log shows data as damaged. Usually this is
something very trivial that does not require any action. Just occasionally there is a
problem but this can almost certainly be fixed very quickly.
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CHAPTER 11 — IMPORT/EXPORT

INTRODUCTION

The information in this chapter only applies if your practice has a special laptop
version of the system which enables limited data to be entered whilst away from the
practice and then downloaded on to the main practice computer when you return.

File Edit Reports  Financial

Patient Record Chrl+P

Appaintments »

[Caily Takings Report

Prink Patient Recall Letters

Import Data Inko Main Syskem

Import audit Trail

EXPORTING AND IMPORTING DATA

The procedure for doing this is as follows:-

1 Copy the DataFile and library from the main computer to the laptop by
whatever means is enabled at your practice. (The DataFile is the file
‘Chirop.DF1’ in the PPMS directory and the library is called
CHIROP.LBR. If you have files ‘Chirop.Df2’, “‘Chirop.Df3’ etc. these
should be copied as well.)

2 When the data has been copied to the laptop you must immediately open
the Podiatry program on the laptop. Once it has opened you can either
close it down or continue to work with it.

3 On the laptop you can now work with the following programs:-

Patient Record screen, - to add or edit patient records

Add or Amend Treatments

Clinical Assessments

Doctors

GP Practices

Occupations

Emails may be added to the queue to be sent from the practice.
Appointments for Laptop Clinics only.
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4 Select “Export Data from Laptop” from the menu to copy the amended
data on to a floppy disk for transfer back to the main computer. The Data
is now no longer available on the laptop until you recopy the data back
from the main computer. Ensure the amended data is on the main
computer before doing this. Once the Export Data item has been run from
the laptop the only menu item available is “Export Data from Laptop”.
This enables you to re-export the data should there be a problem with the
floppy disk.

5 At the main computer insert the floppy disk you used in step 4 above and
select “Import Data into Main System”.

CAUTION: The data on the floppy disk used in transferring the data back to the main
computer is in standard text format. If you have made a mistake in entering data DO
NOT attempt to correct it at this stage by using a text editor. An error could cause
serious and irrecoverable damage to the data. Correct the mistake when the data is
back on the main machine.

Working on main computer while Data on Laptop

When the data is imported back from the laptop, the program checks the date of the last
edit of each record and compares it with the date before the data was first exported. If
the last edit date on data from the laptop has changed it will import this version, unless
for that record the last edit date on the main machine has also changed. In this case it
will ask you which version of this record you want to keep. The other version is totally
lost, as the two sets of edited data are not merged together. Please take this into
account if you need to edit a record for a patient whose data may be modified on the
laptop that day. (e.g. perhaps on a Domiciliary Visit).

IMPORT AUDIT TRAIL

This item is for use should a problem occur. It enables us to see what has happened to
cause the problem and ascertain how to rectify it.
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Delete
Example data..........ccooeviiininnennn 2-3
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